
Employee Policies & Procedures 

MANAGEMENT 
David Ansel, Owner 
Meg Fortier, Director of Operations 
Jesus Sosa, Executive Chef 
Derek Strahan, Operations & Logistics Manager  
Kara Haeussler, Events and Outreach Coordinator 
Sterling Hornbuckle, Logistics Manager  
Mallory Obertubbesing, Manager Lamar Store 
Camael Noah, Manager Mary Store 
Karla Portillo, Manager 183 Store 
Natasha Day, Manager Airport Store 
Zachary Christopherson, Manager Castle Hill Store 

EQUAL OPPORTUNITY EMPLOYER 
It is our policy to treat all applicants for employment and all employees equally, and on the basis of job 
related qualifications only, without regard to race, religion, color, gender, sexual orientation, age, 
handicap, national origin or any other classification prohibited under local, state or Federal law.  
Discrimination is strictly forbidden of all employees as well. 
HARASSMENT & SEXUAL HARASSMENT 
We expect that all employees will treat each other with fairness and respect.  Harassment of the basis of 
race, religion, gender, sexual orientation, age, handicap or national origin will not be tolerated and is 
strictly prohibited. Sexual harassment includes unwelcome or unsolicited verbal or physical conduct of 
a sexual nature by anyone that is made a term or condition of employment, is used as the basis of 
employment or advancement decisions, interferes with an individual’s work performance, or creates an 
intimidating, hostile or offensive working environment. Anyone who violates these policies will be 
subject to immediate disciplinary action, up to and including termination.  An employee that believes 
that he or she has been subjected to any such harassment should report the matter immediately to a 
manager. 
ABSENTEEISM/LATENESS  
Always keep in mind that when you are absent or late, it creates a tremendous hardship on management 
and your co-workers. Unacceptable tardiness or absenteeism will not be tolerated. If an unforeseen 
circumstance causes you to be late for work, you must personally call the store and notify the staff as 
soon as possible. If you fail to arrive for your shift and also neglect to call, this is considered a “no 
call/no show” and is grounds for immediate termination. 
COVERING A SHIFT/SWITCHING SHIFTS/CALLING IN 
All scheduling activity happens within HotSchedules. In the event that you do need a shift covered 
after the schedule has been posted, you must find another staff member to cover it and get the coverage 
approved by a manager via text or verbal confirmation. Due to the nature of our small staff, “calling 
out” the day of your shift puts the crew in a very tough position. Please know you will be asked for a 
doctor’s note for same day call-outs. 
PARKING 



We request that you always park on the nearest street to the location and never in the parking lot. 
Parking is absolutely crucial for business and you will be asked to move your car if it is in the lot. 
DRESS CODE 
Our dress code is pretty simple: make the Health Dept happy & don’t offend anyone. Closed-toe shoes 
are a must and refrain from wearing: tank tops, tiny shorts, belly shirts, graphic shirts with strong 
language. Long hair must be pulled back/up and beards must be nicely trimmed.    
BREAKS/SMOKING 
Since we have a two person shift, we do not have built in breaks for you to be freed of work 
responsibilities for any given time. However, there are various points during the day that do allow for 
you to grab a quick snack, step outside to make a phone call, etc. If you must, you are permitted one 
smoke break during a shift. This should take no longer than 10 minutes and no one should be able to 
smell what just happened.  
OFF-THE-CLOCK 
Employees are welcome to be patrons of the Soup Peddler. That being said, our staff are NOT regular 
customers. You have a special relationship with the store that requires you to behave differently than 
our regular guests. Even when you are off of the clock, whenever you are at the Soup Peddler, it is your 
responsibility to always consider how your decisions are impacting your co-workers and customers.  
All off-the-clock employees are welcome to make their own beverages as long as this does not interfere 
with any tickets (for example, if there is a juice that has not been made yet, you must take care of the 
ticket prior to making a personal beverage).  Off-the-clock employees are to pay for up to 2 drinks 
under the Employee Discount (50%). Failure to do so will result in disciplinary action.  

Benefits  
DISCOUNT POLICY 
Each scheduled shift you are compensated an 18oz juice or smoothie OR a 16oz soup. Please bring 
your own cup from home to keep at the store for personal use. The rest of products made by Soup 
Peddler are 50% off, all the time.  This is a very generous policy compared to most establishments; any 
exploitation of the discount policy will result in automatic write up and/or potential termination. Family 
discounts are completely circumstantial and should be approved by a manager.  

HEALTH INSURANCE 
On the month beginning after the 60th day after your full-time (>32hrs/wk) start date, you are eligible to 
join our health insurance group. There is a PPO and an HMO option. The Soup Peddler pays 75% of 
your HMO premiums, and a fixed amount for the PPO option. Please fill out all health insurance 
paperwork at your time of hire. 

MATERNITY LEAVE 
The Soup Peddler provides three weeks paid maternity leave for both mothers and fathers. Just submit 
your baby for approval. 

FAMILY MEDICAL LEAVE 
The Soup Peddler provides three weeks paid family medical leave if you need to care for a sick 
relative. 



VACATION / PERSONAL TIME OFF 
On the first and second anniversary date of your full-time start date, you will be credited with 5 
personal time off days, to be used for any purpose you need (vacation, mental health, bereavement, 
NOT FOR calling in “slick”). If we are so lucky to have you on board for 3+ years, on subsequent 
anniversary days, you will be credited with 10 personal time off days. These days roll over from year to 
year. Vacation days need requested in the same fashion as any other requested days off (follow the 
standing policy regarding time-off. Your manager will need to clock into your store’s POS as 
“vacation.” These days can be converted to cash if you so desire whenever you’d like.  

PAY PERIOD, PAYCHECKS & TIPS 
Paychecks are distributed bi-weekly. Direct Deposit will sometimes take 1-2 business days to clear 
your account, but rest assured it will be every two weeks from that date henceforth. Daily tips are 
shared with the other individual on your shift and divvied up at the end of the shift after the drawer has 
been accounted for. In the event that the cash brought in from the shift does not cover the total credit 
card tips, a portion of those credit card tips may appear on your paycheck. Online order tips are 
collected for each pay period and divvied up among the staff according to how many hours you 
worked.  
 

The Legalities 

DISCIPLINARY ACTION 
Both general and specific rules of conduct are well outlined below. In the event an infraction occurs, 
the following steps will be taken: 
1ST INFRACTION: Verbal Warning  
2ND INFRACTION: Official Written Warning 
3RD INFRACTION: Suspension/Possible Termination 

STANDARDS OF CONDUCT & CORRECTIVE ACTION 
The following actions are prohibited: 

1. Theft, attempted theft, removal or unauthorized possession of any property belonging to a guest, 
the restaurant or a co-worker. 

2. Offensive or disruptive behavior, including fighting with or threatening employees or guests, 
interfering with others in the performance of their duties or acting in an indecent or immoral 
manner on restaurant property. 

3. Violation of the harassment policy and/or failure to report any such incident. 
4. Using abusive language or profanity towards a guest, manager or co-worker. 
5. Discourtesy or inappropriate conduct with co-workers or guests. 
6. Possessing, consuming, distributing or being under the influence of drugs or alcohol or any 

controlled substance while on company property. 



7. Possession of any weapons, firearms, explosives or any other dangerous device while on 
property. 

8. Horseplay or actions that endanger others or disrupt work. 
9. Falsifying application, personnel record or any other documentation about you or any other 

employee. 
10. Failing to adhere to posted schedules, i.e. excessive tardiness and/or failure to show for shifts. 
11. Engaging in acts of dishonesty, fraud, conversion or sabotage. 
12. Insubordination or refusing to comply with instructions or failing to perform reasonable duties 

that are assigned to you by any manager. 
13. Using shop material, time, equipment or property without authorization. 
14. Damaging or destroying restaurant property due to careless or willful acts. 
15. Negligence in observing fire prevention, sanitation, safety or health codes and laws. 
16. Arguing with a guest or questioning a guest’s tip or gratuity. 
17. False accusation, malicious gossip or any other activities, which distract employees in the 

performance of their work. 
18. Sleeping, loafing or loitering on the job or leaving assigned work without authorization. 
19. Misappropriation of funds  
20. Criminal acts.   
21. Breach of security. 
22. Failure to show proper documentation for an unauthorized absence from work. 
23. Taking an unauthorized break without informing a manager of your whereabouts. 
24. Falsely stating or making claims of injury. 

EMPLOYEE ISSUES 
Use effective, honest, and constructive communication to handle the small differences that may arise 
with your coworkers. When working in a small space other people, it is important to leave your own 
personal drama at the door because whether you are cognizant of it or not, your energy can be felt not 
only by your coworkers but also by the customers.  
Remember: “Energy flows where attention goes.” This includes negative energy.  

FIRE EXTINGUISHERS  
Fire extinguishers are located at various locations in the store. It is your responsibility to know where 
they are. 

REVIEW PROCESS 
Your first month of employment with us is a trial period. We want to make sure you’re a good fit for us 
and vice versa. At the end of the month, you will sit down with your manager and have an open 
conversation regarding your position with The Soup Peddler. Full-time employees have a standard 
review at 6 months of employment.   

---------------------------------------------------------------------------------------------------------------------------- 



PLEASE SIGN & DETACH THIS PAGE AND TURN INTO MANAGER 

By signing this, you are declaring that you fully understand all the rules and guidelines that have been 
set forth in the handbook that was issued to you upon employment here. You acknowledge that failure 
to comply with these rules and guidelines may result in disciplinary action, up to and including 
termination. 
 

Printed Name:____________________________________________________ 

Signature:________________________________________________________ 

Date:__________________ 
 


