
 
www.marcusefford.com 

1- 833- 8VEGAN0 (883 - 4260) 
 
 

 
The Global Vegan LLC:  

2020  
Employee Handbook 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Homemade * Savory * Comfort * Organic * Local Farms * Clean Eating * All-Natural * NON-GMO * eco-friendly  
Food Distributors: Ace Natural, Baldor Specialty Foods, Jamac Frozen Foods, Cream-O-Land, ecoQuality.INC, Amazon  

city of Rahway, New Jersey 07065 * 1- (833) 8VEGAN0 (883-4260) * www.marcusefford.com 
Created by Chef Marcus  

http://www.marcusefford.com/
http://www.marcusefford.com/


 

TABLE OF CONTENTS 
 
 
Section 1.  Introduction  
 
Section 2.  Company Values and Mission Statement:  
 
                2.1 Customer Service 
                2.2 Deal With Complaints 
                2.3 Offer Solutions 
                2.4 Watch Those Promises 
  
 
Section 3. Company Operations: 
 
                3.1 Equal Opportunity Statement  
                3.2 Employment – Classification 
                3.3 Confidentiality  
                3.4 Personal Information  
                3.5 Attendance and Punctuality 
                3.6 Dress Code  
 
Section 4. Payroll:  
 
                4.1 Work Hours and Overtime Pay 
                4.2 SquareTeam Time Clock 
                4.3 Safety and Accident Rules 
 
Section 5. Rules of Conduct: 
 
                5.1 Use of Company Computers, E-mail, and Internet  
                5.2 Performance & Salary Reviews; Provisional Period  
 
Section 6. Employment Benefits: 
  
                6.1 Vacation, Sick, Personal 
                6.2 Additional Benefits  
 
Section 7.  Management Team 
 
Section 8.  Acknowledgement Form 
 
 

 
 

 



 
www.marcusefford.com 

1- 833- 8VEGAN0 (883 - 4260) 
 
Section 1.  Introduction 
 
Dear Employee,  
 
Welcome to The Global Vegan LLC. We are excited to have you as a part of our company. The 
Global Vegan LLC is committed to quality work and superior customer service in all aspects of 
our business.We value our employees and encourage them to make productive 
suggestions. We want you to succeed at your job. 
 
This Employee Manual, inclusive of an Acknowledgement Form, sets forth the general 
administrative policies, goals, and benefits of The Global Vegan LLC.  The contents of this 
manual are confidential and are not to be distributed to or shown to anyone else inside or 
outside of the company.  This manual remains the property of The Global Vegan LLC and must 
be returned upon request. 
 
You should use this manual as a reference as you pursue your career with us. Each of the 
policies is dated and is current as of that date, but may be unilaterally amended by The Global 
Vegan LLC at any time, with or without notice, and we shall also reserve the right to deviate 
from the policies herein at our sole discretion.  When there is a change in a policy we will update 
this manual as soon as possible. Feel free to discuss with us any questions you may have about 
this manual or about your employment with us. 
 
To your success at The Global Vegan LLC! 
 
 
Sincerely,  
 
 
 
Chef Marcus R. Efford-Singleton 
Owner 
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Section 2:  Company Values and Mission Statement  
 
Teamwork is the key to our growth and success at The Global Vegan LLC. When each area of 
The Global Vegan LLC team works together to support one another, our goals are achieved 
quickly and easily. Without the cooperation of a team, the work environment becomes 
disorganized and chaotic, leading to poor morale, low sales volume, and dissatisfied guests. It's 
a proven fact: the most successful companies thrive because their people aren't afraid to pitch 
in and be a part of the team. 
 
At The Global Vegan LLC, we view teamwork the same way a coach or choreographer views a 
football or dance team -- as a single well-trained machine working together toward one specific 
goal. In any team effort, each team member contributes his or her best efforts to reach a goal. It 
works the same way in our business. Front-of-the-house team members work together to 
service our guests promptly and accurately. Behind the scenes, the timeliness and efficiency of 
our kitchen staff permits the chefs to process orders quickly for the front of the house. And just 
like any team activity, the individual effort and performance of each team member reflects on 
the success of the entire team.  
 
Our primary mission at The Global Vegan LLC is to maintain quality standards and delight our 
clients. Like the rest of your teammates, you build respect and cooperation by helping others. It 
is your responsibility to offer your co-workers a hand when they need it. An attitude of "it's 
not-my-job" is guaranteed to break the team's spirit and lower morale. Having a true concern for 
each and every guest and team member will ensure everyone wins. 
 
2.1 Customer Service 
 
Good customer service is the lifeblood of any business. You can offer promotions and slash 
prices to bring in as many new customers as you want, but unless you can get some of those 
customers to come back, your business won't be profitable for long. Good customer service is 
all about bringing customers back and about sending them away happy--happy enough to pass 
along positive feedback about your business to others.  These people may then try the product 
or service you offer, and, in turn, become repeat customers.If you're a good salesperson, you 
can sell anything to anyone. But it will be your approach to customer service that determines 
whether or not you’ll ever be able to sell that person anything else. The essence of good 
customer service is developing a rapport and forming a relationship with the customer – a 
relationship that the individual customer feels he or she would like to pursue.How do you go 
about forming such a relationship? By remembering the one true secret of good customer 
service and acting accordingly: "You will be judged by what you do, not what you say."  Actions 
speak louder than words! 
 
2.2 Dealing With Complaints 
 
No one likes hearing complaints, and many of us have developed a reflexive shrug of dismissal 
saying, "You can't please all the people all the time". Maybe not, but if you give the complaint 
your attention, you may be able to please this one person this one time - and position your 
business to reap the benefits of good customer service. Customer complaints are like medicine. 
Nobody likes them, but they make us better. Actually, customer complaints are probably more  
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like preventative medicine because they provide advanced warning about problems. 
 
2.3 Offer Solutions 
 
Have solutions ready for customers when there are problems. Do not expect them to tell you 
what to do. Offer them solutions and ask for their thoughts. This shows the customer that you 
have thought about the problem, have it under control, and also appreciate their feedback if they 
would like to give it. 
 
2.4 Watch Those Promises 
 
Do not promise what you cannot deliver. It is always better to “under promise and over deliver.” 
It is critical to always be truthful with customers. Set realistic timelines and budgets and add a 
little extra padding so you can absolutely deliver what you promised and then some. This will 
pay off in spades. Customers will be more likely to refer to you and more likely to use you in the 
future. 
 
Section 3:  Company Operations 
 
3.1 Equal Opportunity Statement  
 
Company is an equal employment opportunity employer and does not discriminate against 
employees or job applicants on the basis of race, religion, color, sex, age, national origin, 
mental or physical disability, veteran or family status, or any other status or condition protected 
by applicable federal, state, or local laws, except where a bona fide occupational qualification 
applies. 
  
This policy extends to all aspects of the employment relationship, including, but not limited to, 
recruiting, interviewing, job assignments, training, compensation, benefits, discipline, use of 
facilities, participation in company-sponsored activities, termination, and all other terms, 
conditions, and privileges of employment. 
 
3.2 Employment – Classification  
 
As an employee of The Global Vegan LLC, you are an “employee at will”.  This means that 
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either you or The Global Vegan LLC may choose to terminate the employment relationship at 
any time, with or without cause, and with or without advance notice. 
  
Any information outlined in this manual or in any other The Global Vegan LLC document does 
not modify the employment at-will policy and should not be interpreted to mean that termination 
will occur only for “just cause”.  These documents do not create an express or implied contract 
of employment for a definite and specific period of time between you and The Global Vegan 
LLC, or otherwise create an express or implied legally enforceable contractual obligations on 
the part of The Global Vegan LLC concerning any terms, conditions, or privileges of 
employment.  Any documents or statements, written or oral, prior, current, or future, that conflict 
with the employment at will policy are void. 
 
Regular Full-Time is an employee who has no termination date and who is regularly scheduled 
to work (forty) 40 or more hours per week.  Regular full-time employees may be either 
non-exempt (hourly) or exempt (salaried) employees. 
 
Regular Part-Time is an employee whose position has no termination date and who is 
scheduled to work (ten) 10 or more hours, but less than (forty) 40 hours per week. 
  
Temporary Employee is an employee who is hired for a certain length of time and who is paid 
only for their hours worked.  A temporary employee will not receive any benefits or holiday or 
vacation pay. 
 
Provisional Employee is an employee who has not yet completed the ninety (90) day 
provisional period after first being hired. 
 
3.3 Confidentiality 
 
As a result of your employment at The Global Vegan LLC, you will acquire and have access to 
confidential information belonging to The Global Vegan LLC of special and unique value.  This 
includes such matters as The Global Vegan LLC personnel information, suppliers, procedures, 
cost of merchandise, sales data, price lists, financial information, records, business plans, 
prospect names, business opportunities, confidential reports, client lists and contracts, as well 
as any other information specific to The Global Vegan LLC. 
 
As a condition of employment, you must and hereby do agree that all such information is the 
exclusive property of the The Global Vegan LLC, and you will not at any time disclose to 
anyone, except in the responsible exercise of your job, any such information whether or not it 
has been designated specifically as “confidential”. Signing a separate confidentiality agreement 
further clarifying this policy at The Global Vegan LLC requests is also a condition of your 
continued employment with The Global Vegan LLC.  
  
If you are ever unsure of your obligations under this policy it is your responsibility to consult with 
your supervisor for clarification. 
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3.4 Personal Information 
 
It is important that the personnel records of The Global Vegan LLC are accurate at all times.  In 
order to avoid problems with your benefit eligibility, tax liability, or our ability to communicate 
with you regarding shift changes and the like, The Global Vegan LLC requires that you will 
promptly notify your supervisor or human resources representative of any change in your name, 
home address, telephone number, number of dependents, or any other information pertinent to 
your employment with The Global Vegan LLC. 
 
3.5 Attendance and Punctuality 
 
The Global Vegan LLC believes that a good record of attendance and punctuality is an essential 
component of good work performance.  You are expected to arrive at work before you are 
scheduled to start your shift and be at your workstation by your scheduled start time.  If, for any 
reason, you are unable to report for work on time, or unable to remain at work until the end of 
your shift, you must notify your supervisor directly 2 hours  before your regular starting time. 
 
All time off must be requested in advance 1 week  and should be submitted in writing as 
outlined in the appropriate categories, except for sick leave. Excessive absences may result in 
disciplinary action, up to and including termination.  
 
3.6 Dress Code   
 
As an employee of The Global Vegan LLC you must maintain a clean, safe, and 
professional appearance.  Your attire should be consistent with the type of work you are 
performing as well as being appropriate for the position you hold and the image The Global 
Vegan LLC seeks to project. Clothing must be neat and clean. Good personal grooming and 
hygiene are also essential and should contribute to a professional appearance.  You may be 
required to wear and pay for your own uniform and/or safety shoes/equipment. The Global 
Vegan LLC uniform or clothes wear should be an Earth Green, Brown, or Gold color like our 
logo. We will give you such a uniform after 30 days of employment. We will purchase 3 
complete uniform sets and other 2 days the employee responsible to purchase and from 
the same location the employer got it from. If you decide to resign or are terminated, 
please return back to us cleaned uniforms within 14 days. 
 
Management, sales personnel, and those employees who come in contact with the public, are 
expected to dress in accepted business tradition clothing (be specific for guys and girls).  If 
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you have further questions about your expected attire, please discuss these questions with your 
immediate supervisor. 
 
Section 4:  Payroll 
 
4.1 Work Hours and Overtime Pay  
 
The normal workday is eight (8) hours, and forty (40) hours represents a normal work week, 
commencing 12:01 AM Monday and ending at midnight on the following Sunday.  While you are 
generally expected to work the number of hours stated above, The Global Vegan LLC does 
not guarantee that you will actually work that many hours in any given day or week. 
 
For hourly employees, overtime work is only performed when approved in advance by the 
Owner/HR.  You are expected to work necessary overtime when requested to do so, and you 
will receive time and one-half regular pay for time worked exceeding forty (40) hours in any 
given work week.  
 
When computing total hours worked in a work week for purposes of calculating overtime pay, 
only hours actually worked are counted.  Time off from work, such as holidays or jury duty, is not 
counted as hours worked even if you are paid for such time off. 
 
Schedules will be shared on The Global Vegan Cafe LLC GoogleDocs.  
 
4.2 Time Clock and Time Cards 
 
Where applicable, you must punch in at the start of your work shift and punch out at the end of 
your shift.  You are not allowed to punch the time clock of another employee. Should your time 
card be incorrectly punched, the owner will note the correct start and/or end time, and initial the 
corrections. The Owner/HR must approve all time cards that have any adjustments.  Failure to 
clock in and out may result in loss of pay for unverifiable work, and -- for repeated failure to use 
the time clock -- in disciplinary action, up to and including termination. 
  
Vacation days, sick days, personal days, holidays, and absences such as jury duty, funeral 
leave, or military training, should be specifically noted on the time cards for days on which they 
occur.  Paid vacation and holidays should be counted and used as full workdays.  
 
SquareTeam clock must be completed accurately. Falsifying a time card can lead to 
disciplinary action, up to and including termination.  Furthermore, the falsification of a time 
card is a fraudulent act for which an employee may be prosecuted.  
 
If working from home, please punch in the SquareTeam app from your mobile.  
 
 
 
4.3 Safety and Accident Rules   
 
Safety is a priority at The Global Vegan LLC.  The Global Vegan LLC strives to provide a clean, 
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hazard-free, and safe environment in accordance with the Occupational Safety and Health Act 
of 1970.  
 
As an employee, you are expected to take part in maintaining this environment.  You should 
observe all posted safety rules; adhere to all safety instructions provided by your supervisor, 
and use safety equipment when required.  It is your responsibility to learn the location of all 
safety and emergency equipment, as well as the safety and/or emergency phone numbers. 
 
You may be required to purchase and maintain some of your own safety shoes/equipment.  Any 
problems with The Global Vegan LLC with regards to safety equipment should be reported to 
your immediate supervisor.  If it is not safe to work for any reason, report the problem to your 
supervisor immediately. 
 
All work related accidents are covered by Worker’s Compensation Insurance pursuant to the 
laws of the state(s) in which we operate. 
 
Section 5: Rules of Conduct 
 
5.1 Use of Company Computers, E-mail, and Internet  
 
Employee use of company computers, printers, peripherals, and electronic equipment is for 
job-related or approved activities only.  Inappropriate use of company computers, which may be 
defined from time to time at the discretion of The Global Vegan Cafe LLC, may subject you to 
discipline, up to and including termination.   
 
Inappropriate use includes, but is not limited to the following: 
 
A)  Use of company computers to send or receive messages, pictures, or computer files which 
are illegal, pornographic, sexist, racist, harassing, or discriminatory.  If you receive such 
material, you should notify your supervisor immediately. 
B)  Loading software that is not approved in advance by management. 
C)  Making illegal copies of licensed software. 
D)  Using software that would provide unauthorized access to the company’s computers or 
would disrupt our equipment in any way. 
E)  Using the company computers, printers, or email for personal and/or non-company related 
use, unless authorized by your immediate supervisor. 

Homemade * Savory * Comfort * Organic * Local Farms * Clean Eating * All-Natural * NON-GMO * eco-friendly  
Food Distributors: Ace Natural, Baldor Specialty Foods, Jamac Frozen Foods, Cream-O-Land, ecoQuality.INC, Amazon  

city of Rahway, New Jersey 07065 * 1- (833) 8VEGAN0 (883-4260) * www.marcusefford.com 
Created by Chef Marcus  

http://www.marcusefford.com/
http://www.marcusefford.com/


 

 
Any message or file created, or emailed using any The Global Vegan Cafe LLC computer is the 
property of The Global Vegan Cafe LLC. You should have no expectation of privacy or 
confidentiality in any message or file that is created, stored, or sent using the computers or 
other communication equipment belonging to The Global Vegan Cafe LLC, and The Global 
Vegan Cafe LLC reserves the unilateral right to review, monitor, access, audit, intercept, copy, 
print, read, disclose, modify, retrieve, and delete any work you do on a The Global Vegan Cafe 
LLC computer, including email. 
 
If provided, your The Global Vegan Cafe LLC email account is strictly for business 
communication only and is not for personal use.  Except as authorized by your supervisor in the 
course of your work duties, you are not authorized to access the computer(s), email account(s), 
or files of any other company employee. 
 
If provided, Internet access is likewise strictly for business purposes only and is not for personal 
use. The Global Vegan Cafe LLC reserves the unilateral right to review, monitor, access, audit, 
intercept, and disclose an employee’s use of the Internet at any time, with or without notice, and 
with or without an employee’s permission.  You should have no expectation of privacy or 
confidentiality with respect to any use of the Internet at work. 
 
5.2 Performance & Salary Reviews; Provisional Period 
 
Each new or promoted employee will be given an oral or written job description that details the 
requirements and expectations of the new position.  Performance reviews will normally be 
conducted every six (6) months from the date you were hired with the exception of the three (3) 
month review at the end of your provisional period. 
 
Employee reviews are based on job description and work performance.  Wage increases will be 
based upon reviewing these results as well as the following:  Dependability, cooperation, 
attitude, and any disciplinary actions that have been taken.  The owner will review and discuss 
with you your hourly wage or salary and your job position and expectations during your review. 
 
During the ninety (90) day provisional period upon first being hired by The Global Vegan LLC, 
you understand that you will not be considered a regular employee until you have satisfactorily 
completed this required provisional period of employment, as determined by The Global Vegan 
LLC management.  The purpose of the provisional period of employment is to determine your 
job satisfaction and to allow The Global Vegan LLC to evaluate your job performance.  In the 
event that your job performance is evaluated as being unsatisfactory, the provisional employee 
may be terminated without prejudice at any time for any reason during the provisional period. 
 
 
 
 
During said provisional period, you may or may not be eligible for some of the benefits offered 
by The Global Vegan LLC to regular employees. 
 
It is mandated that all employees have direct deposit. We are NOT giving out live checks 
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to any employees. Paychecks will be directly deposited into your account on Thursday 
by midnight. In the event that a regularly scheduled payday falls on a weekend or holiday, you 
will receive your pay on the next business day.   
  
If there is an error in your paycheck, notify the owner or human resources representative 
immediately.  Every effort will be made to remedy the discrepancy as quickly as possible.   
 
The Global Vegan LLC will deduct Federal Social Security and Income Tax and all other legally 
required deductions from your payroll check each pay period.  Group Health Insurance 
premiums (if applicable) will also be deducted from your payroll check each pay period. 
 
Section 6: Employment Benefits 
 
6.1 Vacation 
 
Company full-time regular employees are entitled to the following paid vacation schedule per 
year based on length of employment: 
 
Vacation Pay 
Salary Employees: 320 hours 
Hourly Employees: 40 hours 
 
Sick Pay 
The State of New Jersey grants each employee 40 hours a year for sick leave. More information 
will be handed out on orientations. 
Salary Employees: 40 hours employer and plus 40 hours you earn: 80 hours total 
Hourly Employees: NJ sick leave 40 hours 
 
Personal Pay 
Salary Employees Only: 8 hours  
 
Your requested vacation time must fill out PTO form to your supervisor at least four (4) weeks 
prior to the anticipated vacation date.  Vacation time must be taken in full days only.  Every 
effort will be made by The Global Vegan Cafe LLC to accommodate vacation requests; 
however, business circumstances may not permit all requests to be honored. 
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6.2 Additional Benefits 

SimplyInsured Support: Alice: Guideline  

Phone: (888)584-7457 This is Alice, Inc. Phone: (888)344-5188 

Email: support@simplyinsured.com Phone: (347) 308-6036 Email: support@guideline.com  

(Available 24-7) Email: hello@thisisalice.com 
 
➔ 401 (K) Retirement Savings Plan with Guideline, Inc.: Guideline Contact 
➔ Medical with Oscar Insurance: SimplyInsured Contact 
➔ Dental & Vision with United Healthcare: SimplyInsured Contact 
➔ Pre-Tax Benefits with Alice: Alice Contact  
➔ Life Insurance coming Spring 2020 

 
Ordering & Breaks 
1. If you order any meals or retail items you receive a discount of 10%. 
15 minutes and 30 minutes paid break. 
 
Employee of the Month 
1. Award -- $50.00 check 
 
Employee of the Year 
1. Award -- $1,000 check 
 
Section 7:  Management Team 

 
Management Team Contact Information  

1-833- 8VEGAN0 (883-4260) 
 

➔ Founder & Owner 
Chef Marcus R. Efford-Singleton 
1- (833) 883 - 4260 ext. 1 
chefmarcus@marcusefford.com 
 

➔ Executive Assistant 
1- (833) 883 - 4260 ext. 0 
info@marcusefford.com 

➔ Human Resources 
Department 

1- (833) 883 - 4260 ext. 3 
HR@marcusefford.com 

 

➔ Nutrition 
             Department 
Sabre Bee 
1- (833) 883 - 4260 ext. 2 
sabre.b@marcusefford.com 

➔ Nutrition 
             Department  

Registered Dietitian  
1- (833) 883 - 4260 ext. 5 

➔ General Manager  
The Global Vegan Cafe LLC 
Stefanie Shapiro (summer 2020) 
1- (833) 883 - 4360 ext. 4 
stefanie.s@marcusefford.com  

 
 
 
Section 8:  Acknowledgement Form 
 
This Employee Manual has been prepared for your understanding of the policies, practices, and 
benefits of The Global Vegan LLC; it is important to read this entire manual.  We reserve the 
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right to make changes at any time without notice and to interpret these policies and procedures 
at the discretion of The Global Vegan LLC.  This Employee Manual supersedes all prior 
manuals and previously issued policies. 
 
After you finish reading this Employee Manual, please sign, date, and return this 
Acknowledgement Form within seven (7) days of your receiving this Employee Manual. 
 
You agree to keep this manual in your possession during your employment and to update it 
whenever new information is provided to you.  You acknowledge that this manual remains the 
property of The Global Vegan LLC and must be returned immediately upon request, or upon the 
termination of your employment. 
 
By signing below, you acknowledge that you have read and understood the policies outlined in 
this Employee Manual.  You agree to comply with the policies contained in this manual and to 
read and understand any revisions to it and be bound by them.  You understand this manual is 
intended only as a general reference and is not intended to cover every situation that may arise 
during your employment.  This manual is not a full statement of company policy.  Any questions 
regarding this Manual can be discussed with your supervisor or human resources 
representative. 
  
You acknowledge that this manual is not intended to create, nor shall be construed as creating, 
any express or implied contract of employment for a definite or specific period of time between 
you and The Global Vegan LLC or to otherwise create express or implied legally enforceable 
contractual obligations on the part of The Global Vegan LLC concerning any terms, conditions, 
or privileges of employment. 
 
     ________________________________             _________________________________ 
     Employee name  (print legibly)                         Employee Signature 

 
  ________________________________            __________________________________ 

     Employee Badge or ID Number                        Date 
 

  TO BE FILED IN EMPLOYEE’S PERSONNEL RECORDS 

Homemade * Savory * Comfort * Organic * Local Farms * Clean Eating * All-Natural * NON-GMO * eco-friendly  
Food Distributors: Ace Natural, Baldor Specialty Foods, Jamac Frozen Foods, Cream-O-Land, ecoQuality.INC, Amazon  

city of Rahway, New Jersey 07065 * 1- (833) 8VEGAN0 (883-4260) * www.marcusefford.com 
Created by Chef Marcus  

http://www.marcusefford.com/
http://www.marcusefford.com/

