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Section 1 
 

PREFACE 
 
May God richly bless you for being a part of the Mobile Loaves & Fishes, Inc. mission to “provide food, clothing & 
dignity to our brothers and sisters in need.” 
 
The credibility of Mobile Loaves & Fishes, Inc. and our ability to fulfill our mission depends on how well each of us 
performs our tasks. The responsibilities and requirements of each individual position within the “team” may differ 
but each requires competence, intelligence and diligence on each of our parts. A job well done reflects not only on 
the individual, but also on Mobile Loaves & Fishes, Inc. as a whole and enables us to serve our volunteers as well 
as those who live on or near the streets.   
 
This Handbook contains the current personnel policies and practices of Mobile Loaves & Fishes, Inc. (“MLF”) for 
the information and guidance of all employees.  Policies or practices described in this Handbook do not constitute, 
nor may they be relied on as, contractual obligations of MLF to its employees or to any other persons.  Nothing in 
this Handbook guarantees any specific term of employment or limits the right of MLF or its employees to terminate 
their employment relationship at any time. 
 
The intent of this Handbook is to: 
 Provide an understanding of expectations of MLF staff and their behavior.  
 Delineate specific consequences when an employee does not meet those expectations. 
 Ensure that the purposes of MLF’s mission and programs will be achieved effectively. 
 
MLF intends to comply fully with all laws governing employment practices. If any of the policies or practices 
outlined in this Handbook are or become unlawful for any reason, the applicable law will be followed. 
 
MLF reserves the right to modify its policies at any time without prior notice. Any additions, deletions, or 
changes in the policies or practices described in this Handbook shall become effective immediately upon notice to 
employees, unless stated otherwise. MLF will provide its employees with the appropriate updated or revised 
sections so that they may fulfill the responsibility of maintaining a current handbook. 
 
Employees are expected to follow the policies in this Handbook unless a change or exception has been approved 
by authority of the President of MLF (“President”).  Any questions or comments concerning MLF’s policies, 
practices, or work rules should be directed to the President or Business Administrator. 
 
As an internal personnel management document, this Handbook is proprietary and confidential.  Except in 
connection with MLF’s business, the contents of this Handbook may not be reproduced for any purpose without 
the specific knowledge and express written authorization of the President.  On request or on termination of 
employment, this Handbook must be returned to MLF. 
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THE MLF MISSION 
 
Who we are:  MLF is a Christian social outreach ministry for the homeless and indigent working poor. We 
were founded in 1998 as a ministry of St. John Neumann and became a 501(c)(3) nonprofit in 2000. 
 
What we do:  Our mission is to provide food, clothing, and dignity to our brothers and sisters in need. We 
accomplish this mission through the use of catering trucks that go out onto the city streets every night of the 
week, thanks to the hard work of our volunteers and a single supply truck. We have expanded our mission 
with Habitat on Wheels (HOW), which places homeless people into gently used recreational vehicles that 
have been fully furnished.  
 
How we work: The working environment at MLF should be a place to bring honor to the Lord and not 
ourselves. Our employees should strive to serve God and love each other. This type of environment creates a 
safe place in which employees can work together to be encouraging to one another.  
 
Most conflict in the working environment should be handled by approaching the person directly in love, rather 
than bringing others into the conflict. If the conflict is not resolved with this approach, the issue may then be 
brought to a supervisor or the Business Administrator. However, if the conflict is a potential legal issue, such 
as harassment or discrimination, follow the procedures set forth in this handbook.  
 
Employees should be disciplined and on task, so that we are honoring the Lord with our time. It is important 
for our employees to lift up and serve each other as we work. Our hope is that the employees at MLF find it a 
privilege to serve in such a loving and caring environment that is not self-seeking. 
 

Biblical principles for our working environment: 
 

Work Hard for the Lord, not for Men 
 
Colossians 3:23-25 “ Whatever you do, work at it with all your heart, as working for the Lord, not for 
men, since you know that you will receive an inheritance from the Lord as a reward. It is the Lord 
Christ you are serving.” 
 
Genesis 2:15 “The LORD God then took the man and settled him in the garden of Eden, to cultivate 
and care for it.” 
 
Matthew 25:35-40 "For I was hungry and you gave me something to eat, I was thirsty and you gave 
me something to drink, I was a stranger and you invited me in, I needed clothes and you clothed me, I 
was sick and you looked after me, I was in prison and you came to visit me.' "Then the righteous will 
answer him, 'Lord, when did we see you hungry and feed you, or thirsty and give you something to 
drink? When did we see you a stranger and invite you in, or needing clothes and clothe you? When did 
we see you sick or in prison and go to visit you?' "The King will reply, 'I tell you the truth, whatever you 
did for one of the least of these brothers of mine, you did for me.'  
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Imitate Christ's Humility, Serve Selflessly and Give Generously 
 
1 Peter 4:8-11 “Most of all, love each other as if your life depended on it. Love makes up for practically 
anything. Be quick to give a meal to the hungry, a bed to the homeless—cheerfully. Be generous with 
the different things God gave you, passing them around so all get in on it: if words, let it be God's 
words; if help, let it be God's hearty help. That way, God's bright presence will be evident in everything 
through Jesus, and he'll get all the credit as the One mighty in everything—encores to the end of time.” 
 
Deuteronomy 15:10-11 “Give generously to him and do so without a grudging heart; then because of 
this the LORD your God will bless you in all your work and in everything you put your hand to. There 
will always be poor people in the land. Therefore I command you to be openhanded toward your 
brothers and toward the poor and needy in your land.” 
 

Build Each Other up with the Love of Christ 
 
1 John 4:7 “Dear friends, let us love one another, for love comes from God.” 
 
Matthew 22:36-40 "Teacher, which is the greatest commandment in the Law?" Jesus replied: "'Love 
the Lord your God with all your heart and with all your soul and with all your mind.' This is the first and 
greatest commandment. And the second is like it: 'Love your neighbor as yourself.’” 
 
Matthew 7:12 "In everything, do to others as you would have them do to you.” 
 
Ephesians 4:29  “Do not let any unwholesome talk come out of your mouths, but only what is helpful 
for building others up according to their needs, that it may benefit those who listen.” 
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Section 2 

 
OPEN DOOR POLICY 

 
MLF hopes that its administration of this Handbook will take into account the individual interests of MLF’s 
employees.  All employees are free to seek information from the President or Business Administrator on 
any matter that is troubling them, or call attention to any condition that may appear to be operating to their 
disadvantage or the disadvantage of MLF. 
 
An employee who uses the Open Door Policy shall not be subject to an adverse employment action 
because of his or her use. 
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Section 3 
 

EQUAL EMPLOYMENT OPPORTUNITY AND HARASSMENT 
 
Nondiscrimination 
 
MLF is an equal opportunity employer and maintains a policy of nondiscrimination with respect to all 
employees and applicants for employment.  All personnel actions, such as recruitment, hiring, training, 
promotion, transfer, layoff, recall, compensation and benefits, discipline, termination of employment, and 
educational, recreational, and social programs are administered without regard to race, color, sex, sexual 
orientation, religion, national origin, age, citizenship status, physical or mental disability of otherwise 
qualified individuals, membership or application for membership in a uniformed service, or participation in 
protected activity as defined by law.  Employment decisions, subject to the legitimate business 
requirements of MLF, are based solely on an individual’s qualifications, merit, and performance. 
 
Harassment 
 
Harassment on the basis of race, color, sex, religion, national origin, age, citizenship status, disability, 
membership or application for membership in a uniformed service, or participation in protected activity as 
defined by law will not be permitted or condoned.  Slurs or insults related to those characteristics are 
wholly inappropriate and violate this policy, and also may violate various federal or state employment 
laws. 
 
Certain types of conduct intended to be inoffensive social exchanges might be perceived as offensive and 
may be used as a basis for a harassment claim on any of the above grounds.  Such conduct does not 
necessarily violate the law or this policy.  Nonetheless, employees should be aware that certain conduct 
holds the potential for supporting claims of harassment even though no offense was intended, and 
therefore should refrain from such conduct. 
 
Sexual harassment includes unwelcome sexual advances, requests for sexual favors, and other verbal or 
physical conduct of a sexual nature by an employee or supervisor when (i) submission to the conduct is 
made either explicitly or implicitly a term or condition of an individual’s employment; (ii) submission to or 
rejection of the conduct by an individual is used as the basis for employment decisions affecting that 
individual; or (iii) the conduct has the purpose or effect of unreasonably interfering with an individual’s 
work performance, creating an intimidating, hostile, or offensive work environment, or otherwise adversely 
affecting an individual’s employment opportunities. 
 
Comments or conduct that might be perceived as sexually offensive are to be strictly avoided.  Examples 
of conduct that might constitute sexual harassment include, but are not limited to, repeated offensive or 
unwelcome sexual flirtations, advances, or propositions; sexually themed jokes or discussions; continual 
or repeated verbal abuse of a sexual nature or graphic verbal commentaries about an individual’s body; 
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sexually degrading words used to describe an individual; or the display in the workplace of sexually 
suggestive objects or pictures. 
 
 
Complaint Procedure 
 
Complaints concerning any violation or possible violation of this policy should be reported immediately to 
the employee’s immediate supervisor.  If an employee believes that a complaint of this nature cannot be 
properly addressed by his or her immediate supervisor for any reason, he or she is strongly urged and 
encouraged to contact the President, Business Administrator, or the Chairman of the Board of Directors.  
No employee who reports an alleged violation of this policy in an appropriate manner will be subject to an 
adverse employment action because of the complaint.  MLF recognizes, however, that false accusations 
of harassment or other unlawful behavior can be damaging to an accused employee and disruptive to the 
operations of MLF. Thus, knowingly-made false accusations may constitute misconduct for which 
disciplinary action, up to and including termination of employment, may be imposed. 
 
Investigation of Complaints 
 
Because of the sensitivity of harassment issues, MLF promptly and thoroughly investigates all complaints 
of harassment or other violations of this policy to determine whether improper conduct has occurred.  All 
employees are expected to cooperate fully with and assist MLF in any investigation.  The confidentiality of 
all complaints will be maintained to the extent possible while allowing MLF to conduct a full and fair 
investigation.  MLF will take all reasonable steps during the investigation to protect the privacy of, and 
minimize suspicion toward, all parties concerned. 
 
Disciplinary Action 
 
This policy covers all employees, including officers, supervisors, and members of management.  Any 
employee found to have violated this policy will be subject to appropriate disciplinary action, up to and 
including termination of employment. 
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Section 4 
 

EMPLOYMENT AT WILL 
 
Although MLF always anticipates and expects a long and mutually satisfying relationship with each 
member of its staff, all employees of MLF are employees at will and, as such, are free to resign with or 
without reason, and with or without advance notice.  Similarly, MLF may terminate the employment of any 
employee at any time, with or without reason, and with or without advance notice. 
 
Any written employment policies, notices, or bulletins are provided to employees only to inform them of 
MLF’s current practices with respect to their terms and conditions of employment.  No written policy is a 
contract or other legal guarantee that MLF will continue any practices described in the written policy.  No 
officer, director, supervisor, or employee of MLF, other than the President by written agreement signed by 
the employee and the President, has the authority to promise or agree to any substantive terms or 
conditions of employment different from those stated in any written policies. 
 
Likewise, no officer, director, supervisor, or employee of MLF, other than the President by written 
agreement signed by the employee and the President,, is authorized to (i) promise, agree to, or enter into 
any contract of employment with, or make a contractual commitment or guarantee of permanent or 
continuing employment to, any employee; or (ii) promise or agree on behalf of MLF to any limitation of an 
employee’s right to resign or of MLF’s right to terminate employment at any time with or without reason, 
and with or without advance notice. 
 
If an employee believes for whatever reason that (i) he or she cannot freely resign from employment with 
MLF; or (ii) MLF may not, because of some written or oral statement, representation, or promise made to 
the employee, terminate his or her employment without reason or advance notice, he or she immediately 
should inform the President, who will investigate the matter and clarify the parties’ relationship.  Failure to 
provide this notice constitutes an employee’s acknowledgment of and agreement to employment on the 
terms and conditions stated in this Handbook and any other employment policies of MLF. 
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Section 5 
 

CLASSIFICATION OF EMPLOYEES 
 
As used in this Handbook and in MLF’s system of personnel administration, the following terms have the 
meanings stated below. 
 
 Exempt Employee:  An employee who is exempt from the overtime premium pay provisions of 

the Fair Labor Standards Act. 
 
 Nonexempt Employee:  An employee who is subject to the minimum wage and overtime 

premium pay provisions of the Fair Labor Standards Act. 
 
 Full-Time Employee:  An employee who works 40 hours per week. Full-time employees are 

eligible for all employee benefits. 
 
 Part-Time Employee:  An employee who works less than 40 hours per week. Part-time 

employees are eligible for employee benefits only to the extent specified in this Handbook. 
 
 Temporary Employee:  An employee who is hired to work at MLF to accomplish a specific job 

or project, to work a specified period of time, or otherwise to work on an as-needed basis.  
Temporary employees are not eligible for benefits, except workers’ compensation or if required 
by law. 

 
New Hires 
 
All newly hired employees, must verify employment eligibility within three business days of accepting employment. 
The company management will not notify other candidates that the position has been filled until the new employee 
has complied with the law. The employee will fill out and execute the top of Form I-9. The company management 
will complete Form I-9 after examining the employee's documentation of identity and employment eligibility.  
 
Orientation Period 
 
The first 90 consecutive days of employment is an Orientation Period, which may be extended at the discretion of 
the President. The Orientation Period provides time for you to become familiar with your position and provides 
time for MLF to assess your ability to perform your job responsibilities and duties. This period does not modify the 
at-will status of your employment with MLF. At the end of the Orientation Period, your supervisor may evaluate 
and discuss your performance with you. Vacation & sick leave will be accumulated during the Orientation Period; 
however, no vacation or sick leave will be granted until the Orientation Period is complete. 
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Section 6 
 

PAYROLL AND WORK SCHEDULE  
 
Paydays 
 
All employees are paid on a semi-monthly basis on the 15th and on the last day of every month.  If a 
regularly scheduled payday falls on a weekend or a scheduled holiday, MLF may elect to pay on the last 
scheduled workday prior to 15th or last day of the month.  Pay checks are never issued in advance. 
 
Work Schedule 
 
Nonexempt employees who work a standard 40-hour work week are required to take an unpaid one hour 
meal period per eight-hour shift.   
 
Exempt staff may be required to work the standard 40-hour work week plus any additional hours as 
necessary to meet the needs of MLF. 
 
Each employment position will be assigned a particular schedule, but each employee must maintain some 
flexibility in terms of availability for assignment.  Assignment to a particular schedule does not guarantee 
that schedule without exception, but every effort will be made to accommodate employee preferences for 
scheduling subject to MLF’s staffing requirements. 
 
Recording Hours Worked 
 
All non-exempt employees must record the times they report for and leave work each day in the ClickTime 
software. Additionally, all employees should record vacation leave, sick leave, personal holidays, 
maternity leave, holidays, and any other leave in ClickTime before the leave or immediately upon return 
from the leave. This is in addition to completing the appropriate leave request form. All timesheets be 
completed by the employee who performed the work.  
 
Overtime 
 
Every employee should attempt to accomplish work requirements within his or her scheduled working 
hours. Nevertheless, it is recognized that from time to time, the nature of MLF’s work may require an 
additional commitment of time from employees.  In those instances, the immediate supervisor may require 
employees to work such overtime hours that are reasonably necessary to complete all assigned tasks.  
 
Nonexempt employees are compensated for all work time in excess of 40 hours in any workweek at an 
overtime rate of one and one-half times their regular hourly wage rate. For overtime purposes, the 
workweek begins at 12:00 a.m. on Sunday and ends at 11:59 p.m. on Saturday.  Any overtime work 
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performed by nonexempt employees must be authorized in advance by the employee’s immediate 
supervisor or the Business Administrator.  An employee who performs unauthorized overtime work may 
be subject to disciplinary action, up to and including termination of employment.   
 
Hours not actually worked for which a nonexempt employee receives holiday pay, personal holiday pay, 
vacation pay, sick pay, maternity leave, compensation for jury duty or subpoena compliance, paid leave to 
vote, or bereavement leave pay will not be considered as hours worked in calculating eligibility for 
overtime pay. 
 
Pay Advances (Employee Loans) 
 
To request a pay advance (employee loan), you must submit a signed written request on an “Employee 
Advance Request” form containing the amount requested and the payback schedule to the Business 
Administrator. MLF payroll advances are at the sole discretion of the Business Administrator or President.
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Section 7 

 
ATTENDANCE AND PUNCTUALITY 

 
Employees are expected to report to work on time each day and after each meal period, and to avoid 
unnecessary absences. Each employee must discuss any circumstances that may affect his or her 
attendance and punctuality with his or her immediate supervisor. 
 
An employee who expects to be absent or tardy for any reason is required to notify his or her immediate 
supervisor or the Business Administrator as soon as possible before the beginning of the scheduled shift.  
As a general rule, messages are not acceptable. The employee should report the cause of the absence 
and reasonably predict when he or she will resume work. MLF reserves the right to request a health care 
provider’s certification in the event that the employee is absent from work because of an illness or injury.  
If an employee must leave work for any reason before the end of the scheduled workday, he or she 
likewise must give advance notice to his or her immediate supervisor.   
 
No leave of absence is assumed to be granted and no absence is excused without the approval of the 
employee’s immediate supervisor or the Business Administrator. MLF may consider an employee who 
fails to report to work for two consecutive days without notification as voluntarily resigning his or her 
employment. Excessive absenteeism or tardiness for any reason may result in disciplinary action, up to 
and including changing employee’s status to temporary or even termination of employment. 
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Section 8 

HOLIDAYS 
 
MLF observes eight holidays: 
 

 New Year’s Day 
 Good Friday (Friday before Easter)Friday before Easter 
 Memorial Day 
 Independence Day 
 Labor Day 
 Thanksgiving Day and the day after Thanksgiving Day 
 Christmas Day 

 
Christmas Eve and New Year’s Eve may be observed at the President’s discretion. 
 
Any employee who observes other religious holidays must make arrangements in advance with the 
Business Administrator to alter the holiday schedule or to obtain time-off for the observance of religious 
holidays. The Business Administrator shall make a reasonable effort to accommodate an employee’s 
request for time-off for religious holidays, subject to the staffing needs of MLF, and to the extent that the 
accommodation does not cause an undue hardship. 
 
Full-time employees will receive their regular compensation for these holidays should they fall on a week 
day, provided the employee works on the employee’s regularly scheduled days before and after the 
holiday. Part-time employees who are regularly scheduled to work on the day of the holiday will be paid for 
the hours the employee ordinarily would have worked on that day, provided the employee works on the 
employee’s regularly scheduled days before and after the holiday.  Temporary employees and employees 
on unpaid leaves of absence are not eligible for holiday pay. 
 
Due to the nature of services offered by MLF, it may be necessary for a skeleton staff to work on holidays.  
If a full-time, nonexempt employee is requested to work on a holiday, a substitute day off with pay will be 
arranged by employee’s immediate supervisor or the Business Administrator. That employee shall also 
receive 1.5 times their regular rate of pay for any hours actually worked on the holiday.  If an exempt 
employee is requested to work on a holiday, that employee shall receive a substitute day off arranged by 
the employee’s immediate supervisor or the Business Administrator.  
 
MLF will observe each holiday listed above in accordance with the day designated by the federal 
government as the official day of observation of the holiday.  When a holiday falls within a vacation period, 
the employee will receive holiday pay for the scheduled holiday instead of the paid vacation day that 
would have applied otherwise.  Hours not actually worked for which a nonexempt employee receives 
holiday pay will not be considered as hours worked in calculating eligibility for overtime pay. 
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Section 9 
 

PERSONAL AND BIRTHDAY HOLIDAYS 
 
Personal Holidays 
 
 
Employees who have been employed at least one year and work at least 40 hours per week, may take, as 
needed, up to two personal holidays per year as “well days” or “rejuvenation time” to stay physically and 
emotionally fresh.  Employees will be compensated for their regularly scheduled hours. Personal holidays 
must be arranged in advance by completing a “Request for Leave” form and obtaining approval for his or 
her immediate supervisor. Final approval of a requested personal holiday is at the sole discretion of the 
Business Administrator, based on MLF’s staffing requirements.  Personal holidays may not be taken 
consecutively, may not be carried over from year to year, and are not compensated upon termination of 
employment.  Nor are employees eligible to take personal holidays after they have given notice that they 
plan to voluntarily terminate their employment.  Hours not actually worked for which a nonexempt 
employee receives personal holiday pay will not be considered as hours worked in calculating eligibility for 
overtime pay. 
 
Birthday Holiday 
 
Employees who have been employed at least one year and work at least 40 hours per week, may take the 
day of their birthday as paid time off.  Employees will be compensated for their regularly scheduled hours. 
A birthday holiday must be arranged in advance by completing a “Request for Leave” form and obtaining 
approval for his or her immediate supervisor. Final approval of a requested birthday holiday is at the sole 
discretion of the Business Administrator, based on MLF’s staffing requirements. In the event an 
employee’s birthday falls on a day that MLF deems it necessary for the employee to work, on a holiday, or 
on a weekend day, the Business Administrator shall work with the employee to reschedule their birthday 
holiday. A birthday holiday is not compensated upon termination of employment.  Nor are employees 
eligible to take birthday holidays after they have given notice that they plan to voluntarily terminate their 
employment.  Hours not actually worked for which a nonexempt employee receives birthday holiday pay 
will not be considered as hours worked in calculating eligibility for overtime pay. 



  

10 - 1 
Revised: 06/15/11 

Section 10 
 

VACATION LEAVE 
 
MLF offers all full-time and part-time employees, who work at least 20 hours at week, paid vacation time to afford them an 
opportunity for rest and relaxation. The amount of annual paid vacation leave is based on the employee’s length of 
continuous service and their regularly scheduled hours. Each employee is expected to make the necessary arrangements to 
insure productive flow continues of critical items and their normal day to day activities prior to leaving on vacation.   
 
Full-time employees will accrue 6.67 hours of vacation per completed calendar month worked. After three years of 
continuous employment, full-time employees will accrue 10 hours of vacation per completed calendar month worked. After 
five years of continuous employment, full-time employees will accrue 13.33 hours of vacation per completed calendar 
month worked. Full-time employees are only permitted to use accrued vacation leave after their first 90 days of continuous 
employment. Employees may take vacation time only after it has accrued and with prior approval of the Business 
Administrator. 
 
All part-time employees will be eligible to earn vacation hours after the first six months of continuous employment. Part-time 
employees will accrue vacation leave in direct proportion to the number of regularly scheduled hours, provided that they 
actually work their regularly scheduled hours. For example, if a part-time employee is regularly scheduled to work 9 am to 3 
pm Monday through Friday; the total weekly hours scheduled to work are equal to 30 hours. Divide the number of weekly 
hours by 40 to find the percentage of hours worked compared to a full-time employee and then multiply that percentage by 
6.67 to equal the number of hours accrued for part-time. (Using the 30 hour example:30 divided by 40 equals 75%. 75% of 
6.67 equals 5.00 hours.) 
 
Vacation hours may be carried forward for a maximum of two years. An employee who reaches the maximum accumulation 
will not accrue additional vacation hours until the total drops below the maximum. Employees are not eligible to receive pay 
in lieu of vacation. Vacation leave does not accrue while an employee is on an unpaid leave of absence. 
 
MLF will attempt to permit each employee to take his or her vacation at a time most suitable to the employee. To 
accommodate the staffing requirements and efficient operation of MLF, all vacation requests must be submitted in writing 
using a “Leave Request Form” to the Business Administrator and the employee’s immediate supervisor as far in advance as 
possible. The “Leave Request Form” should first be submitted to the Business Administrator. The Business Administrator 
will record the employee’s accrued vacation time on the “Leave Request Form”. The employee must then submit the “Leave 
Request Form” to their immediate supervisor for approval. Final approval of requested vacation leave is at the sole 
discretion of the Business Administrator, based on MLF’s staffing requirements.   
 
An employee, whose employment is involuntarily terminated by MLF, will receive vacation pay for accrued unused vacation 
leave. An employee is eligible to receive compensation for accrued unused vacation leave upon voluntary termination of 
employment, provided the employee gives MLF written notice at least two weeks in advance. If an employee does not give 
at least two weeks advance notice in writing, the employee is ineligible to receive compensation for accrued unused 
vacation. By accepting employment with MLF, each employee agrees to repay before the employee’s last day of 
employment, any unearned vacation leave used by the employee. 
 
When a holiday observed by MLF falls within a vacation period, the employee will receive holiday pay for the scheduled 
holiday instead of the paid vacation day that would have applied otherwise.  
 
Hours not actually worked for which a nonexempt employee receives vacation pay will not be considered as hours worked 
in calculating eligibility for overtime pay. 
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Section 11 
 

SICK LEAVE 
 
MLF offers all full-time and part-time employees, who work at least 20 hours at week, paid sick time. Sick 
leave is available for absences due to personal illness, an illness to a spouse, child, or parent, or doctor’s 
visits. Sick leave may be taken only for the period of actual sickness. 
 
Full-time employees will accrue 5.33 hours of sick leave per completed calendar month worked.  Part-time 
employees will accrue sick leave in direct proportion to the number of regularly scheduled hours, provided that 
they actually work their regularly scheduled hours. For example, if a part-time employee is regularly scheduled 
to work 9 am to 3 pm Monday through Friday; the total weekly hours scheduled to work are equal to 30 hours. 
Divide the number of weekly hours by 40 to find the percentage of hours worked compared to a full-time 
employee and then multiply that percentage by 5.33 to equal the number of hours accrued for part-time. 
(Using the 30 hour example:30 divided by 40 equals 75%. 75% of 5.33 equals 4.00 hours.) 
 
Unused sick leave may be carried forward for a maximum of two years. An employee who reaches the 
maximum accumulation will not accrue additional sick leave until the total accumulated drops below the 
maximum. Upon termination of employment, employees are not compensated for unused accrued sick leave. 
Sick leave does not accrue while an employee is on an unpaid leave of absence. 
 
Employees are not permitted to take unaccrued sick leave for sick days. Instead, an employee may elect to 
use accrued vacation leave for the sick day or not be paid for the sick day. 
 
An employee who expects to be absent due to injury or illness is required to notify his or her immediate 
supervisor or the Business Administrator as soon as possible before the beginning of the scheduled shift.  As 
a general rule, messages are not acceptable. The employee should report the cause of the absence and 
reasonably predict when he or she will resume work. MLF reserves the right to request a health care 
provider’s certification in the event of an employee’s illness or injury. MLF may require the certification as a 
condition to receiving paid sick leave benefits. If an employee must leave work because of injury or illness 
before the end of the scheduled workday, he or she likewise must give advance notice to his or her immediate 
supervisor. An employee’s failure to report to work for two consecutive workdays without contacting his or her 
immediate supervisor or the Business Administrator shall be considered job abandonment. Upon return to 
work, employee should complete the “Leave Request Form” stating the days absent with corresponding 
explanations for the leave. 
 
Sick leave is not compensated for the day before or the day after a holiday or vacation day without 
written authorization of the Business Administrator. Sick leave may not be used for intentionally self-
inflicted illness or injury, or malingering. Hours not actually worked for which a nonexempt employee receives 
sick pay will not be considered as hours worked in calculating eligibility for overtime pay.  
 
Abuse of sick leave is grounds for disciplinary action, up to and including termination of employment. 
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Section 12 
 

MATERNITY LEAVE 
 
Eligibility and Duration 
 
Up to two weeks of paid maternity leave may be granted to eligible employees for the birth and care of a 
newborn or adopted child. To be eligible, the employee must have worked for MLF for at least 12 months and 
for at least 1,250 hours in the 12 months before the leave is requested. 
 
Terms and Conditions 
 
Leave because of a child’s birth or adoption must be completed within the 3-month period starting on the date 
of birth or the date of adoption placement. If the employee needs additional time off for recovery or to care for 
the newborn or adopted child, the employee should then use accrued paid leave, such as sick leave or 
vacation leave. Additional leave after all paid leave is exhausted will be considered unpaid personal leave. 
Requests for an unpaid personal leave of absence are granted at the sole discretion of the President. 
 
During maternity leave, part-time employees will be paid for the number of hours the employee works on 
average per week over the 6 months prior to the maternity leave. 
 
MLF reserves the right to request a health care provider’s certification or other documentation in the event of 
an employee’s pregnancy or adoption of a child. MLF may require the certification or other documentation as 
a condition to receiving paid maternity leave benefits. 
 
During a maternity leave, MLF will maintain an employee’s paid group health and retirement benefits under 
the same conditions as they would have been provided had the employee been continuously employed during 
the entire leave period. In general, MLF will stop health coverage and other benefits (except as otherwise 
provided by law) if and when (1) the employment relationship would have terminated had the employee not 
taken maternity leave; (2) an employee informs MLF of his or her intent not to return from the leave; or (3) the 
employee fails to return from the leave and thereby is terminated from employment.   
 
Employees who discover that they need more leave than originally anticipated or that the amount of leave 
originally anticipated is no longer necessary must so inform the Business Administrator or President of the 
changed circumstances as soon as practicable (within at least two business days).  Failure to report as 
required by this policy may result in denial or delay of the leave or restoration of employment. 
 
Hours not actually worked for which a nonexempt employee receives maternity pay will not be considered as 
hours worked in calculating eligibility for overtime pay.  
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Procedure 
 
Requests for maternity leave must be submitted in writing using a “Leave Request Form” to the employee’s 
immediate supervisor, then to the Business Administrator as far in advance as possible. Final approval of 
requested maternity leave is at the sole discretion of the President.   
 
The employee should give MLF at least 90 days’ advance notice, preferably in writing. If 90 days’ notice is not 
possible, the employee must give notice, preferably written, as soon as practicable (generally within one to 
two business days of learning of the need for leave). Failure to provide notice of the leave in accordance with 
this policy may result in (1) denial of leave until 90 days after proper notice is received, or (2) other disciplinary 
action. 
 
Return to Work 
 
In general, an employee who returns to work from an authorized period of maternity leave and who is able to 
perform the essential functions of the job with or without reasonable accommodation will be restored to the 
same position held by the employee when the leave began, or to a position with equivalent pay, benefits, and 
other terms and conditions of employment.  Employees who fail or are unable to return to work when at the 
end of the maternity leave period, including those employees who are unable to perform the essential 
functions of the job even with reasonable accommodation, will be deemed to have resigned employment, and 
employment will automatically terminate as of the last day of the authorized leave period unless other 
arrangements have been made with and approved by MLF. 
 
“Unable to perform the functions of the position” means an employee is (1) unable to work at all, or (2) unable 
to perform any one of the essential functions of the employee’s position.  In accordance with the Americans 
with Disabilities Act, the term “essential functions” means “the fundamental job duties of the employment 
position,” and does not include the marginal functions of the position. 
 
MLF may deny restoration of employment to key employees (exempt employees who are among the highest 
paid ten percent of all MLF’S employees) where restoration will cause substantial and grievous economic 
injury to MLF. 
 
Violations of Policy 
 
Leave may not be provided or the employee may not be restored to employment if (1) the employee advises 
MLF that he or she will not return to work, in which case the employment relationship is deemed terminated 
and the employee’s entitlement to reinstatement, continued leave, and group health benefits stops; (2) the 
employee fraudulently obtains leave, in which case MLF will not restore the employee’s job or maintain group 
health benefits; or (3) the employee accepts other employment while on leave without the prior written 
approval of the President, in which case the employee will not be entitled to benefits under this policy, and 
employment may be terminated. Abuse of maternity leave is grounds for disciplinary action, up to and 
including termination of employment. 
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Section 13 
 

PERSONAL LEAVE 
 
General 
 
Although not routinely permitted, a personal leave of absence may be granted to an employee under 
certain circumstances, as determined by the President, in his or her sole discretion. Because each 
employee carries a full workload, and because of the inconvenience and cost to MLF and the disruptive 
effect on its staffing needs, as well as the wide variety of situations in which a personal leave of absence 
could be requested, it is extremely difficult to accommodate such requests.  Requests for a personal leave 
of absence, the terms and duration of a personal leave of absence, and the conditions of reinstatement 
will be decided on a case-by-case basis at the sole discretion of the President. 
 
Eligibility and Duration 
 
Employees shall not be eligible for a personal leave of absence until they have exhausted all accrued 
personal holidays, vacation and sick leave. An eligible employee may be granted a personal leave of 
absence, ordinarily up to a maximum of 60 calendar days. The failure to return to work at the conclusion of 
an approved personal leave of absence shall be considered voluntary resignation from employment with 
MLF. 
 
Terms and Conditions 
 
Personal leaves of absence are without pay. Seniority will not be interrupted for an employee on an 
approved personal leave of absence, but other employment benefits based on actual service, such as sick 
leave or vacation leave, do not accrue during a personal leave of absence.  
 
While on personal leave, the employee must pay his or her share of the health insurance premium, if 
applicable, at the same time as it would be paid if made by payroll deduction. MLF may stop group health 
insurance coverage for the employee if the premium payment is more than 10 days late. Regardless of 
whether an employee returns to work, he or she will be required to reimburse MLF for the employee’s 
share of premiums MLF paid, if any, to continue the employee’s coverage. 
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Procedure 
 
An eligible employee who desires a personal leave of absence must submit a request in writing using a 
“Leave Request Form” to the Business Administrator stating the reasons for and desired duration of the 
leave, and affirming the employee’s intention to return to work following the leave. The form will be 
forwarded to the President for final approval.  Whenever possible, an employee should submit his or her 
request as soon as reasonable possible but at least seven days before the desired start date of the leave 
period. 
 
Return to Work 
 
MLF does not guarantee that an employee will be reinstated to his or her former position following a 
personal leave of absence. MLF will endeavor to find an available position for which MLF, in its sole 
discretion, determines the employee is the best qualified candidate.  If no such position is available, 
employment will be terminated.   
 
Violations of Policy 
 
Any abuse of this policy may cancel the employee’s eligibility for a personal leave of absence, and may be 
grounds for disciplinary action, up to and including termination of employment. 
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Section 14 
 

JURY DUTY AND SUBPOENA COMPLIANCE 
 
Employees are encouraged as part of their civic duty to serve on jury duty when summoned or to respond 
when subpoenaed to appear as a witness in a civil, criminal, legislative, or administrative proceeding. 
 
A summons for jury duty ordinarily is received well in advance of the date the employee is required to 
report. Therefore, the employee should complete a “Leave Request Form” and discuss the jury summons 
with the Business Administrator on receipt, to determine if the scheduled time is convenient.  In some 
instances, it may be necessary for MLF to have the employee request a postponement or change in dates 
of his or her jury duty, and the employee is expected to cooperate in seeking this change. Of course, MLF 
will abide by the final decision of the appropriate judge, should that situation arise. 
 
An employee who receives a subpoena ordering his or her appearance as a witness must complete a 
“Leave Request Form” and inform the Business Administrator immediately.  Again, it may be necessary 
for MLF to ask the employee to request a postponement or change in dates of his or her appearance, and 
the employee is expected to cooperate in seeking that change.  MLF will abide by the final decision of the 
appropriate authority in those situations. 
 
Absences from work in response to a summons for jury duty or in compliance with a subpoena are 
excused absences. The employee will receive his or her regular salary during the period of jury service or 
subpoena compliance, up to a maximum of two weeks. Hours not actually worked for which a nonexempt 
employee receives compensation for jury duty or subpoena compliance will not be considered as hours 
worked in calculating eligibility for overtime pay. 
 
If the court or body that issues the jury summons or subpoena is not in session, or if the employee is 
excused from reporting, he or she must report to work. Similarly, employees who are excused prior to the 
end of their shift should return to work for the balance of their regular shift or work day. Employees must 
report to work immediately upon the expiration of their jury duty or appearance in compliance with a 
subpoena. 
 
To receive compensation, an employee must request a properly authenticated certificate of service or 
other verification of jury duty or appearance in compliance with a subpoena, and give the certificate to the 
Business Administrator. If the court or body issuing the subpoena does not provide such certificates or 
verification, the employee must sign a statement indicating his or her period of service and submit the 
statement to the Business Administrator. 
 
Abuse of this policy is grounds for disciplinary action, up to and including termination of employment. 
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Section 15 
 

VOTING 
 
Employees are encouraged to vote before or after working hours. An employee who is unable to vote 
outside of working hours must arrange for time-off to vote with his or her supervisor at least one day in 
advance of Election Day. Full time employees will be granted up to two hours of paid time-off in which to 
vote in major elections. For this purpose, a “major election” includes a primary election, general election, 
or run-off election for the offices of President, Senator, United States Representative, or Governor.  
 
Hours not actually worked for which a nonexempt employee receives paid time-off to vote will not be 
considered as hours worked in calculating eligibility for overtime pay.  
 
Abuse of this policy is grounds for disciplinary action, up to and including termination of employment. 
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Section 16 
 

BEREAVEMENT LEAVE 
 
Upon completion of a “Leave Request Form” and the approval of the Business Administrator, up to five 
days of paid bereavement leave may be granted to a full time or part time employee for a death in the 
employee’s immediate family.  For this purpose only, “immediate family” generally refers to the employee’s 
spouse or child. Due to the immediate nature of the situation, the written “Leave Request Form” maybe 
waived if not practical.   
 
Upon completion of a “Leave Request Form” and the approval of the Business Administrator, up to three 
days of paid bereavement leave may be granted to a full time or part time employee for a death in the 
employee’s family. For this purpose only, “family” generally refers to the employee’s brother, sister, 
mother, father, mother-in-law, father-in-law, brother-in-law, sister-in-law, grandparent, or grandparent-in-
law. Other exceptional relationships will be considered by the Business Administrator on a case-by-case 
basis. 
 
Part-time employee’s leave will be calculated on the regularly scheduled hours. An employee may not 
receive bereavement leave pay unless the employee actually was scheduled to work on the day or days 
for which he or she requested bereavement leave.   
 
Hours not actually worked for which a nonexempt employee receives for bereavement leave pay will not 
be considered as hours worked in calculating eligibility for overtime pay. 
 
Abuse of this policy may be grounds for disciplinary action, up to and including termination of employment. 
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Section 17 
 

MILITARY LEAVE 
 
MLF’s intent is to comply in full with the Uniformed Services Employment and Reemployment Rights Act 
of 1994 regarding Military Leave.  Please contact the Business Administrator for detailed information.  
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Section 18 
 

EXPENSE REIMBURSEMENT 
 
 
To receive reimbursement for all authorized, actual, necessary, and reasonable business expenses 
incurred while conducting official business for MLF, employees must submit a completed “Check Request 
Form” along with the original receipts substantiating the expenses incurred.  Receipts are required for all 
expenses, regardless of amount. The Business Administrator must authorize all business expenses in 
advance. Employees should submit their report of any authorized expenses immediately following the 
occurrence of the expense, and, to the extent possible, no later than thirty days after the expense was 
incurred. An employee’s failure to submit expense reports in a timely manner may result in denial of 
request for reimbursement of expenses.   
 
The mileage allowance for an employee who uses his or her private automobile for work related travel is 
paid at the current applicable rate established by the Internal Revenue Service.  Employees must furnish a 
completed “Mileage Reimbursement Form” along with a copy of a detailed mileage log. Mileage 
reimbursement requests should be submitted at least once a month.  Requests may be submitted more 
frequently if the mileage driven is excessive. Mileage requests will be processed in the normal cycle of 
accounts payable. 
 
EMPLOYEES MUST HAVE PROOF OF CURRENT INSURANCE ACCEPTABLE TO MLF AND A VALID 
DRIVER’S LICENSE IN THE STATE EMPLOYED BEFORE USE OF THEIR PERSONAL VEHICLES IS 
PERMITTED. 
 
Falsifying any expense request to reflect costs not incurred by the employee or any other abuse of this 
policy may be grounds for disciplinary action, up to and including termination of employment. 
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Section 19 
 

PERFORMANCE EVALUATIONS AND SALARY ADJUSTMENTS 
 
Performance Evaluations 
 
The job performance of each employee will be formally evaluated at least on an annual basis in December 
of each year, or more frequently as needed. Each employee is expected to participate in his or her own 
evaluation process and to help set goals and objectives for the next evaluation period. Evaluations will be 
based on an employee’s performance of the job duties listed in his or her job description and achievement 
of goals during the review year. Evaluations will take place in a supervisory conference, where the 
employee’s immediate supervisor will discuss the written appraisal with the employee before placing it in 
the employee’s personnel file. The employee will be requested to acknowledge the discussion of the 
written report by initialing the document, and each employee is encouraged to provide any written 
comments he or she deems appropriate. 
 
Salary Adjustments 
 
Salary adjustments are limited by funding availability and are at the sole discretion of the President and 
the Board of Directors. Salary adjustments are generally considered on a yearly basis in connection with 
the December employee evaluation. Increases, if any, will generally become effective on January 1st with 
the beginning of the new calendar year. Salary adjustments are based on performance evaluations in an 
effort to allocate merit increase funds to employees in a manner that rewards performance and contributes 
to the achievement of MLF’s goals.    
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Section 20 
 

INFORMATION SYSTEMS 
 
While employed by MLF, employees may have access to MLF’s information systems, including its telephone and electronic-
mail systems, cellular telephones, facsimiles, computer network, and the Internet (collectively “Information Systems”). 
Employees should use Information Systems only in connection with MLF-related business. MLF realizes that in the normal 
course of business, employees may engage in brief and reasonable personal communications with each other.  While those 
communications may not violate this policy, employees should not maintain or transmit personal information on MLF’s 
Information Systems that would interfere with MLF’s business use of those systems. Unreasonable use of MLF’s electronic-
mail system or cellular telephones to communicate with non-MLF personnel or unreasonable use of MLF’s Internet access 
for other than MLF-related business without the prior approval is prohibited.  Employees will be responsible for any charges 
incurred as a result of their personal or otherwise unauthorized use of MLF’s Information Systems.   
 
MLF’s Information Systems must not be used in a way that may be contrary to or disruptive of its business operations. 
When an employee’s interest is adverse to the company’s, the employee is not authorized to use company computers. 
Employees may not access, display, or transmit any illegal, unethical, sexually explicit, or pornographic images or 
messages via MLF’s Information Systems. Any access, display, or transmission of sexually explicit images, messages, or 
cartoons, or any images, messages, or cartoons that contain ethnic or racial slurs or epithets, or any other material that 
might be construed as harassing or disparaging of others on the grounds of race, national origin, sex, age, religion, or 
disability status violates this policy and is strictly prohibited.  MLF’s Information Systems may not be used to solicit interest 
in commercial ventures, religious or political causes, political endorsements, outside organizations, or any other non-job-
related interests.   
 
MLF is the owner of and has the right of control and complete access to all messages, data, memoranda, correspondence, 
electronic-mail, computer files, and other electronic documents created, sent, received, accessed, or stored on computers 
or other electronic equipment owned, leased, borrowed, lent, or rented by MLF (collectively “Electronic Documents”). MLF 
reserves the right to intercept, enter, search, review, monitor, print, disclose, distribute, and/or publish all Electronic 
Documents created, sent, received, accessed, stored, or otherwise transmitted through Information Systems by any 
employee at any time, without further permission or advance notice. Thus, every employee should understand that his or 
her activities on MLF’s Information Systems will be subject to monitoring by MLF. Employees have no right or expectation of 
privacy when using MLF information systems, even if said systems are used to access the employees individual accounts 
on third party email exchanges.  
 
No employee should attempt to gain access to another employee’s electronic-mail, telephone voice mailbox, or computer 
files unless expressly authorized to do so by the employee whose file is being accessed or by the President. To maintain 
the integrity of MLF’s Information Systems, employees should not disclose their system passwords or user ID’s to any other 
person other than a supervisor at MLF’s request. Employees shall not use a code, access a file, or retrieve any stored 
information, unless authorized to do so. Passwords and user ID’s are designed to protect Electronic Documents from 
access by outside or otherwise unauthorized parties and are not intended to provide employees with personal privacy. 
Employees using MLF’s Information Systems are not assured any and have no expectation of personal privacy with respect 
to the content, characteristics, quantity, origin, destination, or any other attribute of their usage or messages. 
 
Employees must agree to abide by this policy as a condition of employment with MLF. Any violation of this policy may result 
in disciplinary action, up to and including termination from employment. 
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Section 21 
 

CONFIDENTIAL INFORMATION 
 
In the course of performing their job duties, employees may have access to highly sensitive and 
confidential information about MLF, its employees, its supporters, its volunteers and those that we serve.  
All employees must use their best efforts and diligence to protect that information.  It is expected that at no 
time will an employee disclose, directly or indirectly, sensitive or confidential information about MLF, its 
employees, supporters, volunteers or those that we serve. 
 
Similarly, an employee whose employment terminates may not subsequently disclose, directly or 
indirectly, any sensitive or confidential information about MLF its employees, supporters, volunteers or 
those that we serve acquired during his or her employment.  If an employee has any questions regarding 
the confidential nature of any information or records, he or she should discuss the matter with the 
President.  An employee must consult with the President before undertaking any activity that may entail 
the use or disclosure of information that may be deemed confidential. 
 
All files, records, documents, equipment, and similar items relating to MLF’s business, including but not 
limited to this Handbook, shall remain the exclusive property of  MLF. 
 
All documents and other materials relating, directly or indirectly, to any sensitive or confidential information 
that is used, prepared, or learned by employees during their employment with MLF, including but not 
limited to this Handbook, are, and shall remain, the sole and exclusive property of MLF, and must be 
returned (together with any copies that may have been made) at the termination of employment. 
 
Employees immediately must direct all formal requests for information regarding MLF, including 
subpoenas and the like, to the President. 
 
An employee who violates this policy may be subject to disciplinary action, up to and including termination 
of employment, even if he or she does not actually benefit from the disclosed information. 
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Section 22 

PROPERTY RIGHTS 
 
GENERAL 
 
MLF retains the exclusive rights to any program description, statistics, or material written or developed in 
connection with the employee’s position at MLF for the duration of the employment relationship and for 
five years thereafter. The employee agrees to disclose promptly to MLF all materials suitable for copyright 
that relate to the business or work of MLF. The employee shall assist in obtaining full and exclusive title, 
and any payment or royalty shall be agreed upon in writing between the employee and MLF.   
 
PERSONNEL RECORDS 
 
It is the employee’s responsibility to update your personnel information, such as changes to your address, 
telephone number, direct deposit and beneficiaries. Please note that any changes to exemptions for tax 
purposes will only be made upon the receipt of a completed W-4 form.   
 
Personnel records are the property of MLF. An employee may examine the contents of his or her 
personnel folder by appointment during regular business hours. An employee may not remove materials 
from his or her personnel file, and the Business Administrator will be present when while the employee 
reviews his or her file. The contents of your personnel file may only be reviewed once every quarter.    
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Section 23 
 

REPRESENTATION OF MLF 
 
Any discussion of MLF, its programs, projects, or statistics, or presentation of any material about MLF 
constitutes official representation of MLF, and thus is subject to MLF’s control and review. The employee 
agrees that any personal opinions or views shall be identified clearly as personal and not representative of 
MLF. 
 
Under no circumstances should any employee comment regarding official business of MLF or MLF clients 
to the media without express permission by the President to do so. All contact with all forms of media are 
to be deferred to the President or other official representative of MLF as designated by the President. 
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Section 24 

CONFLICTS OF INTEREST 
 
All employees should conduct themselves at all times with decorum, honesty, and integrity, and in 
accordance with the highest ethical standards in accordance with our MLF Mission. Certain outside 
relationships with those we serve may interfere with an employee’s ability to perform assigned job duties 
or may create a conflict with the interest of MLF. For these reasons, employees should not fraternize or 
otherwise have contact with those who we serve that is unrelated to the business of MLF for a one-year 
period after termination of his or her employment with MLF. In addition, it is a violation of this policy for an 
employee to solicit or sell items, lend money, accept gifts, or monetary compensation from those we 
serve.  
 
An employee who violates this policy may be subject to disciplinary action, up to and including termination 
of employment. 
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Section 25 
 

EMPLOYEE PROTECTION POLICY 
(WHISTLEBLOWER) 

 
If any employee reasonably believes that some policy, practice, or activity of MLF is in violation of law, a 
written complaint must be filed by that employee with the President or the Board President. It is the intent 
of MLF to adhere to all laws and regulations that apply to the organization and the underlying purpose of 
this policy is to support the organization’s goal of legal compliance. The support of all employees is 
necessary to achieving compliance with various laws and regulations. An employee is protected from 
retaliation only if the employee brings the alleged unlawful activity, policy, or practice to the attention of 
MLF and provides MLF with a reasonable opportunity to investigate and correct the alleged unlawful 
activity. The protection described below is only available to employees that comply with this requirement. 
MLF will not retaliate against an employee who in good faith, has made a protest or raised a complaint 
against some practice of MLF or of another individual or entity with whom has a business relationship, on 
the basis of a reasonable belief that the practice is in violation of law, or a clear mandate of public policy. 
MLF will not retaliate against employees who disclose or threaten to disclose to a supervisor or a public 
body, any activity, policy, or practice of MLF that the employee reasonably believes is in violation of a law, 
or a rule, or regulation mandated pursuant to law or is in violation of a clear mandate of public policy 
concerning the health, safety, welfare, or protection of the environment. 
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Section 26 
 

SUBSTANCE ABUSE 
 
In compliance with the Texas Workers’ Compensation Act, of the Texas Labor Code, MLF has established the following 
policy regarding substance abuse: 
 
Purpose and Scope 
 
The purpose and scope of this policy is to make every employee of MLF aware that MLF does not condone or tolerate 
substance abuse in the workplace.  This policy also prescribes MLF’s conditions of employment relating to substance abuse 
for all employees and informs employees of the consequences of conduct that violates these requirements. 
 
Policy 
 
An employee’s unlawful manufacture, distribution, dispensation, possession, use, purchase, or being under the influence of 
any “Substance” (as defined below) on MLF’s property, while performing services for MLF, while driving a vehicle owned by 
MLF, or during working hours is strictly prohibited.  Notwithstanding the foregoing, an employee may consume a modest 
amount of alcohol while attending a business or social meeting, conference, or reception on behalf of MLF, provided that the 
employee’s conduct and demeanor remain businesslike and professional at all times, and provided further that the 
employee does not thereafter drive or otherwise engage in any hazardous activity if the alcohol consumed would impair or 
affect the employee’s ability to perform those activities. For purposes of this policy, the term “Substance(s)” includes all 
controlled substances (as defined in schedules I through V of section 202 of the Controlled Substances Act, 21 U.S.C. ' 812, 
and further defined by the regulations appearing at 21 C.F.R. '' 1308.11-.15) and other drugs, inhalants, and alcoholic 
beverages. “Under the influence” means a detectable level of illegal drugs or alcohol. Over-the-counter or prescription drugs 
taken as directed by an employee’s doctor are excluded from this policy, but any employee who uses such drugs must 
disclose the fact of such use to MLF and inform the President in advance of the fact of such use if the use may impair the 
employee’s ability to perform the essential functions of his or her job safely and efficiently. All employees must report any 
violations of this policy by any employee to the President. 
 
Enforcement 
 
MLF solicits every employee to comply with this policy for his or her own health and safety, for the safety of others, and for 
the good of MLF. Due to the policy’s importance, MLF will take steps to ensure that it is followed. MLF reserves the right to 
conduct alcohol and drug testing on employees without prior notice. An employee’s refusal to take a test upon request may 
be considered a violation of this policy.  
 
Discipline 
 
Any employee who violates this policy will be subject to disciplinary action, up to and including termination of employment 
and such violation may be reported to the appropriate law enforcement agencies. 
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Section 27 
 

HEALTH AND SAFETY 
 
General 
 
MLF strives to provide employees with a safe and healthful workplace, and to comply with all applicable 
occupational safety and health laws. No employee will knowingly be required to work in unsafe conditions. 
 
MLF expects its employees to share the responsibility for maintaining this environment. Employees are 
requested to take all necessary and reasonable actions to keep MLF’s premises safe, including the 
observance of all safety rules and regulations promulgated by MLF or required by law. Employees should 
promptly notify the Business Administrator, or Commissary Manager when appropriate, in writing about 
any unsafe or unhealthful working conditions. 
 
Worker’s Compensation 
 
MLF maintains workers’ compensation insurance for any injuries or illnesses suffered by employees in the 
course and scope of their employment. Employees are required to notify the Business Administrator about 
any injury sustained while on duty, no matter how minor the injury may seem, before the end of the shift 
during which the injury occurred. The injured employee also must complete and verify an incident report 
within 24 hours after the injury. The failure to timely report an on-the-job injury or submit an incident report 
may result in disciplinary action, up to and including termination of employment. No employee who reports 
an on-the-job injury in an appropriate manner will be subject to an adverse employment action because of 
the report. 
 
An employee who violates this policy may be subject to disciplinary action, up to and including termination 
of employment. 
 
Care of Equipment and Supplies 
 
All employees are expected to take care of all equipment and supplies provided to them. You are 
responsible for maintaining this material in proper working condition and for reporting any unsafe or 
improper functioning of this material to your supervisor promptly. Neglect, theft, and/or destruction of any 
assigned materials will be grounds for disciplinary action, up to and including termination. 
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Smoking at the Workplace 
 
It is the policy of MLF to provide smoke-free environments for our employees, volunteers, and those we 
serve. Smoking of any kind is prohibited in all of the enclosed areas on MLF worksites and near the MLF 
catering trucks. MLF also expects employees to help keep a neat and clean environment by discarding of 
all tobacco products in the proper containers. An employee who violates this policy may be subject to 
disciplinary action, up to and including termination of employment. 
 
Cell Phone Use While Driving 
 
An employee who using a MLF supplied cell phone or driving a MLF supplied vehicle or driving any 
vehicle for MLF business purposes is prohibited from using a cell phone or similar device while driving, 
whether the business conducted is personal or MLF related. Employees are also prohibited from using 
their personal cell phones or similar devices for business purposes while driving in their personal vehicle. 
Employees are required to stop their vehicle in a safe location so that they can safely use their cell phone 
or similar device. 
 
The prohibitions on cell phone use while driving include receiving or placing calls, text messaging, surfing 
the Internet, receiving or responding to email, checking for phone messages, or any other use of the cell 
phone.  
 
Business purposes include any purpose related to the employee’s MLF employment, MLF donors, MLF 
vendors, MLF volunteer activities, MLF meetings, or other responsibilities performed for or attended in the 
name of the MLF; or any other MLF related activities not named here. 
 
Employees who violate this policy will be subject to disciplinary actions, up to and including employment 
termination. 
 
Use of MLF Owned Vehicles 
 
The use of the vehicle is for primarily company use only. There is to be limited personal use by employees 
such as, traveling to and from home, traveling to the grocery store, traveling to church or other religious 
services, traveling to see friends. Any personal use outside that which is allowed must be at the express 
consent of the President. 
 
The vehicle is not to be used as a work vehicle outside of that use allowed by MLF. The vehicle is not to 
be driven out of the Austin Metropolitan Area without the express consent of the President. The vehicle is 
never to be on or near the premises of establishments whose primary business is the sale of alcohol or 
adult entertainment such as topless bars, adult video and bookstores etc. The vehicle is not to be driven 
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past 10 PM on any night unless it is an extreme emergency or unless the President has authorized such 
use.  An extreme emergency is a life or death emergency.  
 
The vehicle has an on-board fleet tracking global positioning system devise that pinpoints the location and 
speed of the vehicle at all times. The President, at his sole discretion, will from time to time monitor the 
activity of the MLF vehicle.   
 
EMPLOYEES MUST HAVE PROOF OF A VALID DRIVER’S LICENSE IN THE STATE EMPLOYED 
BEFORE USE OF THE MLF OWNED VEHICLE IS PERMITTED. 
 
The employee must obey all traffic laws at all times and exhibit courtesy at all times, regardless of the 
incident. Smoking is not allowed in any vehicles owned by MLF.  
 
The employee must remain free from drug and alcohol use at all times while using an MLF owned vehicle. 
The employee will be subjected to random drug and alcohol testing to enforce this policy. An employee’s 
refusal to take a test upon request may be considered a violation of this policy. 
 
The employee will be responsible for following all scheduled maintenance as outlined in the owner’s 
manual. The employee will be required to maintain the maintenance log in good order. MLF will be 
responsible for the expense of all maintenance. 
 
A detailed point to point mileage log must be maintained by the employee and kept in the truck at all 
times. The process and procedure for using this mileage log may be changed at any time at the sole 
discretion of the President. MLF will be responsible for the expense of all fuel used for approved business 
purposes only.  
 
Employees who violate this policy will be subject to disciplinary actions, up to and including employment 
termination. 
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Section 28 
 

FIREARMS AND WEAPONS 
 
MLF prohibits all employees, except authorized security personnel, from carrying a firearm or other 
weapon on its premises at anytime.  This policy applies regardless of whether an employee is licensed 
under state law to carry a concealed handgun.  For purposes of this policy, MLF’s premises include its 
offices, work locations, designated parking areas, desks, lockers, living areas, any vehicle engaged in 
operations on behalf of MLF, and any personal belongings on or in any of the above. 
 
MLF solicits every employee to voluntarily comply with this policy for his or her own safety, for the safety 
of others, and for the good of MLF.  Due to the importance of this policy, however, MLF will take steps to 
ensure that it is followed. To reduce or prevent violations of this policy, MLF reserves the right to conduct 
searches of its premises and all employees and other persons on its premises, including the personal 
effects and vehicles of those individuals.  MLF may conduct its searches without prior notice. 
 
Employees must agree to abide by this policy as a condition of employment with MLF.  Any employee who 
violates this policy or refuses to allow MLF to conduct a search as described in this policy will be subject to 
disciplinary action, up to and including termination of employment. 
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Section 29 
 

CONDUCT AND WORK PERFORMANCE 
 
MLF expects its employees to perform the duties assigned to them promptly and satisfactorily, to adhere 
to the highest standards of personal and business-like conduct in their work on behalf of MLF and in their 
private conduct that might reflect on their ability to serve properly and effectively as a representative of 
MLF, and to refrain from taking any action that would be contrary to the best interests of MLF. 
 
It is MLF’s intention to take a constructive approach to disciplinary matters and performance problems.  
Where appropriate, MLF will endeavor to counsel an employee to correct any disciplinary or performance 
problems. In certain circumstances, however, MLF may find it necessary to impose immediate disciplinary 
action, up to and including termination of employment, without prior notice or counseling. 
 
To ensure that employees are aware of their responsibilities to MLF, the following list sets forth, by way of 
example only and without limitation, conduct that may result in disciplinary action, up to and including 
termination of employment: 
 
 Violation of MLF’s Substance Abuse Policy, including using or being under the influence of an 

illegal drug or alcohol on MLF’s property, while performing services for MLF, or during working 
hours. 

 
 Possession of dangerous, unauthorized, or illegal items in the workplace, including but not 

limited to contraband, weapons, firearms, explosives, illegal drugs, drug paraphernalia, and 
stolen property. 

 
 Disorderly conduct, such as “horseplay” or practical jokes, which may endanger MLF’s 

operations, or the well-being of any employee or volunteer of MLF. 
 
 False, vicious, or malicious statements or criticism of MLF, its employees, its volunteers, its 

services, or those we serve that interferes with productivity and job performance, or with 
harmonious public or employee relations. 

 
 Willful destruction, negligence, or other improper conduct leading to damage of equipment, 

facilities, vehicles or other property owned by or on the MLF premises. 
 
 Failure to fulfill the responsibilities of the job to the extent that the failure might or does cause 

injury or harm to an employee or volunteer or substantial damage to MLF’s goals or efforts. 
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 Insubordination, the refusal to comply with instructions, or the failure or refusal to perform 
assigned duties. 

 
 Inability or unwillingness to cooperate with other employees when performing assigned tasks, or 

any interference with the performance of job duties by fellow employees. 
 
 Unsatisfactory job performance. 
 
 Performing unauthorized overtime work. 
 
 Excessive absenteeism or tardiness. 

 
 Leaving work before the end of the scheduled shift or workday without authorization. 

 
 Inappropriate texting and any texting that violates any of the company’s policies. 
 
 Falsification of an application for employment or documents submitted in connection with an 

application for employment. 
 
 Falsification of MLF’s business records, including but not limited to time sheets, expense reports, 

mileage logs and requests for reimbursement. 
 
 Physical violence or threats of violence, or insulting, intimidating, coercive, abusive, or obscene 

language or gestures. 
 
 Proof of guilt of committing a criminal offense on MLF’s property, while performing services for 

MLF, or during working hours. 
 

 Violation of MLF’s Conflicts of Interest Policy. 
 
 Dishonest or fraudulent conduct, including but not limited to fraud, theft, or misappropriation of or 

unauthorized removal of funds or property owned by MLF, an employee, or a volunteer. 
 
 Any conduct contrary to MLF’s Equal Employment Opportunity and Harassment Policy, including 

verbal or physical conduct constituting sexual or other prohibited harassment. 
 
 Violation of MLF’s Confidential Information Policy, or any conduct that conflicts with MLF’s 

standards of appropriate business and professional ethics. 
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 Inattention to duties or wasting time. 
 
 Violation of MLF’s Information Systems Policy. 
 
 Excessive personal phone calls or excessive or unauthorized personal use of the MLF computer 

or other equipment during working hours. 
 
 Abuse of any leave policy, including but not limited to sick leave, personal leave, voting leave, 

bereavement leave, military leave, or leave for jury duty or subpoena compliance.  
 
 Violation of MLF’s Health and Safety Policy. 
 
 Violation of MLF’s Firearms and Weapons Policy. 
 
 Violation of MLF’s Personal Appearance Policy. 
 
 Failure to adhere to the rules of operation and conduct established by MLF, including but not 

limited to those practices and procedures set forth in this Handbook, and any other employment 
policies. 

 
 Any other policy or practice, whether or not mentioned in this Handbook, that may be 

inconsistent with the ordinary and reasonable rules of conduct necessary for the welfare of MLF, 
its employees, its volunteers, and those we serve. 
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Section 30 
 

PERSONAL CALLS AND VISITS 
  
We expect your full attention while you are working. We realize that you may have to take care of some 
personal matters, such as checking up on your children or making arrangements. If you must do such 
things, please try to make calls or conduct personal business during breaks or meal periods. Regardless 
of when the call is made, it should be kept short. 
 
In the same context, please limit incoming personal calls, emails, visits, or personal transactions. Our 
phones should be available to serve others. A pattern of excessive personal phone calls, texting, personal 
visits, and/or private business dealings is not acceptable and may lead to disciplinary action, up to and 
including termination.
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Section 31 

PERSONAL APPEARANCE 
 
Every employee is a representative of MLF and should project an image commensurate with MLF’s status 
as a professional organization. Personal cleanliness and a clean, neat and modest appearance are 
expected from every employee. Extremes of any sort in attire, hair style, make-up, jewelry, or any other 
attribute of personal appearance should be avoided. 
 
Employees should be aware of the impossibility of covering in a written policy every conceivable question 
on tasteful and appropriate personal attire and grooming. The greatest and most effective control should 
come first from the individual employee’s own good judgment of what is best for and in keeping with MLF’s 
professional image. 
 
MLF may ask any employee who does not meet these standards to take necessary corrective action, 
including suspension from work to allow a change of clothes or other adjustments in appearance.  
Questions regarding attire should be directed to the Business Administrator. 
 
An employee who violates this policy may be subject to disciplinary action, up to and including termination 
of employment. 
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Section 32 

BENEFITS 
 
In addition to the leave policies previously noted, MLF offers the following benefits to employees: 
 
403(B) Retirement Plan 
Group Health Insurance 
Life Insurance 
Flexible Spending Plan 
Continuing Professional Education 
 
Eligibility for the above benefits varies based on employee classification and hours actually worked per 
week.  
 
Notwithstanding any statement in this policy to the contrary, eligibility for benefits under any insurance 
policy is subject to and limited by the terms and conditions of such insurance policy, except as otherwise 
provided by law. 
 
You will be provided with descriptive information about the above benefits separately. 
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Section 33 

TERMINATION OF EMPLOYMENT 
   
Any employee who wishes to voluntarily terminate his or her own employment is expected to present a 
written resignation to the President or Business Administrator at least two weeks in advance.  If MLF, in its 
sole discretion, elects to reduce the termination notice period, MLF will substitute pay in lieu of notice for 
the portion of time that the employee is excused from work. 
 
All employees agree to return to MLF on or before their last day of work all items owned by MLF and all 
other items in their possession or control issued to them by MLF, including but not limited to this 
Handbook.  Each employee further agrees to repay all monies owed MLF for whatever reason, included 
but limited to pay advances before the employee’s last day of employment. 
 
At the time of termination of employment, the employee is requested to furnish MLF with his or her 
forwarding address so that W-2 forms and other mail may be sent to the employee. 
 
An employee whose employment with MLF is involuntarily terminated will receive his or her final wages, 
including pay for all unused accrued vacation leave, less any amounts owed to MLF, no later than five 
days after the date of separation.  An employee who voluntarily terminates his or her employment with 
MLF will receive his or her final wages at the next regular payday less any amounts due to MLF.  
Employees will be paid for any accrued unused vacation leave, only if the employee has provided MLF 
with advance written notice as required by this policy. 
 
MLF does not grant severance pay to employees who voluntarily terminate their employment or whose 
employment is involuntarily terminated for misconduct that is unlawful or endangers, interferes with, or 
harms the organization’s operations, employees, or those we serve.  In other cases of involuntary 
termination of employment, the President, at his or her sole discretion, may grant severance pay to an 
employee who has worked for MLF for more than one year. 
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Section 34 

EMPLOYEE ACKNOWLEDGMENT 
 
I acknowledge that I have received Mobile Loaves & Fishes, Inc.’s Employee Handbook. I agree that I 
have read or will read the policies contained in that Handbook, and to abide by the terms of those policies 
as a condition of my employment. 
 
I acknowledge that I am an employee at will, and as such, may resign my employment with MLF at any 
time with or without reason, and with or without advance notice. Similarly, I further acknowledge that MLF 
may terminate my employment at any time with or without reason, and with or without advance notice. 
 
I understand that no written policy of MLF is a contract or other legal guarantee that MLF will continue any 
practices described in the written policy. In addition, I understand that MLF reserves the right to modify its 
policies without prior notice. I further understand that no officer, director, supervisor, or employee of MLF, 
other than the President, has the authority to promise or agree to any terms or conditions of employment 
different from those stated in any written policies. 
 
 
 
 
___________________________________   
Employee Name (Print)      
 
 
____________________________________  ____________________________ 
Employee Signature      Date 
 
 
 
____________________________________  ____________________________ 
President or Business Administrator’s Signature  Date 
 
 
 
 
 


