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WHAT’S IN THIS GUIDE AND WHO CAN USE IT?
Sometimes growing your business requires bringing on extra hands! If you have a farm
business in WV that is growing and are thinking of hiring your first employee, this guide is
for you! Here we guide you through the following steps to help you make good decisions
when hiring and help demystify the laws and paperwork you must follow:
●
●
●
●
●
●
●
●

Key input and acknowledgments ................................................................ 2
Assessing your needs ................................................................................... 3
Employment and labor law for farm business ......................................... 5
Preparing to hire: policies, procedures, processes................................... 9
Keeping records and filing paperwork on time ......................................14
Keeping workers happy and productive .................................................19
Additional resources .................................................................................21
Appendices:
o A. Checklist for hiring farm employees in WV ............................23
o B. Case study: Swift Level Farm ....................................................24
o C. Case study: Gourmet on the Gorge ........................................28
o D,E. Timesheet examples from Green Edge Gardens ......... 31,32

HOW WAS THIS GUIDE DEVELOPED?
There is a lot of general information available in WV about hiring employees. We wanted to
make it EASY for small food and farm businesses to figure out how to hire and what rules
apply to your unique situation. This guide was compiled through research and personal
contact with key agencies, stories collected from WV food and farm businesses about their
hiring experiences, and lessons learned from a session conducted using this toolkit at the
2015 WVU Extension Small Farm Conference. While it is no substitute for a thorough
discussion with your accountant or legal professional, this guide can point you in the right
direction and help you take the initial steps toward hiring your first employee.
The following are key resources we drew on to develop this guide: IRS.gov, WV State Tax
Department, Business4WV.com, WV Department of Labor, FarmCommons.org, and Small
Business Development Center (WVSBDC). Specific references and resources are highlighted
throughout this guide. At the end of this guide, you’ll also find contact information for local
agencies and organizations, where you can seek additional support as well.
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#1: ASSESSING YOUR NEEDS
WHY ARE YOU HIRING HELP?
If you’re thinking of hiring workers for
your business, it is likely because you
ASK A FARM BUSINESS…
think that those extra hands will make you
more profitable and productive, and it
“What should a business consider
may improve your quality of life as well.
when deciding to hire?”
Think about what you most need and
 Does your demand for product exceed your
want help for. There are so many tasks to
current production levels? Do you want to fill
get done on a farm or in a food business!
that demand?
As owners we often find ourselves taking

Keep track of the time you spend on routine
care of urgent tasks instead of the most
tasks so that you can plan for the extra time
important ones. For example, you might
needed to add new ones.
find yourself weeding when you really
 Decide where you need the extra help – office
need to be seeding your next crop! Think
tasks, field work, sales and marketing, or
about which tasks you enjoy doing and
other?
which you would really rather delegate to
 Would new equipment be a better option, or
someone else. This will help you
a more affordable one?
 How good are your people skills?
determine what kind of worker you need
to hire. For example, if you need help
- Green Edge Gardens
weeding or mucking out the barn or
Owners,
Becky and Kip Rondy
marketing at the farmers market, you may
need to hire an employee. However, if you
enjoy those tasks but dislike bookwork,
maybe you would be better off hiring a part-time bookkeeper or outsource the work to an
accountant to take those tasks off your hands. Maybe you could spend $10/hour to hire
someone to do the mucking and then spend your time on the $20/hour tasks! That may
help you make more money!
Think about the tasks involved in your business and ask yourself the following questions:
●
●
●

What are the most important tasks to the profitability of my business?
Could I actually delegate this task? Or could someone else do it better than me?
If I hire someone to do this task, will I make more money? Will the cost of hiring
someone allow me time to spend on tasks that will be more profitable for me?
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WHAT ARE THE FINANCIAL COSTS AND BENEFITS OF HIRING YOUR HELP?
As the saying goes, it takes money to make money.
Maybe you know that hiring help will help you
produce and sell more. But there are two ways to
make more profit. One is to increase sales. The
other is to reduce costs. It is important to analyze if
hiring help will be a necessary cost to help you
increase sales and profits in the long-run, or if the
increased sales you make will only be offset by
increased costs and will leave you with the same
profit. Think about the short and the long-term.
This will help you determine if hiring help is a
burdensome cost or an investment in your future
growth.

ASK A FOOD BUSINESS…
“How did you, as a business,
arrive at the decision to hire
additional help?”
“I was getting enough work to make me
put in hours outside the usual 8am5pm. With long nights and early
mornings, I found I just could not
produce enough and also be onsite,
presenting my best self.”

-Gourmet on the Gorge
In addition to wages you will pay, think about other
Catering Service
costs that might be involved if you hire help. Will
Owner, Joy Marr
you need to provide a place for them to live? Will
you give them any benefits? Will your insurance
increase? Will your bookkeeping or accounting
expenses increase? (See section 4 for more about this topic). There are some tools out
there that can help you determine what the total costs of hiring an employee will be to
your business, such as on the Jo Landers Business Services website:
http://www.jolanders.com/

We used these resources. Check them out to learn more!
WV Department of Commerce:
 A getting started guide for employers:
http://www.wvcommerce.org/business/businessassistance/smallbusiness/gettingstarted/e
mployees/default.aspx

WV.GOV Information for Employers:
 Resources and links at your fingertips:
http://www.wv.gov/employment/Pages/Employers.aspx
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#2: EMPLOYMENT AND LABOR LAW FOR FARM BUSINESSES
This portion of the guide was reprinted with permission from the WV Food & Farm Coalition
who developed it as a free-standing fact sheet. This information is also available, along with
other helpful resources, on the WVFFC website at www.wvfoodandfarm.org.
Both non-profit and for-profit farms with employees must understand employment law,
as they are subject to state and federal employment laws and regulations. Where farms
rely on volunteer efforts, they must consider legal limits on volunteering and ensure
that volunteers are not accidentally considered employees. Similarly, farms that rely on
apprentices or interns (used interchangeably) must understand the associated legal
definitions to ensure the farm is operating legally. Failing to understand and comply
with applicable employment laws can lead to fines and other penalties.
The West Virginia Division of Labor enforces many employment related laws and
regulations. Many of these laws are federal laws, handled by The United States
Department of Labor, which is the federal agency responsible for employment law,
such as wage and hour laws. The Department of Labor also governs:
 workplace safety laws, primarily through OSHA—the Occupational Safety and
Health Administration
 laws relating to employee leave benefits (such as the Family and Medical Leave
Act)
 affirmative action laws
 disability related laws (especially the Americans with Disabilities Act)
Farmers must also consider state and federal Equal Employment Opportunity laws. In
particular, the United States Equal Employment Opportunity Commission (EEOC)
enforces federal anti-discrimination laws (such as Title VII, the Age Discrimination in
Employment Act, the Americans with Disabilities Act, and the Equal Pay Act).
What is the legal definition of a volunteer?
A volunteer is a person who donates services for public service, religious or
humanitarian objectives, usually on a part-time basis. To be a volunteer, you must
donate services without expecting pay and in the absence of threats or coercion to
volunteer. As such, volunteers are not subject to wage and hour laws. Volunteers are
also not considered employees of the organizations that receive their services.
Individuals who believe they are volunteering may actually be considered employees if they
receive some form of compensation. Therefore, non-profit farms that utilize volunteers
should ensure that volunteers do not become dependent upon the farm’s resources, which
would require that wage and hour laws be followed.
Although volunteers may not donate their services with the intention of receiving
compensation, volunteers may:
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be paid expenses,
receive benefits or “perks” (such as lunch while volunteering or a token “thank you”
gift), or
be given a nominal fee to perform services.

For more information regarding the definition of a volunteer, see:
dol.gov/elaws/esa/flsa/docs/volunteers.asp

May volunteers work on non-profit farms?
Generally, volunteers may work on non-profit farms. However, employees of the farm may
not volunteer their services in the same capacity for which they are employed. For
example, an employee who works as a fundraiser for a farm may not also volunteer for the
farm at a fundraising event. However, that same employee may volunteer to work on the
farm so long as helping on the farm is not part of that employee’s normal job description.
Can a for-profit farm have volunteers?
For-profit farms may not have volunteers. In general, people working for private, for-profit
employers have to be paid at least minimum wage and cannot volunteer their services.
Even friends and family members of employees who work on a for-profit farm qualify as
employees and may not volunteer their services. For-profit farms may develop internship
programs to permit unpaid individuals to work on the farm. Internships are narrowly
defined, however, and for-profit farms should ensure that their internship program
complies with the criteria in the following section so that interns are not considered
employees.
What is the definition of an intern, and how does this apply in the farm context?
Both for-profit and non-profit farms may host interns or apprentices. An internship
program allows for unpaid individuals to work on a for-profit farm. Often, apprenticeships
are a way to pass on important farming skills, provide labor for a small farm, and support a
work-trade relationship where the laborer may receive “alternative” compensation (e.g.
stipend, room and board, produce, education and training). Apprenticeships can induce a
range of challenges, which can be lessened by clearly memorializing the internship
arrangement in writing. Business owners should be honest and forthright with
apprenticeships—clear expectations are the foundation of a successful apprenticeship
arrangement. Be sure the agreement includes:
 length of the apprenticeship,
 room and board,
 work schedule,
 expectations for responsibilities
 practices to be taught and lessons learned
 the realities of the apprenticeship—long stretches of hard physical labor!
 compensation
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Legally, the criteria for a valid internship are narrow. An internship program must meet the
following six criteria, according to the Fair Labor Standards Act:
 The internship, even though it includes actual operation of the facilities of the
employer, is similar to training that would be given in an educational environment;
 The internship experience is for the benefit of the intern;
 The intern does not displace regular employees, but works under close supervision
of existing staff;
 The employer who provides the training derives no immediate advantage from the
activities of the intern and on occasion its operations may actually be impeded;
 The intern is not necessarily entitled to a job at the conclusion of the internship; and
 The employer and the intern understand that the intern is not entitled to wages for
the time spent in the internship
The law generally views on-farm mentors as employers and their “apprentices” as
employees, because the farm usually derives an immediate benefit from the efforts of the
intern.
For more information on the criteria for a valid internship program, see:
dol.gov/whd/regs/compliance/whdfs71.htm

What about internships where individuals are paid, but at less than minimum wage?
Regulatory compliance is expensive for small farms—regulations are often ignorant of size
and economies of scale. However, employers can generally pay less than minimum wage if
laborers meet the following criteria, according to the Fair Labor Standards Act:
 Student learners (vocational education students)
 Full-time students in retail or service establishments, agriculture or institutions of
higher education.
 Individuals whose capacities for the work to be performed are impaired by physical
or mental disabilities, including those related to age or injury.
If the above criteria are not met, interns cannot be paid less than minimum wage. In many
cases, employers may offer benefits (such as housing or food) in addition to a stipend in
order to reach minimum wage. 29 C.F.R. section 203(m) details the cost of board, lodging,
or other facilities that may be considered “wage.” The employer must be careful to indicate
these nonmonetary wages in his or her records and ensure employees are aware of these
wages, or else this part of the wages cannot be claimed by the employer as meeting
minimum wage.
How do I know if I am an employee or an independent contractor?
The distinction between independent contractors and employees is important, since it will
affect how the farm withholds a variety of taxes, including income, Social Security and
Medicare taxes, and pays for state-provided unemployment insurance and worker’s
compensation benefits.
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The line between an independent contractor and an employee is not always clear. Workers
are not independent contractors simply because the farm says they are or the business
wishes to avoid certain employment requirements, such as paying minimum wage by
designating its labor as “independent contractors.” There are a number of factors and
various tests used to determine if an individual is an independent contractor or an
employee. Generally, an independent contractor needs to be:
 a part of an independently established profession or business through which
services are provided to the farm, and
 free from control or direction by the farm over the performance of services.
An independent contractor is generally not:
 an integral part of the business (consider agricultural versus non-agricultural labor)
 in a permanent, or long-term, relationship with the farm
 dependent on the farm’s facilities or equipment
 closely directed by the farm business
 shielded from liability or loss by the farm
 dependent on the farm for initiative, judgment, or foresight, nor
 part of the same business organization and operation as business.
For example, a person regularly working at a farm and whose hours are controlled by the
farm, who is supervised in their duties by farm management, and who is provided all
needed materials and supplies by the farm would not be considered an independent
contractor.
Independent contractors may also set the terms of the work arrangement with a farm,
which could include working for free. For example, an attorney providing services for a
farm may choose to provide those services free of cost. In this case, the attorney’s
relationship to the farm is as an independent contractor, not an employee of the farm.
Many businesses have tried to get around compliance with employment regulations and
payment of taxes by improperly classifying workers as independent contractors.
Misclassification is very risky, and businesses may be subject to significant fines, or civil and
criminal penalties.
For more information on the independent contractor and necessary criteria, see:
irs.gov/Businesses/Small-Businesses-&-Self-Employed/Independent-Contractor-Self-Employed-orEmployee
This factsheet addresses some basic points of employment and labor law that may be applicable to both non-profit
and for-profit farms, but it should not be relied on as legal advice. It is recommended that farms and/or food
businesses reach out to the Department of Labor or an attorney specializing in the area of employment law to better
understand a particular enterprise’s obligations under federal, state, and local employment related laws.
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#3: PREPARING TO HIRE: POLICIES & PROCEDURES, JOB DESCRIPTIONS
AND THE INTERVIEW PROCESS

STEPS TO CONSIDER
✓
✓
✓
✓
✓
✓

Write a job description
Draft an employee manual
Advertise the position
Interview process
Check references
Hire Away

WRITE A JOB DESCRIPTION
A job description is essentially an advertisement. In it you will want to include any and all
information that a potential job applicant might need, in order to determine whether they
are interested in applying for your position. The information you convey will depend upon
your operation but below is a list of items to consider including in your job description:
● Hours and time commitment
● Special skills needed
● Length of the job (e.g. is it seasonal, etc.)
● Travel expected
● Physical demands (ability to lift and carry certain weight, etc.)
● Compensation or benefits
● How do they apply?
o Resume/cover letter?
o Application?
Also include your contact information so that the applicants can find you. Include your
preferred method of communication (phone/email) and when you can be reached.

DRAFT AN EMPLOYEE MANUAL
An employee manual can be thought of as a supersized job description. In it you will want
to include any and all policies and procedures important for your food or farm operation.
Outlining your preferences and expectations in this way can help save time and energy for
you as the employer and for your employees. A policy manual can help with worker
retention because the procedures are clear and available to return to as needed;
minimizing miscommunications and setting clear expectations early in the working
relationship.
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You do not need to be an attorney to write an employee manual – it’s not a contract.
Although you can include a signature line to ensure that your employee(s) have read the
document, if you wish. Additionally, the manual can be simple or detailed as you like.
There are many examples online that can be cut and pasted from, including a great
example at Farm Commons.org (www.farmcommons.org).
Finally, consider sending to interested job applicants right off the bat, before you have even
interviewed them. Gaining access to your policies on the front end will allow potential
applicants to self-select out of the hiring process, or to proceed on, if your policies are
acceptable and workable to the applicant(s). Here are some examples of what to include in
an employee manual:
● A bit about your farm’s history, philosophy, practices
● Inclement weather policies
● How you manage timecards/payroll, etc.
● Job expectations
● Benefits
● Drug, Alcohol, Harassment tolerance
● On-farm safety
● Tobacco policy
● Cell phone policy
● Check-ins, staff meetings
ASK A FARM BUSINESS….
● Attendance requirements
●

Discipline and termination procedures

ADVERTISE THE POSITION
One you have crafted your job description,
you will need to get it out to the public at
large. Consider sending it to area extension
agents and other agricultural agencies that
may have web-based email listservs or
networks that they could share it with. Ask
your local extension agent to post the job at
their extension office as well.
Consider printing hard copies and posting
them on bulletin boards at libraries, post
offices, coffee shops, feed stores, and college
campuses. Share your job description widely
to increase the quality and diversity of your
applicant pool.

March 2015

“What is your hiring process like?”
“Applicants must send a resume and
application. Then we select applicants for a
phone interview. The next step is a farm visit.
This is a chance for each party to scope out
the other. Working with the crew for a few
hours lets everyone know how good the fit will
be, both from a physical as well as a
personality standpoint…We also provide
applicants with a list of things they are going
to need like footwear, food requirements,
gloves, hat, etc., so they know what to expect.”
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Share the job posting on your social media networks or website, and encourage your
friends and family to “share” it too. Advertising via the local paper may prove useful as well.
To attract interns, send your job description and/or intern agreement form to ATTRA
(www.attra.org), Pennsylvania Association for Sustainable Agriculture (PASA)
(www.pasafarming.org), and the WV Food & Farm Coalition (www.wvfoodandfarm.org).
These are just a few of the more popular intern networks that you might consider sharing
your job posting with; by no means are they an exhaustive list. You may have additional
ideas for where to share a job description based upon where your business is located.

THE INTERVIEW PROCESS
Let’s back up for just a minute. What do you need to see from a potential employee before
you interview him or her? A resume with cover letter for example? Do you have an
application that needs to be filled out before you interview? You will want to clarify the
above points in the job description so the applicants can be prepared and can begin on the
right foot.
The actual interview can take place on the phone or in-person, or both if you wish to take a
two-pronged approach and if time allows for a lengthier process. However you choose to
structure it, an interview can be a great opportunity to practice clear communication and
assess the candidates that are vying for your position.
Structure the interview and have questions ready rather than winging it. Doing this helps
you feel more prepared and helps the interview have a more professional feel. Ask
behavioral or situational questions about past experiences such as – “Tell me about a time
when you had a challenging day at work and how you handled that.”
Take notes so that various interview applicants can be compared at a later time, and so you
can recall important information when checking references with previous employers.
It is important to note that certain questions could be seen as discriminatory, and should
be avoided. Below is a list of “no-no” questions. These points were featured on a recent
Farm Commons webinar titled, Making Employment Law Work for Your Farm – the webinar is
available for free download at FarmCommons.org (www.farmcommons.org).
No-No Questions to avoid for legal reasons:
● Gender-biased
● Family status
● Sexual orientation
● Age
● Health status
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●
●
●
●

Owning a vehicle
Socio-economic status
Disability or physical ability
Ethnicity

Finally, it’s important to remember that the candidate is interviewing you as well. Allow
applicants to ask you questions and express any concerns that they might have. Put your
best and most professional foot forward, and sell yourself as a valuable employer.

CHECK REFERENCES
If you decide to check references, you will want to have a set of questions ready to ask
previous employers as well. Be sure to avoid the “no-no questions” here that could seem
discriminatory, and instead base your questions off of the applicant’s responses during his
or her interview. Checking references can help identify patterns in behavior, and can allow
you to determine whether job applicants are being truthful or not.
The most important question of all could be this – “Would you hire this person again?”
But be aware that some former employers may not answer your questions truthfully due
to fear of legal action being taken against them. While we recommend that you do check
references and/or perform a background check (depending upon your operation and its
needs), we realize that the choice to do this is highly situational. Therefore you should use
your best judgment and do what works well for your business.

HIRE AWAY!
Once you have your policies and procedures outlined and
you’ve assessed the potential job candidates, it may be time
make an offer. Remember that the applicant is also
interviewing you; what do you have to give and share? You
are in the unique position of offering a job or internship to
someone who likely loves agriculture already or wishes to
learn more about it. Sell yourself as a perk on the job to your
potential hire!
Make the job seem appealing, interesting and/or educational. Consider offering benefits,
but remember that not all benefits are monetary. Sharing a meal with your employee(s) or
giving them time off for special occasions, holidays, etc. can be just as valuable and can
help maintain employee satisfaction.
According to Align HR, a West Virginia Human Resources Consulting Agency, nationwide
trends show that young employees are interested in paid vacations and time-off. If you are
not in the financial position to offer a paid vacation, then consider building regular days off
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into the schedule. Your employees will appreciate that you care about their health and
happiness, which will hopefully translate into a high-quality work environment.

We used these resources. Check them out to learn more!
WV Department of Commerce:
• Workforce WV Program: http://www.wvcommerce.org/business/workforcewv/default.aspx
U.S. Small Business Administration:
• Hiring & Retaining Employees: https://www.sba.gov/category/navigation-structure/starting•

managing-business/starting-business/establishing-business/hiring
Writing a Job Description: https://www.sba.gov/content/writing-effective-job-descriptions

Farm Commons:
• Sample Farm Employee Handbook: http://farmcommons.org/resources/sample-farmemployee-handbook
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#4: KEEPING RECORDS & FILING PAPERWORK ON TIME
WHAT RULES AND PAPERWORK REQUIREMENTS APPLY TO YOUR BUSINESS?
When you hire your first employee, there are a few steps to take to make sure that you are
following labor and tax laws. The first thing to do is to determine which rules apply to you
since every business is different. This section provides some guidance on three main types
of accounts or policies that you may need to set up: Tax Withholding (income tax, Social
Security, Medicare), Unemployment Tax, and Workers Compensation Insurance.
As you learned in section #2, most workers on farms will probably be classified as
employees, not independent contractors. Therefore, the guidance laid out here is for hiring
employees. If you feel that you can legally classify your worker as an independent
contractor, different guidance would apply to you.
This guide is no substitute for seeking guidance from your accountant or legal professional.
Call the numbers listed in the tables to confirm what applies to your unique business.
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1. Set up tax withholding accounts for Medicare, Social Security, and Federal & State
Income Tax
You may need to “withhold” a portion of the employee’s wages for income taxes which you
then deposit directly to federal and state agencies. You may also need to withhold a
portion for Social Security and Medicare taxes for which you also contribute a matching
portion as employer. See http://www.irs.gov/Businesses/Small-Businesses-%26-SelfEmployed/Understanding-Employment-Taxes for a more detailed explanation of federal tax
withholding.
Does this apply to me?
Applies if you pay any individual over
$150/year or if total payroll is over
$2500.
If you report less than $2500 in tax
liability for the year, you can pay in full
on your annual return (Form 943) and do
not have to withhold periodically.
Otherwise, you will have to deposit on a
monthly basis unless your payroll is over
$50,000.
WV state withholding is completed on a
quarterly basis if your annual
withholding will be over $600 (or annual
if less if than $600.)

March 2015

●
●

●
●
●

I think this applies to me…how do I get
started?
Register with the EFPTS to deposit federal
taxes online: www.eftps.gov
Review Publication 51 (2015) (Circular A),
Agricultural Employer’s Tax Guide to further
understand your obligations and/or discuss
with your accountant.
File Federal Annual Employers Return For
Agricultural Employees (Form 943) & W-3
File quarterly & annual WV State
withholding tax returns
For guidance on which state forms to file,
call WV State Tax Department at (800) 9828297 or see “Employer Duties” and
“Maintain Employer Accounts” section of
Business4WV.com
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2. Establish accounts to pay federal and state unemployment compensation taxes
Does this apply to me?

I think this applies to me…how do I get
started?
Federal Unemployment:
● Review Publication 51 (2015) (Circular A),
Agricultural Employer’s Tax Guide to further
understand your obligations
● File Annual FUTA Return (Form 940) by
January 31.
● Consult IRS instructions for Form 940 for
details on deposit frequency and/or discuss
with your accountant.
WV Unemployment:
● Call the WV Unemployment Compensation
Division to set up an account and determine
deposit frequency: 304-558-2677

Federal & WV: For employers of nonagricultural workers, you must pay
unemployment if any one employee
works at least one day during 20 weeks
of the year. However, there is an
agricultural exemption. Employers of
agricultural employees only have to pay
unemployment if they pay $20,000 or
more in any quarter of the two previous
years to your agricultural employees or if
you employ 10 or more workers for any
part of a day during any 20 or more
weeks in last year or in year before that.

3. Get a workers compensation insurance policy
Does this apply to me?
In WV, you are not required to have
workers compensation insurance if you
employ 5 or less employees that fall
under the definition of agricultural
labor. However, you may decide to get
this insurance to protect your workers
and protect yourself from lawsuits.

●

I think this applies to me…how do I get
started?
For more information, contact the Employer
Coverage Unit of the WV Insurance
Commission Office @ 304-558-6279x1202, or
see this site for carriers that offer coverage:
http://www.wvinsurance.gov/WorkersCompensati
on.aspx

●

Talk with your insurance agent about this
type of insurance.

WHEN DO I NEED TO FILE PAPERWORK AND WHERE?
Once you determine what taxes and insurance apply to your business, you’ll need to
prepare to file it all on time and stay on top of the paperwork. In addition to recurring tax
forms you’ll need to file, there are also a few steps to take when you hire the employee,
including filing an I-9 form to verify eligibility to work and reporting the new hire to the
state of WV, and posting the necessary labor law notices.
The checklist in Appendix A lays out a schedule of when you need to take a step or file
taxes related to your new farm employee. The steps in the checklist are based on the
scenario for a farm business hiring their first employee who is exclusively an agricultural
employee. It provides reference links under each step for more detailed information on
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how to complete the step and how it applies to your business. You may also want to
discuss these steps and requirements with your accountant or legal professional.

KEEPING THE RIGHT RECORDS & MANAGING PAYROLL
Always keep the following information: timesheets, payroll records, and tax records. For a
complete list of the records you should keep as an employer, see the IRS’s “Employment
Tax Recordkeeping” page:
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/Employment-Tax-Recordkeeping

Beyond complying with IRS regulations, there are lots of reasons to keep good records
related to your employees. Here we’ll talk about how to keep those important records and
how to use them to increase your profitability.
Timesheets: A tool for payroll and increasing your bottom line
Make a timesheet for employees to fill out. Make sure the timesheet includes basic
information including employee name, date, time in and out, activities done, and notes.
The timesheet is a tool that serves multiple purposes. First of all, you will have the
information that you need to pay your employee, especially if they are working hourly and
not salaried.
Having the activities recorded is also important if you are claiming farm exemptions in
terms of labor and tax law. If anyone questions that your employees are agricultural
laborers and not subject to certain requirements that non-farm workers are subject to, you
can show them the timesheets and prove that the employee is engaged exclusively in
agricultural labor.
Having information about what your employees worked on can also help you understand
your business better and make better decisions. For example, by having your employee
record the tasks or activities they were doing and how much time it took them, you can see
how much money you are spending on labor for different activities. For example, if you find
that your employee is spending the majority of their time hand-weeding, maybe you decide
to purchase a tool or piece of equipment that they can use instead and reduce your labor
expenses and become more profitable. Tracking information about labor expenditure on
different crops can also allow you to understand their relative profitability. That
information may help you decide to increase your focus on one aspect of your enterprise
or even throw out one altogether.
Green Edge Gardens near Athens Ohio has employees fill out information in the field as
they are working (see Appendix D & E). Using these tools, Green Edge is able to keep track
of staff hours as well as track relative profitability of different crops and improve efficiency
and profitability.
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Payroll Records
Keeping good payroll records is essential to making sure you are complying with social
security, Medicare, and income tax withholding requirements at the federal and state level.
The good news is that there are several ways you can do this as a small business!
 If you do not want to manage payroll yourself, you can hire an accountant to help you
withhold and pay the right tax deposits and even cut checks to your employees. You
can deduct the money paid to your accountant on your income taxes for their services.


If you decide to manage payroll yourself, you might decide to use computer accounting
software like QuickBooks. Such software packages offer payroll packages for a monthly
fee that help you track the amounts you need to withhold and pay to the government
and your employees. Advanced packages even fill out the right forms and payroll
checks for your employees. In 2015, these services ranged from $30 - $80/month
depending on the level of the package and whether you, your accountant, or the
software itself will file the paperwork and deposit payments.



You can also keep track of payroll on paper or using spreadsheets if you prefer. The
Organic Growers School has a good example of a payroll spreadsheet with the
necessary information to include in their “Structuring Labor on the Small Farm” Guide:
http://organicgrowersschool.org/organicfarming/new-users/farmer-members/faq-and-info/

We used these resources. Check them out to learn more!
IRS:
• “Understanding Employment Taxes”: http://www.irs.gov/Businesses/Small-Businesses-&-SelfEmployed/Employment-Taxes-2
•

“Tax Guide for Agricultural Employers”: http://www.irs.gov/uac/Publication-51,-(Circular-A),Agricultural-Employer's-Tax-Guide

Farm Commons:
• “Tax and Paperwork Checklist for Hiring a Farm Employee”:
•

http://farmcommons.org/resources/tax-and-paperwork-checklist-hiring-ag-employee
“Understanding Insurance Policies”: http://farmcommons.org/resources/understandinginsurance-policies-farm

Business for WV:
• “Learn Employer Duties”:
http://www.business4wv.com/b4wvpublic/default.aspx?pagename=e
mployerduties
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#5: KEEPING WORKERS HAPPY AND PRODUCTIVE
Once you have selected the best candidate for the job, it’s time to get to work and make
sure you uphold your end of the bargain. The more the job reflects the expectations of
your employee and the more you can develop a good working relationship, the more likely
you are to have a happy and productive employee. Remember, happy and productive
employee = increased productivity and profitability for your business.
Here are some tips to developing a good working relationship right off the bat:
Establish clear expectations
Your employee should have already gained a clear
sense of the job through the job description and
interview process. However, you may also decide to
put a contract or memorandum of understanding in
place to further clarify expectations. You can also
reiterate expectations during initial job training.
Offer job training support
Invest some time and energy in training your
employee or connecting them to the training they
need. This will pay huge dividends for you because
your employee will do things how you want them to
be done, and you will also avoid having to do a job
over or reprimand an employee that didn’t do
something correctly.

ASK A FARM BUSINESS…
What are some management
tips for keeping your
workers happy and
productive?
"Consider keeping employees on yearround - it keeps unemployment taxes
low and keeps cost of training low,
because you aren't cycling through
employees frequently… also think
about training all employees on all
jobs/tasks on the farm or in your food
business. That way if someone calls in
sick or can't make it to work, you have
somewhere there who can do a
needed job."

Communicate frequently & involve employees in
decisions
-Green Edge Gardens
Set up a way to check in regularly with your
Owners Becky and Kip Rondy
employee(s) and lay out a plan for prioritizing tasks.
Setting out a clear plan and giving them an
opportunity to voice their opinions and questions will help them feel ownership over the
activities and become more invested in the success.
Here are some ideas of ways to establish this communication:
● Have a morning meeting where you discuss tasks for the day and give employees
and opportunity to ask questions, or help prioritize tasks.
● Put up a white board at the place of work where you write tasks that need to be
done and prioritize them. You can either discuss this at your morning meeting or
have employees reference it or add to it.
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Offer incentives or benefits
The success of your business depends largely on
your employees and how efficiently and profitably
you can accomplish tasks together. Employees do
not always understand this or they may not be
rewarded when the business does better. What can
you offer that would be an extra incentive for your
employees to put their best forward and feel
invested in your success? Here are some ideas:
● Offer a percentage bonus to your employees
if your sales increase
● Offer farm-fresh food
We used these resources. Check them out to learn
more!
Small Business Development Center:
• “Optional Employee Benefits”:
https://www.sba.gov/content/optionalemployee-benefits
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ASK A FARM BUSINESS…
“What are some
management tips for
keeping your workers happy
and productive?
“We have staff meetings at the
beginning of each week over
breakfast, to review the previous
week, and to provide a safe forum for
ideas, suggestions, what worked or
didn’t work, etc. Checking in often is
very helpful, and keeps problems at a
minimum, before they have the
chance to spiral out of hand.”

-Swift Level Farm
Owner, Tootie Jones
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#6: ADDITIONAL SUPPORT RESOURCES
Hopefully this Hiring and Labor Toolkit provided to you by Value Chain Cluster Initiative has
helped to answer some of your most pressing questions about the hiring process. We
would like to remind you again that this document is not meant to be a substitute for
professional legal or tax withholding advice. If you have questions specific to your
operation, please consult with your accountant or financial advisor, an attorney, or call any
of the agencies listed below for more information. Good luck with your expanding
operation and happy hiring!
Economic Development Authority
http://www.wvedc.org/

2001 Quarrier Street, Charleston, WV 25311
Phone: (304) 342-2123
Internal Revenue Service (IRS)
http://www.irs.gov/uac/Contact-My-Local-Office-in-West-Virginia

1206 Quarrier Street Charleston WV 25305
Phone: (304) 558-3333
Small Business Development Center (SBDC)
http://wvsbdc.wvcommerce.org/default.aspx

Phone: 888-982-7232
Small Business Administration (SBA)
https://www.sba.gov/offices/district/wv/clarksburg

320 West Pike St. Suite 330, Clarksburg, WV 26301
Phone: (304) 623-5631; District Director: Karen Friel
WVU Extension Service
Find your local agent at: http://www.ext.wvu.edu/
WVU Extension Small Farm Center
http://smallfarmcenter.ext.wvu.edu/contact_us

PO Box 6108, Morgantown, WV, 26506
Tom McConnell, Program Leader
Phone:(304) 293-2642
Lisa Lagana, Program Coordinator
Phone: (304) 293-2715
WV Department of Commerce
http://www.wvcommerce.org/business/businessassistance/default.aspx
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WV Department of Labor
http://wvlabor.com/newwebsite/pages/index.html

749-B Building 6, Capitol Complex, Charleston, WV, 25305
Phone: (304) 558-7890
WV Food & Farm Coalition
http://wvfoodandfarm.org/

411 Main Street, Suite 215, Mount Hope, WV 25880
Director: Elizabeth Spellman
Phone: (304) 877-7920
WV Secretary of State
http://www.sos.wv.gov/business-licensing/Pages/default.aspx

Bldg. 1, Suite 157-K, 1900 Kanawha Blvd. East Charleston, WV 25305-0770
Phone: (304) 558-6000; Business and Licensing (304) 558-8000; Toll-Free (866) 767-8683
WV State Tax Department
http://www.wva.state.wv.us/wvtax/WestVirginiaStateTaxDepartment.aspx

1206 Quarrier Street Charleston WV 25305
Phone: (304) 558-3333
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APPENDIX A:
CHECKLIST FOR HIRING YOUR FIRST FARM EMPLOYEE IN WV


Before hiring
Get an Employee Identification Number
See: http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/Apply-for-an-Employer-IdentificationNumber-(EIN)-Online
Determine if you need to pay unemployment tax & set up your accounts if necessary
Get workers compensation insurance if needed



Upon hiring
Verify employment eligibility through the I-9 form (within 3 days of hiring) & keep for your records
See http://www.uscis.gov/i-9
Have worker fill out a W-4 to establish basis for payroll & withholding
See http://www.irs.gov/Individuals/Employees/Tax-Withholding
Report new hire to the state (within 14 days of hiring)
See www.wv-newhire.com
Post required notices at the workplace & follow relevant laws regarding minimum wages, overtime pay, and
child labor
See http://www.business4wv.com/b4wvpublic/default.aspx?pagename=employerduties



Periodic Filing/Reporting
Keep required records related to employer obligations
Make Federal 943 Tax deposits (income withholding taxes, social security & medicare) on a monthly basis
Make WV State tax withholding deposits on a monthly basis
File WV State Quarterly Tax Return (WV/IT-101Q) by last day of month following close of each quarter
File Federal Employers’ Annual Tax Return for Agricultural Employees (IRS Form 943) by January 31
File WV State Annual Tax Return Form (WV/IT-101A) by January 31
File Federal Unemployment Taxes (FUTA return) using Form 940 by January 31
Fill out a W-2 (wage & tax statement) & send to each employee by January 31
File Form W-3 along with copies of all W-2 issued by February 28
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APPENDIX B: CASE STUDY ONE:
SWIFT LEVEL FARM
OWNER/AGRIPRENUER, TOOTIE JONES
YOUR JOURNEY TO SUCCESSFUL HIRING
1. How did you as a business, arrive at the decision to hire additional help?
Swift Level is a multi-streamed business offering cattle and beef sales, agri-tourism, special
dinners and events, weddings, corporate retreats and more. It soon became evident that I
had to replace myself as everyday task person and replace those lower wage services that
were stealing my valuable time with clients, marketing and overseeing my business.
Comments from guests let me know that my presence as owner was necessary, and so
changes had to be made. I had good clients that pointed out to me that I was undermining
my value, visually, when doing daily tasks, rather than tending to the direct money stream.
Guests were there, after all, to be with me, so I had to begin replacing myself, yet also
finding the income that would pay for those created jobs.
This realization helped me begin to value my time. I realized it took 3-to-5 people to replace
the more menial tasks. I then began looking at what it would cost to bring in someone to
do the advertising, marketing, and bookwork – the core operations of the business. That
helped me set my value, partially anyway, for a budget item and also set a goal for self pay.
Ultimately we had to expand employment to build a larger business, or we wouldn’t have
survived.
2. What type of employees did you consider? What type did you ultimately decide
upon?
I started off with 11 employees my first year for our seasonal business. With start-up
business challenges, we paid minimum wage and offered housing plus full access to the
gardens in an effort to attract non local skills. I started with seasonal housecleaning girls
from Ireland who were in the University looking for a summer in the US and some great
Latino fellows who moved here from PA with me. These workers were short-lived and
eventually returned to their homes. My best 2 years were when I had a good friend, a real
English Butler, who managed the houses and staff. But I could not pay him enough due to
seasonal work and lost him as well. I have had interns from college and universities who
think this is a pretty place to spend the summer. They can answer the phone and carry on
conversations with guests, but they don’t have many real work skills in my experience. I
often rely on local help for tasks like grounds keeping, but those workers are often
temporary as well. Finding good housekeeping can be a challenge, because you have to be
able to trust the folks you hire, so I often screen and do background checks on those types
of employees. It can be hard to find workers with farm skills who are willing to work hard.
I have, for the first time in 8 years, someone who can operate a tractor and feed livestock.
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I do all my own marketing currently. My most reliable and professional help is seasonal
and that is my daughter and son. They are the public face of the business, as they will own
the farm someday. They are invested deeply into it. Not everyone has this option but it is
what is working for us.
We went back to the drawing board last summer and have crafted new job descriptions for
this year and began an applicant search through my son’s connections in the food and
beverage world. Our business is quite varied, so we need service folks who are very
attentive to detail, customer-oriented, smart in appearance, are very polite, possess the
best manners and have a willingness to serve, and who will do as they are asked and not
modify unless necessary. This is a rare sort in our world. But also why we have the
clientele we have, they expect it, and we put a value on it and they pay for it. WV can build
this - our rural-ness offers privacy and that is quite valuable to metropolitan populations.
Overall, the best help I can get have had some college education, have traveled, have an
interest in what we are doing and understand it. I bring in clients with expendable income,
and so I teach my employees that a job well done is usually rewarded. My clients tip, and
that teaches incentive.
3. Once you decided to hire employees,
what was/were your next step(s) in terms
of preparation to hire help?
To make sure I have money coming in to pay
them. Can this business afford to hire help,
or not afford to? Where will the income
come from? You must have a business plan
and financial plan in order to answer these
questions. I flew by the seat of my pants for
a long time.
I ask for 5 references and perform a
background check as well. I conduct an interview on phone and an interview in person. I
take note of how they speak on the phone and how they dress for an interview. I give them
a one week paid trial to see first if this is a job they really want, and to see if it works for
me. I have learned not to start with top wage - employees start lower and work to that by
the 2nd month, and then I will increase pay.
4. What paperwork do you need to keep and file? (Taxes, Legalities, and Payroll, etc.)
I keep these on file at all times for each employee: driver’s license, social security number,
mailing address, emergency numbers, medical cards and any medical issues.
4.b. Follow-up question - I'm wondering if you have to take taxes out on your
employees and if so, how do you handle the reporting and record-keeping aspect of
that? That seems to be a question on everyone's mind lately, in terms of hiring help!
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We need to educate employers of the consequences of misclassifying contract labor if not
actually contract labor. Folks might be tempted to pay under the table as well; I know that
goes on frequently. I do not do that. I try to track each person and their daily activity so that
I can attach a value to that position, the cost of that task and the overall cost of what that
endeavor actually costs the farm.
5. How do you manage your help and keep them both happy and productive?
We have staff meetings at the beginning of each week over breakfast, to review the
previous week, and to provide a safe forum for ideas, suggestions, what worked or didn’t
work, etc. I do the same going into special events or if there is nothing booked, we just like
to check in.
Time cards are essential for keeping track of hours and breaks. Time is allocated for
employees to have morning breaks, lunch and an afternoon break. They are paid for all
breaks, lunch and meeting times since these also pertain to working here. Most of the staff
smokes so time for that is included in the breaks. Most of the younger staff (age range 2240years) are constantly using their phones for texting, etc., which bothers me. So I made a
designated time for that, and that policy constantly gets resistance. But it’s something to
consider doing.
No benefits are given at this time. I give days off and try to provide a regular schedule as
much as possible.
6. About training & certification – Who is responsible for ongoing education? Is this
the responsibility of the employer or employee? How do you manage this cost-wise
and time-wise?
I offer everything I can in terms of training and research with them what they are
interested in to help them further. Basically, how it has worked is, they come, they learn, I
train them for the job and then they move on to a new adventure. Our farm has a built-in
education component due to our agri-tourism activities. The staff members are all
welcome to participate in every program we have here, for free.
(Editor’s Note: One resource for defraying the cost of trainings for both business owners
and employees is the Governor’s Guaranteed Workforce Training Program. Inquire with
VC2 if you would like additional information about how this program works.)
7. Where did you look for information and resources in terms of hiring help and
managing labor?
Life experience. When I started this in 1994 the only response I got from anyone was not to
do what I was doing. 21 years later I am finally working with someone who advises me in
the labor pool process. Frankly, I have flown by the seat of my pants in terms of how to hire
help on the farm and manage them.
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8. Has the hiring of additional help added value to your food or farm business? Have
you been able to increase production levels, scale up, expand your market reach,
and/or increase profitability? If so please discuss.
Yes, it has without doubt added value to the
farm enterprises. My two main employees,
Daughter and Son have had respectable impact
on market reach and increased profitability.
They are trained, educated and like to make
money. Interestingly, I have offered the same
position to a number of other folks, but they
are either daunted by the project or by me,
most likely the latter. There is a fine line in just
turning something over versus working
together toward a common goal. I find most
people are not confident, over qualify
themselves and get in right over their head and then blame their personal set up on the
boss. For us, working interviews have been great in assessing who is a good fit for our
operation. Checking in often is very helpful too, and keeps problems at a minimum, before
they have the chance to spiral out of hand. Finding and identifying that common goal and
working toward it together is key to managing expectations and keeping everyone happy.
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APPENDIX C: CASE STUDY:
GOURMET ON THE GORGE CATERING
OWNER/AGRIPRENUER, JOY MARR
YOUR JOURNEY TO SUCCESSFUL HIRING
1. How did you as a business, arrive at the decision to hire additional help?
I was getting enough work to make me put in hours outside the usual 8am-5pm. With long
nights and early mornings, I found I just could not produce enough and also be onsite,
presenting my best self.
2. What type of employees did you consider? What type did you ultimately decide
upon?
In the early life of my catering business, I hired workers on a project-by-project basis.
Eventually the demand for our services was great enough that I needed to build a full-time
staff. That required expanding my record keeping capabilities to include withholding and
filing of income taxes, unemployment, worker's compensation, and keeping payroll, etc. As
the team was strengthened (and paychecks became more dependable), everyone's
confidence grew. I had excellent help and so the additional effort to keep them employed
was ultimately worth it.
3. Once you decided to hire employees, what was/were your
next step(s) in terms of preparation to hire help?
I expanded my Quick Books services to include Enhanced Payroll.
QuickBooks did the payroll deductions and calculations, which
was WAY easier than me having to look up each tax deduction.
Enhanced Payroll has a calendar that keeps track of what state &
federal forms are needed and when they are due. Enhanced
Payroll does the calculations and deductions, and fills out the
checks; putting the information in the correct account. This is a
huge help and time saver, which is a positive. Having this service
added about $40.00 a month to my expenses (during busy
months its $60.00), which is the downside.
Next steps were: I called Workforce WV for unemployment information, and I purchased
Workers Comp insurance as well. By the way, all of this is now in my QuickBooks, which
automatically generates all of the information that I need. I feel like I'm doing a commercial
for QuickBooks!
I also made up a handbook of important policies and practices. Much of the information I
found online as parts of other handbooks, making it easier to pull together. The handbook
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helps to make my employees accountable, and it was really good for me as an owner to put
down my beliefs and expectations for the work environment.
4. What paperwork do you need to keep and file? In terms of record-keeping,
QuickBooks is a life saver! I still have to stay on top of things and make sure employee
hours are put in correctly and under the correct payroll item. As I mentioned earlier, the
business & employment taxes, worker’s compensation, and all withholding is all done in my
QuickBooks. I’ll have to run reports (QuickBooks builds these) to match filings and reconcile
if something is not correct. QuickBooks tech support is great –they will take you through
everything step by step, and answer any questions that you might have. As far a business
licensing and permitting, I renew my license annually with the Secretary of State’s Office for
around $25.00. I keep my permits renewed for municipalities/county/health dept., and
keep up with B&O taxes. I check in with my insurance company annually to keep on top of
any changes. Something I realized later in business is
that your insurance agent works for you - instead of
being leery of what they may say, you want to spend
time with them and have them do everything they can
to bring you the best product.
5. How do you manage your help and keep them
both happy and productive? I try to disseminate as
much information as they can take in. I think about
giving my employees all the tools they need to do their
job, and more! I try to take any guesswork off of the
table. I don’t want them to be guessing on the job, but
when they have to; hopefully it will be an informed
guess.
I strive to lead by example, though that is not always
easy. Having employees has made me stretch and grow
my capabilities as well. I try to put forth my very best in all situations –even the not so good
ones. I want my help to think of me when they go out to provide a service to others, and try
to uphold my vision and expectations. And we do try to have fun while we are working hard
-- sometimes it's the most important part of an event; to stay up beat and caring while
servicing 100's of folks.
I try to encourage my employees to be responsible for their work and proud of it; our
motto is “Everyday Excellence.” I try to find ways to praise their output as well. But if
something turns into a mess I say, let's move on, "water under the bridge”, because getting
upset at the moment is no good to anyone (staff or clients). Then later we may look at the
benefits or opportunities the mess may have created.
I pay my staff well, better than most, and give bonuses (itemized in their contracts) and
personal gifts when possible - even if it’s just a luncheon together for fun and not work
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related, it’s important to make time to do these things. Christmas is good for bringing my
appreciation of them to the forefront as well.
6. About training & certification – Who is responsible for ongoing education? Is this
the responsibility of the employer or employee? How do you manage this cost-wise
and time-wise?
Ongoing education is the employee’s responsibility. Though if I have a special need, I am
happy to pay for them to get it.
An example: all employees are required by the County health Department to carry a valid
food handler’s card. I pay the fee for their food handler’s card but not for the 2 hours that
they attend class. If an employee wants the job, then they need to have themselves ready
for employment.
I have heard about the Governor’s Guaranteed Workforce Training Program that
reimburses employers for necessary trainings that would enhance their business, but I
have not utilized the program yet.
(Editor’s Note: One resource for defraying the cost of trainings for both business owners
and employees is the Governor’s Guaranteed Workforce Training Program. Inquire with
VC2 if you would like additional information about how this program works.)
7. Where did you look for information and resources in terms of hiring help and
managing labor?
Workforce WV website and the Secretary of State’s website. I called the local Health
Department and talked to my insurance company as well as my accountant.
8. Has the hiring of additional help added value to your food or farm business? Have
you been able to increase production levels, scale up, expand your market reach,
and/or increase profitability? If so please discuss.
Absolutely yes! I could not have taken on the
additional business and expanded, if I had not hired
help. Not just sporadic help, but real, scheduled help
that showed up and did what needed to be done
consistently. It helped me to focus my energies
elsewhere, like getting out and spreading the word
about our services, which has only generated more
business! I’ve acquired business that I never could
have managed before, and it’s because I took the
leap and hired official employees who were happy to
work with me and perform the job as it should be done.
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APPENDIX D: GREEN EDGE GARDENS – TIMESHEET SAMPLE ONE
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APPENDIX E: GREEN EDGE GARDENS – TIMESHEET SAMPLE TWO
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