
This is a Ms Word copy…We will be using a MS Publisher with a picture in the corner

Dress Code:

WGR does not require uniforms.

No excessively baggy clothing.

No excessively revealing clothing.

Hats must be worn facing forward.

No clothing with profanity.

WGR strongly suggests the use of sun block.

Scheduling:

Employees may submit a preferred hourly work schedule before Memorial Day weekend.

Schedules will be made to reflect employees preferred schedule as closely as job description will allow.

Once schedule is in place, any absence, other than illness related, must be approved in advance and employee must find a sufficient replacement for said absence, also approved by management.

Breaks:

WGR will allow one 30 minute unpaid lunch breaks, upon request.

WGR will allow two 15 minute unpaid breaks, upon request.

Employees wishing to “Eat on the run” will be paid straight through.

Occasional breaks through the workday will be allowed as time permits.

Smoking is not allowed in any enclosed area on premises.  Also, any marked or signed “No Smoking” areas are off limits to smoking, such as the gas docks, Propane Fill Station, & Gas Storage Area.  A 50ft or more restriction is in place in these areas.

Time Cards
Any employee failing to properly fill out their personal time card will be docked one hour pay per occurrence.

Workers Right to Know

Employees, under the “Workers Right to Know Act” have the right to know of any and all substances they could come in contact with during their employment with a company.

WGR has provided a MSDS for all substances used, produced, or dispensed on premises.

Copies are available in the marina office in the “Workers Right to Know” ring binder

Job Description
Service Technicians

o
Service Techs will provide written documentation of work completed to management for billing. 

o
A verbal description of work to be done will be given to technicians prior to starting the job.

Cash Register Clerk

o
All clerks will be instructed on the use of the cash register in which their primary work will be done

o
Mistakes will be corrected by management only!
o
Receipt of all mistakes must be kept and provided to management

o
Clerks will be accountable for balancing cash register and for the outcome thereof.

Fuel Attendant

o
Training Employees


Go through training and orientation 


Attendant is responsible for all fuel pumped from dispensing to billing, and clean up.


Your conduct will be closely monitored by management and other employees.

Spilling of Fuel

Every effort must be made to stop the spillage of fuel.

First hand, on the job training will be the best preventions for fuel spillage.

In time, employees will learn certain fueling traits of many boats that will help reduce spillage

o
When Spillage Occurs


Access Spillage


Stop Further spillage


Determine Volume

o
Small quantities can be cleaned from boats and removed from water with fuel dock spill treatment – provided in spray bottles conveniently placed on fuel dock.

o
Large volumes must be reported immediately to management and contained or cleaned up with absorbent pads and containment booms located in spill kit on main gas dock.

* Note:  Small spillages should be left un-treated if possible and left to evaporate.  Treat only if area is congested with people and raw fuel is a fire hazard.

* Note:  Never, under any circumstances, treat spillage with detergents, such as dish detergents, Dawn, Joy, etc.  This will combine the fuel with the water – allowing the fuel to sink into the lake and contaminate the area.  Treatment must only be done with chemicals provided and Okayed by management.

Types of Fuel

We carry four varieties of fuel that attendant must be familiar with
Attendants are responsible for the safe dispensing of proper varieties of fuel for the vessel into which they are pumping
Improper fuel can cause engine damage that attendant is responsible for.  
If you are not absolutely certain of the type of fuel to dispense – Ask Management Before Pumping!

o
93 Octane Unleaded
o
89 Octane Unleaded
o
89 Octane Unleaded 50-1 Pre-mixed Outboard Fuel
o
Diesel Fuel
Deck Fills

Many boats have deck fills that are similar to fuel fills, but are for other uses.

Dispensing fuel into these other fills can cause hazardous conditions.

Attendant is responsible for understanding the purpose of each fill prior to dispensing fuel.

o
Fuel Fill 


Fuel only – To fill tank

o
Water Fill 


Potable Water Only for Consumption

o
Black Water Waste Deck Fill 


Actually used to pump sewage from boat rather than to fill a tank

o
Other Hatches and Compartments 


May resemble fuel fills.  


Always ask and be certain prior to filling.

Payment
After fueling a vessel and the shut-off lever on the pump has been moved to the off position, receipts will automatically print out inside the store at the cash register #1. 
Attendant is responsible for payment of that receipt.
o
Payment Methods

Cash

Cash payments must be taken to the cashier.

Change and receipt must be taken to the boater.

Dispose of the printout or give to the boater with the receipt.
Credit Card
C.C. must signed and be taken to cashier with same conditions as cash. 
Dispose of the printout or give to the boater.
Charge Account
If customer would like to be billed for purchase, fill out a charge account entry on customer’s personal file.

New accounts must be okayed by management.

Dispose of the printout or give to the boater.

Still Shopping

If fuel customer is shopping in the store and wants to pay on departure, get a visual of customer and write a brief description on the print out.

Make certain the cashier is aware of customer.

Make certain the customer pays on departure – you are responsible for printout.  Dispose of printout after payment if customer doesn’t take it with payment.

Stocking

While not dispensing fuel, stock store from warehouse as described on the “To Do” list clipboard at cash register

While stocking shelves, constantly monitor fuel dock for customers.

Customers always take precedence over stocking.


Docking
As boaters dock, help boater secure boat to dock via our tie lines.

Locate boat in a manner that leaves as much dock space available for other docking customers.

o
Knots


Implement proper knots to secure


Sailor’s Knot – to be used on cleats


Double Loop Knot – to be used where cleats are not available.

*Note – Notify management if large vessels such as houseboats attempt to dock.

*Note – All employees, including cashiers, service technicians, and office help must receive “Fuel Attendant Orientation” and sign “Employee Manual” prior to Memorial Day weekend each year.

*Note - Employees must also sign “Workers Right to Know” ring binder and receive “HAZMAT” orientation on a yearly basis.  

*Note - Cleaning personal are exempt from “Fuel Attendant Orientation”, but must receive “Workers Right to Know” Orientation and sign ring binder.

Employee Name


_____________________________________

Social Security Number

_____________________________________

Date of Birth


_____________________________________

I have read and understand the information in this employee training manual.

Employee Signature

_____________________________________

