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INTRODUCTION 

 
We are pleased to have you as a part of the Porter’s family stores, and welcome you to our 
organization. As you begin your new job, you will probably have a number of questions regarding 
procedures, policies, and benefits. The information in this handbook addresses some of those 
questions.  
 
First, a little bit about the Company… When Modern Foods was opened in 1945, Mr. Porter 
began a tradition that has been passed down for generations. When you shop or work in our 
stores, you're treated like family; greeted with a warm smile as we gladly welcome you to our 
store. We think treating people well is the right thing to do. 
 
Porter's is an Andrews, Texas-based Company that has been serving communities since 1945. 
Since the start, we have had just one philosophy - take care of people. From every customer that 
walks through the door, to every Team Member that joins our team and most importantly the 
communities that we serve. 

Porter's is a place to buy your groceries, but it is also so much more. We believe that grocery 
shopping should be an enjoyable experience, not a stressful one. We do our best each day to 
keep our shelves stocked with the products our customers love at a price that is fair; to provide a 
friendly, stress-free environment for our customers to shop in, and a quick, convenient check out 
process that ensures they spend less time waiting in line and more time doing things that matter.  

Because we love people and the communities that we serve, we do our best to be good stewards 
and neighbors to our customers and employees. We sponsor many city, school, and church 
events because we believe that these things are important not only for our customers but for our 
employees as well.  

A basic philosophy of our Company is that we must strive to satisfy each and every customer so 
that we can get and retain repeat business. When our customers are satisfied, our organization 
grows and we all prosper. We must keep the customers’ best interests in mind at all times. Each 
customer must be treated with respect, courtesy, thoughtfulness and kindness. Remember that 
without customers we have no business. 

 
Good work is expected and subsequently recognized. It is anticipated that each employee will 
embrace the philosophies of this Company and help us to achieve total customer satisfaction 
while making our Company the most efficient, safe, and profitable business it can be. Our 
commitment to excellence is why you are here.  

 
If you have any questions or comments during your employment here, we encourage you to 
contact your direct supervisor or Store Manager, or a member of the Corporate Office team. 

 
 
 

Welcome to the organization! 
 

The Porter Family 
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Overview 
 
This handbook is a general statement of the philosophies and procedures of Dennis Porter, Inc. 
and JTP, LLC (dba Porter’s, or “the Company”) that are currently in effect. However, these are 
guidelines only. They do not in any way constitute a contract of employment or any 
commitment on the part of the Company to any employee concerning how individual 
employment action can, should, or will be handled in any particular situation. 
 
The Company offers no employment contracts, nor does it guarantee any minimum length of 
employment. Employment with the Company is voluntarily entered into, and the employee is free 
to resign at any time, with our without cause. Similarly, the Company reserves the right to 
terminate any employee at any time, “at will,” with or without notice or cause. No employee of 
the Company has any authority whatsoever to make any contrary representations to any 
employee.  
 
The Company, at its sole discretion, also reserves the right to alter or change this handbook or to 
change policies, guidelines, procedures, or other matters herein contained at any time, except for 
its policy of employment-at-will. Prior notification of changes may not always be possible. 
 
These provisions supersede all existing policies and practices, whether written, spoken, or 
implied, and may not be amended or added to without the express written approval of the 
Owner(s) of the Company. 

 
Handbook Disclosure 

 
This Employee Handbook is the property of Porter’s. No part of this handbook may be 
reproduced or transmitted in any form or by any means, electronic or mechanical, including 
photocopying, recording, or information storage and retrieval system or otherwise, for any 
business/commercial venture without the express written permission of Porter’s. The information 
contained in this handbook is strictly limited to use by Porter’s and its employees. The disclosure 
of this handbook to competitors is prohibited. Making an unauthorized disclosure of this handbook 
is a serious breach of Company standards of conduct and ethics and shall expose the disclosing 
party to disciplinary action and other liabilities as permitted under law. 

 
General Expectations 

 
Fast, friendly, and courteous service  
It is our goal to be the friendliest and most efficient supermarket in town. Therefore, complete 
customer satisfaction must always our top priority. All of our employees are expected to always 
be polite and courteous to all customers and respond promptly and enthusiastically to all 
questions or requests. Our customers have a right to expect prompt, high-quality service. 
Therefore, it is essential that every effort be made to minimize any situation that could 
inconvenience a customer.  

 
Knowledgeable, helpful people 
Our customers expect our employees to be helpful and knowledgeable about the store. If a 
customer needs help, the employee should approach that customer and ask if they can be of 
assistance. If they are unable to answer a question or be of assistance, then they should direct 
the customer to someone who can. Employees should never hesitate to ask a question about any 
area within the store. The more we know and learn about each area of the store, the better the 
service we can provide to our customers. 

 
Satisfaction guarantee  
All merchandise in our stores is sold with 100% satisfaction guaranteed. This means that the full 
purchase price will be refunded or another product given cheerfully to complete satisfaction. 
Customers returning merchandise should be referred to the Store Manager, Department Manager 
or the Manager on Duty, and the customer should always be thanked for bringing the issue to our 
attention. 
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Equal Employment Opportunity  
 
In order to provide equal employment and advancement opportunities to all individuals, 
employment decisions at the Company will be based on merit, qualifications, and abilities. The 
Company does not discriminate in employment opportunities or practices on the basis of race, 
color, national or ethnic origin, ancestry, age, religion or religious creed, disability or handicap, 
sex or gender (including pregnancy, sexual harassment and other sexual misconduct including 
acts of sexual violence such as rape, sexual assault, sexual exploitation, and coercion), gender 
identity and/or expression (including a transgender identity), sexual orientation, military or veteran 
status, genetic information, or any other characteristic protected under federal, state, or local law. 
All incidents of alleged discrimination will be thoroughly and promptly investigated. Retaliation is 
also prohibited. The Company will comply with federal laws such as Title IX, Title VI, and Title VII 
of the Civil Rights Act, the Americans with Disabilities Act, Section 504 of the Rehabilitation Act of 
1973, the Age in Discrimination in Employment Act, and other similar laws that prohibit 
discrimination. 
 
The Company will make reasonable accommodations for qualified individuals with known 
disabilities unless doing so would result in an undue hardship. This policy governs all aspects of 
employment, including selection, job assignment, compensation, discipline, termination, access to 
benefits and training, and all other similar or related matters.  

 
Any employees with questions or concerns about any type of discrimination in the workplace are 
encouraged to bring these issues to the attention of their supervisor or Human Resources. 
Employees can raise concerns and make reports without fear of retaliation. Anyone found to be 
engaging in any type of unlawful discrimination will be subject to disciplinary action, up to and 
including termination of employment.  

 
Reasonable Accommodations 

 
The Company is committed to complying fully with the Americans with Disabilities Act (ADA) and 
the Americans with Disabilities Act Amendments Act (ADAAA) ensuring equal opportunity in 
employment for qualified persons with disabilities. All employment practices and activities are 
conducted on a non-discriminatory basis.  
 
Hiring procedures have been reviewed and provide persons with disabilities meaningful 
employment opportunities. Pre-employment inquiries are made only regarding an applicant's 
ability to perform the duties of the position.  
 
Reasonable accommodation is available to qualified, disabled employees. All employment 
decisions are based on the merits of the situation in accordance with defined criteria, not the 
disability of the individual. Qualified individuals with disabilities are entitled to equal pay and other 
forms of compensation (or changes in compensation) as well as in job assignments, 
classifications, organizational structures, position descriptions, lines of progression and seniority 
lists. Leave of all types will be available to all employees on an equal basis.  
 
The Company is also committed to not discriminating against any qualified employees or 
applicants because they are related to or associated with a person with a disability. The Company 
will follow any state or local law that provides individuals with disabilities greater protection than 
the ADA and ADAAA.  
 
This policy is neither exhaustive nor exclusive. The Company is committed to taking all other 
actions necessary to ensure equal employment opportunity for persons with disabilities in 
accordance with the ADA and ADAAA and all other applicable federal, state, and local laws. 
 
Furthermore, employees are entitled to reasonable accommodations under certain 
circumstances, such as for physical and mental health conditions, for religious beliefs, practices, 
and observances, and for pregnancy, childbirth, and related medical issues, and every attempt 
will be made to accommodate such needs. 
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The Company is committed to compliance with Title VII of the Civil Rights Act, which protects 
employees from religious discrimination. The Company will reasonably accommodate employees' 
sincerely held religious practices unless doing so would impose an undue hardship on the 
Company. Some possible accommodations include flexible scheduling, voluntary substitutions or 
swaps, job reassignments and lateral transfers, modification of grooming requirements and other 
workplace practices, policies and/or procedures. 
 
Employees who may require a reasonable accommodation should notify the Store Manager or 
the Director of Human Resources at the Corporate Office. 

 
Employment Eligibility 

 
In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a 
condition of employment, must complete the Employment Eligibility Verification Form I-9 and 
present documentation establishing identity and employment eligibility. Former employees who 
are rehired must also complete the form if they have not completed an I-9 with the Company 
within the past three (3) years, or if their previous I-9 is no longer retained or valid.  

 
As a participant in the E-Verify program, the Company will provide the Social Security 
Administration (SSA) and, if necessary, the Department of Homeland Security (DHS), with 
information from each new employee’s Form I-9 to confirm work authorization. IMPORTANT: If 
the Government cannot confirm that you are authorized to work, the Company is required to give 
you written instructions and an opportunity to contact DHS and/or the SSA before taking adverse 
action against you, including terminating your employment. Employers may not use E-Verify to 
pre-screen job applicants and may not limit or influence the choice of documents you present for 
use on the Form I-9. To determine whether Form I-9 documentation is valid, the Company uses 
E-Verify’s photo matching tool to match the photograph appearing on some permanent resident 
cards, employment authorization cards, and U.S. passports with the official U.S. government 
photograph. E-Verify also checks data from driver’s licenses and identification cards issued by 
some states. 

 
The Company is committed to obeying the law by employing United States citizens and aliens 
who are authorized to work in the United States. The Company does not unlawfully discriminate 
on the basis of citizenship or national origin.  

 
Employees with questions or seeking more information on immigration law issues are 
encouraged to contact their supervisor or Human Resources. Employees may raise questions or 
complaints about immigration law compliance without fear of reprisal.  

 
Employment Applications 

 
Our commitments to each other begin with the accuracy of information contained in the 
employment application, as well as the accuracy of other data presented throughout the hiring 
process and employment. Any misrepresentations, falsifications, or material omissions in any of 
this information or data may result in the exclusion of the individual from further consideration for 
employment or, if the person has been hired, termination of employment. 

 
Classification of Employees 

 
In order to determine eligibility for benefits and overtime status and to ensure compliance with 
federal and state laws and regulations, the Company classifies its employees as shown below: 

 Regular, Full-Time: Non-temporary employees who regularly work 30 hours or more per 
week in a period of 90 days. Full-time employees are eligible for the Company health 
benefits package, including medical, dental, vision, and life insurance and paid time off. 
(See Benefits and Paid Time Off sections for more details.)  

 Regular, Part-Time: Non-temporary employees who regularly work less than 30 hours 
per week in a period of 90 days. Part-time employees receive all legally mandated 
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benefits (such as Social Security and workers’ compensation insurance) and paid time off 
after 5 years of service, but are not eligible for the Company health benefits package (see 
Paid Time Off section for more details). 

 Temporary (Full-Time or Part-Time): Employees who are hired as interim 
replacements, to temporarily supplement the work force, or to assist in the completion of 
a specific project. Employment assignments in this category are of a limited duration. 
Employment beyond any initially stated period does not in any way imply a change in 
employment status. Temporary employees retain that status unless and until notified of a 
change. Temporary employees receive all legally mandated benefits (such as Social 
Security and workers' compensation insurance), but are not eligible for the Company 
benefits. 

  
Each employee is designated as either NON-EXEMPT or EXEMPT from federal and state wage 
and hour laws: 

 Non-Exempt employees are entitled to overtime pay under the specific 
provisions of federal and state laws. If you are classified as a non-exempt 
employee, you must maintain a record of the total hours you work each day. 
You must accurately record your hours in accordance with the Company’s 
timekeeping procedures. Your time record must accurately reflect all regular 
and overtime hours worked, any absences, late arrivals, early departures, and 
meal breaks. Employees are prohibited from performing any “off-the-clock” 
work. “Off-the-clock” work means work you may perform but fail to report. Any 
employee who fails to report or inaccurately reports any hours worked will be 
subject to disciplinary action, up to and including termination.  

 Exempt employees are excluded from specific provisions of federal and state 
wage and hour laws. Exempt employees are paid on a salary basis that does 
not vary from week to week based upon the quality or quantity of work 
performed. In other words, exempt employees are paid "to get the job done." 
Thus, an exempt employee's pay will not be reduced in any fashion for partial 
day absences, except when permitted by law, such as unpaid intermittent 
FMLA leave. Any deductions from an exempt employee’s salary will be in 
compliance with acceptable parameters for such deductions.  

 
The Company may review or change employee classifications at any time. An employee’s 
exempt or non-exempt classification may be changed only upon written notification by the 
Director of Human Resources. 

 
Parking 

 
Designated parking areas are provided for employees, and all employees are expected to adhere 
to parking policies. The Company assumes no responsibility for vehicles damaged or stolen while 
parked or through movement on the parking lot, nor is the Company responsible for personal 
articles left in vehicles. Employees are not to use the parking areas provided for customers. 
During high volume season, employees may be instructed to park in specific areas. All 
employees so directed shall do so. Failure to comply will be considered insubordination and may 
result in disciplinary action up to and including termination of employment. 

 
Entering and Exiting the Building 

 
All employees reporting to and leaving work are to come and go by the designated employee 
entrance only. The back door is to be locked except when merchandise is being received by 
designated personnel. The employee who unlocks the back door must remain at the back door 
until it is again secured. 
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Personal Appearance 
 
In few other businesses are personal appearance and cleanliness such an important factor as 
they are in the food industry. A well-groomed employee immediately makes a good impression 
both for the store and for the employee, as it projects a proper concern for the sanitary approach 
to the handling of the consumers’ food and merchandise. 
 
Employees are, therefore, expected to maintain an appropriate appearance that is businesslike, 
neat and clean, as determined by the area in which the employee works.  
 

1. Apparel: Employees shall wear clean, pressed uniforms if provided or required. 
Otherwise, employees should wear appropriate, clean, pressed attire. While a complete 
listing of inappropriate attire would be impossible to catalogue, the following is offered by 
way of example of inappropriate attire: 

 Overalls, sweatshirts/pants, jogging suits, or tank tops. 

 Any clothing with spaghetti straps, any clothing that reveals bare 
backs, midriffs, or shoulders, or any revealing or provocative 
clothing. 

 Excessive jewelry. 

 Faded and/or tattered jeans or pants, shirts without collars or shirts 
displaying advertising or writing (except approved shirts with 
company logo). 

 Open-toed shoes 
2. Dress Code for All Store Employees: 

 Company-issued name badge 

 Properly fitting jeans, slacks, capri pants, shorts, or skirts, with length below the 
knee, in good condition and in neutral colors 

 Clean, neat hair 

 Good hygiene 
3. Additional Dress Code Requirements by Position: 

 Produce, Cashiers, Sackers, Stockers, Bakery, Office, Scanning – blue logo 
apron (provided), plain white collared shirt 

 Meat Market - smocks (provided) 

 Store Managers – logo shirts (provided) 
 

If provided uniform items are lost or damaged, employees may be charged the cost of replacing 
them.  
 
The Company permits employees to wear jewelry or to display tattoos at the workplace within the 
following guidelines. Factors that management will consider to determine whether jewelry or 
tattoos may pose a conflict with the employee’s job or work environment include: 

1. Personal safety of self or others, or damage to company property. 
2. Productivity or performance expectations.  
3. Offensiveness to co-workers, customers, vendors or others in the workplace based on 

racial, sexual, religious, ethnic, or other characteristics or attributes of a sensitive or 
legally protected nature. 

4. Corporate or societal norms. 
5. Customer complaints. 

If management determines an employee’s jewelry or tattoos may present such a conflict, the 
employee will be encouraged to identify appropriate options, such as removal of excess or 
offensive jewelry, covering of tattoos, transfer to an alternative position, or other reasonable 
means to resolve the conflict.  
 
An environment of mutual cooperation, respect, and fair and consistent treatment for all 
employees is the Company’s goal. Nonetheless, the Company is legally responsible for ensuring 
that no employees are subject to harassment or a hostile work environment. As an initial step 
toward resolution of any complaint or offense under this policy, supervisors and managers will be 
responsible for explaining the policy and answering employee questions. If an agreeable solution 
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cannot be reached at that stage, the Director of Human Resources will follow Company 
procedures to resolve the issue. 

 
Work Assignments 

 
It is the Company’s intent that each employee be assigned a regular job; however, circumstances 
occur which may make it necessary to transfer an employee to a job other than his/her regular 
one. In order to keep the flow of operations moving smoothly, the Company reserves the right to 
make the decision regarding the transfer of an employee to another job or assignment at any 
time. 
 
Communication between employees and supervisors or managers is very important. Discussions 
regarding job performance are ongoing and often informal. Employees should initiate 
conversations with their supervisors if they feel additional ongoing feedback is needed. 

 
Timekeeping  

 
Accurately reporting time worked is the responsibility of every non-exempt employee. Federal and 
state laws require the Company to keep an accurate record of time worked in order to calculate 
employee pay and benefits. Time worked is all the time actually spent on the job performing 
assigned duties. 

 
All non-exempt employees must accurately record the time they begin and end their work, as well 
as the beginning and ending time of each meal period. They should also record the beginning 
and ending time of any split shift or departure from work for personal reasons. Overtime work 
must be approved before it is worked. 

 
All non-exempt employees must clock in and out at the time clock. If an employee fails to use the 
time clock, he or she will have what is known as “missed punch.” All missed punches must be 
reported to the employee’s supervisor as soon as possible, and the employee must complete a 
missed punch report in the front office. Failure to accurately and consistently record time at the 
clock may result in inaccuracies or delays in an employee’s pay, as well as disciplinary action up 
to and including termination. 

 
Employees may not leave Company premises without clocking out except for Company business 
that has been approved by the employee’s supervisor. If an employee must leave the premises 
for reasons other than Company business, the supervisor must be notified, and the employee 
must clock out. 

 
Altering, falsifying, or tampering with timekeeping records is a violation of Company policy and 
may result in disciplinary action, up to and including termination of employment. It is also a 
serious violation of Company policy for any employee or manager to instruct another employee to 
incorrectly or falsely report hours worked. If any manager or employee instructs another 
employee to: 1) incorrectly or falsely under- or over-report hours worked; or 2) alter another 
employee’s time records to inaccurately or falsely report that employee’s hours worked, it must be 
reported immediately to a member of the management team or to Human Resources.  
 
Non-exempt employees should not access work-related e-mails or conduct other business while 
off the clock or outside of scheduled work hours. 

 
Attendance 

 
To maintain a safe and productive work environment, the Company expects employees to be 
reliable and punctual in reporting for scheduled work. Any employee who will be late by more 
than 15 minutes or who cannot report at all for a scheduled shift for whatever reason must notify 
the Store Manager or Manager on Duty as early as is reasonably possible. Voicemail messages, 
e-mails, and text messages are not acceptable except in certain emergency circumstances. 
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More than one attendance incident within a rolling 30-day period will be considered excessive 
and may result in disciplinary action. An attendance incident will be defined as any unforeseen 
and unapproved deviation from schedule, including but not limited to the following: 

 Absence from work, regardless of reason (an absence of more than one consecutive day 
may be considered one incident, depending on the circumstances) 

 Clocking in more than 7 minutes early or clocking out more than 7 minutes late without 
authorization from management 

 Tardy, defined as more than 7 minutes late 

 No call/no show 

Any absence of three days or more will require a doctor’s release before returning to work. 
  
Repeated instances of absence from work without notification (“no call/no show”) may result in 
termination of employment, even if those instances take place over a period of more than 30 days 
or if they are not on consecutive scheduled days.  
 
Any employee who is absent without notification for 3 consecutive shifts will be considered to 
have voluntarily resigned (job abandonment).  

 
Work Schedules 

 
Work schedules for employees vary throughout our organization. Supervisors will advise 
employees of their individual work schedules. Staffing needs and operational demands may 
necessitate variations in starting and ending times, as well as variations in the total hours that 
may be scheduled each day and week.  

 
Employees are expected to be ready to begin work at the scheduled start of their assigned shift. 
Personal belongings should be put away and the employee should be in uniform prior to clocking 
in (see Personal Appearance and Cleanliness section for more details). Immediately after 
clocking in, the employee should report to the assigned work area and commence work. Failure 
to do so will be considered “riding the clock” and may result in disciplinary action, up to and 
including termination. 

 
Employees are expected to continue working until the completion of the work shift (excluding 
breaks and meal periods). While on duty, employees must devote their time and attention to the 
work of the Company, and must perform assigned duties in an orderly, safe, efficient, and 
competent manner. 

 
Paydays 

 
All employees are paid biweekly. Each paycheck will include earnings for all work performed 
through the end of the previous payroll period. In the event that a regularly scheduled payday falls 
on a day when the Company is closed, such as a Company holiday, employees will receive pay 
on the first day of work after the regularly scheduled payday.   
 
The Company takes all reasonable steps to ensure that employees receive the correct amount of 
pay in each paycheck and that they are paid promptly on the scheduled payday. In the unlikely 
event that there is an error in the amount of pay, the employee should promptly bring the 
discrepancy to the attention of their supervisor so that the Company can investigate and 
corrections can be made as quickly as possible. The Company complies with all applicable laws 
concerning the payment of wages. 

 
Overtime Pay 

 
When operating requirements or other needs cannot be met during regular work shifts, 
employees may be required to work overtime hours. When possible, advance notification of these 
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mandatory assignments will be provided. Overtime assignments will be distributed as equitably as 
practical to all employees qualified to perform the required work.  

 
Overtime compensation is paid to all non-exempt employees in accordance with federal and state 
wage and hour laws. All work performed by non-exempt employees in excess of forty (40) hours 
in a work week (defined as 12:00 AM on Monday to 11:59 PM on the following Sunday) shall be 
paid at the rate of one and one-half (1 ½) times the employee’s regular hourly base pay rate. 
Overtime pay is based on actual hours worked. Time off for sickness, vacation leave, paid time 
off, or any leave of absence will not be considered hours worked for purposes of overtime 
calculation. All work performed at or less than forty (40) hours per work week will be paid at the 
standard hourly pay rate, with the exception of Thanksgiving Day (see Holidays section for 
details). 

 
Failure to work scheduled overtime or overtime worked without prior authorization from the 
supervisor may result in disciplinary action, up to and including termination of employment. 

 
Payroll Deductions/Safe Harbor 

 
A number of payroll deductions are withheld from employees’ paycheck. Some of the deductions 
withheld are due to federal law, like taxes, while others are optional. Optional payroll deductions 
may include but are not limited to group insurance, Christmas Savings Plan, store charges, 
uniform replacements, and other employee benefit programs.  
 
The government may also order garnishments and/or wage assignments against an employee’s 
salary to pay creditors, tax liabilities, child support, and the like. The Company cannot refuse to 
honor such orders. The employee must secure a release from the issuing agency before the 
garnishment can be discontinued.  
 
In compliance with the salary basis requirements of the Fair Labor Standards Act (FLSA), an 
exempt employee’s salary will not be reduced for absences due to jury duty, attendance as a 
witness, for military leave in any week in which military work has been performed, or for any other 
deductions prohibited by state or federal law. Employees classified as exempt from the overtime 
pay requirements of the FLSA will be notified of this classification at the time of hire or change in 
position. 
 
If an employee believes that an improper deduction has been taken from his or her pay, the 
employee should immediately report the deduction to his or her supervisor and/or the Director of 
Human Resources at the Corporate Office. The report will be promptly investigated and if it is 
found that an improper deduction has been made, the Company will reimburse the employee for 
the improper deduction. 

 
Rest and Meal Periods 

 
All full-time, non-exempt employees who are scheduled to work more than 7 hours in a shift are 
provided with 2 rest periods of 15 minutes in length each workday. An employee who works at 
least 4 hours but less than 7 hours in a shift is entitled to 1 rest period of 15 minutes in length. To 
the extent possible, rest periods will be provided in the middle of work periods. Since this time is 
counted and paid as time worked, employees must not be absent from their workstations beyond 
the allotted rest period time.  
 
All non-exempt employees who are scheduled to work more than 7 hours in a shift are provided 
with one meal period of 1 hour in length. Supervisors will schedule meal periods to accommodate 
operating requirements. Employees will be relieved of all active responsibilities and restrictions 
during meal periods and will not be compensated for that time, in accordance with federal and 
state laws.  
 
All non-exempt employees must clock out at the time clock for meal breaks. Failure to do so may 
result in disciplinary action up to and including termination. 
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Business Travel 
 

The Company will reimburse employees for reasonable “out of pocket” business travel expenses 
incurred while on assignments away from the normal work location. All business travel must be 
approved in advance by a Regional Manager or member of management at the Corporate Office. 
Employees whose travel plans have been approved are responsible for making their own travel 
arrangements.  
 
When approved, the reasonable costs of travel, meals, lodging, and other expenses directly 
related to accomplishing business travel objectives will be reimbursed by the Company. Proper 
documentation and receipts are required for reimbursement of travel expenses. When travel is 
completed, employees should submit completed travel expense reports within 2 days.  
 
Employees who are involved in an accident while traveling on business must promptly report the 
incident to their supervisor. Vehicles owned, leased, or rented by the Company may not be used 
for personal use. 
  
With prior approval, employees on business travel may be accompanied by a family member or 
friend, when the presence of a companion will not interfere with successful completion of 
business objectives. Generally, employees are also permitted to combine personal travel with 
business travel, as long as time away from work is approved. Additional expenses arising from 
such non-business travel, as well as expenses of an accompanying party, are the responsibility of 
the employee. 

 
Paid Time Off (PTO) 

 
The Company recognizes that everyone needs relaxation and the change of scene provided by a 
yearly paid vacation. PTO entitlements are based upon length of service and are earned as 
follows: 

 

 All regular full-time employees will receive 40 hours of PTO after 1 year of continuous 
full-time employment. For employees hired prior to 2015, PTO will be awarded on 
January 1 following the one-year anniversary. For employees hired in 2015 or later, PTO 
will be awarded on the full-time employment anniversary date. 

 

 All regular full-time employees will receive 80 hours of PTO after 5 years of continuous 
full-time employment. For employees hired prior to 2015, PTO will be awarded on 
January 1 following the five-year anniversary. For employees hired in 2015 or later, PTO 
will be awarded on the full-time employment anniversary date. 

 

 All regular part time employees with more than 5 years of service will receive PTO in the 
amount of their individual hours worked in an average week during the previous calendar 
year. PTO will be awarded on January 1 following their five-year anniversary.  

 
PTO is based upon the employee’s rate of pay at the time the days off are taken, and will not be 
counted as hours worked for the purposes of determining overtime. 

 
No part of PTO is earned until the employee has been a regular employee for 1 full year of 
continuous service. 

 
Time off of more than one week may be taken consecutively only with approval from 
management. Time off is scheduled on a seniority basis for non-management employees within 
the whole store. No two employees from the same department may schedule their time off for the 
same time period. All time off must be scheduled far enough in advance so reasonable steps may 
be taken to staff the department. 
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Management reserves the right to deny PTO requests based on operational requirements. Pay in 
lieu of a time off may be granted at the sole discretion of the Company. PTO not used may not be 
carried over from one year to the next. 

 
In order to be eligible for PTO, the employee must be actively employed on the anniversary date. 
If, for any reason, the employee terminates or is terminated prior to using accrued PTO, no PTO 
payment will be made. Should an employee terminate and re-hire, the anniversary date shall be 
determined from the re-hire date. No PTO credits are allowed from previous employment. 
 
All time off must be approved by a qualified manager. Employees must complete a written PTO 
request in order to receive PTO pay.  
 
PTO may be used for vacation or to offset wages lost due to sickness, caring for family members, 
or taking care of other personal business, subject to the approval of management.  

 
Holidays 

 
The Company observes holidays for all employees on Easter Sunday and Christmas Day, and all 
locations will be closed on those days. Stores may close early on Thanksgiving Day and 
Christmas Eve to allow employees more time with their families. 
 
All hourly employees will be paid a rate of one and one-half (1 ½) times their regular hourly base 
pay rate for hours worked on Thanksgiving Day. All other holidays are considered unscheduled 
days for hourly staff members, and as such, are unpaid. 
 
Employees who need time off to observe religious practices or holidays not already scheduled by 
the Company should speak with their supervisor. Depending upon business needs, the employee 
may be able to work on a day that is normally observed as a holiday and then take time off for 
another religious day. Employees may also be able to switch a scheduled day with another 
employee, or take paid time off, or take off unpaid days. The Company will seek to reasonably 
accommodate individuals’ religious observances. 
 
Corporate Office holidays will be posted by January 1 each year.  

 
Emergency Closings 

 
The Company will always make every attempt to be open for business. In situations in which 
some employees are concerned about their safety, management may advise supervisors to notify 
their departments that the store or work location is not officially closed, but anyone may choose to 
leave work if he or she feels uncomfortable. 
 
If the store or work location is officially closed during the course of the day to permit employees to 
leave early, non-exempt employees will be paid only for actual hours worked, or they may 
substitute accrued paid time off, if available. Exempt employees will be paid for a normal full day 
but are expected to complete their work at another time. 

 
Jury Duty 

 
The Company encourages employees to fulfill their civic responsibilities by serving jury duty when 
required. Employees must present any summons to jury duty to their supervisor as soon as 
possible after receiving the notice to allow advance planning for an employee’s absence. 
Employees are expected to report for work whenever the court schedule permits.  

 
Full-time employees will be compensated at their regular rate for scheduled work hours missed 
due to jury duty service for up to 2 weeks. Employees may use any accrued and available paid 
time off if required to serve more than 2 weeks on a jury.  
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Time for appearance in court for personal business will be the employee’s responsibility. Accrued 
and available paid time off may be used for this purpose. 

 
Time Off for Voting 

 
The Company recognizes that voting is an integral part of being in a community. In almost all 
cases, employees will have sufficient time outside working hours to vote. If for any reason this is 
not the case, the employee should contact their supervisor to discuss scheduling 
accommodations. 

 
Insurance Benefits 

 
In the interest of supporting the physical health of our team members and their families, the 
Company offers the following benefit options to all full-time employees: 
 

 Health Benefit: The Company offers a choice of two PPO health benefit options 
through Blue Cross/Blue Shield of Texas. These options and associated premiums 
will be made available to eligible employees at the time of their eligibility. Health 
benefit coverage is effective on the first day of the month following 60 days after the 
date of full-time employment. 
 

 Dental and Vision Benefits: The Company offers both dental and vision plans through 
reputable and reliable benefits companies. These options and associated premiums 
will be made available to eligible employees at the time of their eligibility. Dental 
and/or vision benefit coverage is effective on the first day of the month following 60 
days after the date of full-time employment. 

 

 Group Life/AD&D Benefit: All eligible full-time employees are automatically enrolled in 
a $20,000 life/accidental death and dismemberment insurance policy paid by the 
Company. Additional term life insurance is available at the discounted group rate for 
employees, their spouses, and/or their children. 

 
All employees are covered by Texas Worker’s Compensation insurance, which compensates an 
employee for lost time, medical expenses, and loss of life or dismemberment from an injury 
arising out of or in the course of work. Employees must report any accident or injury immediately 
to their supervisor or Manager on Duty so that the necessary paperwork may be completed. 
Employees may opt out of Worker’s Compensation coverage in writing within 7 days of hire. 

 
Benefits Continuation (COBRA) 

 
The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and 
their qualified beneficiaries the opportunity to continue health insurance coverage under the 
Company health plan when a "qualifying event" would normally result in the loss of eligibility. 
Some common  
qualifying events are:  

 resignation, termination of employment, or death of an employee 

 a reduction in an employee’s hours or a leave of absence 

 an employee's divorce or legal separation 

 a dependent child no longer meeting eligibility requirements 
 

Under COBRA, the employee or beneficiary pays the full cost of coverage at the Company’s 
group rates plus an administration fee. The Company provides each eligible employee with a 
written notice describing rights granted under COBRA when the employee becomes eligible for 
coverage under the Company health insurance plan. The notice contains important information 
about the employee's rights and obligations.  
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Christmas Savings Plan 
 

In the interest of supporting the fiscal health of our team members, the Company offers a 

Christmas Savings Plan. The purpose of the plan is to encourage and teach the benefits of 

saving money and avoiding debt, and to give employees a matching gift for the holidays. 

 

The provisions of the Christmas Savings Plan are as follows: 

1. Participation in the Christmas Savings Plan is entirely voluntary and may be discontinued 

at any time upon request.  

2. Employees may sign up for the plan anytime between January 1 and July 31 of each 

year. No new participants will be allowed after July 31. 

3. Employees may elect to withhold any amount, up to $200, from each biweekly paycheck 

to be set aside for the Christmas Savings Plan. 

4. The Christmas Savings Plan contribution will be withheld from after-tax earnings. 

5. Distributions from the plan will be made according to the employee’s invested balance as 

of November 1 of each year. 

6. In the first half of November of each year, participating employees will receive their year-

to-date contributions plus a 25% match as a gift from the Company. In order to receive 

the maximum match, employees must contribute $200 per pay period.  

7. Employees may withdraw their contributed funds at any point. However, only employees 

who are actively participating in the plan as of November 1 are eligible for the match.  

8. Christmas Savings Plan contributions do not draw any interest earnings. The only 

earnings are the Christmas match. 

9. Employees who are terminated for any reason, voluntarily or involuntarily, prior to 

November 1, will receive their contributed funds but will not receive any matching funds. 

10. No partial withdrawals will be allowed. If a withdrawal is requested, the entire balance of 

the employee’s contribution will be returned within 30 days of the request, all future 

paycheck withholding for the Christmas Savings Plan will be discontinued for that 

calendar year, and no company match will be issued.  

11. Any request for an employee loan or advance will result in distribution of the entire 

contribution amount, all future paycheck withholding for the Christmas Savings Plan will 

be discontinued for that calendar year, and no company match will be issued.  

12. The Christmas Savings Plan is in no way related to any banking activity, contributed 

funds are not insured, and all records are maintained at and by the Corporate Office. 

 
College Scholarships 

 
As a family business, we believe it is important to offer more than just the opportunity to earn a 
paycheck. We believe that along with success comes responsibility. Employees who choose to 
further their education may apply for a scholarship for college or vocational/technical school 
tuition, fees, and books according to the following guidelines: 

 Applicant must have been employed for at least one year prior to application. 

 Applicant must complete the Scholarship Application and submit it to the Store Manager 
and Regional Director for Approval. 

 If the application is approved by the Store Manager and Regional Director, it will be 
submitted to Senior Management for final approval/denial within 10 business days.  

 Applicant must work a minimum of 20 hours per week for the entire scholarship period. If 
work hours drop below 20 hours or employment ceases for any reason, the employee 
must repay to the Company the prorated amount for the remainder of the semester or 
term. 

 Applicant must maintain a GPA of 2.5 or higher in order to be eligible for scholarships for 
tuition and fees. 

 Applicants who maintain a GPA of 3.0 or higher may qualify for scholarships for 
textbooks or other required materials in addition to tuition and fees. 

 Application must be for an accredited institution. 
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 If the institution is out of state, private, or online-based, scholarship amounts will be the 
lower of actual tuition or the equivalent current course tuition rates at The University of 
Texas of the Permian Basin. 

 If a course is dropped or failed, the entire scholarship amount (tuition, fees, and books) 
must be repaid to the Company, and the Company will not pay for the course to be 
retaken.  

 Grades must be submitted to the Store Manager within 30 days of the end of each 
semester or term, and prior to requesting additional monies. 

 
Scholarships are granted exclusively at the discretion of Senior Management. Participation in the 
plan authorizes the Company to withhold from the employee's check or final paycheck the cost of 
scholarships that must be repaid according to the terms of the Scholarship Plan as stated above, 
and to take all action deemed appropriate to recover the payments. 

 
Employee Purchases and Charge Accounts 

 
Employees will purchase their groceries during their non-working hours only. They will pay the 
same price as other customers for all merchandise. All purchases will be made at the cash 
registers, and no purchase should ever be carried back into the sales area after the purchase has 
been made. No employee will check groceries for another member of his/her immediate family – 
and under no circumstances will any employee ever check his/her own groceries. Employees are 
not permitted to carry purchases through the back door, but must always leave the store by the 
front door after making a purchase. Back door entries and exits may result in disciplinary action 
up to and including termination.  
 
In some locations, after employees have been employed for 60 days, they may charge purchases 
to their employee accounts and have the purchases deducted from their paychecks in full each 
payday, up to the maximum amounts per pay period ($25.00 for part-time employees and $100 
for full-time employees) at the store where they are employed. Employees wishing to charge 
store purchases to their employee accounts will be prompted for their signature at the time of 
purchase. By participating in the Employee Charge Account program, the employee agrees that 
the full amount of purchases will be deducted from payroll and agrees to be responsible for any 
outstanding balances in the event the employee’s earnings are insufficient to cover the amount of 
the purchases or employment is terminated.  

  
Outside Employment 

 
Each full-time employee’s first work responsibility is to this Company. There is no objection to 
employees having a second job unless the second job’s responsibilities unfavorably reflect on 
attendance, efficiency, or the store’s reputation in the community. All employees will be judged by 
the same performance standards and will be subject to the Company's scheduling demands, 
regardless of any existing outside work requirements.  

 
If the Company determines that an employee’s outside work interferes with performance or the 
ability to meet the requirements of the Company, as they are modified from time to time, the 
employee may be asked to terminate the outside employment if he or she wishes to remain with 
the Company. A second job will not be considered an excuse for poor job performance, 
absenteeism, tardiness, leaving early, refusal to travel, or refusal to work overtime or different 
hours. If outside work activity causes or contributes to job-related problems, it must be 
discontinued, or the employee may be subject to disciplinary action, up to and including 
termination.  

 
Outside employment or other activities that constitute a conflict of interest are prohibited. For 
business security reasons, no employee may work for a competitor. Any employee who is unsure 
whether a conflict of interest exists should consult the Store Manager or Human Resources. 
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Conflicts of Interest 
 

An actual or potential conflict of interest occurs when an employee is in a position to influence a 
decision that may result in a personal gain or a gain for a relative as a result of the Company's 
business dealings. By relative, we mean any person who is related by blood or marriage, or 
whose relationship with the employee is similar to that of persons who are related by blood or 
marriage.   

 
If employees have any influence on transactions involving purchases, contracts, or leases, it is 
imperative that they disclose to a Manager of the Company as soon as possible the existence of 
any actual or potential conflict of interest so that safeguards can be established to protect all 
parties. Personal gain may result not only in cases where an employee or relative has a 
significant ownership in a firm with which the Company does business, but also when an 
employee or relative receives any kickback, bribe, substantial gift, or special consideration as a 
result of any transaction or business dealings involving the Company.   

 
Personal Relationships in the Workplace 

 
For purposes of this policy, a relative is any person who is related by blood or marriage, or whose 
relationship with the employee is similar to that of persons who are related by blood or marriage. 
A dating relationship is defined as a relationship that may be reasonably expected to lead to the 
formation of a consensual romantic or sexual relationship. 

  
The Company reserves the right to take prompt action if an actual or potential conflict of interest 
arises which involves relatives or individuals in a dating relationship that may affect the review of 
employment decisions, even if there is no line of authority or reporting involved. Such action can 
include re-assignment of the employees or termination of one or both of the employees.   

 
Employees in a close personal relationship should refrain from public workplace displays of 
affection or excessive personal conversation. 

 
Solicitations/Requests for Donations 

 
The Company recognizes that employees may have interests in events and organizations outside 
the workplace. However, solicitation of an employee by another employee, including solicitation 
by electronic means, is prohibited while either person is on working time. Permissible times are 
scheduled breaks, meal periods, and before or after work. In addition, solicitation or distribution of 
advertising material, handbills, printed or written literature is prohibited at all times in work areas. 
Permissible areas are restrooms, parking lots and designated break areas. 

 
In addition, the posting of written solicitations on the Company bulletin boards is prohibited. 
Company bulletin boards are reserved for official Company communications to employees about 
matters like safety and employment law.  

 
Solicitation or distribution of literature to employees by non-employees on Company property is 
strictly prohibited.  

 
Off duty and non-working employees are prohibited from seeking access to any work area of the 
Company. 

 
Pressure, intimidation, harassment, or threats interfering with the rights of another employee are 
strictly prohibited. 

 
No donations shall be solicited by or from employees on Company property or Company time 
unless specifically approved by management. 
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Non-Disclosure 
 

Part of our commitment is the protection of confidential business information and trade secrets. 
Such confidential information includes, but is not limited to, the following examples:   

 Customer lists   

 Customer preferences or health information   

 Company financial information   

 Marketing strategies   

 Pending projects and proposals 

 Business partner, vendor, and contract information 

 Customer credit card data   
 

Employees who are exposed to confidential information may be required to sign a non-disclosure 
agreement as a condition of employment. Employees who improperly use or disclose trade 
secrets or confidential business information not otherwise available to persons or firms outside 
the Company may be subject to disciplinary action, up to and including termination of 
employment and legal action, even if they do not actually benefit from the disclosed information.   
 
This provision is not intended to, and should not be interpreted to, prohibit employees from 
discussing wages and other terms and conditions of employment if they so choose. 

 
Usage of Company Resources 

 
The use of the Company’s physical resources is limited to employees and authorized vendors. 
The Company’s physical resources are to be used for the Company’s business purposes only. 
Accordingly, all such use of physical resources should be for business reasons and should not be 
for personal use. Additionally, employees are responsible for ensuring that they use the 
Company’s physical resources in an effective, ethical, and lawful manner. These resources 
should not be used in any way that would interfere with the Company’s ability to conduct its 
business or with its employees’ ability to perform their duties. 
 
Employees may only access Company data and sensitive information that are related to their 
work duties. Any unauthorized review, duplication, dissemination, removal, installation, damage, 
or alteration of files, documents, or other property of the Company or improper use of documents, 
files or information obtained by such unauthorized means, is prohibited. 
 
All electronic and physical resources, whether owned or leased by the Company, and the 
messages, files, data, software or other information stored or transmitted on them are, and 
remain at all times, the property of the Company. All information created, sent or retrieved 
through the Company’s electronic or physical resources and all activities conducted using the 
Company’s electronic or physical resources should not be considered private in the sense that it 
may be reviewed by management. It is also against Company policy to turn off antivirus 
protection software or make unauthorized changes to system configurations installed on company 
computers. Violations of this policy may result in termination for a first offense. 
 
The Company reserves the right at all times, and without prior notice to the employee, to inspect 
and search all the Company’s electronic and physical resources and any and all information 
contained therein. These inspections and searches may be conducted during or outside business 
hours and in the presence or absence of the employee. 
 
In order to ensure the safety and security of employees and customers, and to protect the 
Company’s legitimate business interests, the Company reserves the right to question and inspect 
or search any employee or other individual entering onto or leaving the Company’s premises. The 
inspection or search may include any packages or items that the individual may be carrying, 
including briefcases, handbags, knapsacks and shopping bags. These items are subject to 
inspection and search at any time, with or without prior notice. 
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The Company also may require employees while on the job or on the Company’s premises to 
agree to reasonable inspection of their personal property and/or persons. The individual may be 
requested to self-inspect his or her personal property or person by displaying the contents of any 
packages and/or turning out his or her pockets, etc., in the presence of a representative of the 
company, typically a management employee of the same gender. An employee’s refusal to 
submit to a search may result in disciplinary action, up to and including termination of 
employment. 
 
Employees may be given keys to lock their desks, their workspace or any other of the Company’s 
physical resources. The Company maintains a duplicate and/or master key to access these 
physical resources at all times. Furthermore, the Company may open a locked desk, workspace 
or any other physical resource to inspect, investigate or search its contents. Thus, employee keys 
do not create any right of privacy in the Company’s physical resources, or any of the materials 
and information stored therein. Employees may not change the locks for any of the Company’s 
physical resources without explicit permission. 
 
In some instances, employees may be given permission to use their own locks to secure physical 
resources, such as a locker. Locks, or any other device used to secure the Company’s physical 
resources do not create a right of privacy in those resources. Further, the Company may open a 
secured space, such as a locker, to inspect, investigate or search its contents. 
 
The Company maintains a video monitoring system for the protections of its employees and the 
organization’s interests. Generally, only public areas of the Company’s premises are subject to 
video surveillance. If the surveillance reveals theft or any other violation of company policies by 
an employee, that employee will be subject to immediate dismissal.  
 
Employees must return all Company property immediately upon request or upon termination of 
employment. This may include but is not limited to:  

 Mobile Phones  

 Computers  

 Equipment  

 Identification badges  

 Keys  

 Manuals  

 Protective equipment  

 Security passes  

 Tools  

 Uniforms  

 Vehicles  

 Written materials  
 
Employees may not destroy, erase, copy or alter software or hardware on Company equipment. 
Where permitted by applicable laws, the Company may withhold from the employee's check or 
final paycheck the cost of any items that are not returned when required. The Company may also 
take all action deemed appropriate to recover or protect its property. 

 
Restrooms 

 
Restrooms are provided for our employees, and all employees are expected to help keep them 
clean and stocked. State law requires employees handling food to wash their hands before 
leaving the restroom. 

 
Store Supplies 

 
All supplies taken from the store shelves and used by employees must be approved by the 
department manager and checked out through the front register. 
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Damaged Merchandise, Sample Merchandise, and Premiums 
 

Broken packages or damaged merchandise are not to be consumed by employees, but returned 
to the store manager for repacking or filling a claim. 

 
Any premiums, money, gifts, samples, etc. are the property of the Company and are not for 
individual use. 

 
Telephone Use 

 
The Company telephones are for business use. If employees need to use the Company phone for 
personal purposes, they must ask permission from their manager and keep conversations as 
short as possible. Employees should avoid having incoming calls from friends and family. 
Incoming calls will be referred to the employee only in an emergency. Otherwise, the calling 
number will be taken and given to the employee who can return the call during the meal or rest 
period.  
 
The company reserves the right to monitor customer calls to ensure employees abide by 
company quality guidelines and provide appropriate levels of customer service. Employees 
working in sales and customer service may be subject to telephone monitoring. Should the 
subject matter of the conversation become personal while monitoring is taking place, monitoring 
of the call will immediately be discontinued. 
 
Mobile phones may be provided or authorized for use by supervisors to assist with business 
communication. Otherwise, mobile phones are to be used only during non-work times. Any 
employee caught using a mobile phone in a customer area while on the clock will be subject to 
disciplinary action, up to and including termination. 

 
Social Media 

 
We understand that social media can be a fun and rewarding way to share life and opinions with 
family, friends and co-workers around the world. However, use of social media also presents 
certain risks and carries with it certain responsibilities. To assist employees in making responsible 
decisions about use of social media, we have established these guidelines for appropriate use of 
social media. 

 
Guidelines 
In the rapidly expanding world of electronic communication, “social media” can mean many 
things. “Social media” includes all means of communicating or posting information or content of 
any sort on the Internet, including to one’s own or someone else’s web log or blog, journal or 
diary, personal web site, social networking or affinity web site, web bulletin board or a chat room, 
whether or not associated or affiliated with the Company, as well as any other form of electronic 
communication. The same principles and guidelines found in the Company’s general policies 
apply to activities online. Ultimately, employees are solely responsible for what they post online. 
Before creating online content, employees should consider some of the risks and rewards that 
are involved, keeping in mind that any conduct that adversely affects job performance, the 
performance of fellow employees, or otherwise adversely affects team members, customers, 
suppliers, people who work on behalf of the Company or the Company’s legitimate business 
interests may result in disciplinary action up to and including termination. 

 
Know and follow the rules 
All employees should carefully read these guidelines, the Usage of Company Resources Policy, 
the Non-Disclosure Policy, and the Sexual and Other Unlawful Harassment Policy and ensure 
their postings are consistent with these policies. Inappropriate postings that may include 
discriminatory remarks, harassment, and threats of violence or similar inappropriate or unlawful 
conduct will not be tolerated and may subject the employee to disciplinary action up to and 
including termination. 
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Be respectful 
Employees must always be fair and courteous to fellow employees, customers, suppliers, or 
people who work on behalf of the Company. Also, employees should keep in mind that they are 
more likely to resolve work-related complaints by speaking directly with their co-workers or by 
utilizing the problem resolution process than by posting complaints to a social media outlet. 
Nevertheless, if an employee decides to post complaints or criticism, he or she should avoid 
using statements, photographs, video, or audio that reasonably could be viewed as malicious, 
obscene, threatening, or intimidating, that disparages customers, other team members, 
competitors, or suppliers, or that might constitute harassment or bullying. Examples of such 
conduct might include offensive posts meant to intentionally harm someone’s reputation or posts 
that could contribute to a hostile work environment on the basis of race, sex, disability, religion or 
any other status protected by law or company policy. 

 
Be honest and accurate 
Employees should always be honest and accurate when posting information or news, and if a 
mistake is made, it should be corrected quickly. Be open about any previous posts you have 
altered. The Internet archives almost everything; therefore, even deleted postings can be 
searched, so employees should be open about any previous posts that have been altered and 
never post any information or rumors that are known to be false about the Company, fellow 
employees, customers, suppliers, people working on behalf of the Company, or competitors. 

 
Post only appropriate and respectful content 
Employees must maintain the confidentiality of Company trade secrets and private or confidential 
information. Trades secrets may include information regarding the development of systems, 
processes, products, know-how and technology. Internal reports, policies, procedures or other 
internal business-related confidential communications are not to be posted. 
 
It is illegal to communicate or give a “tip” on inside information to others so that they may buy or 
sell stocks or securities. Such online conduct may also violate the Insider Trading Policy. 
 
It is critical to show proper respect for the laws governing copyright, fair use of copyrighted 
material owned by others, trademarks, and other intellectual property, including the Company’s 
own copyrights, trademarks, and brands. 
 
Employees may not create a link from their blog, website or other social networking site to a 
Company website without identifying themselves as a Company employees. 
 
Employees may express only their personal opinions, and may never represent themselves as a 
spokesperson for the Company. If the Company is a subject of the content, the employee must 
be open about the fact that he or she is an employee, and make it clear that their views do not 
represent those of the Company, fellow employees, customers, suppliers or people working on 
behalf of the Company. If an employee creates a blog or post online related to work or subjects 
associated with the Company, they must make it clear that they are not speaking on behalf of the 
Company. It is best to include a disclaimer such as “The postings on this site are my own and do 
not necessarily reflect the views of the Company.” 

 
Using social media at work 
Employees should refrain from using social media while on work time or on equipment provided 
by the Company, unless it is work-related as authorized by a manager or consistent with the 
Usage of Company Resources Policy. Company email addresses may not be used to register on 
social networks, blogs or other online tools utilized for personal use. 

 
Retaliation is prohibited 
The Company prohibits taking negative action against any employee for reporting a possible 
deviation from this policy or for cooperating in an investigation. Any employee who retaliates 
against another employee for reporting a possible deviation from this policy or for cooperating in 
an investigation will be subject to disciplinary action, up to and including termination. 
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Media contacts 
Employees should not speak to the media on the Company’s behalf without contacting the 
Director of Public Relations and Marketing at the Corporate Office. All media inquiries should be 
directed there. 

 
If you have questions or need further guidance, please contact the Director of Public Relations 
and Marketing or the Director of Human Resources. 

 
Communication 

 
All employees are expected to work in a cooperative manner with management/supervision, 
coworkers, customers, and vendors, in all communication, whether verbal, written, or electronic. 
As representatives of the Company, employees will not be discourteous or disrespectful to a 
customer or any member of the public while in the course and scope of Company business. 

 
When in the presence of our customers, employees must speak English or a language the 
customers understand. When not in the presence of customers, such as in break rooms, offices, 
storerooms, etc., employees are welcome to speak any language as long as it does not interfere 
with their ability to perform their job, work with others, or respond to emergency situations, and 
does not exclude other employees present from participating in the discussion.  
 
Employees should apply the 10-5 Rule of Customer Service with all customers. Anytime a 
customer comes within 10 feet of an employee, the employee should make eye contact and smile 
at the customer. When a customer comes within 5 feet, the employee should make eye contact, 
smile, and verbally greet the customer. If a customer asks about a particular product, the 
employee is expected to personally escort the customer to the product, rather than pointing. 

 
Employees should refrain from using overly intimate terms in conversation with customers, such 
as “honey,” “sweetie,” or “dear,” and should never argue, disagree with, or refuse to assist a 
customer. Employees who are unsure how to respond to a customer should call a manager to 
speak with the customer. 

 
Each employee is expected to abide by Company policies and to cooperate fully in any 
investigation of workplace misconduct that the Company may undertake. 

 
Any inquiries from outside sources such as newspapers or television reporters for official 
statements from the Company should be referred to the Corporate Office. If an employee is 
unsure as to whether or not it is permissible to respond to any request for information, the 
employee should refer the question to a supervisor. 

 
Sexual and Other Unlawful Harassment 

 
The Company is committed to developing a work environment free of unlawful discrimination and 
harassment. Each individual has the right to work in a professional atmosphere that promotes 
equal employment opportunities and prohibits discriminatory practices, including harassment. 
Therefore, the Company expects that all employment relationships will be business-like and free 
of bias, prejudice, and harassment.  

 
Sexual Harassment Defined  
Sexual harassment is demeaning and is illegal under federal, state and local laws. For the 
purpose of this policy, sexual harassment is defined in the Equal Employment Opportunity 
Commission Guidelines as unwelcome sexual advances, requests for sexual favors and other 
verbal or physical conduct of a sexual nature when, for example:  

1. submission to such conduct is made either explicitly or implicitly a term or condition of an 
individual's employment; 

2. submission to or rejection of such conduct by an individual is used as the basis for 
employment decisions affecting such individual; or  
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3. such conduct has the purpose or effect of unreasonably interfering with an individual's 
work performance or creating an intimidating or offensive working environment.  

 
Sexual harassment may include a range of subtle and not so subtle behaviors and may involve 
individuals of the same or different gender. Depending on the circumstances, these behaviors 
may include, but are not limited to:  

1. Unwanted sexual advances or requests for sexual favors  
2. Sexual jokes and innuendo either directly or through the use of company mail, e-mail or 

voice mail 
3. Verbal abuse of a sexual nature 
4. Comments about an individual's body, sexual prowess or sexual deficiencies 
5. Leering, whistling or touching 
6. Insulting or obscene comments or gestures 
7. Display in the work place of sexually suggestive objects or pictures including screen 

savers 
8. Other physical, verbal or visual conduct of a sexual nature.  

 
Other Harassment Defined  
Harassment on the basis of any other protected characteristic is also strictly prohibited. Under 
this policy, harassment is verbal or physical conduct that derogates or shows hostility or aversion 
toward an individual because of his/her race, color, religion, national origin, ancestry, citizenship 
status, sex, sexual orientation, gender identity, marital status, age, disability, military service 
veteran status and any other characteristic protected by law or that of his/her relatives, friends, or 
associates, and that:  

1. has the purpose or effect of creating an intimidating, hostile, or offensive work 
environment 

2. has the purpose or effect of unreasonably interfering with an individual's work 
performance 

3. otherwise adversely affects an individual's employment opportunities.  
 
Harassing conduct includes, but is not limited to:  

1. epithets, slurs, or negative stereotyping 
2. threatening, intimidating or hostile acts 
3. derogatory jokes 
4. written or graphic material that derogates or shows hostility or aversion toward an 

individual or group or that is placed on walls or elsewhere on the Company's premises or 
circulated in the workplace.  

 
Individuals found to be performing such harassing conduct will be subject to disciplinary action, 
up to and including termination. 
 
Individuals and Conduct Covered  
These policies apply to all applicants and employees, whether related to conduct engaged in by 
fellow employees, outside vendors, consultants, or customers.  
 
Conduct prohibited by these policies is unacceptable in any work-related setting including 
business trips, business meetings and business-related social events.  
 
Reporting an Incident of Harassment, Discrimination or Retaliation  
The Company expects that you will report any perceived incidents of discrimination or 
harassment. It is the policy of the Company to investigate such reports. The Company prohibits 
retaliation against any individual who reports discrimination or harassment or participates in an 
investigation of such reports.  
In addition, the Company encourages individuals who believe they are being subjected to such 
conduct to promptly advise the offender that his or her behavior is unwelcome and request that it 
be discontinued. Often this action alone will resolve the problem. The Company recognizes, 
however, that an individual may prefer to pursue the matter through informal or formal complaint 
procedures. In this case the individual should notify his/her immediate supervisor and follow the 
Problem Resolution Process. 
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There may be instances in which an individual seeks only to discuss matters with one of the 
Company designated representatives, and such discussion is encouraged; however, the 
Company may find it necessary to take action to address such conduct beyond an informal 
discussion. This decision will be discussed with the individual.  
 
While no fixed reporting period has been established for acts of discrimination or harassment, the 
Company encourages the prompt reporting of complaints or concerns so that rapid and corrective 
action can be taken before relationships become irreparably damaged. The Company’s 
investigation may include individual interviews with the parties involved and, where necessary, 
with individuals who may have observed the alleged conduct or may have other relevant 
knowledge.  
 
Retaliation against an individual for reporting harassment or discrimination or for participation in 
an investigation of a claim of harassment or discrimination is a serious violation of this policy and, 
like harassment or discrimination itself, will be subject to disciplinary action, up to and including 
termination. Acts of retaliation should be reported immediately and will be investigated and 
corrective action taken promptly.  
 
Corrective action may include retraining, disciplinary action up to and including termination, 
withholding of a promotion or pay increase, reassignment, or temporary suspension with or 
without pay as deemed appropriate under the circumstances. 
  
Confidentiality  
The Company will make all reasonable efforts to maintain the confidentiality of all parties involved 
in a harassment investigation. Confidentiality, however, cannot be guaranteed. For example, 
some details or identities may need to be revealed in order to fully investigate the harassment 
complaint.  
 
False Claims of Sexual Harassment, Retaliation, and/or Discrimination  
In order to cover all possibilities of misconduct, the Company reserves the right to discipline 
employees who have falsely accused another of sexual harassment, retaliation, and/or 
discrimination. This does not mean that a complaint will be considered "false" solely because it 
cannot be corroborated.  

 
Safety 

 
The Company is committed to providing a safe and healthy environment for employees, 
customers, vendors, and other associates. Employees will be informed about workplace safety 
and health issues through regular internal communication channels such as supervisor-employee 
meetings, bulletin board postings, memos, or other written communications.  
 
Employees must observe safety rules and processes and observe caution in every phase of 
work. All employees are required to participate in the safety efforts of the Company by working 
safely and attending safety sessions when offered. All employees must use the appropriate safety 
equipment required to perform their job safely or while in certain designated areas of the work 
environment. Employees who are unsure what safety equipment is required at any given time 
must ask their supervisor. Individual job requirements may include additional specific safety 
guidelines that must be observed and practiced without exception.  
 
Incidents involving personnel are reviewed on a regular basis to identify safety hazards. If an 
employee has an incident or injury, it must be reported to the Manager on Duty immediately, no 
matter how insignificant it may seem. Likewise, any unsafe working condition must be reported to 
a supervisor immediately. 
 
Some of the best safety improvement ideas come from employees. Those with ideas, concerns, 
or suggestions for improved safety in the workplace are encouraged to raise them with their 
supervisor, or with another supervisor or manager. Reports and concerns about workplace safety 
issues may be made anonymously if the employee wishes. The Company has an OSHA officer at 
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the Corporate Office to whom any and all unsafe conditions must be reported. All reports can be 
made without fear of reprisal.  
 
Employees who violate safety standards and /or company safety policies and procedures, who 
cause hazardous or dangerous situations, or who fail to report or remedy such situations, may be 
subject to disciplinary action, up to and including termination of employment.  

 
Workplace Violence Prevention 

 
Our commitment is that all employees should be treated with courtesy and respect at all times. 
We discourage employees from engaging in any physical confrontation with a violent or 
potentially violent individual or from behaving in a threatening or violent manner. Threats, 
threatening language, or any other acts of aggression, coercion, or violence made toward or by 
any employee, customer, vendor, or a member of the general public will not be tolerated. A threat 
may include any verbal or physical harassment or abuse, attempts to intimidate others, menacing 
gestures, stalking, or any other hostile, aggressive, and/or destructive actions taken for the 
purposes of intimidation. This policy covers any violent or potentially violent behavior that occurs 
in the workplace or at company-sponsored functions. This prohibition includes all acts of 
harassment, including harassment that is based on an individual’s race, color, religion, sex, 
national origin, age, sexual orientation, disability, or any characteristic protected by federal, state, 
or local law.  
 
 
All employees bear the responsibility of keeping our work environment free from violence or 
potential violence. Any employee who witnesses or is the recipient of actual or threatened violent 
behavior, both direct and indirect, should promptly inform their supervisor, manager, or the 
Director of Human Resources. When reporting a threat of violence, it is important to be as 
specific as possible. All suspicious individuals or activities should be reported as soon as possible 
to a supervisor. Employees should not place themselves in peril. If employees see or hear a 
commotion or disturbance near their workstation, they should not try to intercede. 
 
 All threats will be promptly investigated. No employee will be subject to retaliation, intimidation, 
or discipline as a result of reporting a threat in good faith under this guideline. The identity of the 
individual making a report will be protected as much as is practical. In order to maintain 
workplace safety and the integrity of its investigation, the Company may suspend employees, 
either with or without pay, pending investigation.  
 
Any individual engaging in violence against the Company, its employees, its customers, or its 
property will be prosecuted to the full extent of the law. All acts will be investigated, and the 
appropriate action will be taken. Any such act or threatening behavior may result in disciplinary 
action up to and including termination.  
 
Weapons of all kinds are not allowed in the workplace unless approved by Senior Management in 
writing for the purpose of authorized security. Weapons include, but are not limited to, handguns, 
rifles, automatic weapons, and knives that can be used as weapons (excluding pocket knives, 
utility knives, and other instruments that are used to open packages, cut string, and for other 
miscellaneous tasks), martial arts paraphernalia, stun guns, and tear gas. Any employee violating 
this policy is subject to discipline up to and including dismissal for the first offense. 

 
The Company encourages employees to bring their disputes or differences with other employees 
to the attention of their supervisors, another department manager, or the Director of Human 
Resources before the situation escalates into potential violence. An employee will not be 
disciplined for raising such concerns (see Problem Resolution Process section for more 
information).  
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Reporting Customer Accidents 
 
All employees are required to report all customer accidents immediately to a supervisor or 
manager. If an employee witnesses the accident, that employee must complete a witness 
statement regarding the accident.  Employees must not try to assist an injured customer unless 
the employee is trained in first aid. The Company believes that the well being of our customers 
requires us to obtain any required professional medical help immediately. 
  
If at all possible, the following information regarding customer accidents should be collected and 
turned in to the Manager on Duty for submission to the Corporate Office: 

 Name, address and phone number of the injured customer. 

 Names, addresses and phone numbers of all witnesses. 

 Written statement of the accident that includes the date, time, conditions, reason 
for accident, treatment (if any) of customer, customer’s physician (if used), 
customer’s medical facility (if used).  
 

The Front Office has copies of the Customer Accident forms for completion. 
 

Employees should never assume liability or take sides following an accident. 
 

Any employee causing damage to a customer’s property without reporting the accident 
immediately to the management is subject to discharge and loss of all employee benefits. 

 
Reporting Employee Accidents 

 
To ensure that proper attention is given and appropriate actions taken when an incident occurs 
within the workplace, all employees must follow these procedures:  

 In the event of a serious or life-threatening injury, call 9-1-1 immediately. 

 All incidents must be reported to the employee’s manager immediately. If the employee’s 
immediate manager is not available, the incident must be reported to another 
management member.  

 Any employee who is involved in or is a witness to an incident should provide information 
in order for the appropriate report(s) to be completed.  

 The Front Office has copies of the Employee Injury forms for completion and submission 
to the medical provider and to the Corporate Office. These forms must be completed as 
quickly as possible. Failure to do so may result in a loss of potential injury benefits or 
disciplinary action.  

 If an injury requires a doctor’s attention, a medical release must be obtained from the 
doctor indicating return to work status. 
 

Porter’s is a subscriber to the Texas Worker’s Compensation Program. As such, when an 
employee is injured, that employee or a person acting on the employee’s behalf must notify the 
Company of an injury or occupational disease not later than the 30th day after the date on which 
the injury occurs or the date the employee knew or should have known of an occupational 
disease, unless the Texas Department of Insurance, Division of Workers’ Compensation 
(Division) determines that good cause existed for failure to provide timely notice. The Company is 
required to provide coverage information, in writing, when the employee is hired or whenever the 
Company becomes, or ceases to be, covered by workers’ compensation insurance. Employees 
may opt out of Worker’s Compensation coverage in writing within 7 days of hire. 
 
The Texas Worker’s Compensation Division provides free information about how to file a workers’ 
compensation claim. Division staff will answer any questions about workers’ compensation and 
process any requests for dispute resolution of a claim. This assistance is available by contacting 
the local Division field office or by calling 1-800-252-7031. The Office of Injured Employee 
Counsel (OIEC) also provides free assistance to injured employees and will explain rights and 
responsibilities under the Workers’ Compensation Act. The OIEC’s assistance is available by 
contacting an OIEC customer service representative in the local Division field office or by calling 
1-866-EZE-OIEC (1-866-393-6432).  
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The Texas Worker’s Compensation Division has a 24 hour toll-free telephone number for 
reporting unsafe conditions in the workplace that may violate occupational health and safety laws. 
Employers are prohibited by law from suspending, terminating, or discriminating against any 
employee because he or she in good faith reports an alleged occupational health or safety 
violation. The Division’s reporting number is 1-800-452-9595. 

 
Family Medical Leave of Absence 

 
The Company complies with the federal Family and Medical Leave Act (FMLA), which requires 
employers to grant unpaid leaves of absence to qualified workers for certain medical and family-
related reasons. The Company abides by any state regulated leave laws. The more generous of 
the two laws will apply to the employee if the employee is eligible under both federal and state 
laws. Please note there are many requirements, qualifications, and exceptions under these laws, 
and each employee’s situation is different. Contact the Human Resources department to discuss 
options for leave.  
 
Reasons for Taking Leave 
Under federal law, unpaid leave may be requested for pregnancy and prenatal care; 
preplacement activities, birth, adoption, or foster placement of a child; or the serious health 
condition of a child, spouse, parent, domestic partner, or the employee. State law may have 
additional reasons defined. 
 
Military Family Leave Entitlements 
Under federal law, unpaid leave may also be requested by eligible employees who have any 
qualifying exigency arising out of the fact that the spouse or a son, daughter, parent, domestic 
partner, or next of kin of the employee is on covered active duty (or has been notified of an 
impending call or order to covered active duty) in the armed forces and may use their 12-week 
entitlement to address certain qualifying circumstances. Qualifying circumstances may include 
deploying on short-notice, attending certain military events, arranging for alternative child care 
and school activities, addressing certain financial and legal arrangements, attending certain 
counseling sessions, engaging in rest and recuperation, and attending post deployment 
reintegration briefings. 
 
The federal FMLA also includes a special leave entitlement that permits eligible employees to 
take up to 26 weeks of leave to care for a covered service member during a single 12-month 
period. This leave applies if the employee is the spouse, son, daughter, parent, domestic partner, 
or next of kin caring for a covered military service member or veteran recovering from an injury or 
illness suffered while on active duty in the armed forces or that existed before the beginning of 
the member’s active duty and was aggravated by service or that manifested itself before or after 
the member became a veteran. 
 
Leave Designation 
If an employee does not expressly request FMLA leave, the Company reserves the right to 
designate a qualifying absence as FMLA leave and will give notice of the FMLA designation to 
the employee. If an absence is a qualifying event under FMLA, the leave will run concurrent with 
short-term disability, long-term disability, PTO, workers’ compensation, and/or any other leave 
where permitted by state and federal law. 
 
Benefits 
Under federal law, employers must continue healthcare benefits during FMLA leave as though 
the employees were still at work and must pay the employer’s part of the premium. The employee 
will continue to be responsible for the employee’s portion of the premium as well.  
 
Interaction with Accrued Paid Time Off 
FMLA leave and paid time off will run concurrently as provided under Company policy except 
where prohibited by state law.  
 
Job Protection 
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An employee’s job, or an equivalent job, is protected while the employee is on leave. Both federal 
and applicable state laws require that employees be returned to their positions or to another job 
of like pay and status at the end of FMLA leave. Note: If an employee is unable to return to work 
after the expiration of federal or state FMLA, an extension may be granted if the condition 
constitutes a disability under the Americans with Disabilities Act (ADA) or in certain workers’ 
compensation cases.  
 
Return-to-Work Policy 
When such work is available, the Company will attempt to provide an employee with a temporary 
modified or light-duty assignment in accordance with documented medical restrictions. 

 
Personal Leave of Absence 

 
The Company, consistent with operating requirements and conditions, may grant a personal 
leave of absence, such as a temporary disability, maternity, or paternity leave, without pay, to 
employees who are not eligible for leave under FMLA. The following summarizes the leave of 
absence procedure:  

 A leave of absence must be requested at least 24-hours in advance or as soon as 
foreseeable. The request should be in writing and include the period of time requested 
and the reason for the absence.  

 Leaves of absence will be reviewed on the basis of extenuating circumstances and the 
ability for the department to function. Leaves of absence required by law, e.g. to vote, will 
take priority.  

 The Regional Manager approves or denies all personal leaves of absence.  

 Leaves of absence may not be granted for greater than three (3) months in a twelve (12) 
month period.  

 Leaves of absences are unpaid. Employees may use accrued paid time off during the 
leave of absence. 

 Subject to the terms, conditions, and limitations of the applicable plans, employee 
insurance benefits will be provided by the Company until the end of the month in which 
the approved personal leave begins. At that time, employees will become responsible for 
the full costs of these benefits if they wish coverage to continue. When the employee 
returns from personal leave, benefits will again be provided by the Company according to 
the applicable plans.  

 Whenever possible, employees returning from a leave of absence will be returned to their 
former position. However, it should be understood that the Company cannot guarantee to 
hold a position for the duration of the leave. The employee will be given consideration for 
other possible vacancies for which the employee is qualified on his / her return from 
leave.  

 Failure to return from a leave of absence will be considered a voluntary resignation by the 
employee.  

 If an employee accepts other employment or becomes self-employed while on the leave 
of absence, employment will be terminated immediately after the Company becomes 
aware of such circumstances.  

The Company reserves the right to require an employee who has requested medical leave to be 
examined by a physician designated by the Company upon return to work. No employee shall be 
permitted to work if the Company-designated physician determines that he/she is medically 
unable to perform the job. 

 
Military Leave of Absence 

 
The Company supports the military obligations of all employees, and a military leave of absence 
will be granted to those who are absent from work because of service in the U.S. uniformed 
services in accordance with the Uniformed Services Employment and Reemployment Rights Act 
(USERRA). Advance notice of military service is required, unless military necessity prevents such 
notice or it is otherwise impossible or unreasonable.  
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Military leave will be unpaid. However, employees may use any available paid time off during the 
absence. Continuation of health insurance benefits is available as required by USERRA based on 
the length of the leave and subject to the terms, conditions and limitations of the applicable plans 
for which the employee is otherwise eligible. Paid time off and seniority benefits will continue to 
accrue during a military leave of absence.  
 
Employees on military leave for up to thirty (30) days are required to return to work for the first 
regularly scheduled shift after the end of service, allowing reasonable travel time. Employees on 
longer military leave must apply for reinstatement in accordance with USERRA and all applicable 
state laws. Employees returning from military leave will be placed in the position they would have 
attained had they remained continuously employed or a comparable one depending on the length 
of military service in accordance with USERRA. They will be treated as though they were 
continuously employed for purposes of determining benefits based on length of service. 

 
Employee Medical Examinations 

 
To help ensure that employees are able to perform their duties safely, medical examinations may 
be required periodically to determine fitness for duty. Such examinations will be scheduled at 
reasonable times and intervals and performed at the Company’s expense. 

 
Information on an employee's medical condition or history will be kept separate from other 
employee information and maintained confidentially. Access to this information will be limited to 
those who have a legitimate need to know. The company follows all requirements of the 
Americans with Disabilities Act and state disability laws with respect to employee physicals. 

 
Substance Abuse 

 
 Our Company is committed to maintaining a safe, healthy, productive, and lawful working 
environment. The use of alcohol during working hours, or being under its influence in any degree, 
including the smell of alcohol on an employee’s breath, during working hours is prohibited. 
Furthermore, the possession of any alcoholic beverage on the premises of the Company is 
prohibited. 
 
The illegal use of drugs is prohibited while employed by the Company. As used herein, the illegal 
use means: 

 The use of drugs which is unlawful under the Controlled Substance Act as the same 
may be from time to time amended, or to its successor and/or… 

 The possession or distribution of drugs which is unlawful under the Controlled 
Substance Act as the same may be from time to time amended, or to its successor. 

 
This includes certain prescription drugs as well. As used herein “drugs” means controlled 
substance as defined by Schedules I through V Section 202 of the Controlled Substances Act, as 
the same may be from time to time amended. The sale or distribution of any drug is prohibited. 
The possession of any drug is prohibited, except a drug taken by the person in possession under 
the supervision of a licensed health care professional. 
 
However, it is the Company’s policy to attempt to accommodate, and not terminate any person for 
the sole reason that such person because of prior usage of alcohol or drugs (not a person who is 
currently engaging in such use), who, as a result of said status, is considered to have a physical 
or mental impairment which substantially limits said person in one or more of his or her major life 
activities, or who has a record of such an impairment or is regarded as having such an 
impairment, if such individual has successfully completed a drug rehabilitation or alcohol 
rehabilitation program or who is participating in a supervised rehabilitation program. 
 
In order to determine the compliance with these guidelines, the Company reserves the right to 
test for the presence of alcohol or drugs, to which all employees, upon employment agree. As a 
condition to employment, the employee may be asked to take such a test, and to pass without a 
positive showing of drugs or alcohol in order to be employed. Further tests after employment will 
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be at the discretion of management, when management has reason to believe that an employee 
may be violating the provisions of the guidelines set forth here. Refusal to submit to such testing 
upon request of the Company will be considered as grounds for termination. An employee may 
be suspended until such test results are known. 

 
No Smoking Policy 

 
The Company strives to provide a healthful, safe, and comfortable working environment for all 
employees, customers, and vendors. Use of tobacco products including cigarettes, cigars, 
chewing tobacco, or electronic “vaping” cigarettes (e-cigarettes) by employees is strictly 
prohibited on Company property, throughout its premises, including parking lots and other 
outdoor spaces. Should an employee wish to leave Company property in order to smoke, he or 
she must clock out at the time clock during approved break periods, unless on Company 
business (see Rest and Meal Periods section for more information). 
 
Vendors are expected to observe our non-smoking policy. 

 
Discipline 

 
Employees are expected to conduct themselves at all times in a manner which enhances the 
quality of services to our customers and promotes goodwill among employees. When an 
employee’s conduct or performance conflicts with The Company’s policies, core values, 
guidelines, goals, expectations and/or objectives, disciplinary action is taken to redirect behavior 
to acceptable standards. The purpose of this policy is to state the Company’s position on 
administering equitable and consistent discipline for unsatisfactory conduct in the workplace.  
 
The Company is committed to ensuring fair treatment of all employees and making certain that 
disciplinary actions are prompt, uniform, and impartial. The purpose of disciplinary action is to 
correct unacceptable behavior, prevent recurrence, and prepare the employee for satisfactory 
service in the future. By using discipline, we hope that most employee issues can be corrected at 
an early stage, benefiting both the employee and the Company.  

 
Employment with the Company is employment-at-will. Employment-at-will may be terminated with 
or without cause and with or without notice at any time by the employee or the Company. Nothing 
in this handbook or in any document or statement shall limit the right to terminate employment-at-
will. Nothing in this policy provides any contractual rights regarding employee discipline or 
counseling nor should anything in this policy be read or construed as modifying or altering the 
employment-at-will relationship between the Company and its employees. No manager or 
employee of the Company has any authority to enter into a written or oral agreement for 
employment for any specified period of time or to make an agreement for employment other than 
at-will. 
  
The Company requires the employees’ compliance with policies and rules. Certain actions by 
employees may result in disciplinary action, including termination of employment. The Company 
reserves the right to administer a system of discipline that does not alter the at-will employment 
status. Management reserves the right to determine the type, form and severity of corrective 
action and/or disciplinary action, up to and including discharge. Management also reserves the 
right to suspend the employee, with or without pay, pending an investigation. The Company, at its 
sole discretion, may elect to use the disciplinary procedure or any part of the disciplinary 
procedure depending upon the circumstances.  

 
Disciplinary action may include any or all of these actions, in any sequence, depending on the 
severity of the situation. The action may begin at any step in the process, depending on the 
circumstances, the seriousness of the offense and the employee’s prior work record. Some forms 
of misconduct or performance failure may be so serious as to result in immediate termination. An 
employee whose conduct and/or work performance does not meet company standards will be 
notified through the disciplinary process and will be informed of the improvement expected.  
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Disciplinary action may call for any of three steps, depending on the severity of the problem and 
the number of occurrences: 

 
Initial Counseling 
An initial counseling creates an opportunity for the immediate manager to schedule a meeting 
with an employee to bring attention to the existing performance, conduct, or issue. The manager 
should discuss with the employee the nature of the problem or violation of Company policies and 
procedures. The manager is expected to clearly outline expectations and steps the employee 
must take to improve performance or resolve the problem. The employee’s signature will be 
requested to demonstrate the employee’s understanding of the issues and corrective action 
needed.  

 
Written Warning 
While it is hoped that the performance, conduct or issues that were identified previously have 
been corrected, The Company recognizes that this may not always be the case. A written 
warning involves a more formal documentation of the performance, conduct or issues and 
consequences. During the written warning, the immediate manager will meet with the employee 
and review any additional incidents or information about the performance, conduct, or issues as 
well as any prior disciplinary action. Management will outline the consequences for the employee 
of his or her continued failure to meet performance and/or conduct expectations. A written 
warning outlining that the employee may be subject to additional discipline up to and including 
termination if immediate and sustained corrective action is not taken may also be included in the 
written warning. The employee’s signature will be requested to demonstrate the employee’s 
understanding of the issues and corrective action needed. 
 
Final Warning and/or Suspension  
A final warning places the employee on notice that any further infractions related to the issue at 
hand may result in termination of employment. The final warning may or may not be accompanied 
by a period of suspension without pay.  
 
There may be performance, conduct, or safety incidents so problematic that the most effective 
action may be the temporary removal of the employee from the workplace. When this action is 
necessary, the immediate manager may recommend suspending the employee. Suspensions 
that are recommended in this discipline policy and procedure are subject to approval from a 
Regional Manager or the Director of Human Resources. 
 
Depending upon the seriousness of the infraction, the employee may be suspended without pay 
in full-day increments consistent with federal, state and local wage-and-hour employment laws. 
Non-exempt employees may not substitute or use an accrued paid time off in lieu of the unpaid 
suspension. Due to Fair Labor Standards Act (FLSA) compliance issues, unpaid suspension of 
salaried/exempt employees is reserved for serious workplace safety or conduct issues. The 
Director of Human Resources will provide guidance so that the discipline is administered without 
jeopardizing the FLSA exemption status. Pay may be restored to the employee if an investigation 
of the incident or infraction absolves the employee. 
 
The employee’s signature will be requested to demonstrate the employee’s understanding of the 
issues and corrective action needed.  

 
Termination of Employment  
The most serious discipline is a recommendation to terminate employment. Generally, the 
Company will try to exercise the progressive nature of this policy by first providing warnings, final 
warning, and/or suspension from the workplace before proceeding to a recommendation to 
terminate employment. 
 
However, the Company reserves the right to combine and skip steps depending upon the 
circumstances of each situation and the nature of the offense. Furthermore, employees may be 
terminated without prior notice or disciplinary action.  
 
It is impossible to list each and every act by an employee which is deemed unacceptable. While 
the following will serve as examples of the types of conduct that are prohibited, any act that, in 
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the Company’s discretion, jeopardizes safety or the operation of the business, or is otherwise 
serious or inappropriate may also result in immediate termination: 

1. Unnecessarily loud, profane, or abusive language. 
2. Making inappropriate gestures, including visual staring. 
3. Practical jokes. 
4. Use of racial slurs or insults. 
5. Arguing with anyone on the sales floor. 
6. Dishonesty in any form. 
7. Boisterous discussions or horseplay. 
8. Eating while on duty except during break periods. 
9. Absenteeism or tardiness without appropriate notice and permission 

from the manager (or from such other person authorized to grant this 
permission).  

10. Insubordination. (An employee’s refusal to do something that is 
illegal, unethical, or a violation of Company policy would not be 
considered insubordination). 

11. Overstaying relief and lunch periods. 
12. Substandard performance. 
13. Discourtesy to customers. 
14. Failure to follow safety rules. 
15. Conduct which endangers or causes damage to people or property. 
16. Unauthorized or improper use or care of facilities or equipment. 
17. Conduct that violates common decency or morality. 
18. Any attempt to falsify personnel and/or time record. 
19. Failure to report to the manager any job related injury, regardless of 

the severity, before the end of the workday on which the injury 
occurred. 

20. Failure to report immediately any unsafe condition or any unsafe 
activity to the manager. 

21. Unauthorized possession of Company or employee property. 
22. Violation of any law, statute, or ordinance on premises. 
23. Threatening, intimidating, or coercive conduct, or interference with 

the performance of other employees, vendors, or customers. 
24. Engaging in such other practices as the Company determines may 

be inconsistent with the ordinary and reasonable rules of conduct 
necessary to the welfare of the Company, its employees or 
customers. 

25. Using tobacco or smoking/vaping products (including e-cigarettes of 
any kind) or alcohol on Company property. 

 
Terminations that are recommended in this discipline policy and procedure are subject to 
approval from a Regional Manager or the Director of Human Resources. The employee’s 
signature will be requested to demonstrate the employee’s understanding of the issues.  

 
Impact of Written or Final Progressive Discipline  
When applying for an internal transfer or promotion, the employee is required to share with the 
hiring manager, prior to the job offer, the circumstances and severity of the disciplinary action. 
This information may be a deciding factor in the hiring decision. Failure to disclose a disciplinary 
action prior to accepting an offer of transfer or promotion may also result in additional discipline, 
up to and including the termination of employment.  

 
Documentation  
The employee will be asked to sign and date copies of disciplinary documentation, attesting to 
their receipt and understanding of the corrective action outlined in these documents. If the 
employee refuses to sign the Disciplinary Action Form, the manager should note this on the form 
by writing on the employee signature line, “refused to sign.” The manager will also sign and date 
the document. The original written warning will be placed in the employee’s personnel file and a 
copy provided to the employee upon request.  
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Appeal Process  
Employees will have the opportunity to present information that may challenge information 
management has used to issue disciplinary action at any time during the disciplinary process. 
The employee may present an appeal to the Director of Human Resources in a written statement. 
The purpose of this process is to provide insight into extenuating circumstances that may have 
contributed to the employee performance and/or conduct issues while allowing for an equitable 
solution. 

Problem Resolution Process 
 
The Company provides a process for the resolution of employee complaints and grievances, and 
an arbitration proceeding for final resolution of all employment-related disputes, including Civil 
Rights related disputes.  All employees who agree to be employed by the Company specifically 
consent and agree with this problem resolution process as a condition of employment. 
 

 Step 1: Request informal resolution – The employee makes a request for resolution of 
the issue to his/her immediate supervisor. This request must be done within 7 calendar 
days of the policy violation or knowledge of the event. The supervisor then has 7 
calendar days to investigate the event and respond to the aggrieved employee. 

 Step 2: File formal grievance – If the initial proposed resolution is not satisfactory to the 
grievant, he/she may submit a written notice of grievance to the next higher supervisor. 
This written notice must be submitted within 7 calendar days of the date of the initial 
supervisor’s response to the grievant, and must contain the following information: 

 The specific policy that was violated 
 Facts surrounding the grievance 
 Remedy sought 
 Details of informal response and why the response was unsatisfactory 
 Signature of grievant 

The next higher supervisor then has 14 calendar days to investigate the event and 
respond in writing to the grievant. 

 Step 3: Appeal to Senior Management – If the result of the formal grievance investigation 
is not satisfactory to the grievant, he/she may submit a written appeal of grievance to 
Senior Management at the Corporate Office. This written appeal must be submitted 
within 7 calendar days of the date of the response to the formal grievance, and must 
contain the following information: 

 Step 1 and Step 2 documentation, including copies of formal grievance and 
response 

 Reasons why the formal grievance response was unsatisfactory 
 Signature of grievant 

Senior Management then has 14 calendar days to investigate the event and respond in 
writing to the grievant. The response of Senior Management is final. 
 

In the event that the policy violation involves the employee’s direct supervisor, the request for 
resolution may be directed one level higher (to the direct supervisor’s supervisor) or to the 
Director of Human Resources. 

 
Personnel Data Changes 

 
It is the responsibility of each employee to promptly notify the Company of any changes in 
personal mailing addresses, telephone numbers, numbers and names of dependents, individuals 
to be contacted in the event of an emergency, educational accomplishments, and other 
information that needs to be accurate and current at all times. If any personnel data has changed, 
please notify your supervisor in writing. 

 
Access to Personnel Files 

 
The Company maintains a personnel file on each employee. The personnel file includes such 
information as the employee's job application, resume, records of training, position and pay 
changes, and other employment records.  
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Personnel files are the property of the Company, and access to the information they contain is 
restricted. Generally, only supervisors and management personnel of the Company who have a 
legitimate reason to review information in a file are allowed to do so.  

 
Current employees who wish to review their own files should contact Human Resources. With 
reasonable advance notice, employees may review their own personnel files in the Company’s 
offices and in the presence of an individual appointed by the Company to maintain the files. 
Employee files may not be taken out of the Human Resources department. 

 
Employee records will be retained for a period of time in accordance with applicable federal and 
state laws. Any request for access to or copies of these records must be submitted in writing to 
Human Resources via certified letter. 

 
Employment Verification and Reference Checks 

 
The company will respond to request for employment verification and reference checks in writing. 
No employment data will be released without a written authorization and release signed by the 
individual who is the subject of the inquiry. Time-sensitive requests should be submitted as early 
as possible to allow reasonable time for completion of the response. 
 
To ensure that individuals who join the Company are well qualified and have a strong potential to 
be productive and successful, the Company may, at its discretion, check criminal history and/or 
professional and personal references of applicants. 

 
Separation from Employment 

 
In cases of voluntary resignation (one initiated by the employee), employees are asked to provide 
a written notice to their supervisors at least 14 days in advance of the last day of work. The 14 
days must be actual working days. Holidays and paid time off (PTO) will not be counted toward 
the 10-day notice. Employees who provide the requested amount of notice will be considered to 
have resigned in good standing and generally will be eligible for rehire. 

 
Exit Interviews/Surveys 

 
Prior to leaving the company upon separation, employees will have an opportunity to participate 
in an exit interview with the Store Manager or designated representative, or to fill out an Exit 
Survey anonymously. This exit process is designed to determine and document the reasons 
employees leave the Company, to provide an opportunity for the airing of unresolved grievances, 
and to solicit constructive feedback to improve the Company. 
 
Supervisors will refer separating employees to the Front Office or Store Manager for an exit 
survey form as soon as possible after the separation decision has been made and communicated 
to the appropriate parties. The exit survey form will cover the following points:  

 Job duties and workload: understanding of the job, match with interests and abilities, 
quality of training 

 Company policies and practices: working environment, opportunities for 
advancement, salary and benefits 

 Quality of supervision: fairness, supportiveness, communication 

 Reasons for leaving 
 
Once the exiting employee has completed the exit survey form, he or she is encouraged to share 
and discuss the answers with the Store Manager, in case there is a need for clarification or 
explanation of any of the points. The employee may be given a copy upon request. Alternately, 
the employee may return the form to the store or to the Corporate Office, with or without including 
the employee’s personally identifying information. 
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EMPLOYEE HANDBOOK ACKNOWLEDGMENT AND RECEIPT 
 

 
This is to acknowledge that I have received a copy of the Porter’s Employee Handbook which is 
to serve as a guide for the employer/employee relationship. If I have questions regarding policies, 
procedures, practices, benefits, etc., I will contact my supervisor or the Director of Human 
Resources. 
  
I understand that it is my responsibility as an employee to read the Employee Handbook and to 
be familiar with its content.  
 
I understand that neither the Employee Handbook nor any other communication shall bind the 
Company to employ me now or hereafter, as it is not an employment contract. My employment 
with the Company is based on mutual consent and may be terminated at any time at will by either 
myself or the Company, with or without cause. I understand that no supervisor or other 
representative of the Company has any authority to enter into any employment agreement for a 
specified period of time or to assure any other personnel action or to assure any benefits or terms 
or conditions of employment, or make any agreement contrary to the foregoing. I also understand 
and agree that this agreement may not be modified orally and that only the President of the 
Company may make a commitment for employment. I also understand that if such an agreement 
is made, it must be in writing and signed by the president of the Company. 
 
I understand that the Employee Handbook and all other written and oral materials provided to me 
are intended for informational purposes only. I understand that the policies and benefits, both in 
the Handbook and those communicated to me in any other fashion, are not intended to be 
comprehensive of all policies and procedures or exceptions, but contain summarized information 
relating to policies and procedures.  
 
I understand that policies and procedures are subject to interpretation, review, and change by 
management and may be changed or disregarded at any time, with or without notice, when in the 
opinion of management, circumstances so require. Revised pages may be issued periodically 
which contain revisions and updates.  
 
I understand that compliance and code of conduct information is located in this Employee 
Handbook, and that it is my responsibility to act in conformity with the principles of the 
information. I attest, via my signature, my compliance with such.  
 
I understand that a current copy of this Employee Handbook is available anytime at 
www.myporters.net/handbook.  
 
I have received the Employee Handbook and understand my responsibilities related to all areas 
outlined herein.  
 
 
 
_________________________      _________________________     _______________ 
Employee’s Printed Name      Employee’s Signature          Date 
 
 
_________________________ 
Work Location 

http://www.myporters.net/handbook

