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Tasteful Creations 

Employee Manual
1 Personnel Administration

1.1 Personnel File - A personnel file will be kept for each employee in the main file cabinet.  An employee’s record, along with their applications and forms will be kept in their file.  To keep this information confidential, these files will only be accessed by the Human Resources Department and the Coordinator.  Employees also are permitted to add positive feedback to their records from sources outside the company.

1.2 Job Positions - Employee job descriptions are located in each employee’s personnel file and can be viewed upon request.  Job Descriptions are also included in this Employee Manual as a reference.
2 Employment Policies

2.1 Anniversaries - Employees are permitted to celebrate company and employee anniversaries in an appropriate manner.  Celebrations should not use more than one working hour.

2.2 Aptitude and Ability Tests - Employees are expected to complete assessments through the Virtual Enterprise website by the assigned deadline.  

2.3 At Will Employment - All employees are working “At Will” and company administration reserves the right to terminate employees if necessary.

2.4 Business Hours - Tasteful Creations’ main office is open from 1:30 through 3:10 Monday thru Friday excluding holidays referenced in Section 6.4.

2.5 Confidential Information - All confidential documents are to be stored in a locked file cabinet and are to only be accessed by the Human Resources Department and the Coordinator.  Unauthorized employees that view confidential information will be given a written citation upon all offenses and will be subject to termination on the second offense.  These same actions will be applied also to any verbal confidential information that is spread outside of the company.

2.6 Customer Relations - All issues regarding customer relations should be referred to the VP of Sales and/or the Chief Operations Officer.

2.7 Equal Employment Opportunity - Tasteful Creations is an Equal Opportunity Employer and does not discriminate, through any of its operations.
2.8 Former Employees - If an employee deems it necessary to contact a former employee for consulting purposes, the employee should contact the CEO and present a draft of the document they wish to send to receive approval.

2.9 Harassment - Tasteful Creations defines harassment as any action one takes that results in another employee feeling uncomfortable.  If an employee feels they have been harassed they should contact the Coordinator as soon as possible.  The Coordinator will take any necessary actions according to school district policies and Virtual Enterprise policies.

2.10 Health Examinations - All employees are required to take a health examination according to their insurance provider’s policies in order to qualify for insurance coverage.

2.11 Employee Selection - Employees at Tasteful Creations are selected for their outstanding skills and experiences.  Employees must submit an application and resume and participate in the interview process in order to be considered for a job position.

2.12 Introductory Period - New employees will start with an Introductory Period.  During the first five business days in their new position, employees will be trained and educated about the company and their position.

2.13 Job Descriptions - For a complete job description, employees should see the Human Resources Department.  All employees will be required to sign a copy of their job description.  Signed copies will be kept on file in the employee records.

2.14 Knowledge of Tasteful Creations - All employees are expected to know about Tasteful Creations’ operations as well as their job position.  Employees will learn about the company during the training period.

2.15 Non-Compete Agreement - In order to protect confidential company information within Tasteful Creations, employees are not permitted to work for a competitor simultaneously.  

2.16 Salesperson Agreement - At Trade Fairs all employees are permitted to, expected to, and encouraged to make sales, regardless of what department they are in.  Employees will not be paid commission for each sale.  However, an employee’s sales record will be acknowledged during compensation reviews, and employees may be compensated, rewarded, and/or recognized for excellent sales production.

2.17 We Want to Hear From You - To promote an efficient and comfortable office environment, employees are encouraged to share comments at Staff Meetings, or submit written comments to the Human Resources Department.

3 Standards of Conduct

3.1 Citation Forms - When an employee violates any of the policies outlined in this employee manual a supervisor must fill out a citation form for the employee.  Citation forms can be obtained from the Human Resources Department.  A supervisor should cite the section number of the rule that has been violated and provide a brief description of the situation.  For behavioral violations, which are not outlined in the employee manual, or for any other violation deemed inappropriate, the supervisor should log the section number as 3.2.2.

3.2 Unacceptable Action Chart
	Unacceptable Action
	Disciplinary Action

	3.2.1 Absence
	Total amount of time missed should be worked in overtime

	3.2.2 Behavior
	Determined by supervisor; Work overtime; Suspension; Termination

	3.2.3 Harassment
	According to School and District policies

	3.2.4 Tardiness
	Work overtime to make-up missed time

	3.2.5 Theft
	Suspension; Termination

	3.2.6 Other
	Any disciplinary action deemed appropriate for unacceptable actions not listed here


4 Compensation and Performance

4.1 Salary Policy

4.1.1 Computing Pay - Employees are paid a monthly salary which is directly deposited into their virtual account.

4.1.1.1 Mandatory Deductions from Paycheck - Mandatory payroll deductions are deducted from the paycheck automatically, according to federal and state income tax regulations.

4.1.1.2 Optional Deductions from Paycheck - Employees have the option of having their benefits deducted from their payroll.

4.1.2 Error in Pay - Should an employee suspect an error in pay was made on their paycheck; the employee should contact the Branch Banker immediately to correct the error.

4.1.3 Overtime Pay - Employees will be paid 1.5 times their hourly rate for each hour they work overtime.  This does not include make-up overtime work.

4.1.4 Pay Period and Hours - One pay period is four weeks of work.  Employees are expected to work a minimum of 28 hours per pay period.

4.1.5 Pay Records - When working overtime, employees are expected to honestly track the number of hours worked.  This record should be reported to the Branch Banker before the pay period ends.  If the Branch Banker suspects that an employee is not reporting time accurately, the Branch Banker will contact the Coordinator.

4.2 Performance and Compensation Reviews

4.2.1 Performance Reviews - Employees are evaluated a minimum of every three months on their performance.  An evaluation form will be filled out by their supervisor as well as themselves and will be filed in their personnel file.

4.2.2 Compensation Reviews - Every other performance review, or every six months, employee salary will be evaluated.  The executives within the company will evaluate each employee’s performance and determine whether a salary increase is appropriate, if the company’s budget allows for it.

4.2.3 Employee of the Month - The Human Resources Department will select an employee of the month each month.  Employees will receive a virtual bonus, a certificate, a posting on the company website, and a posting on the company wall.  All employees are eligible to be the Employee of the Month one time per year.  An Employee of the Month is selected from feedback from other employees and observation by the Human Resources Department.  The Vice President of Human Resources is responsible for the ultimate selection, but may delegate the task to another employee if deemed necessary.  The Human Resources Department will ask for nominations and will announce the Employee of the Month at a staff meeting when the newsletter is distributed to staff.

5 Work Schedule

5.1 Absences - Employees are expected to give advance notice of their absence by contacting their supervisor or the Coordinator.  If employees do not give advance notice, they are expected to phone-in or send an e-mail regarding their absence PRIOR to the beginning of the work period (in this case, prior to beginning of class).  After an absence, employees are expected to work overtime to make up for the time they were absent.  This can be done by coming to work early or working overtime outside of class, and reporting their make-up time to the Branch Banker.  Failure to make up missed work may result in a reduction in pay.

5.2 Attendance - Employees are allowed one paid sick day of leave per month.  Sick days not used will be carried over to the next month.

5.3 Breaks - Employees are expected to come to work prepared and take rest periods before or after work.  Rest periods are not given during the work day because of the short business hours.

5.4 Excessive Absenteeism - If an employee is absent more than ten days without working overtime to make up for their absences, they will be terminated from their position.

5.5 Record of Absence - The Human Resources Department is responsible for keeping a record of absence or tardiness.  Records will be submitted to the Coordinator weekly.

5.6 Tardiness - A maximum of one tardy per month will be permitted each year.  Employees can clear this tardiness by working overtime to make up for the time they missed.  After three late days, the employee will receive a citation on their record.

6 Benefits

6.1 Benefits Package - Tasteful Creations offers employees two benefits plans.  An employee has the option of an employer-paid medical plan with Kaiser or a cash waiver for payments for alternative medical coverage.  

6.2 Eligibility for Benefits - Employees working a minimum of 35 hours per week are eligible for benefits.  Employees should see the Human Resources Department for a benefits enrollment form.  Employees must also have completed their Introductory Period and must undergo a physical examination by a qualified physician in order to become eligible for coverage.

6.3 Paid Leaves of Absence - For each month an employee works, he/she gains one paid sick day.  In order to receive a paid sick day, employees must fill out an Absence Notification and submit to the Human Resources Department within 3 working days of the absence, indicating the reason for the absence.  The Human Resources Department will file one copy in the employee records, and another copy will be given to the Coordinator.  Failure to submit an Absence Notification within 3 working days may result in a deduction in pay for the hours missed.

6.4 Holidays - The following list outlines paid holidays.

6.4.1 September 4, 2006 – Labor Day

6.4.2 November 10, 2006 - Veteran’s Day

6.4.3 November 22-24, 2006 - Thanksgiving Break

6.4.4 December 25, 2006 – January 5, 2007 Winter Break

6.4.5 January 15, 2007 - Martin Luther King, Jr. Day

6.4.6 February 12, 2007 - Lincoln’s Birthday

6.4.7 February 19, 2007 - Washington’s Birthday

6.4.8 April 2-6, 2007 - Spring Break

6.4.9 May 28, 2007 - Memorial Day

6.5 Leave Policies

6.5.1 Vacations - The only paid vacations employees will receive are those outlined in Section 6.4 of the Employee Manual.  Any other days missed will be considered sick days.  (Refer to Section 6.3 Paid Leaves of Absence)

6.5.2 Accumulation Rights - Employees can accumulate one day per month of paid sick leave.  Sick days that go unused may be carried over into the following months.

6.6 Other Paid Leaves

6.6.1 Funeral Leave - Employees are allotted three paid days of bereavement leave in the event of the death of a family member.

6.6.2 Jury Duty/Election Day - Employees will receive paid leave for jury duty and Election Day.

6.7 Personal Leave - The only personal leave employees will receive is the dates outlined in Section 6.4 of the Employee Manual.  Employee absences for personal, or non-illness related, reasons will receive a deduction in pay for the hours missed.

6.8 Sick Leave - Employees will be given one paid sick day per month.  Unused sick days can be carried over into the following months.
7 Government Required Coverage

7.1 Worker’s Compensation - All employees are entitled to Workers Compensation benefits through Tasteful Creations.

7.2 Social Security - All employees are entitled to Social Security through Tasteful Creations.
8 Profit Sharing & Retirement

8.1 Profit Sharing Plan - Biyearly, during compensation reviews, all employees will be considered for a share of the company’s profit, depending on the financial status of the company.

8.2 Retirement Plan - Due to the current financial state of the company, employees will not be provided with a Retirement Plan.
9 Other Benefits

9.1 Annual Party - Employees are permitted to celebrate an anniversary according to the policy stated in Section 2.1 of the Employee Manual.

9.2 Employee Assistance - Employees have the opportunity to receive education and/or training relating to their job position by completing curriculum units and workflows on the Virtual Enterprise webpage.  Additional training will be provided for some employees in October.  For the Virtual Enterprise student training, some employees will be given leave to attend special training sessions offered by California Virtual Enterprise.  Employee selection for this training will be at the Coordinator’s discretion, based on the number of employees allowed at the training per company.  Any additional leave requested by an employee for the purpose of education and/or training may be granted at the discretion of the Coordinator.  An Absence Notification should be filled out and submitted PRIOR TO this type of leave.

10 Employee Safety

10.1 Office Equipment Safety Rules - When an accident occurs, employees should contact the Coordinator immediately for assistance if required.  All employees should follow common sense safety procedures while handling office equipment.

10.2 Security - All employees must abide by MTHS security policies by using a pass when out of the classroom during business hours.  All other MTHS and EGUSD district security policies must also be followed at all times.

10.3 Smoking - Employees are not permitted to smoke during business hours or on company property.

10.4 Substance Abuse - Employees are not permitted to have possession of any illegal substance according to their age on campus or at any events.  Alcoholic beverages are prohibited at all company and VE events and during work hours.

10.5 Uniforms - Employees are expected to dress in proper business attire every Thursday.  Employees may also wear the company uniform on these Business Dress Days.  Company uniforms must be worn during Trade Fairs, Grand Openings, Open Houses, and other Tasteful Creations events.

10.6 Safety Training - All employees must complete training on workplace safety including hazardous materials handling and heavy lifting procedures.
11 Other Company Policies

11.1 Bonuses - Bonuses may be given after a Compensation Review.  See section 4.2.2 for more information.  The amount of bonuses will be determined by the Executive staff based on overall company and employee performance.  

11.2 Borrowing Tools and Equipment - Employees are not permitted to borrow tools and equipment from the company for personal use.  Company tools and equipment may only be used for official company business and equipment will be issued only by the Coordinator.  Employees are responsible for proper care and handling of equipment while in their care.

11.3 Bulletin Boards - All employees are permitted to post information on the company bulletin board as long as it is not offensive and does not detract from the professional work environment.  Employees should not remove any items on the company bulletin board without approval from the Human Resources Department.

11.4 Clean Desk Policy - Employees are expected to keep their work stations clean and organized.  This policy also applies to the filing cabinet.  Employees found to repeatedly leave items in their work area will be receive an employee citation, which will be kept in their employee record and may affect their evaluation and/or compensation review.

11.5 Communications - Employees are only permitted to use their company e-mail and the office telephone for purposes relating to the company.  Email communications should be professional, positive, and directly related to company business.  Employees are not permitted to use non-company email during the work day.

11.6 Company Meetings - Staff Meetings are held every Monday.  Employees should contribute their ideas to the meeting and take notes on information presented.  Employees will be held accountable for information distributed in staff meetings.

11.7 Discounting - Due to the start-up status of Tasteful Creations, employee discounts will not be given at this time.  

11.8 Dress Code

11.8.1 Everyday Attendance - Employees are expected to abide by MTHS dress code policy for daily attendance.

11.8.2 Trade Fair - Employees should present themselves in a professional manner by wearing the company uniform.  Employees will be notified as to what uniform to wear on each day.  

11.9 Fire Drills - The fire drill procedure is posted on the wall next to the main entry to the office.  Employees should be prepared in the event of a fire drill or fire evacuation and should be trained on fire drill procedures and exit routes.  At Trade Fairs and other events, employees should familiarize themselves with all possible exit routes for the event sites.  Employees should also follow instructions of safety personnel at the event sites in the event of a fire or other disaster.

11.10 First Aid - A first aid kit is located in the office and all employees are permitted to use the kit if necessary.

11.11 Food in Office - Food and drinks are not allowed in the office.  Employees eating and/or drinking in the Tasteful Creations office will receive an employee citation.

11.12 Gifts - Should the company as a whole receive a gift, the gift should be divided equally among the employees.  Employees who individually receive a gift are not required to divide the gift among the employees.  Gift items should not be received that are more than $25.00 in value.  Gifts over $25.00 in value may also not be received as a condition of a sale.

11.13 Inspection of Packages - The consultant is responsible for delivering any packages to the employees.  Upon inspection by the Coordinator, packages will be distributed to the appropriate employee when necessary.

11.14 Off Premises Activities - Employees are expected to be responsible and professional inside and outside of work.  When working off premises for Tasteful Creations, employees must adhere to the VE Code of Conduct, the MTHS Student Handbook, the ROP Conditions of Enrollment, and all other EGUSD policies and procedures.

11.15 Office Equipment - Employees are permitted to operate the Fax machine and telephone after their VP trains and authorizes them to use the equipment.

11.16 Parking Lot - Employees must abide by MTHS parking policies and display a permit to park in the parking lot.  Parking permits will be issued through the Human Resources Department.

11.17 Payroll Advances - Payroll Advances are not permitted.

11.18 Personal Phone Calls - Employees are only permitted to use the phone for no more than five minutes each day for personal reasons.  Employees must obtain permission from the Coordinator in order to use the phone for personal reasons.

11.19 Promotion Policy - Employees will be considered for promotion during evaluations.  The standard hiring procedure will be followed for internal promotions.

11.20 Property and Equipment Care - Employees who damage company equipment will be billed for the replacement of the equipment.

11.21 Recycling - Tasteful Creations is committed to protecting our environment.  Employees are expected to recycle papers and plastics into the blue recycling bin in the back of the office.

11.22 Resignation - Employees should follow the resignation process by writing a letter to the Human Resources Department and giving two weeks notice before resigning from their position.  Employees must also complete an exit interview with the Coordinator, and their immediate supervisor, within the two week period prior to leaving the company.  

11.23 Visitors - The CEO is expected to greet visitors to the company by making them feel welcome and introducing them to other employees.  

11.24 Violation of Company Policies - When any employee violates any policy outlined in the employee manual, they will receive a citation on their record.  The employee’s supervisor is responsible for evaluating the violation with the employee and the Vice President of Human Resources to determine a reasonable disciplinary action.  After three violations, the employee will be evaluated by the Human Resources Department, as well as the Vice President that the employee reports to.  Other employees and/or managers may be included at the Coordinator’s discretion.
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