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Food Service 

About Stewart’s 

Vision Statement: 
Stewart's Firefighter Food Catering was developed in 1978, and is staffed by highly competent and motivated staff 
that is committed to providing high quality meals to wild land firefighters involved in fire suppression. 

 
Stewart's Firefighter Food Catering is committed to total quality, communication, job excellence and demonstrates 
the highest ethical and moral standards. We are held accountable for our actions and will strive to work with the 
Food Unit Leaders and Government Representatives to resolve all conflicts of mutual concern. 

 
The daily operation of Stewart's Firefighter Food Catering will be based upon efficiency, economy, and 
accountability to all of their customers. 

 

Mission Statement: 
The mission of Stewart's Firefighter Food Catering is to provide the U.S. Government with hot meals for wild land 
firefighters. We are a mobile food service contractor contracted for emergency support of fire suppression in the 
Western United States or as assigned by NIFC. 

 

Stewart’s Organization Chart 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Often one person holds many positions.
 

WHAT YOU CAN EXPECT FROM STEWART’S 
1. Operate Stewart's Firefighter Food Catering, Inc., in a fiscally responsible manner. 
2. Stewart's Firefighter Food Catering, Inc., is an EEOC employer. 
3. Stewart's Firefighter Food Catering, Inc., pays all employees in accordance with Federal NIFC Contract 

wage determinations. 
4. Review of wages, employee benefits and working conditions consistent with sound business practices. 
5. Develop competent employees with adequate training and supervision. 
6. Ensure each employee a formal grievance procedure. 
7. Handle complaints and conflicts as soon as practical. 
8. Treat all employees with courtesy and consideration. 
9. Respect all individual's rights. 
10. Provide a safe working environment. 
11. Promote employees based on ability and merit. 

Thomas Stewart, Susan Stewart, Carolyn Stewart 
Owners/Officers 

Thomas Stewart 
CEO 

Susan Stewart 
President, 
Safety Trainer, 
Head Unit 
Manager 
 

Carolyn Stewart 
Vice President, 
Safety Trainer, 
Unit Manager 
 

Terry Stewart 
Office Manager 
Human Resources 
 

Gary Sneva 
Unit Manager SK-101 

Susan Stewart 
Unit Manager SK-102 

Carolyn Stewart 
Unit Manager SK-105 

Assistant Manager Assistant Manager Craig Toman 
Assistant Manager 

Head Cook 
Food Service 
Outside Service 

Head Cook 
Food Service 
Outside Service 

Head Cook 
Food Service 
Outside Service 
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WHAT STEWART’S EXPECTS FROM YOU 
Your first responsibility is to know your own duties and how to do them promptly, correctly and pleasantly. Secondly, you 
are expected to cooperate with management and your fellow employees to maintain a good team attitude. We expect 
you to interact with your fellow employees and those whom Stewart’s serves, with congeniality and respect. We expect 
you to accept direction in a responsible manner. In turn, the performance of one department can impact the entire service 
offered by Stewart's. Consequently, whatever your position, you have an important assignment: perform every task to 
the very best of your ability. The result will be better performance for the company overall, and personal satisfaction for 
you. You are encouraged to grasp opportunities for personal development that are offered to you. This Manual offers 
insight on how you can positively perform to the best of your ability to meet and exceed Stewart’s expectations. 
Remember, you help create the healthful, pleasant and safe working conditions that Stewart’s intends for you. Your 
dignity and that of fellow employees, as well as that of our customers, is important. You must remember that the 
Government Agency is our customer. Stewart’s needs your help in making each working day enjoyable and rewarding. 

 

YOUR RESPONSIBLITIES 
1. Work as a Team 
2. Lead by example 
3. Treat all personnel honestly and fairly 
4. Be courteous to all customers 
5. Know your duties 
6. Perform assigned duties in a safe and efficient manner 
7. Neat, clean, professional appearance 
8. Do more than expected 
9. Champion Stewart's Firefighter Food Catering and foster organizational pride. 

 

 

PERSONNEL ADMINISTRATION 
Questions regarding wages and interpretation of policies may be directed to your Unit Manger. 

 
Personnel files are kept on every employee at the corporate headquarters in Redmond, Oregon. It is important that you 
immediately contact your unit manager if you have any changes in any of the following areas; 

 
 

 

EMPLOYMENT CLASSIFICATIONS SEASONAL - ON CALL EMPLOYEES 
UNIT MAN AGER/FOOD SERVICE SUPERVISOR:   
A person who is assigned to exercise general supervision and authority over all of the mobile kitchen activities which 
included, but is not necessarily limited to: Know and follow the National Mobile Food Service Contract and Stewart’s 
Employee Manual, scheduling employees work hours, reporting weekly payroll, complete management control, purchase 
receipt, storage of supplies, scheduling deliveries of supplies, issue handling, processing, packaging, preparation, 
serving, travel, accommodations, repairs and disputes. The Unit Manager/Food Service Supervisor shall be considered 
exempt from hourly guidelines, and work under a privately negotiated rate of pay accordingly within the guidelines as set 
forth by the U.S. Department of Labor.   
 

ASSISTANT UNIT MAN AGER/FOOD SERVICE SUPERVISOR: 
A person who is assigned to assist the Unit Manager/Food service Supervisor with the day-to-day operations of the mobile 
kitchen unit. The Unit Manager trains the assistant manager's to perform their duties. The Assistant Unit Manager shall be 
considered exempt from hourly guidelines and work under a privately negotiated rate of pay accordingly within the 

guidelines as set forth by the U.S. Department of Labor. 
 
HEAD COOK/ COOK II: 
There will be one Head Cook or Cook II assigned to each mobile kitchen unit. This person will direct preparations or 
prepare in large quantities, by various methods of cooking, meat, poultry, fish, vegetables, gravies, soups, sauces, etc. 
Assist in compiling information needed for ordering supplies. Must be able to lift and carry up to 30 lbs. frequently and 
stand for eight (8) hours or more. Must be able to work with hands at waist level for long periods. 

Legal Name Address Martial Status 
Changes to your W-4 Change in Deductions Telephone Number(s) 
Driver's License status Emergency contact information List of Allergies 
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COOK I: 
Cook or Cook I will independently perform moderately difficult tasks in preparing quantities of quickly prepared food. Will 
also fill in and help in all phases of food preparation as directed. Must be able to lift and carry up to 30 lbs. frequently and 
stand for eight (8) hours or more. Must be able to work with hands at waist level for long periods. 
 
FOOD SERVICE: 
Will assist in all phases of mobile kitchen camp set-ups as directed. Which include, but not limited to, setting-up of tents, 
tables, chairs, ramps, loading and unloading water hoses, parking, cleaning, serving, etc. as directed. Will assist as 
directed in general food preparation of all foods served. Serving prepared items to firefighters. May rotate as outside 
service. Work independently in the preparations of salads and sandwiches. Must be able to lift and carry up to 30 lbs. 
frequently and stand for eight (8) hours or more. Must be able to work with hands at waist level for long periods. 

 

DRIVERS: All drivers must have a current medical card. Drivers will be assigned a position in the food service area after 

arriving at camp. 

Management dictates number of hours worked. 
 

WHILE DRIVING TO AND FROM AN INCIDENT IN LEIU OF HOURLY WAGE YOU WILL BE PAID 
THE FOLLOWING: Co-Drivers and Riders must be listed in log book and on time card. 

DRIVER - CDL - CLASS 1 OR CLASS A - 26001 GVW will be paid .75 cents per mile 
DRIVER - REGULAR LICENSE: 26000 GVW and under will be paid .30 cents per mile. 

RIDERS will be paid a per diem of .20 cents per mile. 
 

At the time you are hired, you are classified as seasonal/on-call employee. All policies described in this Manual and 
communicated by Stewart’s apply to all employees.  Normally, a seasonal position will not exceed six (6) months in 
duration, unless specifically extended by a written agreement. Summer employees are considered seasonal employees.  
If you are a seasonal employee, please understand that you are not eligible for benefits described in this Manual, 
except as granted on occasion, or to the extent required by provision of state and federal laws. 

 

Employment Policies 
Whether you are a new hire or a former employee returning to Stewart’s, you may feel a little strange in your new 
surroundings. This is a normal feeling and is expected. Your fellow employees, especially your manager, want to help you 
get off to a good start. Feel free to ask them for help concerning anything you don't understand. 
AT WILL EMPLOYMENT 

All employment and compensation with Stewart’s is "at will" which means that your employment can be terminated with or 
without cause, and with or without notice, at any time, at the option of either Stewart’s or yourself, except as otherwise 
provided by law. 

ATTIRE 

Every employee is expected to dress appropriately. While working in a fire camp or on other catering jobs, you will be 
assigned a company shirt and hat. You are required to wear these when you are on company time. This 
includes traveling to and from an incident. Make sure you report to work clean, dressed properly and your 

hair up under your cap or tied tightly in the back and ready to begin working. If your hair is long and 
unmanageable,   you are required to wear a hair net. Sometimes we will be in very remote places, if you see that 
we are running out of clean shirts, please bring it to your Unit Manager’s attention. We must work at being clean and 
neat at all times. Remember, there are shower units at camp. Please use them. Stewart’s are not responsible for 
shower units - however, the U.S. Forest Service tries to always have a shower unit on location after the first day. 
Please understand that you are expected to dress and groom yourself in accordance with accepted social and 
business standards, showered and clean clothing. Personal appearance should be a matter of concern for each 
employee. If your manager feels your attire is out of place, you may be asked to leave your workplace until you are 
properly attired. You will not be paid for the time you are off the job for this purpose. Your manager has the sole 
authorization to determine an appropriate dress code, and anyone who violates this standard will be subject to 

appropriate disciplinary action. Can be addressed on a case by case basis, as needed. No Shorts allowed while 
on duty -  knee length shorts only allowed - NO SHORT SHORTS ALLOWED. No low cut blouses, 
sweatshirts,  tee shirts or torn (intentionally or otherwise) shirts, tank tops, muscle shirts, crop tops, tube 
tops and no chest or belly exposure allowed This list is not intended to be a complete  list, it is just a 
guideline Basic Rule: Hands Up – no bare skin showing between shirt and pants, Hands Down – no 
bare skin contact on legs, Bent Over – no bare skin or undergarments  showing. 

BUNK HOUSES 

Bunk houses are provided for employees who don’t bring their own tents. One for the women and one for the men, no 
exceptions. 

BUSINESS HOURS 
Our regular operating hours vary with each incident. Your particular hours of work and the scheduling of our meal 
periods will be determined and assigned by your Unit Manager. 

 
 



This is a living, breathing document that we can change at any time.  Revised 3/20/2018                   Page 6  

CONFIDENTIAL INFORMATION 
As an employee of Stewart’s, you have access to personal and confidential information. All Stewart’s business must be 
kept strictly confidential. You will be required to sign a Confidential Information Agreement to this effect. As a Unit 
Manager you will protect all personal and confidential information of Stew art’s and their employees. Only 
employees approved by Susan Stew art or Carolyn Stew art are allowed to do daily invoicing and payroll. 

COUPLES AND FAMILY MEMBERS 
It is not recommended to hire couples (spouses or boyfriend/girlfriend) or family members to work on the same crew 
however it will be for discussion between the Unit Manager and Company Officers. If you and your significant other or 
family members wish to work for us, we will try to place one on another crew. Couples and family members are not 
allowed to work at the same incident without permission from a Company Officer. 

CUSTOMER RELATIONS 

The success of Stewart’s depends upon the quality of the relationships between Stewart’s, our employees, National 
Interagency Fire Center, U.S. Forest Service - our customer, our suppliers and the general public.  Our customers' 
impression of Stewart’s is greatly formed by the people who serve them. In a sense, regardless of your position, you 
are Stewart’s ambassador. The more goodwill you promote, the more our customers will respect and appreciate you, 
Stewart’s, and Stewart’s products and services. 

Here are several things you can do to help give customers a good impression of Stewart’s: 
1. Act competently and deal with customers in an honest, courteous and respectful manner. 
2. Communicate pleasantly and respectfully with other employees at all times. 
3. Follow up on orders and questions promptly, provide businesslike replies to inquiries and requests, 

and perform all duties in an orderly manner. 
4. Take great pride in your work and enjoy doing your very best. 

These are the building blocks for your and Stewart’s continued success. Thank you for adding your support. 
DRIVER'S LICENSE & DRIVING RECORD 

Employees whose work requires operation of a motor vehicle must present and maintain a valid driver's 
license and a driving record acceptable to our insurer. You will be asked to submit a copy of your driving record 
to Stewart’s along with your application and from time to time throughout your employment. Any changes in your 
driving record must be reported to the personnel department immediately. Failure to do so may result in disciplinary 
action, including possible dismissal. Note: See "Traffic Violations" and "Use of Company Vehicle" in the "Other 
Policies" section of this Manual for further information. 

EQUAL EMPLOYMENT OPPORTUNITY 

Stewart’s has a long standing record of nondiscrimination in employment and opportunity because of race, color, 
religion, creed, national origin, ancestry, disability, sex or age. The President has issued the following policy stating the 
Company's views in this matter: 

It is the policy of Stewart’s to: 

* Strictly follow personnel procedures that will ensure equal opportunity for all people without regard to  race, color, 
religion, creed, national origin, sex, age, ancestry, marital status, disability, veteran or draft status; 

* Comply with all the relevant and applicable provisions of the Americans with Disabilities Act ("ADA"). 
* Thoroughly investigate instances of alleged discrimination and take corrective action if warranted; 
* Be continually alert to identify and correct any practices by individuals that are at variance with the intent of the 

Equal Employment Opportunity Policy. 
At this time, Stewart’s would like to reaffirm this policy and call upon all personnel to effectively pursue the policy as 
stated. Management is primarily responsible for seeing that Stewart’s equal employment opportunity policies are 
implemented, but all members of the staff share in the responsibility for assuring that by their personal actions the 
policies are effective and apply uniformly to everyone. 

Any employees, including managers, involved in discriminatory practices will be subject to discharge. 
FORMER EMPLOYEES 

Depending on the circumstances, Stewart’s may consider a former employee for re-employment. Such applicants are 
subject to Stewart’s usual pre-employment procedures. To be considered, an applicant must have been in good 
standing at the time of their previous termination of employment with Stewart’s. 

FRATERNIZING WITH EMPLOYEES 

All Stewart’s employees are to refrain from fraternizing with other employees as this may be cause for termination. 
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HARASSMENT POLICY 
Stewart’s intends to provide a work environment that is pleasant, healthful, comfortable, and free from intimidation, 
hostility or other offenses, which might interfere with work performance. Harassment of any sort – sexual, verbal, 
physical, visual - will not be tolerated. Anyone may turn in any of Stewart’s employees for any form of harassment. 

What Is Harassment? 

Harassment can take many forms. It may be, but is not limited to: words, signs, jokes, pranks, intimidation, 
physical contact, or violence. Harassment is not necessarily sexual in nature. 
Harassment is to annoy persistently; to create an unpleasant or hostile situation for especially by uninvited and 
unwelcome verbal or physical conduct; to afflict with mental distress or agitation; make anxious. 

Responsibility: 
All Stewart’s employees, and particularly managers, have a responsibility for keeping our work environment free of 
harassment. Any employee that becomes aware of an incident of harassment, whether by witnessing the incident 
or being told of it, must report it to their Unit Manager or any management representative with whom they feel 
comfortable. When management becomes aware that harassment might exist, it is obligated by law to take prompt 
and appropriate action, whether or not the victim wants the company to do so. 

Reporting: 

Any incidents of harassment must be immediately reported to your Unit Manager or other management 
representative. Report must include: Names, date, time, place, supervisor’s name that was notified, and a 
complete account of what was said or actions/conduct that took place. 
Appropriate investigation and disciplinary action will be taken. All reports will be promptly investigated with due 
regard for the privacy of everyone involved. Any employee found to have harassed a fellow employee or 
subordinate will be subject to severe disciplinary action or possible discharge. Stewart’s will also take any 
additional action necessary to appropriately remedy the situation. No adverse employment action will be taken 
for any employee making a good faith report of alleged harassment. Anyone may report any Stewart’s 
employee for any form of harassment by calling Susan Stewart, Carolyn Stewart, Terry Stewart or Tom Stewart. 
1. Tell the harasser to stop the offensive conduct; and/or 
2. Tell a manager or supervisor about the conduct; 
3. Report the incident to Human Resources at: 

a. Stewart’s Firefighter Food Catering, Inc.  
b. Attn: Human Resources 

PO Box 818 
Redmond, OR 97756 
Call 541-923-6936 Fax 541-923-3283 or Email:  EventsSFFC@gmail.com 

Stewart’s accepts no liability for harassment of one employee by another employee. The individual who makes 
unwelcome advances, threatens or in any way harasses another employee is personally liable for such actions and 
their consequences. Stewart’s will not provide legal, financial or any other assistance to an individual accused of 
harassment if a legal complaint is filed. 

HEALTH EXAMINATIONS 

Stewart’s reserves the right to require an employee to participate in a health examination to determine the employee's 
fitness to perform his/hers essential job functions.  If you are asked to have an examination, Stewart's will cover the 
cost. 

HOW YOU WERE SELECTED 

We carefully select our employees through written application, personal interview and reference checks. After all 
available information was carefully considered and evaluated; you were selected to become a member of our team. 

INTRODUCTORY PERIOD 

Your first fire incident of employment at Stewart’s is considered an Introductory Period, and during that period you will 
not accrue benefits described in this Manual unless otherwise required by law. This Introductory Period will be a time for 
getting to know your fellow employees, your manager and the tasks involved in your job position, as well as becoming 
familiar with Stewart’s products and services. Your Unit Manager will work closely with you to help you understand the 
needs and processes of your job. This Introductory Period is a try-out time for both you, as an employee, and Stewart’s, 
as an employer. During this Introductory Period, Stewart’s will evaluate your suitability for employment, and you can 
evaluate Stewart’s as well. At any time during this first fire incident, with advance notice, so that Stewart’s can replace 
you, you may resign without any detriment to your record. If, during this period, your work habits, attitude, attendance 
or performance do not measure up to our standards, we may release you. At the end of the Introductory Period, your 
Unit Manager may discuss your job performance with you. This review will be much the same as the normal job 
performance written review that is held for regular full-time or part- time employees on an annual basis. During the 
course of the discussion, you are encouraged to give your comments and ideas as well. Please understand that 
completion of the Introductory Period does not guarantee continued employment for any specified period of 
time, nor does it require that an employee be discharged only for "cause." A former employee who has been 
rehired after a separation from Stewart’s of more than one (1) year is considered an introductory employee during their 
first fire incident following rehire. 

JOB DESCRIPTIONS 

We maintain a job description for each position in Stewart’s. If you wish to see your job description, please ask your 
Unit Manager or see your employee manual. 

  

mailto:EventsSFFC@gmail.com
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KNOWLEDGE OF STEWART’S 
After having learned to competently perform your own duties, your next step is to familiarize yourself with other Stewart’s 
activities. This can prove valuable to you, our customers and Stewart’s as well. Stewart’s may provide additional "cross-
training." 

OUTSIDE EMPLOYMENT 
What you do on your free time is your own business. However, if you are employed by Stewart’s in a full- time position, 
Stewart’s will expect that your position here is your primary employment. Any outside activity must not interfere with 
your ability to properly perform your job duties at Stewart’s. 

PROOF OF U.S. CITIZENSHIP AND/OR RIGHT TO WORK 

Federal regulations require that 1) before becoming employed, all applicants must complete and sign Federal Form I-9, 
Employment Eligibility Verification Form; and 2) all applicants who are hired need to present documents of identity and 
eligibility to work in the U. S. I-9 must be turned in immediately. 

SECURITY CHECKS 
The Government and Stewart’s may exercise its right to inspect all packages and parcels entering and leaving our 

premises. 
 

STANDARDS OF CONDUCT 
By accepting employment with us, you have a responsibility to Stewart’s and to your fellow employees to adhere to certain 
rules of behavior and conduct. The purpose of these rules is not to restrict your rights, but rather to be certain that you 
understand what conduct is expected and necessary. When each person is aware that he or she can fully depend upon 
fellow workers to follow the rules of conduct, then our organization will be a better place to work for everyone. 

Unacceptable Activities generally speaking, we expect each person to act in a mature and responsible way 
at all times. However, to avoid any possible confusion, some of the more obvious unacceptable activities are noted below. 
Your avoidance of these activities will be to your benefit as well as the benefit of Stewart’s. If you have any questions 
concerning any work or safety rule, or any of the unacceptable activities listed, please see your manager for an explanation. 
Occurrences of any of the following violations, because of their seriousness, may result in immediate dismissal 
without warning: 

1. Using Company Credit Cards, Petty Cash or Checking Account for personal use. 

2. Willful violation of any company rule; any deliberate action that is extreme in nature and is obviously detrimental to 
Stewart’s efforts to operate profitably. 

3. Willful violation of security or safety rules or failure to observe safety rules or Stewart’s safety practices; failure to wear 
required safety equipment; tampering with Stewart’s equipment or safety equipment. 

4. Negligence or any careless action, which endangers the life or safety of another person. 

5. Drinking alcohol and/or being intoxicated or under the influence of controlled substance drugs while at work; 
use or possession or sale of controlled substance drugs in any quantity while on or in possession of 
company premises (includes – motel rooms, company vehicles) except medications prescribed by a 
physician which do not impair work performance. 

6. Any act of harassment, sexual, racial or other; telling sexist or racial-type jokes; making racial or ethnic slurs. 
7. Unauthorized possession of dangerous or illegal firearms, weapons or explosives on company property or while on 

duty. 
8. Engaging in criminal conduct or acts of violence, or making threats of violence toward anyone on company 

premises or when representing Stewart’s; fighting, or horseplay or provoking a fight on company property, or 
negligent damage of property. 

9. Insubordination or refusing to obey instructions properly issued by your manager pertaining to your work; refusal 
to help out on a special assignment. 

10. Threatening, intimidating or coercing fellow employees on or off the premises - at any time, for any purpose. 
11. Engaging in an act of sabotage; willfully or with gross negligence causing the destruction or damage of company 

property, or the property of fellow employees, customers, suppliers, or visitors in any manner. 
12. Theft of company property or the property of fellow employees; unauthorized possession or removal of any company 

property, including documents, from the premises without prior permission from management; unauthorized use of 
company equipment or property for personal reasons; using company equipment for profit. 

13. Dishonesty; willful falsification or misrepresentation on your application for employment or other work records; lying 
about sick or personal leave; falsifying reason for a leave of absence or other data requested by Stewart’s; 
alteration of company records or other company documents. 

14. Violating the non-disclosure agreement; giving confidential or proprietary Stewart’s information to competitors or 
other organizations or to unauthorized Stewart’s employees; working for a competing business while a Stewart’s 
employee; breach of confidentiality of personnel information. 

15. Malicious gossip and/or spreading rumors; engaging in behavior designed to create discord and lack of harmony; 
interfering with another employee on the job; willfully restricting work output or encouraging others to do the same. 

16. Immoral conduct or indecency on company property. 
17. Conducting a lottery or gambling on company premises. 
18. Bringing pets to camp. 
19. Falsely entering hours worked on your time card. 

20. Leaving camp without permission from the Unit Manager or Assistant Manager. 
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Occurrences of any of the following activities, as well as violations of any Stewart’s rules or 
policies, may be subject to disciplinary action, including possible immediate dismissal. This list 
is not all-inclusive and, notwithstanding this list, all employees remain employed "at will." 

21. Unsatisfactory or careless work; failure to meet production or quality standards as explained to you by your manager; 
mistakes due to carelessness or failure to get necessary instructions. 

22. Leaving work before the end of a workday or not being ready to work at the start of a workday without approval of 
your manager; stopping work before time specified for such purposes. 

23. Sleeping on the job; loitering or loafing during working hours. 
24. Excessive use of company telephone for personal calls. 
25. Leaving your workstation during your work hours without the permission of your manager, except to use the rest 

room. 
26. Smoking in restricted areas or at non-designated times, as specified by department rules. 
27. Creating or contributing to unsanitary conditions. 
28. Posting, removing or altering notices on any bulletin board on company property without permission of an officer of 

Stewart’s. 
29. Failure to report an absence or late arrival; excessive absence or lateness. 
30. Buying company merchandise for resale. 

31. Obscene or abusive language toward any manager, employee or customer; indifference or rudeness towards a 
customer or fellow employee; any disorderly/antagonistic conduct on company premises. 

32. Speeding or careless driving of a forklift or any other company vehicles. 
33. Failure to immediately report damage to, or an accident involving company equipment. 
34. Soliciting during working hours and/or in working areas; selling merchandise or collecting funds of any kind for 

charities or others without authorization during business hours, or at a time or place that interferes with the work of 
another employee on company premises. 

35. Failure to maintain a neat and clean appearance in terms of the standards established by your manager; any 
departure from accepted conventional modes of dress or personal grooming; wearing improper or unsafe clothing. 

36. Eating food and beverages in undesignated areas or at your workstation. 
37. Failure to use your timecard; alteration of your own timecard or records or attendance documents; punching or 

altering another employee's timecard or records, or causing someone to alter your timecard or records. 
38. Fraternizing with employees or management. 
39. Failure to follow rules set in camp by the U.S. Forest Service or Government Representatives at the incident. 

Disciplinary Actions: 
Unacceptable behavior, which does not lead to immediate dismissal, may be dealt with in the following manner: 1 
Verbal Warning, 1 Written Warning, than Dismissal 

Written warnings will include the reasons for the Unit Manager's dissatisfaction and any supporting evidence. You 
will have an opportunity to defend your actions and rebut the opinion of your Unit Manager at the time the warning 
is issued. Disciplinary actions may also include fines, suspensions or other measures deemed appropriate to the 
circumstances. 

All pertinent facts will be carefully reviewed, and the employee will be given a full opportunity to explain his or her 
conduct before any decision is reached. The President or another member of senior management will give a second 
opinion concerning the unacceptable behavior before dismissal occurs. 

Crisis Suspension: 
If you commit any of the actions listed below, or any other action not specified but similarly serious, you will be 
suspended without pay pending the investigation of the situation. Following the investigation you may be terminated 
without any previous disciplinary action having been taken. 

Theft - Falsification of Company records - Failure to follow safety practices - Conflict of interest - Threat of, or the 
act of doing bodily harm - Neglect of duty - Willful or negligent destruction of property - Sell and/or possession of 
intoxicants, drugs or narcotics - Refusal to perform assigned work or to follow a direct order. 

Dismissal: 
Employment and compensation with Stewart’s is "at will". An employee can be terminated with or without cause, and 
with or without notice, at any time, at the option of the company, except as otherwise provided by law. If your 
performance is unsatisfactory due to lack of ability, failure to abide by Stewart’s rules or failure to fulfill the 
requirements of your job, you will be notified of the problem. If satisfactory change does not occur, you may be 
dismissed. Some incidents may result in immediate dismissal. 

QUITING: 
If you terminate (Self-quit) from a fire incident, it will become your financial responsibility to get yourself 

home. If you do not have the money to travel home, you will be given a draw to travel home on. However, 
you will sign for the draw and it will be deducted from you final payroll check. 

If you terminate (Self-quit) from a fire incident and you have driven your own vehicle to the incident, then 
you will be responsible for your own fuel to get home. The company will not pay you mileage for you use of 
your vehicle or for driving the vehicle. 

If you complete an incident and decide before another dispatch is issued that you want to go home, the company 
will pay the cost of your transportation home. However, if you choose to go someplace other than your home, you will 
be responsible for your own costs of transportation.  
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WAGE & SALARY POLICIES 
It is Stewart’s policy is to pay wages and salaries that are competitive with other employers in the marketplace, variable with 
individual and company performance and in compliance with all applicable statutory requirements. You are employed by 
Stewart’s and will be carried directly on our payroll. No person may be paid directly out of petty cash or any other such fund 
for work performed. 

 

BASIS FOR DETERMINING PAY 
Your pay is influenced by three factors: 

• The nature and scope of the job 

• Individual performance 

• Job determination 

JOB SCOPE 
Job evaluation, determines the scope, responsibility, impact and required skills and abilities of each job at Stewart's. 
The result is a relative ranking of all jobs from high to low. The job evaluation is independent of any employee or his/her 
performance. 

INDIVIDUAL PAY 
An individual's pay within this range will depend on his/hers sustained performance over time. Through individual 
performance and by increasing job responsibilities and moving to higher level jobs, you have significant impact on 
your pay. Management dictates number of hours worked. 

DEDUCTIONS FROM PAYCHECK (MANDATORY) 
Stewart’s is required by law to make certain deductions from your paycheck each time one is prepared. Any change in 
name, address, telephone number, marital status or number of exemptions must be reported to your Unit Manager or 
Terry Stewart immediately, to ensure proper credit for tax purposes. The W-2 form you receive for each year indicates 
precisely how much of your earnings were deducted for these purposes. 

Any other mandatory deductions to be made from your paycheck, such as court-ordered attachments, will be 
explained whenever Stewart’s is ordered to make such deductions. Some states may require other payroll deductions. 

Note: See "Wage Assignments (Garnishments)" later on in this section for further information. 
REPAYMENT OF COMPANY LOAN/PAYROLL ADVANCE 

Funds you owe to Stewart’s may be deducted from current wages according to the terms and conditions agreed upon 
at the time of your advance or loan from Stewart’s. The amount of draw that you receive will not be more than your 
withholdings as required by law. Each individual’s maximum allowed draw amount will be determined by their payroll 
requirements. Note: See "Payroll Advances" in the "Other Policies" section of this Manual for further information. 

ERROR IN PAY 
Every effort is made to avoid errors in your paycheck. If you believe an error has been made, tell your Unit Manager 
immediately. 

HOME/LOT REGULAR PAY (at the home base or lot hours) 
You will be paid your base hourly wage for all hours worked up to 40 hours per week. 

FIRE REGULAR PAY (while in fire camp or on government incidents) 
You will be paid your base hourly wage for all hours worked up to 8 hours per day or 40 hours per week. 

FIRE HEALTH AND WELFARE (H&W) PAY (while in fire camp or on government incidents) 
You will be paid the required health and welfare at the rate determined by the Wage Determination for all hours 
worked up 40 hours per week. 

FIRE OVERTIME PAY (while in fire camp or on government incidents) 
From time to time, it may be necessary for you to perform overtime work in order to complete a job on time. Any 
overtime must be approved in advance by your Unit Manager. When it is necessary to work overtime, you are expected 
to cooperate as a condition of your employment. There are two types of overtime work: 
1. Scheduled Overtime: Scheduled overtime work is announced in advance and generally will involve an entire 
operation. This type of overtime becomes part of the required workweek of the people who are members of operation. 
If you need to be excused from performing scheduled overtime, please speak with your Unit Manager. He or she will 
consider your situation and the requirements of the department or operation in deciding whether you may be excused 
from performing the scheduled overtime. 
2. Incidental Overtime: Incidental overtime is not scheduled if it becomes necessary in response to extenuating 
circumstances. It is extra time needed to complete work normally completed during regular hours. Incidental 
overtime may become necessary when an illness or emergency keeps co-workers from being at work as anticipated. 
It may require you to return to the workplace for emergency work. The opportunity to perform incidental overtime will 
be given first to the employee who normally performs the task. If that employee cannot perform the overtime, the 
manager will offer the overtime to a suitably qualified person who is available to perform the overtime work. 

If you are a "non-exempt" employee and you perform overtime work, you will be paid one and one-half (1-1/2) times 
your regular hourly wage for any time over eight (8) hours per day or forty (40) hours per week that you work. If, during 
that week, you were away from the job because of a job-related injury, paid holiday, jury duty, vacation taken in single-
day increments, or paid sick time, those hours not worked will be counted as hours worked for the purpose of computing 
eligibility for overtime pay. 
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TRAVEL TIME PAY TO INCIDENT 
Drivers of company vehicles will be paid the specified amount per mile per driver classification. All miles must be 
documented in Log Book and on time card. Rider miles must be documented on time card.  

WORK PERFORMED ON COMPANY HOLIDAYS 
Seasonal/On-Call, "non-exempt" employees who work on a Company holiday will be paid an additional eight (8) 

hours for that day. Note: See "Holiday Policies" in the "Benefits" section of this manual for further information. 
PAY PERIOD & HOURS 

Our payroll workweek begins on Sunday at 12:01 a.m. and ends on Saturday at 12:00 midnight. 

PAY CYCLE 
Fiscal Pay Period/Weekly: (52 pay periods per year) Payday is on Friday for services performed for the one (1) week 
period ending the previous Saturday at 12:00 midnight. Checks will be mailed to specified address – home or bank 
and may not be received until the next week. 

PAYCHECK DISTRIBUTION & CASHING PROCEDURES 
Paychecks are:  mailed to your mailing address or directly deposited to your account(s).   Unfortunately, you will not 
be paid when work is not available due to circumstances not within Stewart’s control; the following are examples of 
such circumstances - there are no fires or dispatches from NIFC. 

TIME CARDS/RECORDS 
You are responsible for signing in and out for your shift. If you forget to sign in, out, or make an error on your time 
card, you MUST contact your unit manager. You are not permitted to sign in more than six (6) minutes prior to your 
scheduled start of shift nor sign out more than six (6) minutes after the scheduled end of your shift, unless approved by 
your supervisor. 

No one may sign in, out, or record hours for another. Tampering with another's timecard is cause for 
disciplinary action, up to and including termination for both employees. 

WAGE ASSIGNMENTS (GARNISHMENTS) 
We hope you will manage your financial affairs so that we will not be obligated to execute any court- ordered wage 
assignment or garnishment against your wages. However, whenever court-ordered deductions are to be taken from 
your paycheck, you will be notified. 

According to the Federal Wage Garnishment Act, three (3) or more garnishments may be cause for dismissal. 

YEAR END BONUS – applies to Seasonal/On-Call Employees Only. Managers and Assistant Managers excluded. 

To receive Stewart's year-end bonus, you must qualify with all of the following: 3 years or less of service, 5% of 
wages earned during fire season; 4 years or more of service, 10% of wages earned during fire season. 

1. Participate in all fires you are called for, and 

2. Be able to go on fires all season, 
3. Make the “Safety List” – act in a manner that protects you and other employees from accidents. 
4. Help with Year End Clean Up of Unit. 
5. Follow all company rules and company policies.  
You are not eligible if: 
1. You miss a fire call, or 
2. Go home early from a fire for personal reasons, or 

3. Are dismissed for cause. 

 
PERFORMANCE & COMPENSATION REVIEWS 

PERFORMANCE REVIEWS 
Your Unit Manager is continuously evaluating your job performance. Day-to-day interaction between you and your 
Unit Manager should give you a sense of how your manager perceives your performance. 
During performance reviews, your manager will consider the following things, among others: Attendance, initiative and 
effort - Knowledge of your work - Attitude and willingness - The quality and quantity of your work -The conditions under 
which you work. The primary reason for performance reviews is to identify your strengths and weaknesses in order to 
reinforce your good habits and develop ways to improve in your weaker areas. 

COMPENSATION REVIEWS 
Wage and salary increases are based on merit alone, not on longevity, or cost of living. Stewart’s conducts 
compensation reviews annually on or about each employee's anniversary date, following their annual performance 
review. Any wage or salary increases will appear in the pay period ending after the dates they are granted. Wage and 
salary increases may be retroactive in the case of late reviews, at the discretion of the President. 

 

WORK SCHEDULE 
Your work hours will be determined by your Unit Manager. You will be notified promptly whenever a change is necessary. 
Should you have any questions concerning your work schedule, please ask your Unit Manager. 
Management dictates number of hours worked. 
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GENERAL INFORMATION 

 
ABSENCE OR LATENESS 

From time to time, it may be necessary for you to be absent from work. Stewart’s is aware that emergencies, illnesses, 
or pressing personal business that cannot be scheduled outside your work hours may arise. If you are unable to report 
to work, or if you will arrive late, please contact your manager immediately. Give him or her as much time as possible to 
arrange for someone else to cover your position until you arrive. If you know in advance that you will need to be absent, 
you are required to request this time off directly from your Unit Manager. If you are unable to call in yourself because of 
an illness,       emergency or for some other reason, be sure to have someone call on your behalf. If your Unit Manager 
is not available when you call, you may leave the information with another manager. Absence from work for three (3) 
consecutive days without notifying your manager or the personnel administrator will be considered a voluntary 
resignation. 

ATTENDANCE 
You are expected to be at your work station and ready to work at the beginning of your assigned daily work hours, and 
you are expected to remain at your work station until the end of your assigned work hours, except for approved meal 
periods. When your work takes you away from your work station, please let your Unit Manager know where you are 

going and how long you expect to be gone. Be aware that excessive time off could lead to disciplinary action. Note: 
See "Excessive Absenteeism or Lateness" later on in this section for further information. 

BREAKS/REST PERIODS 
You are entitled to two (2) fifteen (15) minute rest breaks each shift. These will be determined by your manager. In the 
unlikely event of an emergency or unusual condition, your Unit Manager may ask you to change or postpone your 
break in order to finish a particular project. One person at a time from each department will be allowed on break, so 
that work does not stop.    

DAYS OFF (R&R) 
After working several days, if time allows, you will be rotated out, so that you will be allowed time off. This is usually a 
24 hour period. Days off will be taken in camp, during this time please do not interrupt those on duty. You must let 
your Unit Manager or the Assistant Unit Manager know where you are during this time. If you have a visitor and your 
own transportation, you may make arrangements with your Unit Manager to leave camp. 

LEAVING CAMP 
You are not to leave camp without asking permission from your Unit Manager or the Assistant Manager. If you leave 
camp without their knowledge you will be terminated. 

MEAL PERIODS 
If you are scheduled to work longer than four (4) hours, you will be given a paid meal period of ½ hour. If you take a 
longer meal period, you must sign out for the additional time. If you are not working during meal periods, you will not be 
paid for the meal period. The time when meal periods are scheduled varies among departments, depending on the 
needs of each department. Your Unit Manager will give you your meal period schedule. You are expected to take your 
full allotted time for your meal. You are requested not to perform any work during your regularly scheduled meal period, 
unless specifically requested to do so by your Unit Manager. In that event, your meal will be rescheduled or you will be 
paid for the time that you worked. You must sign in and out on your time card. It is important to return to work on time 
at the end of your lunch period.  Meals are provided while in fire camp. 

MEAL ROOM FACILITY 
For your convenience and comfort, Stewart’s provides a covered eating area. 

WASH-UP TIME 
Shower facilities are only available for personal use during off duty hours, not meal or rest breaks. 

TERMINATION 
If you terminate (Self-quit) from a fire incident, it will become your financial responsibility to get yourself 

home. If you do not have the money to travel home, you will be given a draw to travel home on. However, you 
will sign for the draw and it will be deducted from you final payroll check. 

If you terminate (Self-quit) from a fire incident and you have driven your own vehicle to the incident, then 
you will be responsible for your own fuel to get home. The company will not pay you mileage for your use of 
your vehicle or for driving the vehicle. 

 

THE BENEFITS PACKAGE 
Full-time and seasonal/on-call (when work is performed) employees are eligible for holiday pay. 

 

RECOGNIZED HOLIDAYS 
The following holidays are recognized by Stewart’s as paid holidays: New Year's 
Day Labor Day 
Martin Luther King Jr. Day Columbus Day 
President's Day Veteran's Day 
Memorial Day Thanksgiving Day 
Independence Day Christmas Day 
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MILITARY RESERVES OR NATIONAL GUARD LEAVE OF ABSENCE 
Employees who serve in U. S. military organizations or state militia groups may take the necessary time off without pay 
to fulfill this obligation, and will retain all of their legal rights for continued employment under existing laws. You are 
expected to notify your manager as soon as you are aware of the dates you will be on duty so that arrangements can 
be made for replacement during this absence. 

PERSONAL LEAVE OF ABSENCE 
In very special circumstances, Stewart’s may grant a leave for a personal reason, but never for taking employment 
elsewhere or going into business for yourself. You should request an unpaid personal leave of absence from your 
manager. A personal leave of absence must not interfere with the operations of your department or Stewart’s. Your 
manager will submit your request to the appropriate member of management for final approval. A personal leave of 
absence may be granted for up to thirty (30) days. If your leave is extended for more than thirty (30) days, vacation 
and other benefits will no longer continue to accrue. Consult your group insurance booklet to determine your insurance 
coverage during a leave of absence. Failure to return from a leave at the time agreed will result in termination of 
employment. Note: See "Returning From a Leave of Absence" later on in this section for further information. 

ACCEPTING OTHER EMPLOYMENT OR GOING INTO BUSINESS WHILE ON LEAVE OF ABSENCE 
If you accept any employment or go into business while on a leave of absence from Stewart’s, you will be considered to 
have voluntarily resigned from employment with Stewart’s as of the day on which you began your leave of absence. 

GOVERNMENT REQUIRED COVERAGE 
WORKERS' COMPENSATION 

The Workers' Compensation Law is a no-fault insurance plan which is supervised by the state and one hundred 
percent (100%) paid for by Stewart’s. This law was designed to provide you with benefits for any injury, which you 
may suffer in connection with your employment. Under the provisions of the law, if you are injured while at work, you 
are eligible to apply for Workers' Compensation. Who Is Covered? Every Stewart’s employee is protected by 
Workers' Compensation. What Is Covered? Any injury is covered if it's caused by your job - not just serious 
accidents, but even first-aid type injuries 

UNEMPLOYMENT COMPENSATION 
Stewart’s pays the entire cost of this insurance.  When you turn in an Unemployment claim, please give the following 
information for your previous employer: 

Stewart's Firefighter Food Catering, Inc. 
P O Box 818 
Redmond, OR 97756 

SOCIAL SECURITY 
As a wage earner, you are required by law to contribute a set amount of your weekly wages. As your employer, 
Stewart’s is required to deduct this amount from each paycheck you receive. In addition, Stewart’s matches your 
contribution dollar for dollar, thereby paying one-half of the cost of your Social Security benefits. 

 

OTHER BENEFITS 
PRE-FIRE SEASON TRAINING 

Your unit manager and/or the Operations Manager will use pre-Season Training Seminars to familiarize you with new 
equipment, and to full-fill other training needs. You will be supplied with dates, and times of the training sessions. It 
is your responsibility to attend these training sessions. 

EMPLOYEE ASSISTANCE PROGRAM 
Stewart’s provides an Employee Assistance Program (EAP) which is designed to provide a confidential service for 
our employees. The EAP is available to all full-time employees and their immediate families. Information will be 
provided for you to be seen by a professional who is specially trained in your specific problem area, including: 

 

 
 
 

You may contact the EAP directly. No information concerning the nature of your problem will be released without 
your written permission. Participation in the EAP will not affect future promotional opportunities. Stewart's assumes 
the costs for the EAP referral. Additional costs are the responsibility of the employee. 

Your Employee Assistance Program contact is Susan Stewart, and can be reached at 541-923-6936 or P O Box 
818, Redmond, OR 97756. 

EMPLOYEE PURCHASES 
As an employee of Stewart’s, you are entitled to purchase merchandise at 10% above Stewart’s cost, plus tax and 
freight if applicable. What you buy must be for your own personal use or that of your immediate family and not for resale 
or use by others. 

BORROWING TOOLS & EQUIPMENT 
See "Personal Use of Company Property" later on in this section. 

  

Alcoholism Domestic violence Drug dependency 
Eating disorders Financial problems Legal problems 
Marital conflict Emotional illness Family problems 
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BULLETIN BOARDS 
Bulletins and bulletin board(s) are our "official" way of keeping everyone informed about new policies, changes in 
procedures and special events. Information of general interest is posted regularly on the bulletin board(s). Please form 
the habit of reading the bulletin board(s) regularly so that you will be familiar with the information posted on it. Only 
authorized personnel are permitted to post, remove or alter any notice on the bulletin board(s). If you want to have 
notices posted on Stewart’s bulletin board(s), see your manager for instructions. 

COMMUNICATIONS 
Successful working conditions and relationships depend upon successful communication. Not only do you need to stay 
aware of changes in procedures, policies and general information, you also need to communicate your ideas, 
suggestions, personal goals or problems as they affect your work. In addition to the exchanges of information and 
expressions of ideas and attitudes which occur daily, make certain you are aware of and utilize all Stewart’s methods of 
communication, including this Employee Manual, bulletin boards, discussions with your manager, memoranda, staff 
meetings, newsletters, training sessions, etc. 

COMPANY MEETINGS 
On occasion, we may request that you attend a company sponsored meeting. If this is scheduled during your regular 
working hours, your attendance is required. If it is held during your non-working hours and you decide to attend, you 
will be paid for the time you spend traveling to and from the meeting as well as for time spent at the meeting, but only 
if you are one of our "non-exempt" employees. (If you are qualified for overtime pay by virtue of working more than 
forty hours that same work week, then you will receive your overtime rate.) 

COMPUTER SOFTWARE (UNAUTHORIZED COPYING) 
Stewart’s does not condone the illegal duplication of software. The copyright law is clear. Unauthorized duplication of 
software is a Federal crime. Penalties include fines of as much as $250,000, and jail terms of up to five years. 

DRUG TESTING 
All employees are subject to drug testing. See Vehicle Operators Policy Guide. 

ELECTRONIC DEVICES AND CELL PHONE USEAGE 
The use of electronic devices with earphones; (Ipods, MP3 players, etc.) are not allowed use during working hours. 
You must be able to hear someone talking to you at all times. Cell phone usage during work hours is forbidden. No 
texting during work hours. You may check your messages during your break. 

EXPENSE REIMBURSEMENT 
You must have your manager's written authorization (requisition/purchase order, etc.) prior to incurring an expense on 
behalf of Stewart’s. To be reimbursed for all authorized expenses, you must submit an expense report/voucher 
accompanied by receipts and approved by your manager. Please submit your expense report/voucher each week, as 
you incur authorized reimbursable expenses. 

FIRST AID 
Federal law ("OSHA") requires that we keep records of all illnesses and accidents which occur during the workday. 
The Workers' Compensation Act also requires that you report any illness or injury on the job, no matter how 
slight. If you hurt yourself or become ill, please contact your manager for assistance. If you fail to report an injury, you 
may jeopardize your right to collect workers' compensation payments as well as health benefits. OSHA also provides 
for your right to know about any health hazards which might be present on the job. Should you have any questions or 
concerns, contact Susan Stewart, Human Resource Manager or your Unit Manager for more information. 

We have made an arrangement with the U.S. Forest Service EMT’s to provide first aid in medical emergencies. 
Please complete MEDICAL INFORMATION SHEET, so that we may provide information to the Medics or Medical 
Staff in the event you are unable to do so yourself. 

GIFTS 
Advance approval from management is required before an employee may accept a gift of any kind from a customer, 
supplier or vendor representative. Employees are not permitted to give gifts, trade, or barter (hats, candy, juices 
or any other company property) to customers, suppliers or anyone. 

GRIEVANCES 
Our goal is to maintain a comfortable working environment for everybody. We do this in several ways: 
* By treating each of you as an individual and encouraging your maximum development; 
* By recognizing that each of you is essential to the success and growth of Stewart’s; and 
* By maintaining direct communications with all of our employees and ensuring that each and every one of you can 

speak directly and openly with our management team. 
We believe that this type of communication, without interference from any outside party, is best for all concerned. 
Therefore, when you wish to express your problems, opinions, or suggestions, you will always find an open door and 
an attentive ear. 

RESOLVING PROBLEMS – GRIEVANCE PROCEDURE 
Whenever you have a problem or complaint, we expect you to speak up and communicate directly with us. You can 
take the following steps: 
1. First, talk to your Unit Manager. Your Unit Manager is most familiar with you and your job and is, therefore, in the 

best position to assist you. Your Unit Manager works closely with you, and is interested in seeing that you are 
treated fairly and properly. 

2. Mail documentation to: Susan Stewart, P.O. Box 818, Redmond, OR, 97756 



This is a living, breathing document that we can change at any time.  Revised 3/20/2018                   Page 15  

Remember - it is always best to resolve problems right away. Little problems tend to turn into big problems; facts 
become confused; resentment and anger builds up. It is always best to get things off your chest before they get out of 
hand. 

HOUSEKEEPING 
Neatness and good housekeeping are signs of efficiency. You are expected to keep your work area, sleeping area 
and vehicles neat and orderly at all times - it is a required safety precaution.  Easily accessible trash receptacles and 
recycling containers are located throughout the building. Please put all litter and recyclable materials in the 
appropriate receptacles and containers. Please use ash trays for putting cigarettes out. Always be aware of good 
health and safety standards, including fire and loss prevention. Please report anything that needs repairing or 
replacing to your manager immediately. 

INSPECTION OF PACKAGES 
Stewart’s reserves the right to inspect all packages or closed containers brought into or taken out of the work area. 

MANAGERS 
Your Unit Manager is the person on the management team who is closest to you and your work. Your day- to-day 
contact with your Unit Manager gives you a chance to receive guidance and counsel regarding your assignments and 
the progress you make on your job. Your Unit Manager can show you how your work fits into the overall picture, teach 
you how to do things, explain the "how" and "whys," and encourage you when things look a little tough. Your Unit 
Manager is in complete charge of the department. He or she is responsible for the efficient operation of the department. 
Your manager has authority to hire and dismiss, to assign work, recommend pay increases, transfers or promotions, 
and to maintain order and discipline – this, may be accomplished by the Unit Manager, personally or through his or her 
assistant. 

Remember, your Unit Manager knows most of the answers, and, if not, knows where to get them. Your Unit 
Manager probably started in a job much like yours and can guide and help you. Your Unit Manager wants you to 
succeed. Please get to know your Unit Manager, and when you need help or have questions, complaints, problems or 
suggestions, contact your manager first. He or she is interested in your success, the success of every member of your 
department, and the overall success of Stewart’s. 

Your manager is human, has many responsibilities, and needs your cooperation, assistance, and loyalty. He or 
she wants to help you - that's their job - so please ask, and please be willing to meet your manager half way. If he or 
she cannot help you or answer your question, your question will be referred to someone who can. You can expect to 
be treated fairly and with respect. Like Stewart’s, your manager has a direct interest in you. He or she wants you to 
consider him or her as your advisor, friend and mentor. Go to your manager for information about your job, your pay, 
or other matters of company policy. 

 
Please don't overburden your manager with questions that can be answered by reading this manual or by 

checking bulletin boards. Do feel free to ask for clarification of regulations or responsibilities. Any problem 
that hinders the efficient completion of your responsibilities should be taken up with your manager. 

MEDICAL INFORMATION SHEET 
Due to the fact that you will be working in remote locations, far away from home, it is necessary that you provide 
Stewart’s Firefighter Food Catering, Inc. information that may be needed in an emergency. If you are injured on the 
job and must be taken to the nearest hospital, the medical information sheet will help the medical staff provide you 
with knowledgeable medical care. Your safety is our concern. 

OPEN DOOR POLICY & COUNSELING 
Normally, you will be expected to use the Grievance Procedure outlined earlier in this Manual to resolve a problem. 
However, if the problem or complaint is of a personal nature, or a very delicate matter, you may meet first with any 
member of management, including the President, to discuss it. He or she will decide if you should first discuss the 
problem with your immediate manager. If so, you will be directed to use the Grievance Procedure. If the complaint, 
suggestion, or question is of such a nature that resolution would be hampered by the Grievance Procedure, the 
management person you contact will take the appropriate action. 

PARKING LOT 
You are encouraged to use the parking areas designated for our employees. Please keep in mind that the parking 
spaces are limited. Remember to lock your car and leave your keys at the office. 

Stewart’s does not assume any liability for any loss or damages you may sustain. 

PAYROLL ADVANCES 
Stewart’s rarely advances or loans money to employees. In the event you must borrow against your paycheck, you 
must first discuss your situation with your Unit Manager. If he or she feels that your request is justified, you will be 
required to sign the proper paperwork. 

Each unit has its own Payroll Advance Policy. However, it is recommended that you carry some cash for 
personal items, such as; cigarettes and toiletries. Payroll Advances that you receive will be posted and you sign 
for the advance. It will be deducted from your paycheck. Note: See "Deductions (Other)/Direct Deposit" in the "Compensation & 

Performance" section for further information. 
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PERSONAL PHONE CALLS & MAIL 
Please keep personal phone calls to a minimum - they must not interfere with your work or the office work. Personal cell 
phones are not allowed in the working areas, (kitchen, prep kitchen, beverage trailer, etc.)  Personal calls are not allowed during 
work time.  You may check your phone while on your break.  Please don't use Stewart’s as a personal mailing address, and 
do not put personal mail in the stacks that are to be run through the postage meter. Although the amount may seem small, 
it is still considered theft. 

PERSONAL PROPERTY 
It is your responsibility to take care of your personal property while in fire camp. 

PERSONAL USE OF COMPANY PROPERTY 
If you want to use Stewart’s equipment or tools during or after work hours for personal benefit, you must have the 
approval of your Unit Manager. You must have a written pass before removing the equipment or tools from 
Stewart’s property. You understand and agree that Stewart’s is not liable for personal injury incurred during the use 
of company property for personal projects. As a Stewart’s employee, you accept full responsibility for any and all 
liabilities for injuries or losses, which occur, or for the malfunction of equipment. You are responsible for returning the 
equipment or tools in good condition, and you agree that you are required to pay for any damages that occur while 
using the equipment or tools for personal projects. 

PROPERTY & EQUIPMENT CARE 
It is your responsibility to understand the machines you need to use to perform your duties. Good care of any 
machine that you use during the course of your employment, as well as the conservative use of supplies, will benefit 
you and Stewart’s. If you find that a machine is not working properly or in any way appears unsafe, please notify your 
manager immediately so that repairs or adjustments may be made. 
Under no circumstances should you start or operate a machine you deem unsafe, nor should you adjust or 
modify the safeguards provided. 

RECYCLING, WASTE PREVENTION & CONSERVATION 
Stewart’s actively recycles as many materials as possible: Check with the U.S. Forest Service. Acceptable (Please 
place these in the proper recycling bins.) Aluminum - Newspapers - Plastic - Shipping Cartons & Packing 
Materials 

REFERENCES 
Stewart’s does not respond to oral requests for references. All requests must be in writing and on company letterhead. 
In the event you leave the employ of Stewart’s, we may be able to provide references to potential employers, 
depending upon the circumstances, your employment history, etc. However, you must first sign a "reference release" 
waiver, allowing us to release reference information beyond merely confirming that you worked at Stewart’s for a 
specific period of time and your position. As an employee, do not under any circumstances respond to any requests for 
information regarding another employee unless it is part of your assigned job responsibilities. If it is not, and you receive 
a request for a reference, you should forward the request to the personnel department for a response. 

REINSTATEMENT 
See "Former Employees" in the "Employment" section for information on reinstatement. 

RESIGNATION 
While we hope both you and Stewart’s will mutually benefit from your continued employment, we realize that it may 
become necessary for you to leave your job with Stewart’s. If you anticipate having to resign your position with 
Stewart’s, you are expected to notify your manager at least two (2) weeks in advance of the date that you must leave. 

RESTRICTED AREAS 
In the interest of safety and security, certain portions of Stewart’s facilities may be restricted to authorized personnel 
only. Such areas will be clearly marked. Some areas may be designated no smoking areas as well.  Note: See 

"Smoking" later on in this section for further information. 
RETURN OF COMPANY PROPERTY 

Any Stewart’s property issued to you, such as: product samples, tools or uniforms, must be returned to Stewart’s at the 
time of your dismissal or resignation, or whenever it is requested by your manager or a member of management. You 
are responsible to pay for any lost or damaged items. The value of any property issued and not returned may be 
deducted from your paycheck, and you may be required to sign a wage deduction authorization for this purpose. 

SAFETY LIST 
To make the “Safety List”, you must participate in being proactive in preventing accidents, be an active member on 
the Safety Committee, make “Safety” your responsibility, help other employees when they need help, point out 
hazards when you see them, work safely, follow safety rules, report all injuries to the Unit Manager, read and 
understand the Safety Manual. 
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SAFETY RULES 
Safety is everybody's business. Safety is to be given primary importance in every aspect of planning and performing all 
Stewart’s activities. We want to protect you against industrial injury and illness, as well as minimize the potential loss of 
production. Please report all injuries (no matter how slight) to your manager immediately, as well as anything that 
needs repair or is a safety hazard. Below are some general safety rules. Your manager or department head may post 
other safety procedures in your department or work area: 
* Avoid overloading electrical outlets with too many appliances or machines. 

* Use flammable items, such as cleaning fluids, with caution. 
* Walk - don't run. 
* Use stairs one at a time. 
* Report to your manager if you or a co-worker becomes ill or is injured. 
* Ask for assistance when lifting heavy objects or moving heavy furniture. 
* Smoke only in designated smoking areas. 
* Keep cabinet doors closed when not in use. 
* Wear or use appropriate safety equipment as required in your work. 
* Avoid "horseplay" or practical jokes. 
* Start work on any machine only after safety procedures and requirements have been explained (and you 

understand them). 
* Use air hoses only for the use intended. Avoid blowing air at yourself or anyone else. 
* Wear appropriate personal protective equipment, like shoes, hats, gloves, goggles, spats, hearing protectors, 

etc., in designated areas or when working on an operation which requires their use. 
* Keep your work area clean and orderly, and the aisles clear. 
* Stack materials only to safe heights. 
* Watch out for the safety of fellow employees. 
* Use the right tool for the job, and use it correctly. 
* Operate motorized equipment only if authorized by your immediate manager. All operators must be licensed. 
Remember, failure to adhere to these rules will be considered serious infractions of safety rules and will result in 
disciplinary actions.  See Safety Manual for more information. 

SAFETY RULES WHEN OPERATING MACHINES & EQUIPMENT 
* Machine guards must be in place while machines are in operation. 
* Loose clothing, jewelry or rings must be removed before operating machinery. 
* You must have prescription eye protection to start the job. 
* Required personal protective equipment, except for prescription glasses and steel toe shoes, will be issued to 

you by your manager. 
Replacement for mandatory personal protective equipment, which has been purposely destroyed or lost will be 
purchased by you. We will continue to provide a clean, safe and healthy place to work and we will provide the best 
equipment possible. You are expected to work safely, to observe all safety rules and to keep the premises clean and 
neat. Remember that carelessly endangering yourself or others may lead to disciplinary action, including possible 
dismissal. 

SECURITY 
Maintaining the security of Stewart’s buildings and vehicles is every employee's responsibility. Develop habits that 
insure security as a matter of course. For example: 

• Always keep cash properly secured. If you are aware that cash is insecurely stored, immediately inform the 
person responsible. 

• Know the location of all alarms and fire extinguishers, and familiarize yourself with the proper procedure 
for using them, should the need arise. 

• When you leave Stewart’s premises make sure that all entrances are properly locked and secured. 

SMOKING 
Please don't smoke in areas where you are directly serving customers and where it may be offensive to your co-
workers, i.e. living and sleeping quarters. If you smoke, there are a variety of places appropriate for you to enjoy a short 
break. Please be courteous and concerned about the needs of your fellow employees and others. The wishes and 
preferences of non-smokers will take precedence over those of employees who smoke. Smoking is permitted in private 
offices if the occupant allows it. Please do not smoke in restricted areas. 

SOLICITATIONS & DISTRIBUTIONS 
Solicitation for any cause during working time and in working areas is not permitted. You are not permitted to 
distribute non-company literature in work areas at any time during working time. However, employees are not 
permitted to sell chances, merchandise or otherwise solicit money or contributions without management approval. 
Persons not employed by Stewart’s are prohibited from soliciting or distributing literature on company 
property. 
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SUBSTANCE ABUSE 
Stewart’s reserves the right to drug test any employee and are committed to providing its employees with a safe 
workplace and an atmosphere which allows them to protect inventory and other assets placed in their care; Stewart’s 
employees should not be subject to any safety threats from fellow workers. You are expected to be in suitable mental 
and physical condition while at work, allowing you to perform your job effectively and safely. Whenever use or abuse 
of any mood altering substance (such as alcohol or other drugs) interferes with a safe workplace, appropriate action 
must be taken. Stewart’s has no desire to intrude into its employees' personal lives. However, both on-the-job and off-
the-job involvement with any mood altering substances can have an impact on our workplace and on Stewart’s ability 
to achieve its objectives of safety and security. Therefore, you are expected to report to the workplace with no mood 
altering substances in your body. While you may make your own lifestyle choices, Stewart’s cannot accept the risk in 
the workplace which substance use or abuse may create. The possession, sale or use of mood altering substances at 
the workplace, or coming to work under the influence of such substances shall be a violation of safe work practices and 
will be subject to disciplinary action, including possible dismissal. 

SUGGESTIONS 
We encourage all employees to bring forward their suggestions and good ideas about how our company can be made a 
better place to work, our products improved, and our service to customers enhanced. When you see an opportunity for 
improvement, please talk it over with your immediate manager. He or she can help you bring our idea to the attention of 
the people in the company who will be responsible for possibly implementing it. All suggestions are valued and listened 
to. When a suggestion from an employee has particular merit, we provide for special recognition of the individual(s) who 
had the idea. 

THEFT 
Internal theft is a serious problem for Stewart’s. Although taking small items of Stewart’s property many seem 
inconsequential, the cumulative effect can be very large. Stealing from the company is like stealing from yourself. 
Losses from theft immediately affect our ability to increase salaries and can jeopardize the profitability of the company. 
Property theft of any type will not be tolerated by Stewart’s. We consider property theft to be the unauthorized 
use of company services or facilities or the taking of any company property for personal use. The following list of 
examples is not all-inclusive, but provides illustrations of several activities which are unacceptable. 
1. Taking of company property. No item purchased or supplied by Stewart’s should ever be removed from 

company premises without express authorization of your immediate manager and the proper paper work 
associated with the situation. This rule applies to all company property including raw materials used in 
manufacturing plants, mechanics' tools, computers, and even pens and paper. All employees may be subject to 
random searches as they leave company facilities. Your manager has been given detailed instructions on the 
circumstances in which he or she can authorize you to borrow company equipment or to take samples of your 
work home. a checkout procedure will be used, and if you fail to return any item removed on schedule, the value 
of the items will be charged against your paycheck and you may be subject to disciplinary action for theft. 

TIME OFF – Rest & Relaxation 
When Stewart’s are providing meals, lodging and/or transportation, the use of alcohol and/or drugs is not allowed. 
When leaving an incident and the crew is put up for the night in a motel and meals are provided, employees are 
expected to get rest and be prepared to travel the next day. When employees are on a day off and Stewart’s provide 
lodging and meals, the employee is expected to return to work rested and ready to work. 
If an employee has their own vehicle and choose to use the company provided lodging, they are expected to follow 
company rules. 

PENALTY CLAUSE 
The penalty for any incidence of unauthorized possession or removal of company property is immediate dismissal. All 
examples of unauthorized possession or removal of company property, regardless of the employee's past record, 
seniority, or the dollar value of the item, will be treated equally. If you are dismissed because of unauthorized 
possession or removal of company property, the reason for your dismissal will be provided to any future employer that 
contacts Stewart’s. In addition, you may be subject to prosecution. 

TRAFFIC VIOLATIONS 
If you are authorized to operate a company vehicle in the course of your assigned work, you will be considered 
completely responsible for any accidents, fines or traffic violations incurred. Your manager will advise you on what to 
say and do (and what not to say and do) in the event of a vehicular accident. 

UNIFORMS 
Stewart’s provide uniforms (T-shirts and hats) which all employees must wear while at work. Upon termination of 
employment, the uniforms must be returned or the cost will be deducted from your final paycheck. 

VISITORS 
Our insurance coverage and good common sense prohibits unescorted visitors in our camps and facilities. Visitors are 
not permitted on Stewart’s property without prior permission from your unit manager; no visitors are permitted in working 
areas. If you are expecting visitors, please request permission from your manager and ask your visitors to see your 
manager when they arrive. Visitors are required to follow the Company Policies, no drugs, alcohol or pets are to 
be brought to the incident.  Children are not allowed to stay at the incident. 
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VIOLATIONS OF POLICIES 
You are expected to abide by the policies in this Manual. Failure to do so will lead to appropriate disciplinary action. a 
written record of all policy violations is maintained in each individual's personnel file. A partial list of causes for 
possible disciplinary action ("Unacceptable Activities") is presented under "Standards of Conduct" in the 
"Employment" section of this Manual. This list is not to be considered all- inclusive. 

 
 

VEHICLE USE POLICY 

DRIVER'S LICENSE & DRIVING RECORD 
Employees whose work requires operation of a motor vehicle must present and maintain a valid driver's 
license and a driving record acceptable to our insurer. You MUST submit a copy of your driving record to 
Stewart’s yearly. Any changes in your driving record must be reported to the personnel department immediately. 
Failure to do so may result in disciplinary action, including possible dismissal. 

SAFETY RULES 
Safety is everybody's business. Safety is to be given primary importance in every aspect of planning and performing 
all Stewart’s activities 
* Before entering vehicle - inspect outside - tires, lights, mirrors, objects underneath or behind vehicle. 
* Drive with lights on at all times. Remember to turn lights off when parking. 
* Wear seat belts while vehicle is in motion. 
* Pull over and stop to talk on cell phone or use headset/hands-free equipment. 
* Obey traffic laws. 

* Avoid "horseplay" or practical jokes. 
* Use air hoses only for the use intended. Avoid blowing air at yourself or anyone else. 

* Operate motorized equipment only if authorized by your immediate manager. All operators must be licensed. 
Remember, failure to adhere to these rules will be considered serious infractions of safety rules and will result in 
disciplinary actions. 

USE OF COMPANY VEHICLE 
If you are authorized to use a Stewart’s vehicle for company business, you must adhere to the following rules: 
1. You must be a licensed driver. 
2. You must have a Medical Card. 
3. You must maintain a daily log book. 
4. No driving after consuming any amount of alcohol or use of drugs. 
2. You must maintain daily mileage reports. 
3. You are responsible for following all the manufacturer's recommended maintenance schedules to maintain 

valid warranties and for following the manufacturer's recommended oil change schedule. 
4. You are responsible for paying any moving violation tickets. Also, please park appropriately - parking 

violations will not be paid by Stewart’s. 

5. You must keep the vehicle clean at all times, and washed and vacuumed as often as necessary. You will be 
reimbursed for your reasonable expense of keeping the vehicle clean. Please retain receipt for reimbursement. 

6. You must not allow persons not authorized or employed by Stewart’s to operate or ride in a company vehicle. 
7. Prior to operation of any company vehicle, your manager will train you on the appropriate steps to take if you are 

involved in an accident - filling out the accident report, getting names of witnesses, etc. 
IN CASE OF ACCIDENT: 

If you are involved in an accident, please take the following actions: TAKE PICTURES WITH CAMERA IN VEHICLE 
OR YOUR CELL PHONE, USE FULL ROLL OF FILM, COMPLETE ACCIDENT REPORT, REPORT FOR DRUG 
TESTING AT NEAREST HOSPITAL IMMEDIATELY – take drug testing packet with you. 

1. Report all accidents to: Claim Line 541-536-1726 Policy #MWPK07672804 THE  INSURANCE CARD IS 
SHOULD BE FOUND IN JOCKEY BOX OR VISOR. 
2. Obtain the following information: 

a. Name and address of each driver, passenger and witness. 
b. Name of Insurance Company and policy number for each vehicle involved. 

3. Report Accident to Susan Stewart - Stewart's Firefighter Food Catering, Inc. 

 
 

PERSONAL VEHICLES are not allowed to carry company property. Personal vehicles are for personal use of getting 
to the job site only. 

 

  

Telephone 541-923-6936 or 541-410-3469 
Fax 541-548-2281 or 541-923-3283 
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WHEN A DISPATCH OCCURS 
As needed, you will be called immediately at any time day or night. Please prepare your families or roommates for such a 
call. Be Prepared: If you are unable to work, please state so immediately, so that we may find someone else. If we are 
unable to contact you, we will contact others instead. Remember, we have only hours to leave base area. Before fire 
season, you will be instructed as to how your unit will respond and where you will be required to go to meet with your fellow 
team members. Be packed and ready to go. Stewart’s will be supplying you with transportation to the fire incident. If you are 
assigned a company vehicle for the season, it is your responsibility to get to the Yard, start your vehicle and run a safety 
check on said vehicle. This will be documented in your vehicle logbook. All maintenance records (i.e. receipts, gas, 
maintenance, etc.) will be turned into your Unit Manager. Your Unit Manager will let you know how they want that done. 

 

THANK YOU 
 

Thank you for taking the time to read this manual. We are sure that it will help you understand your job and the policies of 
Stewart’s, if you have any questions, please feel free to ask your Unit Manager. 
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Federal Marijuana Law 

Despite medical cannabis laws in 40 states, cannabis is still illegal under federal law. The federal government 

regulates drugs through the Controlled Substances Act (CSA) (21 U.S.C. § 811), which does not recognize the 

difference between medical and recreational use of cannabis. These laws are generally applied only against 

persons who possess, cultivate, or distribute large quantities of cannabis. 

Under federal law, cannabis is treated like every other controlled substance, such as cocaine and heroin. The 

federal government places every controlled substance in a schedule, in principle according to its relative 

potential for abuse and medicinal value. Under the CSA, cannabis is classified as a Schedule I drug, which 

means that the federal government views cannabis as highly addictive and having no medical value. Doctors 

may not "prescribe" cannabis for medical use under federal law, though they can "recommend" its use under 

the First Amendment. 

Federal cannabis laws are very serious, and punishment for people found guilty is frequently very steep. 

Federal law still considers cannabis a dangerous illegal drug with no acceptable medicinal value. In several 

federal cases, judges have ruled that medical issues cannot be used as a defense, though defense attorneys 

should attempt to raise the issue whenever possible during trial. Federal law applies throughout Washington 

D.C. and the United States, not just on federal property. 

As of 2016, several federal agencies have issued guidelines and other policy memorandums to manage the 

conflict between federal and state laws as they pertain to medical marijuana. On August 29, 2013 the 

Department of Justice (DOJ) issued a guidance memo to prosecutors concerning marijuana enforcement under 

the Controlled Substance Act (CSA) making it clear that prosecuting state legal medical marijuana cases is not a 

priority.  The memo included eight guidelines for prosecutors to use to determine current federal enforcement 

priorities. Fortunately, most medical cannabis program’s regulations require the same guidelines ensuring that 

any business with a licenses are meeting these requirements as well. These guidelines include: 

1. Preventing of distribution of marijuana to minors; 
 

2. Preventing revenue from the sale of marijuana from going to criminal enterprises, gangs or cartels; 

3. Preventing the diversion of marijuana from states where it is legal under to state law in some form to other 

states; 

4. Preventing state-authorized marijuana activity from being used as a cover or a pretext to traffic other 

illegal drugs or other illegal activity; 

5. Preventing violence or the use of firearms in cultivation and distribution of marijuana; 
 

6. Preventing drugged driving and the exacerbation of other adverse public health consequences associated 

with marijuana use; 
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7. Preventing the growing of marijuana on public lands and the attendant public safety and 

environment dangers posed by marijuana production on public lands; 

8. Preventing marijuana possession or use on federal property. 
 

There are two types of federal sentencing laws: sentencing guidelines, enacted by the United States 

Sentencing Commission, and mandatory sentencing laws, enacted by Congress. The Sentencing 

Commission was created in 1987 to combat sentencing disparities across jurisdictions. The current 

mandatory minimum sentences were enacted in a 1986 drug bill. Federal sentencing guidelines take into 

account not only the amount of cannabis involved in the arrest but also the past convictions of the accused. 

Not all cannabis convictions require jail time under federal sentencing guidelines, but all are eligible for 

imprisonment. 

If convicted and sentenced to jail, a minimum of 85% of that sentence must be served. The higher the amount 

of cannabis, the more likely one is to be sentenced to jail time, as opposed to probation or alternative 

sentencing. Even for a defendant with multiple prior convictions, being charged with low-level offenses may 

lead to probation for the entire sentence of one to twelve months, with no jail time required. Possession of over 

1 kg of cannabis with no prior convictions carries a sentence of six to twelve months with a possibility of 

probation and alternative sentencing. Over 2.5 kg with no criminal record carries a sentence of at least six 

months in jail; with multiple prior convictions, a sentence might be up to two years to three years in jail with no 

chance for probation. 

In United States v. Booker (2005), a Supreme Court decision from January 2005, the court ruled that the 

federal sentencing guidelines (as outlined above) are advisory and no longer mandatory. In addition to the 

sentencing guidelines, there are statutory mandatory minimum sentences, which remain in effect after 

United States v. Booker and primarily target offenses involving large amounts of cannabis. There is a five-

year mandatory minimum for cultivation of 100 plants or possession of 100kgs, and there is a 10-year 

mandatory minimum for these offenses if the defendant has a prior felony drug conviction. Cultivation or 

possession of 1000kg or 1000 plants triggers a 10 year mandatory minimum, with a 20-year mandatory 

sentence if the defendant has one prior felony drug conviction, and a life sentence with two prior felony drug 

convictions.
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INTRODUCTION -PURPOSE 

Stewart's Firefighter Food Catering, Inc., maintains a strong commitment to provide a safe, efficient, and 

productive work environment. Driver involvement with alcohol and/or drugs can be extremely disruptive 

and harmful to the workplace.  It can adversely affect the quality of work and the performance of drivers, 

pose serious safety and health risks to the user, coworkers and the public , and have negative impact on 

work efficiency and productivity.  Stewart's Firefighter Food Catering, Inc., is concerned that drivers are in 

a condition to perform their duties safely and efficiently, in the interests of fellow workers, as well as the 

public.  It is the purpose of this policy to ensure compliance with the Federal Department of Transportation 

(DOT) regulations. Stewart's Firefighter Food Catering, Inc., is also required to comply with the DOT 

regulations pe11aining to attainment and maintenance of alcohol and drug-free workplace. These 

requirements are outlined by the DOT, Federal Highway Administration (FHWA) under Title 49 CFR Part 

382 and Part 40. 

 
The implementation date for the alcohol and drug testing program is March 19, 2001. 

 
The purpose of this program is to reduce accidents that result from the use of controlled substances, thereby 

reducing fatalities, injuries and property damage. This procedure is also necessary to bring the company into 

compliance with federal laws and Oregon state regulations concerning commercial vehicles. Stewart's 

Firefighter Food Catering, Inc. has the responsibility to maintain the highest standard s of employee conduct 

and performance , and use of controlled substances is contrary to those high standards. 

 
Stewart's Firefighter Food Catering, Inc. prohibit s the manufacturing , use, possession, distribution , or sale 

on its premises, facilities, roadway, or workplaces of any of the following: alcoholic beverages, intoxicants, 

drugs and related drug paraphernalia. Company employees must not report for duty or perform work while 

under the influence of any drug, alcoholic beverage, or intoxicant. Employees on company premises may be 

subject to search as provided herein. Applicants and employees will be required to consent to drug/alcohol 

testing as outlined herein at those projects or workplaces designated by the company. 

This revised policy is effective as of June 9, 2004. Alcohol 

and Drug Problems 

Employees are responsible for all work and safety rules including those outlined here. Employees are 

obligated to seek assistance before a drug or alcohol problem adversely affects their work performance or 

poses a possible safety hazard to co-workers and/or the community. 

 
Applicability 

Section I of this policy applies to all employees. The second section applies to Department of Transportation 

(DOT) regulated employees and employees carrying out DOT regulated functions. For purposes of Section 

II, employee s driving company vehicles (drivers) are considered to be DOT regulated employees operating 

commercial vehicles in interstate or intrastate commerce and will be subject to the additional regulations 

required of drivers by various agencies of the DOT. This policy follows the procedures established by the 

DOT in 49 CFR. Part 40. 

 
Drivers are subject to the DOT Regulated Employees and Functions policy even when they spend part of a 

day doing non-DOT functions. An exception to this is that drivers are not subject to random alcohol testing 

beyond a reasonable time after carrying out a safety-sensitive function. 
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Section III of this policy applies to non-DOT regulated employees and functions. 

 
Definition s 

 

Accident - An occurrence associated with the operation of a vehicle on a public road in commerce, which 

requires a Commercial Driver License, if it results in - 

• Who was performing safety-sensitive functions with respect to the vehicle, if the accident involved 

the loss of human life; or 

• Who received a citation under State or local Jaw for a moving traffic violation arising from the 

accident, if the accident involved:  (1) Bodily injury to any person who, as a result of the injury, 

immediately received medical treatment away from the scene of the accident; or (2) One or more 

motor vehicles incurring disabling damage as a result of the accident, requiring the motor vehicle to 

be transported away from the scene by a tow truck or other motor vehicle. 

 
For a non-DOT regulated employee or function, an accident is defined as an incident that results in death or 

bodily injury to a person who, as a result of the injury immediately received medical treatment away from 

the scene of the accident; or total damage to all property amounting to $ 1,000.00 or more based on actual 

cost or reliable estimates. 

 
Administrator -The Administrator of the Federa l Motor Carrier Safety Administration or the 

Administrator's designee. 

 
Adulterated Specimen - A specimen that has been altered, as evidenced by test results showing either a 

substance that is not a normal constituent for that type of specimen or showing an abnormal concentration 

of an endogenous substance. 

 
Air Blank -A reading by an EBT of ambient air containing no alcohol. 

 
Alcohol - The intoxicating agent in beverage alcohol, ethyl alcohol or other low molecular weight alcohols 

contained in any beverage, mixture, mouthwash , candy, food, preparation or medication . 

 
Alcohol Concentration -The alcohol in a volume of breath expressed in terms of grams of alcohol per 210 

liters of breath as indicated by a evidential breath testing device. 

 
Alcohol Use -The consumption of beverage, mixture, or preparation, including any medication, containing 

alcohol. 

 
Aliquot -A portion of a specimen used for testing. 

 
Breath Alcohol Technician (BAT) -An individual who instructs and assists individuals in the alcohol 

testing process and operates and Evidential Breath Testing Device (EBT). 

 
Canceled or Invalid Test -In drug testing, a drug test that has been declared invalid by a Medical Review 

Officer. A canceled test is neither a positive nor a negative. 
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Certification -A recipient 's written statement, authorized by the organization's governing board or other 

authorizing official, that the recipient has complied with the provisions of this part. 

 
Chain of Custody - The procedure used to document the handling of the urine specimen from the time the 

employee gives the specimen to the collector until the specimen is destroyed. This procedure uses the 

Federal Drug Testing Custody and Control Form (CCF). 
 

Collection Site - Refers to a place selected by the employer where employees present themselves for the 

purpose of providing a urine specimen for a drug test. 

 
Collection Site Person or Collector - Is a person who instructs and assists individuals at a collection site, 

who receives and makes an initial inspection of the specimen provided by those employees, and who 

initiates and completes the CCF. 

 
Company - Refers to Stewart's Firefighter Food Catering, Inc. 

 
Company Premises - Includes all property owned, leased, used, or under the control of Stewart's Firefighter 

Food Catering, Inc., its affiliates, and subsidiaries including, but not limited to, the job site of a customer, 

structures, buildings, offices, facilities, vehicles, and equipment, or to and from those locations, while in the 

course and scope of company employment. 

 

Confirmatory Drug Test - All specimens identified as positive on the initial test shall be confirmed using 

gas chromatography/mass spectrometry (GC/MS) techniques at the cutoff levels for each drug listed below. 

All confirmations shall be by quantitative analysis. Concentrations that exceed the linear region of the 

standard curve shall be documented in the laboratory record as "greater than the highest standard curve 

value." Tests must be done by a National Institute on Drug Abuse (NIDA) certified laboratory. 

 

 

 

 

 

 

 

 

 

 

 

 
These cutoff levels are subject to change by the Department of Health and Human Services as advances in 

technology or other considerations warrant identification of these substances at other concentrations. 

 
Consortium/Third party administrator (C/TPA) -An entity that provides drug testing as required by this 

part, or other DOT drug testing rule, and that acts on behalf of the employer. 

 
Contractor -A person or organization that provides a service for a recipient with a specific understanding 

or arrangement.  The understanding can be a written contract or an informal arrangement that reflects an 

ongoing relations between parties. 

 Confirmatory Test Cutoff 

Levels 

Marijuana metabolite (Delta-9-tetrahvdrocannabinol-9-carboxvlic 15 

Cocaine metabolite (Benzoylecgonine) 150 

Opiates: 

Morphine 2000 

Codeine 2000 

Phencyclidine 25 

Amphetamines: 

Amphetamine 500 

Methamphetamine 500 
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Controlled Substances - Any substance defined or classified according to law. Title II of the 

Comprehensive Drug Abuse Prevention Act of 1970 (Controlled Substance Act) provides the basic 

standard. These substances include, but are not limited to, any and all forms of marijuana , narcotics, 

depressants, stimulants, or hallucinogens whose sale, transfer, use, or possession are prohibited or restricted 

by law. 

 

Covered Employee -A person, including a volunteer , applicant, or transferee, who performs a safety- 

sensitive function for an entity subject to this part. 

 

Designated Employer Repres3entative (DER) -An employee authorized by the employer to take 

immediate action to remove employees from safety-sensitive duties and to make required decisions in 

testing. The DER also receives test results and other communications for the employer, consistent wi th the 

requirements of 49 CFR Pai140 and 382. 

 

DHHS -The Department of Health and Human Services. 

 

Dilute Specimen -A specimen with creatinine and specific gravity values that are lower than expected for 

human urine. 

 

Detectable Levels or Identifiable Trace Quantities - The measurable presence of an illegal or prohibited 

drug or substance found in the body fluids at levels of detection above the lowest cutoff levels as 

established by the analytical methods used by the testing laboratory. 

 

Driver -Any person who operates a commercial motor vehicle. This includes, but is not limited to full time, 

regularly employed drivers; casual, intermittent or occasional drivers; leased drivers and independent , 

owner- operator contractors who are either directly employed by or under lease to an employer or who 

operate a commercial motor vehicle at the direction of or with the consent of an employer. 

 

DOT Agency - An agency of the U.S. Department of Transpo11ation administering regulations requiring 

compliance with this pai1including the federal Highway Administration. 

 

Employee - All employees of Stewart's Firefighter Food Catering, Inc. employees are either: 1) DOT 

regulated employees and applicants for employment subject to pre-employment testing; or 2) non-DOT 

regulated employees. 

 

Illegal/Unauthorized Drug - Any drug 1) which is not legally obtainable or 2) which is legally obtainable 

but has not been legally obtained. The term includes prescribed drugs not legally obtained and prescribed 

drugs not being used for prescribed purposes. It also includes marijuana as listed under 21 CFR 1308.11, 

Schedule I Substance.  Federal Laws apply at incidents. 
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Initial Test - A test done using immunoassay which meets the requirement s of the Food and Drug 

Administration for commercial distribution. The laboratory performing the tests must be NIDA certified. The 

following list shows initial cutoff levels which shall be used when screening specimen s to determine whether 

they are negative for these five drugs or classes of drugs: 

 

 

 

 

 

 

 

These cutoff levels are subject to change by the Department of Health and Human Services as advances in 

technology or other considerations warrant identification of these substances at other concentrations. 

*25 ng/ml if immunoassay specific for free morphine. 

 

Legal Drug - Includes prescribed drugs and over-the-counter drugs which have been legally obtained and 

are being used for the purpose for which they have been prescribed or manufactured. 

 

Medical Review Officer (MRO) - A licensed physician or osteopath receiving laboratory results generated  

by an employer's drug testing program who has knowledge of drug abuse disorders and has appropriate 

medical training to interpret and evaluate an individual 's confirmed positive test result together with his or 

her medical history and any other relevant biomedical information. 

 

Motor Carrier - A for-hire motor carrier or a private motor carrier of property. The term motor carrier 

includes a motor carrier's agents, officers, and representatives as well as employees responsible for hiring, 

supervising, training, assigning, or dispatching of drivers and employees concerned with the installation, 

inspection , and maintenance of motor vehicle equipment and/or accessories. For purposes of these 

procedures, the definition of motor carrier includes the terms employer and exempt motor carrier. 

 

Possession - Actual or constructive care, custody, control, or immediate access. 

 

Prohibited Drug - Marijuana, cocaine, opiates, amphetamines, ecstasy or phencyclidine at levels above the 

minimum thresholds specified in 49 CFR part 40, as amended. 

 

Random Selection Process - Means that every employee of the company working as a driver has an equal 

chance of being tested. On an annual basis, at least 50% of all subject drivers shall be tested. The method 

used shall be a random number table or a computer-based random number generator or similar process. 

Non- DOT regulated employees are not subject to random testing. 

 

Reason to Believe - A reason to believe that a particular individual may alter or substitute the urine specimen. 

 

Reasonable Cause - The company believes the actions or appearance of conduct of an employee on duty are 

indicative of the use of a controlled substance. Examples include, but are not limited to: signs of controlled 

substance or alcohol use, such as slurred speech, unsteady gain, dilated pupils, odor of alcohol or controlled 

substances, etc.; reliable rumors of drug-related involvement or alcohol use at work or before reporting to 

work; unusual behavior suggesting the use of controlled substances or alcohol in violation of our rules; 

unexplained or suspicious absenteeism and/or tardiness; or avoidable accidents. 

 

Under the Influence - Unable to perform work in a safe and productive manner, being in a physical or 

mental condition which creates a risk to the safety and well-being of the individual, other employees, the 

public, or company property, and/or having in the body any laboratory evidence of the presence of drugs, 

alcohol, prohibited or controlled substances in excess of a trace and regardless of quality. 

 Initial Test 

Cutoff Levels (ng/ml) 

Marijuana  metabolite 50 

Cocaine metabolite 300 

Opiate metabolites 2000* 

Phencyclidine 25 

Amphetamines 1000 
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Drug and Alcohol Testing Applicable to All Employees 

 
Reasonable Cause Testing. When reasonable cause exists that an on-duty employee has consumed or is under 

the influence of alcohol or drugs, or when an on-the-job accident occurs, Stewart's Firefighter Food Catering, 

Inc. may require any employee to submit to appropriate drug and alcohol testing. 

 
Refusal to consent to the testing or failure to provide legitimate samples for such testing is considered 

insubordination and grounds for immediate termination. If Stewart's Firefighter Food Catering, Inc. requires 

you to take a drug or alcohol test, we will not permit you to drive to the test center or home after the test; 

someone from the Company will provide you with the necessary transportation. If we believe that you are 

under the influence while at work, and thus required to take a drug or alcohol test, we will suspend you 

pending the outcome of the test. 

 
The employee shall be counseled not to drive a vehicle. The employee should arrange for a member of 

his/her family or a friend to take him/her home or arrange other transportation after being tested. If no 

transportation is available, supervisory personnel shall provide transportation. If the employee refuses an 

offer of assistance and begins to leave the premises in his/her vehicle, local law enforcement shall be 

notified and advised of the situation by supervisory personnel. A description of the person's vehicle , license 

number, and the probable route that the person will be taking will be provided. 

 

Section II: DOT Regulated Employees & 

Functions 
This policy applies to employees subject to DOT drug and alcohol testing regulations. The policy covers 

employees who conduct DOT regulated activities for all or part of a work day and may conduct non-DOT 

regulated functions for the other part of a work day. The one exception to this is that while an employee is 

performing non-DOT regulated functions, that employee is only subject to a DOT governed random alcohol 

test within a reasonable amount of time after a driver carries out a safety-sensitive function. Note: Section I 

of the Company's Drug Testing Policy and Procedures also fully applies. 

 

If you have any questions about this policy, please contact your supervisor. Of course, we ca1mot spell out 

all the details of every possible situation, so we must reserve the right to determine the appropriate 

application of this policy and our general employment policies to any particular case. Needless to say, we 

expect all of our employees to work drug- and alcohol-free at all times. This policy applies at any time that 

you are performing a safety-sensitive function which includes: (1) waiting to be dispatched; (2) inspecting 

equipment; (3) driving time; (4) time spent in vehicle; (5) loading and unloading; and (6) time spent 

repairing a vehicle or spent in a disabled vehicle. 

 

Alcohol Rule - No employee shall report for duty or remain on duty to perform safety-sensitive function 

while having a blood-alcohol content greater than .04. An employee with a blood-alcohol content of greater 

than .02 may not perform safety-sensitive functions. No driver shall perform safety-sensitive functions 

within four hours after using alcohol. 

 
Employees may not possess alcohol while on company premises, in company vehicles, while on duty or 

performing a safety-sensitive function. 

 
Employees may not use alcohol within eight hours after an accident requiring post-accident testing (or until 

the test has been conducted). 
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Controlled Substances Rule - No employee shall report for duty or remain on duty or perform safety- 

sensitive functions if the employee uses any contro lled substances except as provided for under the 

Prescription Drugs provision of this policy. No driver shall report for duty, remain on duty or perform 

a safety-sensitive function if the driver tests positive for controlled substances. 

 

Prescription Drugs - Any employee who is alleged to have violated the controlled substances prohibition 

shall have available as an affirmative defense, to be proven by the employee through clear and convincing 

evidence, that his/her use of a controlled substance (except for methadone) was prescribed by a licensed 

medical practitioner who is familiar with the employee's medical history and assigned duties. 

 
Employees are responsible to advise their supervisor or designee when they are taking prescribed 

medication which may impair their ability to perform their duties in a safe manner. Failure to report such 

impairments will be considered a violation of this policy and may subject the employee to disciplinary 

action. 

 

Drug-Related Arrests and Convictions - An employee must notify the company within five (5) days of any 

criminal drug conviction where workplace conduct is involved. 

 

Controlled Substance and Alcohol Testing - You must report to collection 

immediately upon notification. 

Random - DOT regulated employees will be subject to random alcohol and controlled substance testing 

under a program in which each driver will have an equal chance to be selected for any given test. 

These tests will be unannounced and you must report for testing immediately upon being notified of your 

selection. 

 
If the employee is performing a safety-sensitive function, other than driving a commercial vehicle, at the 

time of notification, the employer shall instead ensure the driver ceases to perform the safety- sensitive 

function and proceeds to the testing site as soon as possible. 

 

Reasonable Cause - DOT regulated  employees are subject to drug and alcohol testing when reasonable 

cause exists that the employee is under the influence of drugs or alcohol , as described  in Section  I of this 

policy. 

 
Post-Accident - Surviving drivers will be tested for alcohol and controlled substances as soon as practicable 

after: 

Any accident involving loss of life during which the driver was performing a safety-sensitive function, 

or; any accident involving a driver that results in: Injury requiring immediate treatment away from the 

scene of the accident or, 

 
A disabled vehicle requiring the vehicle to be towed away, and for which the driver was cited for a 

moving violation . 

 
You must contact your dispatcher immediately after any such accident to receive instructions on where to 

report for testing. We may accept the results of any test conducted by law enforcement authorities. You 

may not drive yourself to a testing center. 
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The employee shall notify the Company immediately of any repo1table accident and the company will 

ensure that the employee is taken immediately to a collection site which conforms with 49 C.F.R. Part 

40 guidelines for the collection of a specimen. This specimen shall be collected at an authorized 

collection site designated by the Company, if possible. 

The supervisor or designee will schedule the employee and ensure that he/she is tested the same day as the 

reportable accident or as soon as practicable, not to exceed 12 hours later. A driver who is subject to post- 

accident testing shall remain readily available for such testing or may be deemed by the employer to have 

refused to submit to testing. 

 

Testing Prior to the Performance of Safety-Sensitive Function - Prior to the first time a driver performs 

a safety-sensitive function, the individual will be tested for alcohol and controlled substances unless the 

individual: 

Participated in a DOT testing program within the past 30 days; 

Passed a DOT controlled substance test within the past six months; and 

Has no DOT controlled substance violations within the previous six months. Driver applicants will not be 

given pre-employment alcohol tests. 

 

Return-to-Duty Testing - No driver found to be in violation of our alcohol or controlled substance rules 

will be permitted to return to duty involving safety-sensitive functions until the driver has received a 

verified negative controlled substance test and/or alcohol test indicating an alcohol concentration of less 

than .02. 

 
Follow-up Testing - Following a determination that a driver who violates the Company's alcohol or 

controlled substance rules is in need of assistance in resolving problems associated with alcohol mi suse 

and/or controlled substances, the driver will be subject to unannounced follow-up alcohol and/or controlled 

substances testing as directed by a Substance Abuse Professional. 

 
Follow-up testing will be conducted only when the driver is performing safety-sensitive functions, just 

before the driver is to perform safety-sensitive functions, or just after the driver has ceased performing 

safety- sensitive functions. 

 

Split-Specimen Testing - All DOT regulated employees have a right to request split specimen testing for 

which the employee is responsible to pay. If the employee has no money to pay at the time of testing, the 

employee may arrange for a payroll deduction or sign a promissory note for later payment. 

 

Employees New to Safety Sensitive Functions - After obtaining written consent from the employee, the 

company shall inquire with an applicant's prior employers during the previous two years regarding: verified 

positive drug tests; refusals to be tested (this includes verified adulterated or substituted drug tests results); 

alcohol tests of greater or equal to .04; and other DOT alcohol and drug rule violations, such as return to 

duty and follow-up testing procedures. 

 
If there has been a violation, the Company must receive documentation of the employee's successful 

completion of DOT return-to-duty requirements prior to allowing the performance of safety-sensitive 

functions. 

 

If the employee refuses to grant the employer the necessary written consent for the employer to gather this 

information , the employee will not be allowed to perform safety-sensitive functions 
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The Company will ask the employee if he or she has tested positive , or refused to test, on any pre- 

employment drug or alcohol test administered by an employer to which the employee applied for, but did 

not obtain, safety- sensitive transportation work covered by DOT drug and alcohol testing rules during the 

past two years. If the employee admits that he or she had a positive test or a refusal to test, the employee 

may not perform safety- sensitive functions until or unless the employee documents successful completion 

of the return-to-duty process. 

 

Failure to Follow Policy - Employees who are subject to this policy are expected to comply fully with any 

required testing.  Failure to do so (including, for example, refusing to sign consent or refusing to test, not 

reporting to collection site within time limit, obstructing, or failing to make yourself available for a required 

test, attempting to adulterate a required test sample or to substitute someone else's sample, or in any way 

tampering with a required test) will cause the DOT regulated employee to be immediately relieved from 

performing safety-sensitive functions, and will also be considered a violation of our rules that will subject 

the employee to discipline, up to and including termination. 

An employee who receives a verified positive drug test, verified adulterated or substituted drug test, or who 

refuses to test will be removed from performing safety-sensitive functions and will not be returned to the 

performance of safety-sensitive functions until or unless the employee completes successfully the return-to- 

duty process. 

 

Testing Procedure - The procedure to be followed is mandated by 49 C.F.R. Part 40. This is designed to 

preserve the individual's privacy as much as possible consistent with ensuring an accurate result. 

Alcohol tests will be done by breath or saliva testing. Controlled substance tests will normally be done by 

urinalysis.  The initial drug test will be performed by immunoassay and will test for substances and cutoff 

levels required by DOT regulations. All specimens which are identified as positive on the initial test will be 

confirmed using gas chromatography/mass spectrometry techniques. 

 
Upon arrival at the collection site, the employee will be required to provide proof of identification. 

Acceptable proof of identification shall be a current driver's license with photo or other form of picture 

identification or identification by the employer’s representative. The employee shall also complete a Drug 

Testing Custody  and Control Form. 

 

Stand-Down - The Company may, upon receiving a waiver from the appropriate governmental agency, 

temporarily remove an employee from the performance of safety-sensitive functions bases on only a report 

from a laboratory to the Medical Reviewing Officer of a confirmed test for a drug or drug metabolite , an 

adulterated test, or a substituted test before the Medical Reviewing Officer has completed verification of the 

test result. 

 

Medical Review - Controlled substance test results will be reviewed by our Medical Review Officer (MRO), 

as dictated by 29 C.F.R. Part 40, before being repo11ed to the Company. The MRO will attempt to contact the 

driver to discuss the test results. 

 

Notification of Results - The Company shall notify an employee of the result of any test that is reported as 

positive by the MRO. The employee must also be advised what drug was discovered. 

 

Return-to-Duty - An employee may not return to the performance of a safety-sensitive function until and 

unless the employee completes the Substance Abuse Professional evaluation, referral, and 

education/treatment process. The employee cannot return to safety-sensitive duties until the employee 

complies with the prescribed education and/or treatment dictated by the Substance Abuse Professional. 
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Confidentiality - Records required under this policy, including test results, will be maintained in a secure 

location with controlled access. Each driver shall, upon written request , be entitled to receive copies of his or 

her own records, and to have copies of his or her records made available to any subsequent employer. 

Information may also be disclosed to the relevant state or federal agencies, or in connection with judicial, 

administrative or related proceedings (e.g., grievances and arbitrations) initiated by or behalf of the driver. 

The employee shall notify the Company immediately of any reportable accident and the company will 

ensure that the employee is taken immediately to a collection site which conforms with 49 C.F.R. Part 40 

guidelines for the collection of a specimen. This specimen shall be collected at an authorized collection site 

designated by the Company, if possible. 

Testing Prior to the Performance of Safety-Sensitive Function - Prior to the first time a driver performs a 

safety-sensitive function, the individual  will  be tested  for alcohol  and controlled  substances unless the 

individual: 

Participated in a DOT testing program within the past 30 days; 

Passed a DOT controlled substance test within the past six months ; and 

Has no DOT controlled substance violations within the previous six months. Driver applicants will not 

be given pre-employment alcohol tests. 

 

Return-to-Duty Testing - No driver found to be in violation of our alcohol or controlled substance rules 

will be permitted to return to duty involving safety-sensitive functions until the driver has received a 

verified negative controlled substance test and/or alcohol test indicating an alcohol concentration of less 

than .02. 

 

Follow-up Testing - Following a determination that a driver who violates the Company's alcohol or 

controlled substance rules is in need of assistance in resolving problems associated with alcohol misuse 

and/or controlled substances, the driver will be subject to unannounced follow-up alcohol and/or controlled 

substances testing as directed by a Substance Abu se Professional. 

Follow-up testing will be conducted only when the driver is performing safety-sensitive functions, just 

before the driver is to perform safety-sensitive functions, or just after the driver has ceased performing 

safety- sensitive functions. 

 

Split-Specimen Testing - All DOT regulated employees have a right to request split specimen testing for 

which the employee is responsible to pay. If the employee has no money to pay at the time of testing, the 

employee may arrange for a payroll deduction or sign a promissory note for later payment. 

 

Section III: Non-DOT Regulated Employees & Functions 
Application 
This policy applies to employees who are not subject to DOT Drug and Alcohol Regulations. Section I of 

Drug and Alcohol Policy and Procedures also fully applies. 

 

Controlled Substance and Alcohol Rule - You are not to perform any work on behalf of Stewart's 

Firefighter Food Catering, Inc. while under the influence of alcohol or any drug, illegal or prescribed , and 

the conduct prohibited by this policy includes consumption of any such substance prior to reporting for 

work or during breaks or lunch periods. Under the influence is defined as impairing clear thinking and/or 

good judgment. 

 
Any employee who is alleged to have violated the controlled substances prohibition shall have available as 

an affirmative defense, to be proven by the employee through clear and convincing evidence, that his/her 

use of a controlled substance (except for methadone) was prescribed by a licensed medical practitioner who 

is familiar with the employee's medical history and assigned duties and the use of that prescription drug did 

not affect the employee's ability to his or her job safely. 
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Prescription Drugs - No employee who is taking a prescription drug that will impair the employee's ability 

to function in his or her job is to report to work. No employee has any responsibility to tell the Company 

about the use of a prescribed drug. The employee's duty is not to report to work impaired. 

 

Alcohol - Stewart's Firefighter Food Catering, Inc. strictly prohibits the possession, transfer, offering, 

consumption or being under the influence of any intoxicating substance while on Stewart's Firefighter 

Food Catering, Inc.'s premises, or in other circumstances which will adversely affect our operations 

or safety. Such conduct will result in termination of your employment with the Company. 

 
For the purposes of this policy, we will consider you under the influence if you test positive for alcohol to 

any degree. 

 
Employees may not use alcohol within eight hours after an accident requiring post-accident testing (or until 

the test has been conducted). 

 
Controlled Substances - Stewart's Firefighter Food Catering, Inc. strictly prohibits the possession , transfer, 

sale, offering, consumption or being under the influence of any narcotic, hallucinogen, stimulant, sedative 

or illegal drug (except as authorized and prescribed by a physician, and then only if reported to your 

supervisor prior to beginning work) while on Stewart's Firefighter Food Catering, Inc. 's property, Stewa1t's 

Firefighter Food Catering, Inc.'s time or in other circumstances which we believe might adversely affect 

our operations or safety. Such conduct will result in termination of your employment with the Company. 

 
For purposes of this policy, we will consider you under the influence if you test positive for any such 

substances by screening and confirmation tests, even if you test positive for an authorized prescribed 

substance that you failed to repo1t to your supervisor prior to beginning work. 

 
Drug-Related Arrests and Convictions - An employee must notify the company within five (5) days of any 

criminal drug conviction where workplace conduct is involved. 

 
Drug Testing - Non-DOT regulated employees are subject to drug and alcohol testing when randomly 

selected or when reasonable grounds exist to believe the employee is under the influence of drugs or 

alcohol, as described in Section I of this policy. 

 
Policy Violations - While all employees serve at-will, if you test positive for drugs or alcohol, you would be 

subject to disciplinary action, up to and including termination. Stewart's Firefighter Food Catering, Inc. will 

review each situation on a case-by-case basis and will enforce this policy to the extent necessary to ensure a 

safe workplace for all of our employees and our customers. 
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KEEP THIS PAGE FOR YOUR 
REFERENCE 

LIVING ACCOMMODATIONS 
The ground and blue sky is your hotel, our business is that of an emergency situation. We try, but are not responsible 
for, bringing in tents and even camper trailers. This is not always possible. 

 
 

Personal Items you will need to pack and bring with you. It is your responsibility to bring personal items – 
any personal item purchase will be counted as an advance on wages and be withheld from your paycheck. 

 

___Sleeping bag ___Pillow ___Shampoo ___Hair brush/comb ___Toothpaste 

___Toothbrush ___Radio ___Jacket ___Clothing ___Games (card or 

___Shoes (3 or 4)            ___Socks ___Books ___Air mattress board) 

___Deodorant ___Cigarettes    

OTHER ITEMS TO BRING: 
 

This is for your personal use – please feel free to make notes. 
 

Please complete the following pages and give to the Unit Manager or Assistant Unit Manager or 
Mail to: 

 
Stewart’s Firefighter Food Catering, Inc.,  
P.O. Box 818,  
Redmond, OR 97756  
Please print and use ink. 
Please have copies of the following: 
➢ Driver’s License 
➢ Passport (if you have one) 
➢ Driving record from the DMV – 3 years 

 

Please bring a voided check, if you wish to have direct deposit. 

Please return only the following pages. 
Thank you. 

  

Print Page 
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SIGNATURE OF ACKNOWLEDGMENT 

 
 
I, by stating my name and identification number below, hereby, accept and acknowledge the Electronic 
Signature on the following forms, as my signature. 
 
Receipt of Stewart’s Firefighter Food Catering, Inc. Employee Manual 
Employment Application 
Driver’s Application 
Random Drug Testing Acknowledgement 
Drug and Alcohol Policy 
Drug and Alcohol Testing Policy and Procedures 
Authorization for release of motor vehicle report(s) 
Authorization for Deduction from Paychecks  
 
 
Applicant’s Full Name ________________________________________________________ 
 
Last four (4) digits of Social Security Number _________________________ 
 
Date __________________________ 
 
 



This is a living, breathing document that we can change at any time.  Revised 3/20/2018                   Page 36  

 
 

APPLICANT INFORMATION This Application Must Be 

Complete. All boxes must be filled in or marked to be considered for employment. 

An incomplete application will be returned to you. Press "Tab" to go to each field. 

 

Last Name  First  M.I.  Date  
Street Address  Apartment/Unit #  
Mailing Address  

City  State  ZIP  

Phone  E-mail Address  
Date Available  Social Security No.  Desired Salary  
Position Applied for  

Please type "Yes" or "No" to answer the following questions. 

Are you a citizen of the United States?  If no, are you authorized to work in the U.S.?  
Are you at least 18 years of age?  Do you have a Food Handlers Permit?  
Have you ever worked for this company?  If yes, when?  

E-Verify Required 

Position – Food Service 

Will assist in all phases of mobile kitchen camp set-up as directed. Which include, but not limited to, setting up tents, 

chairs, ramps, Parking, cleaning, serving, etc. as directed. General food preparation and serving. Work independently. 

Must be able to lift and carry up To 30 lbs. frequently and stand for eight (8) hours or more. Must be able to work with 

hands at waist level for long periods. Must be able To be away from home for long periods of time. Must be fit and ready 

to work. 

I have read the above job description (initials)  

Cook position – Please describe your experience 

 

CONDITIONS OF EMPLOYMENT Please answer "Yes" or "No" to answer the following questions. 

Do you understand that you are an Oregon employee?  
Do you understand your place of work will be at the location of the catering incident?  
Do you understand and accept that you will be required to travel out of state for the duration of the incident(s) and for 

extended periods of time? 
 

Can you adapt to extreme situations and long work hours?  

Do you understand that you will be camping at the incident site and be required to provide your own tent and sleeping 

gear? 
 

Do you understand that you may be in remote locations with limited or no cell service, wifi, or other communications? 
 

Do you understand that time off will be near the location of the incident?  
Do you understand that this is a Federal Contract and that Federal Laws apply at the incident?  
Do you understand that drugs and alcohol are not allowed in company vehicles or at the incident?  
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PO Box 818, Redmond, OR  97756 *541-923-6936 / Fax 541-923-3283  

We are an equal opportunity employer, dedicated to a policy of non-discrimination in employment on any basis 

including age, sex, color, race, creed, national origin, religious persuasion, marital status, political belief, or 

disability that does not prohibit performance of essential job functions. 

 
 

 
 

 
 

 

Please list three professional references. 

Name  Phone  

Name  Phone  

Name  Phone  

Previous Employment 

Company  Phone  

Address  Supervisor  

Job Title  Starting Salary $ Ending Salary $ 

Responsibilities  

From  To  Reason for Leaving  

May we contact your previous supervisor for a reference? YES  NO  

Company  Phone  

Address  Supervisor  

Job Title  Starting Salary $ Ending Salary $ 

Responsibilities  

From  To  Reason for Leaving  

May we contact your previous supervisor for a reference? YES  NO  

Military Service 

Branch  From  To  

Rank at Discharge  Type of Discharge  

If other than honorable, explain  

Disclaimer and Signature 

I certify that my answers are true and complete to the best of my knowledge. 

If this application leads to employment, I understand that false or misleading information in my application or interview 

may result in my release. 

Signature  Date  
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FOOD EMPLOYEE REPORTING AGREEMENT 

Preventing Transmission of Diseases through Food by Infected Food 

Employees with Emphasis on illness due to Salmonella Typhi, Shigella spp., 

Escherichia coli 0157:H 7, and  Hepatitis A Virus 

 

The purpose of this agreement is to ensure that Food Employees notify the Unit Manager or Person in Charge when they 

experience any of the conditions listed so that the Unit Manager or Person in Charge can take appropriate steps to preclude the 

transmission of foodborne illness. 

 
I ACREE TO REPORT TO THE UNIT MANAGER OR PE RSON IN CHARGE: 

 
FUTURE SYM PTOMS AND PUSTULAR LESIONS: 

I) Diarrhea 

2) Fever 

3) Vomiting 

4) Jaundice 

5) Sore throat with fever 

6) Lesions containing pus on the hand, wrist, or an exposed body part. 

(such as boils and infected wound s, however small) 

 

FUTURE M EDICAL DIAG N OSIS: 

Whenever diagnosed as being ill with typhoid fever (Salmonella Typhi), shigellosis (Shigella spp.), Escherichia coli 

0 I 57:H7 Infection (E. Coli 0 I 57:H7), or hepatitis A (hepatitis A virus) 

 
FUTURE HIGH-RISK CONDITIONS: 

1)   Exposure to or suspicion of causing any confirmed outbreak of typhoid fever, shige llosis, E. coli 0 I 57:H 7 infection, 

MRSA, Norovirus or hepatitis A. 

2) A household member diagnosed with typh oid fever, shigellosis, E. coli 0157:H7 infection, MRSA, Norovirus or 

hepatitis A. 

3) A household member attending or working in a setting experiencing a confirmed outbreak of typhoid fever, 

shigellosis, E. coli 0 I 57:H7 infection, MRSA, Norovi rus or hepatitis A  

 

I have read (or had explained to me) and understand the requirements concerning my responsibilities under the Food Code 

and this agreement to comply with: 

1) Reporting requirements specified above involving symptom s, diagnoses, and high-risk conditions specified; 

2) Work restrictions or exclusions that are imposed upon me; and 

3) Good hygienic practices. 

 
I understand that failure to comply with the terms of this agreement could lead to action by the food establishment or the food 

regulatory authority that may jeopardize my employment and may involve legal action against me. 

 

Applicant or Food Employee Name (please print)______________________________________________________________ 
 

Signature of Applicant or Food 
Employee_______________________________________________________________________________________ 

 

Date___________________________   Time________________________ 

 

 

Signature of Unit Manager Date   

 

 

 
 

Tear Off and Give to U nit Manger or Mail or Fax to: 

Stewart's Firefighter Food Catering, Inc. 

P 0 Box 818, Redmond, OR 97756 541-923-3283 Fax 
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STEWART'S FIREFIGHTER FOOD CATERING, INC 

 
AUTHORIZATION AND RELEASE TO OBTAIN A MOTOR VEHICLE REPORT(S) 

 
Under the provisions of the Fair Credit Reporting Act, 15 USC, Section 1681 et seq., the Americans with 

Disabilities Act, and all applicable federal, state, and local laws, I hereby authorize and permit Stewart's 

Firefighter Food Catering, Inc. To obtain a copy of my Motor Vehicle Report (MVR) as part of its review of 

my application for employment. 

 
I agree that a copy of this authorization has the same effect as an original. 

 
I hereby release and hold harmless any person, firm, or entity that discloses matters in accordance with this 

authorization , as well as Stewart's Firefighter Food Catering, Inc., from liability that might otherwise result 

from the request for use and/or disclosure of any or all or the foregoing information. 

 
I understand and acknowledge that, under the provisions of the Fair Credit Report Act, I may request a copy 

(after I have provided proper identification) of the MVR from the consumer reporting agency that compiled 

the repo11. 

 
This authorization shall remain in effect over the course of my employment with Stewart’s Firefighter Food 

Catering, Inc., and MVRs may be ordered periodically during the course of this employment. 

 

 
 

 

Signature of Applicant/Employee Date 

 
***You are required to notify your department head if your license is suspended or revoked*** 

 

DRIVER INFORMATION 

NAME: 

ADDRESS: 

CITY/ST/ZIP: 

TELEPHON E NO. 

DRIVER'S LICENSE NO. 

(A photocopy of the Driver's License must be attached to this authorization) 

DATE OF BI RTH: 

 

 
 

Tear Off and Give to U nit Manger or Mail or Fax to: 
Stewart's Firefighter Food Catering, Inc. 

P 0 Box 818, Redmond, OR  97756 541-923-3283 Fax 
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x 

  

 

Authorization for Deduction from Paychecks 

Employer: Stewart's Firefighter Food Catering, Inc. 
 

Employee:_ 
 

I authorize the one time payroll deduction for __________________in the amount of 

$    
 

I authorize the payroll deduction for ALL PURCHASES MADE ON MY BEHALF in the amount of 

TOTAL PURCHASES MADE DURINGTHEWEEK WORKED, NOTTO EXCEED 20°/o OFGROSS 
INCOME, to be withheld from every paycheck. This authorization will remain in effect until it is 
Revoked by me and all purchases made on my behalf have been reimbursed to STEWART'S 
FIREFIGHTER FOOD CATERING, I N C . 

 
I revoke my authorization for the payroll deduction(s), noted above. 

 
 

 

  

Employee Signature Date   Time 
 

 
 

Printed Employee Name 
 

These instructions will take effect as soon as administratively feasible. This authorization will 
remain in effect until written notice of change and/or revocation of this authorization is received 
by the employer. 

 
 

  

Unit Manager Date and Time 
 

 
 

Printed Unit Manager Name 
 

You must sign this authorization so that we may purchase personal 
items for you or to issue a check to your roommate, spouse, landlord, 

etc. on your behalf. 
 

The amount you will be advanced will be determined by the amount 
required to be withheld from your paycheck for taxes, garnishments, 
child support, etc. 

Tear Off and Give to Unit Manger or Mail or Fax to: 

Stewart's Firefighter Food Catering, Inc. 

P 0 Box 818, Redmond, OR 97756 541-923-3283 Fax 

X 
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RANDOM DRUG TESTING AKNOWLEDGEMENT 
Stewart's reserves the right to drug test any employee. 

 
Stewart's is committed to providing their employees with a safe workplace and an atmosphere which 

allows them to protect inventory and other assets placed in their care.  Stewart's employees should not 

be subject to any safety threats from fellow worker s. Stewart’s has no desire to intrude into its 

employees' personal lives. However, both on-the-job and off-the-job involvement with any mood 

altering substances can have an impact on our workplace and on Stewart's ability to achieve its 

objectives of safety and security.  Stewart's cannot accept the risk in the workplace which substance 

use or abuse may create. 

 
Therefore, you are expected to report to the workplace with no mood altering substances in your body. 

You are expected to be in suitable mental and physical condition while at work, allowing you to 

perform your job effectively and safely. Whenever use or abuse of any mood altering substance (such 

as alcohol or other drugs) interferes with a safe workplace , appropriate action must be taken. 

 
The possession, sale or use of mood altering substances at the workplace, or coming to work under the 

influence of such substances shall be a violation of safe work practices and will be subject to immediate 

dismissal. 

 
l.  I understand that my name will be included in the Employee Random Drug Testing Pool and that I 

may be asked to submit to a random drug test. 

2.  I understand that refusal to submit to a random drug test will be considered as self-termination of 

my employment. 

 

If you terminate (Self-quit) from a fire incident, it will become your financial responsibility to get 

yourself home.  If you do not have the money to travel home, you will be given a draw to travel 

home on.  However, you will sign for the draw and it will be deducted from you r final payroll 

check. 

 
If you terminate (Self-quit) from a fire incident and you have driven your own vehicle to the 

incident, then you will be responsible for your own fuel to get home.  The company will not pay 

you mileage for your use of you r vehicle or for driving the vehicle. 
 

 
Applicant or Food Employee Name (please print)   

 

Signature of Applicant 

Or  Food Employee Date Time _ 
 

Signature of Unit Manager Date Time   
 

 

Tear Off and Give to Unit Manger or Mail or Fax to: 

Stewart's Firefighter Food Catering, Inc. 

P 0 Box 818, Redmond, OR 97756 541-923-3283 Fax 
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DRUG AND ALCOHOL POLICY 

 

I understand that employment with Stewart’s Firefighter Food Catering, Inc. is through on a Federal 
Government Contract and that the job location will be on Federal Government Property. I understand that 
the Federal Laws prevail over State laws while employed on Government Property. 

 

1. As per the National Mobile Food Service Contract, under Section C, 1.5 Contractor 
Responsibilities: 

1.5.10 Ensure that no alcoholic beverages and/or controlled substances are taken to the 
Incident, used by, or furnished to any person at the Incident. There shall be no use of tobacco 
products in the immediate area of Mobile Food Service Units or inside the serving/eating 
areas. 

2. As per Stewart’s Firefighter Food Catering, Inc. Policy Manual, Standards of Conduct: 
#5 Drinking alcohol and/or being intoxicated or under the influence of controlled substance 
drugs while at work; use or possession or sale of controlled substance  drugs in any quantity 
while on or in possession of company premises (includes – motel rooms, company vehicles) or at 
the worksites, except medications prescribed by a physician which do not impair work 
performance. 

 

As part of my employment, I agree to protect Stewart’s Firefighter Food Catering, Inc., their customers, 
employees, innocent by-standers, and myself by abstaining from using drugs or alcohol while at work or in 
company provided vehicles and motel rooms or housing provided by Stewart’s Firefighter Food Catering, Inc. 

 

If I am called for an incident, I will notify my unit manager if I am under the influence of any medicine or alcohol 
before I am assigned to drive a vehicle. (Under the influence – one drink or more, impaired.) 

 

 
Applicant or Food Employee Name (please print)   

 

Signature of Applicant 
Or  Food Employee Date Time   

 

Signature of Unit Manager Date Time   

 
 
 
 

Tear  Off  and  Give  to  Unit  Manger  or  Mail  or  Fax  to:  

Stewart’s Firefighter  Food Catering,  Inc.  

P O Box 818 

Redmond,  OR 97756  

541 - 923 - 3283  Fax 
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Receipt & Acknowledgment of Stewartôs Employee Manual 

 

This Employee Manual is an important document intended to help you become acquainted with Stewartôs. 

This Manual will serve as a guide; it is not the final word in all cases. Individual circumstances may call for 

individual attention.  

 

Because the general business atmosphere of Stewartôs and economic conditions are always changing, the 

contents of this Manual may be changed at any time at the discretion of Stewartôs.  No changes in any 

benefit, policy or rule will be made without due consideration of the mutual advantages, disadvantages, 

benefits and responsibilities such changes will have on you as an employee and on Stewartôs. 

 

Please read the following statements and sign below to indicate your receipt and acknowledgment of the 

Stewartôs Employee Manual. Initial by each (*) to indicate that you have read that statement. 

*  ____ I have received and read a copy of the Stewartôs Employee Manual. I understand that the policies, 

rules and benefits described in it are subject to change at the sole discretion of Stewartôs at any time. I 

understand that this manual replaces (supersedes) all other previous manuals for Stewartôs. 

*  ____ I further understand that my employment is terminable at will, either by myself or Stewartôs, 

regardless of the length of my employment. 

*  ____ I understand that no contract of employment other than "at will" has been expressed or implied, and 

that no circumstances arising out of my employment will alter my "at will" employment relationship 

unless expressed in writing, with the understanding specifically set forth and signed by myself and the 

President of Stewartôs. 

*  ____ I am aware that during the course of my employment confidential information will be made 

available to me, i.e., pricing policies and other related information. I understand that this information is 

critical to the success of Stewartôs and must not be given out or used outside of Stewartôs premises or 

with non-Stewartôs employees. In the event of termination of employment, whether voluntary or 

involuntary, I hereby agree not to utilize or exploit this information with any other individual or 

company. 

*  ____ I understand that, should the content be changed in any way, Stewartôs may require an additional 

signature from me to indicate that I am aware of and understand any new policies. 

*  ____ I understand that my signature below indicates that I have read and understand the above 

statements and have received a copy of the Stewartôs Employee Manual.  

*  ____ I understand that my signature below indicates that I have received, read, understand and will 

comply with the employee manual. 

 

 

__________________________     

Employee's Printed Name  Position  

__________________________      

Employee's Signature  Date and Time  

___________________________ 

Manager's Signature 

 

The signed original copy of this agreement should be given to your manager - it will be filed in your personnel 

file. 
Tear Off and Give to Unit Manger or Mail or Fax to:  

Stewartôs Firefighter Food Catering, Inc. 

P O Box 818, Redmond, OR  97756 541-923-3283 Fax 
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Employee Acknowledgment 

I have carefully and thoroughly read Stewart's Firefighter Food Catering, Inc.’s Drug and Alcohol 

Policy and Procedures: 

 

Section I and Section II; or Section I and Section III. 

(CMV Drivers)  (Non-DOT employees)  

 

I have received a copy of Stewart's Firefighter Food Catering, Inc.’s Drug and Alcohol Policy and 

Procedures: 

 

Section I and Section II; or Section I and Section III, 

(CMV Drivers)  (Non-DOT employees) 

 

and I understand these requirements and agree, without reservation, to the follow this policy. 

I understand that I must report to the specified collection site immediately upon notification that a 

drug test is required/requested. Failure to do so, will result in termination of employment. 

 

 

 

Employer Stewart's Firefighter Food Catering, Inc.  
 

By 

 

Date Time 

 

Employee 

 

By (Print) 

 

Date Time 
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STEWART'S FIREFIGHTER FOOD 

CATERING, INC. 

 
VEHICLE OPERATORS POLICY GUIDE 

 
ALL APPLICANTS FOR A DRIVER'S POSITION MUST 

COMPLETE THIS PACKAGE AND FOOD SERVICE WORKER 

APPLICATION 
 

Reflecting the 2004 Department of Transportation 

Drug and alcohol testing regulations 

 
Revised April 2008 

Please complete the following pages and return them either by mailing 
them to P.O. Box 818, Redmond, OR 97756 or Fax to 541-923-3283.   
 
If you return them electronically, your information may be at risk. 
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STEWART'S FIREFIGHTER FOOD CATERING, INC. 
PO BOX 818, REDMOND, OR 97756 541.923.6936 

DRIVER'S APPLICATION FOR EMPLOYMENT 

ALL APPLICANTS BEING CONSIDERED FOR ANY DRIVER'S POSITION MUST COMPLETE THIS PACKAGE. 
 

NAME: 
 

ADDRESS: 

 
 

(Last) (First) (MI) 
 
 

(Street) (City) (State) (Zip) 

DATE OF BIRTH: SOC. SEC. NO. 
  

TELEPHONE NUMBER EMAIL ADDRESS 
  

PREVIOUS THREE YEARS RESIDENCY: 

 
 

(Street) (City) (State) (Zip) # OF YEARS 

 
 

(Street) (City) (State) (Zip) # OF YEARS 

 
 

(Street) (City) (State) (Zip) # OF YEARS 

(Attach sheet if more space is needed) 

LICENSE INFORMATION 
Section 383.21 FMCSR state "No person who operates a commercial motor vehicle shall at any time have more than one driver's license".  I certify that I do not have more than one motor 

vehicle license, the information for which is listed below. 
 

 
STATE 

 
LICENSE NO. 

 
TYPE 

 
EXPIRATION DATE 

    

DRIVING EXPERIENCE: 
 

CLASS OF EQUIPMENT 
TYPE OF EQUIPMENT (VAN, 

TANK, FLAT, ETC.) 
 

FROM 

DATES 

/ 
 

TO 
 

APPROX . NO. OF MILES (TOTAL) 

STRAIGHT TRUCK     

TRACTOR & SEMI TRAILER     

TRACTOR - TWO TRAILERS     

OTHER     

ACCIDENT RECORD FOR PAST 3 YEARS OR MORE (ATTACH SHEET IF MORE SPACE IS NEEDED) 

DATES NATURE OF ACCIDENT (HEAD-ON, REAR-END, ETC.) # FATALITIES # INJURIES CHEMICAL SPILLS 

     

     

     

TRAFFIC CONVICTIONS AND FORFEITURES FOR THE PAST 3 YEARS (OTHER THAN PARKING VIOLATIONS) 

 
 
 
 

 

A. Have you ever been denied a license, permit or privilege to operate a motor vehicle? 

If yes, explain 

B. Has any license, permit or privilege ever been suspended or revoked? 

If yes, explain 

Additional Information 

 

 
 

 
DATE (month/year 

 
VIOLATION 

STATE OF VIOLATION 

LOCATION 

PENALTY (forfeited bond, 

collateral and/or points) 

    

    

    

  
 

Print Page 
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EMPLOYMENT RECORD (ATTACH SHEET IF MORE SPACE IS NEEDED) 
 

Applicants that desire to drive in intrastate/interstate commerce must provide the following information on all employers during the previous three years. You must give the 

same information for all employers you have driven a commercial motor vehicle for the seven years prior to the initial three years (total of ten years employment record). 

Must list the complete mailing address: street number and name, city, state and zip code.  

LAST EMPLOYER NAME 
 

ADDRESS: 
 

Street or PO Box City State Zip Code Telephone number 

POSITION HELD FROM TO SALARY 
REASON FOR 

LEAVING: 

ANY GAPS IN EMPLOYMENT AND/OR UNEMPLOYMENT MUST BE EXPLAINED, INCLUDE DATE (MONTH/YEAR) AND REASON. 

 
 

Were you subject to the Federal Motor Carrier Safety Regulations (FMCSRs) while employed by the previous employer? 

Was the previous job position designated as a safety sensitive function in any DOT regulated mode, subject to alcohol and controlled substances testing 

requirements as require by 49 CFR Part 40? 

 

 

SECOND EMPLOYER NAME 
 

ADDRESS: 
 

Street or PO Box City State Zip Code Telephone number 

POSITION HELD FROM TO SALARY 
REASON FOR 

LEAVING: 

ANY GAPS IN EMPLOYMENT AND/OR UNEMPLOYMENT MUST BE EXPLAINED, INCLUDE DATE (MONTH/YEAR) AND REASON. 

 
 

Were you subject to the Federal Motor Carrier Safety Regulations (FMCSRs) while employed by the previous employer? 

Was the previous job position designated as a safety sensitive function in any DOT regulated mode, subject to alcohol and controlled substances testing 

requirements as require by 49 CFR Part 40? 

 

 

THIRD EMPLOYER NAME 
 

ADDRESS: 
 

Street or PO Box City State Zip Code Telephone number 

POSITION HELD FROM TO SALARY 
REASON FOR 

LEAVING: 

ANY GAPS IN EMPLOYMENT AND/OR UNEMPLOYMENT MUST BE EXPLAINED, INCLUDE DATE (MONTH/YEAR) AND REASON. 

 
 

Were you subject to the Federal Motor Carrier Safety Regulations (FMCSRs) while employed by the previous employer? 

Was the previous job position designated as a safety sensitive function in any DOT regulated mode, subject to alcohol and controlled substances testing 

requirements as require by 49 CFR Part 40? 

 

 
TO BE READ AND SIGNED BY APPLICANT 

I authorize you to make sure Investigation and inquiries to my person, employment, financial or medical history and other related matters as may be necessary in 

arriving at an employment decision. (Generally, inquiries regarding medical history will be made only if and after a conditional offer of employment has been 

extended.) I hereby release employers, schools, health care providers and other persons from all liability in responding to inquiries and releasing information in 

connection with my application. 

In the event of employment, I understand that false or misleading information given in my application or interview(s) may result in discharge. I understand, also, that I am 

required to abide by all rules and regulations of the Company. 

 
"I understand that information I provide regarding current and/or previous employers may be used, and those employer(s) will be contacted, for the purpose of 

investigating my safety performance history as required by 49 CFR 391.23(d) and €. I understand that I have the right to: 

* Review information provided by current/previous employers; 

* Have errors in the information corrected by previous employers and for those previous employers to re-send the corrected information to the prospective employer; and 

* Have a rebuttal statement attached to the alleged erroneous information, if the previous employer(s) and I cannot agree on the accuracy of the information." 

 
  

Date Applicant's Signature (Electronic or Handwritten) 

This certifies that I completed this application, and that all entries on it and information in it are true and complete to the best of my knowledge. 

 
  

Date Applicant's Signature (Electronic or Handwritten) 

My signature, either Electronic or otherwise, certifies that the signature on this application was completed by me. 

 

 
  

Date Applicant's Signature (Electronic or Handwritten) 

NOTE: A motor carrier may require an applicant to provide information in addition to the information required by the Federal Motor Carrier 

Safety Regulations. 
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STEWART'S FIREFIGHTER FOOD CATERING, INC.  
PO BOX 818, REDMOND, OR 97756 

541-923-6936 

 

DRIVER QUALIFICATION FILE CHECK LIST 
 

Name__________________________________________________________________________________ 

  Last      First      MI 
 

Social Security Number Driver's License Number 
  

 
 

Type of License State 
  

 
In addition to the above information copies of the following must be obtained: 

 

Medical examiner's certificate 

Road Test (or equivalent) 

From Unit Manager 

 

Copy of Driver's License 
 

DMV Record for the Past 5 years 
 

Class "C" Driver's License - DMV record for 3 years. 

 

Please provide clear copies of the above listed documents to: 

Stewart’s Firefighter Food Catering, Inc. 

Human Resources 
PO Box 818  

Redmond, OR 97756  
or Fax to 541-923-3283 
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DOT RELEASE/REQUEST OF INFORMATION 

1. NEW EMPLOYER INFORMATION 
 

Company Name: Stewart's Firefighter Food Catering, Inc.  Phone: 541-923-6936 
Address: PO Box 818, Redmond, OR 97756 
Designated Employer Representative: Susan Stewart 

Fax: 541-548-2281 

 

2. TO BE COMPLETED BY DRIVER: 

NAME: 
(Last) (First) MI 

Date of Birth______________      SSN or ID No. ______________________________________________  

I hereby authorize release of information from my Department of Transportation regulated drug and alcohol testing 

records by my previous employer, Listed in Section 3, to the employer listed in Section 1. This release is in 

accordance with the DOT Regulations. 

1 Alcohol tests with a result of 0.04 or higher; 

2 Verified positive drug tests; 

3 Refusals to be tested; 

4 Other violations of DOT agency drug and alcohol testing regulations; 

5 Information obtained from previous employers of a drug and alcohol rule violation; 

6 Documentation, if any, of completion of the return to duty process following a rule violation. 

 
Signature (Electronic or Handwritten) ___________________________________________________________ 
 
Date __________________________ 

 

3. PREVIOUS EMPLOYER RESPONSE: 

Company Name: 

ADDRESS: 
 

Phone: 

 
Street or PO Box City State Zip Code 

 

Fax: 

Designated Employer Representative: 

 
In the three years prior to the date of the employee's signature (Section 2), for DOT-regulated testing: 

1 Did the employee have alcohol tests with a result of 0.04 or higher? Y        N 

2 Did the employee have verified positive drug tests? Y        N 

3 Did the employee refuse to be tested? Y        N 

4 Did the employee have other violation of DOT agency drug and alcohol testing 

regulations? Y        N 

5 Did a previous employer report a drug and alcohol rule violation to you? Y        N  

6 If you answered "yes" to any of the above items, did the employee complete the return to 

duty process? Y         N 

Note:  If you answered "yes" to Item 5, you must provide the previous employer's report.  If you answered "yes" to 

Item 6, you must also transmit the appropriate return to duty documentation (e.g. SAP report(s), follow-up test 

records. 

Name of person providing information in Section 3: 

Title: 

Phone No: 

Date: 

 

 

 

 
 


