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JUMBO FISH FARM STAFF MANUAL

1. Introduction

Welcome to Jumbo Fish Farm! This manual outlines our policies, procedures, and expectations
for staff to ensure a productive, safe, and respectful work environment. Please read it carefully
and refer to it whenever you have questions about your role or responsibilities.

2. Mission and Values

e Mission: To promote sustainable aquaculture practices that enhance food security and
livelihoods.

e Values: Sustainability, Innovation, Integrity, Collaboration, and Community
Empowerment.

3. Employment Policies

3.1 Equal Opportunity Employment Jumbo Fish Farm is an equal opportunity employer,
committed to diversity and inclusivity.

3.2 Code of Conduct

e Treat all colleagues, partners, and visitors with respect.
e Adhere to ethical practices in all work-related activities.
e Maintain professionalism and confidentiality.

3.3 Working Hours Standard working hours are 8:00 AM to 5:00 PM, Monday to Friday.
3.4 Leave Policies

e Annual Leave: 21 days per year.
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e Maternity/Paternity Leave: As per local labor laws.
e Emergency Leave: Subject to management approval.

4. Roles and Responsibilities
4.1 General Expectations

e Perform duties diligently and responsibly.
e Report any issues affecting operations immediately.
e Participate in training and development programs.

4.2 Specific Roles

e Farm Workers: Handle daily aquaculture operations, including feeding, monitoring, and
cleaning.
Hatchery Staff: Oversee the breeding and care of fingerlings.
Administrative Staff: Manage office operations, record-keeping, and communication.
Sales and Marketing Team: Promote and distribute products, manage client
relationships.

5. Workplace Safety and Health
5.1 Safety Protocols

e Always wear appropriate protective gear.
e Follow standard operating procedures for equipment use.
e Report hazards or accidents immediately to the safety officer.

5.2 Emergency Procedures

e Fire: Use designated exits and fire extinguishers.
e Medical Emergencies: Contact the nearest healthcare provider and inform the
management.

5.3 Health Requirements All staff must undergo routine health checks to ensure fitness for
work.
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6. Child Protection Policy

Jumbo Fish Farm is committed to safeguarding children who interact with our operations. Staff
must:

e Report any child safety concerns immediately.
e Avoid unsupervised interaction with minors unless authorized.
e Undergo child protection training as required.

7. Environmental Responsibility
We are committed to sustainability and eco-friendly practices. All staff must:

e Minimize waste and recycle where possible.
e Adhere to sustainable aquaculture practices.
e Participate in environmental awareness programs.

8. Disciplinary Procedures
8.1 Grounds for Disciplinary Action

e Breach of company policies.
e Misconduct, including harassment or theft.
e Negligence or poor performance.

8.2 Process

e \Verbal Warning.
e Written Warning.
e Suspension or Termination (depending on the severity).
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9. Training and Development

We encourage continuous learning to enhance staff skills and productivity. Training
opportunities include:

e Technical aquaculture skills.
e Health and safety workshops.
e |eadership and management programs.

10. Communication
10.1 Internal Communication

e Regular staff meetings.
e Use of company email for official communication.

10.2 Feedback Mechanisms

e Open-door policy with management.
e Anonymous suggestion box for confidential feedback.

11. Grievance Handling
Staff are encouraged to report grievances promptly. The process includes:

e Informal discussion with a supervisor.
e Formal complaint to the management.
e Resolution through mediation or management intervention.

12. Conclusion

Thank you for being part of the Jumbo Fish Farm team. Together, we can achieve great things
while upholding our mission and values. Please sign and return the acknowledgment form to
confirm your understanding of this manual.
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Acknowledgment: |, , have read and understood the Jumbo Fish
Farm Staff Manual and agree to adhere to its policies.

Signature:
Date:




