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WELCOME  

  

At Gabbart Enterprises, LLC, our vision is to be relentless in our pursuit to create and innovate the best educational 

technology tools to improve parental communications and impact student success while delivering exemplary 

customer service, training, and support to insure the best customer experience in the nation.  Upholding this vision 

and placing values of personal service, honesty, and integrity puts our stamp of approval on the EdTech tools we 

create, as we strive to provide an experience for our customers that will exceed their expectations.  

  

Whether you have just joined our staff or have been at Gabbart Enterprises, LLC for a while, we are confident that 

you will find our company a dynamic and rewarding place to work, and we look forward to a productive and 

successful association. We consider the employees of Gabbart Enterprises, LLC to be one of its most valuable 

resources. This handbook has been written to serve as the guide for the employer/employee relationship.  

  

There are several things to keep in mind about this handbook. First, it contains only general information and 

guidelines. It is not intended to be comprehensive or to address all the possible applications of, or exceptions to, 

the general policies and procedures described. For that reason, if you have any questions concerning eligibility for 

a particular benefit or the applicability of a policy or practice to you, you should address your specific questions to 

the Human Resource department at Exodus HR, (580) 931-3865. Neither this handbook nor any other company 

document confers any contractual right, either express or implied, to remain in the company's employ. Nor does it 

guarantee any fixed terms and conditions of your employment. Your employment is not for any specific time and 

may be terminated at will with or without cause and without prior notice by Gabbart Enterprises, LLC, or you may 

resign for any reason at any time. No supervisor or other representative of Gabbart Enterprises, LLC (except the 

president) has the authority to enter into any agreement for employment for any specified period of time or to 

make any agreement contrary to the above.   

  

The procedures, practices, policies and benefits described here may be modified or discontinued from time to 

time. We will try to inform you of any changes as they occur.  

  

This handbook and the information in it should be treated as confidential. No portion of this handbook should be 

disclosed to others, except Gabbart Enterprises, LLC employees and others affiliated with Gabbart Enterprises, LLC 

whose knowledge of the information is required in the normal course of business.  

  

Some subjects described in this handbook are covered in detail in official policy documents. Refer to these 

documents for specific information because the handbook only briefly summarizes those guidelines and benefits. 

Please note that the terms of the written insurance policies are controlling and override any statements made in 

this or other documents.  

  

  

Sincerely,   

 

 
Teddy Gabbart  
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SECTION 100‐EMPLOYMENT  
  

101 EQUAL EMPLOYMENT OPPORTUNITY  

  

Gabbart Enterprises, LLC is an equal opportunity employer.  It is the policy of Gabbart Enterprises, LLC to extend 

equal treatment to all current and potential employees without regard to race, color, religion, sex, national origin, 

age, disability, genetic information, military status, or any other characteristic protected by law (which in some 

states includes marital status, gender identity, and sexual orientation).  Equal employment extends to all aspects of 

employment, including recruitment, hiring, transfers, training, compensation, promotions, layoff and recall 

practices, discipline, termination, and access to benefits.  

  

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.  It is the responsibility of every employee, and particularly every 

supervisory employee, to report evidence of discrimination so the matter can be investigated and appropriate 

action taken.  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, even for a first offense.  

  

102 AMERICANS WITH DISABILITIES ACT (ADA) & AMENDMENTS ACT (ADAAA)  

  

The Americans with Disabilities Act (ADA) and the Americans with Disabilities Amendments Act, known as the 

ADAAA, are federal laws that prohibit employers with 15 or more employees from discriminating against applicants 

and individuals with disabilities and that when needed provide reasonable accommodations to applicants and 

employees who are qualified for a job, with or without reasonable accommodations, so that they may perform the 

essential job duties of the position.   

  

It is the policy of Gabbart Enterprises, LLC to comply with all federal and state laws concerning the employment of 

persons with disabilities and to act in accordance with regulations and guidance issued by the Equal Employment 

Opportunity Commission (EEOC). Furthermore, it is our company policy not to discriminate against qualified 

individuals with disabilities in regard to application procedures, hiring, advancement, discharge, compensation, 

training or other terms, conditions and privileges of employment.   

  

The company will reasonably accommodate qualified individuals with a disability so that they can perform the 

essential functions of a job unless doing so causes a direct threat to these individuals or others in the workplace 

and the threat cannot be eliminated by reasonable accommodation and/or if the accommodation creates an 

undue hardship to Gabbart Enterprises, LLC. Contact the Office Manager with any questions or requests for 

accommodation.   

  

103 INTRODUCTORY PERIOD  

  

Gabbart Enterprises, LLC has an introductory period for new employees. During the introductory period, we will 

evaluate your work habits and abilities to make sure that you can perform your job satisfactorily. The introductory 

period also gives you time to decide if the new job meets your expectations.   

  

Since your employment with Gabbart Enterprises, LLC is voluntary and at will, you may terminate your employment 

at any time during or after the introductory period, with or without cause or advance notice.  Likewise, Gabbart 

Enterprises, LLC also may terminate your employment at any time during or after the introductory period, with or 

without cause or advance notice.  
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The introductory period for all new and rehired employees is the first 90 calendar days after their hire date. If you 

are promoted or transferred within Gabbart Enterprises, LLC, you will be asked to complete a secondary 

introductory period of the same length when you start the new position.  

  

If you go through a secondary introductory period because of a promotion or transfer, and it appears that you are 

not performing satisfactorily in the new job, you may be removed from the new job. If this happens, you may be 

allowed to return to your former job or to a comparable job for which you are qualified. This will depend on our 

business needs and whether a comparable job is available.  

  

Your employment status will not change if you go through a secondary introductory period due to a promotion or 

transfer within Gabbart Enterprises, LLC.  

  

104 EMPLOYMENT CLASSIFICATION CATEGORIES  

  

Each employee is designated as either Non‐exempt or Exempt from federal and state wage and hour laws.  

Nonexempt employees are entitled to overtime pay under the specific provisions of federal and state laws.  

Exempt employees are excluded from the overtime and other provisions of federal and state wage and hour laws.  

In addition, each employee will belong to one of the following employment categories:  

  

Management Division employees are those in which their main job duty is to direct the work of other employees 

in their division.    

  

Regular full‐time employees are those who are regularly scheduled to work at least 30 hours per week.  Generally, 

they are eligible for the Gabbart Enterprises, LLC benefit package offered at their worksite, subject to the terms, 

conditions, and limitations of each benefit program.  

  

Part‐time employees are those who are regularly scheduled to work less than 30 hours per week.  Generally, they 

are not eligible for the benefit package.    

  

Temporary employees are those who are hired as a college intern, or interim replacements, to temporarily 

supplement the workforce, or to assist in the completion of a specific project.  Temporary employees retain that 

status unless and until notified of a change.  Generally, they are not eligible for the benefit package.  

  

105 INTERNAL TRANSFERS AND PROMOTIONS  

  

Employees with more than twelve months of service may request consideration to transfer to other jobs as 

vacancies become available and will be considered along with other applicants. At the same time, the company 

may initiate transfers of employees between departments and facilities to meet specified work requirements and 

reassignment of work requirements.   

  

Gabbart Enterprises, LLC offers employees promotions to higher‐level positions when appropriate. Management 

prefers to promote from within and may first consider current employees with the necessary qualifications and 

skills to fill vacancies above the entry level, unless outside recruitment is considered to be in the company’s best 

interest.  

  

To be considered, employees must have held their current position for at least 12 months, have a satisfactory 

performance record and have no disciplinary actions during the last 12 months. Management retains the discretion 

to make exceptions to the policy.  
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106 SEPARATION OF EMPLOYMENT  

  

Separation of employment within an organization can occur for several different reasons.   

  

Resignation: Although we hope your employment with us will be a mutually rewarding experience, we 

understand that varying circumstances cause employees to voluntarily resign employment. Resigning 

employees are encouraged to provide two weeks’ notice, preferably in writing, to facilitate a smooth 

transition out of the organization.   

Management reserves the right to provide an employee with two weeks’ pay in lieu of notice in situations 

where job or business needs warrant such action. If an employee provides less notice than requested, the 

employer may deem the individual to be ineligible for rehire depending on the circumstances regarding the 

notice given.  

  

Retirement: Employees who wish to retire are required to notify their department director and the Human 

Resource department in writing at least one (1) month before the planned retirement date.   

  

Job abandonment: Employees who fail to report to work or contact their supervisor shall be considered to 

have abandoned the job without notice.  Employees who are separated due to job abandonment are ineligible 

to receive accrued benefits and are ineligible for rehire.  

  

Termination: Employees of Gabbart Enterprises, LLC are employed on an at‐will basis, and the company 

retains the right to terminate an employee at any time.   

  

107 RETURN OF COMPANY PROPERTY   

  

The separating employee must return all company property, immediately, at the time of separation, including 

computers / laptops, software, passwords, keys/fobs, company vehicle, uniforms, phones, printer, tradeshow 

materials, including booth, monitor, and promotional samples. Failure to return all items may result in deductions 

from the final paycheck. 

 

After the employee separates employment, a representative of the company will remain with you as you gather 

personal belongings until the exiting of the facility. If the employee has additional possessions that are the property 

of Gabbart Enterprises, LLC in their home, then the employee must drop them off or ship them to the office located 

at 218 N. 3rd Ave, Durant, OK 74701 within 24 hours of separation. 

 

Outstanding Employee Loan balances must be paid in full prior to or out of final check. 

 

If an employee is terminated or resigns from their job, they forfeit any accrued unpaid time off. 

 

Health insurance terminates the last day of the month of employment, unless an employee requests immediate 

termination of benefits. Employees will be required to pay their share of their personal and dependent insurance 

premiums through the end of the month. 

 

108 REHIRE  

Former employees who left Gabbart Enterprises, LLC in good standing and were classified as eligible for rehire may 

be considered for reemployment. An application must be submitted to the Human Resource department, and the 

applicant must meet all minimum qualifications and requirements of the position, including any qualifying exam, 

when required.  
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Supervisors must obtain approval from the Human Resource director or designee prior to rehiring a former 

employee. Rehired employees begin benefits just as any other new employee.  Previous tenure will not be 

considered in calculating longevity, leave accruals or any other benefits.  

An applicant or employee who is terminated for violating policy or who resigned in lieu of termination from 

employment due to a policy violation will be ineligible for rehire.  

  

109 CONFLICTS OF INTEREST  

 

Employees are prohibited from engaging in any activity, practice, or act which conflicts with, or appears to conflict 

with, the interests of Gabbart Enterprises, LLC.  An example of a situation in which a conflict of interest arises is 

when an employee works for a competitor in any capacity or when an employee is in a position to influence a 

decision that may result in a personal gain for that employee or a relative as a result of the business dealings of 

Gabbart Enterprises, LLC. 

   

110 OUTSIDE EMPLOYMENT  

  

Employees are permitted to engage in outside work or to hold other jobs, subject to certain restrictions as outlined 

below.   

  

Activities and conduct away from the job must not compete with, conflict with or compromise the company 

interests or adversely affect job performance and the ability to fulfill all job responsibilities. Employees are 

prohibited from privately performing any services for customers that are normally performed by Gabbart 

Enterprises, LLC. This prohibition also extends to the unauthorized use of any company tools or equipment and the 

unauthorized use or application of any confidential information. In addition, employees are not to solicit or 

conduct any outside business during paid working time.   

  

Employees are cautioned to carefully consider the demands that additional work activity will create before 

accepting outside employment. Outside employment 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 Gabbart 

Enterprises, LLC determines that an employee’s outside work interferes with performance, the employee may be 

asked to terminate the outside employment.   

  

Employees who have accepted outside employment may not use paid sick leave to work on the outside job.  

Fraudulent use of sick leave will result in disciplinary action up to and including termination.  

  

111 ACCESS TO PERSONNEL FILES  

  

Gabbart Enterprises, LLC maintains a personnel file on each employee.  Personnel files are the property of Gabbart 

Enterprises, LLC, and access to the information they contain is restricted.    

  

Employees who wish to review their own files should contact Gabbart Enterprises, LLC.  With reasonable advance 

notice, employees may review their own personnel files in Gabbart Enterprises, LLC’s office and in the presence of 

an individual appointed by Gabbart Enterprises, LLC to maintain the files.  However, personnel files may not be 

copied or removed from the Gabbart Enterprises, LLC office.  
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112 EMPLOYEE RECORDS  

  

It is important that employee personnel records are kept up‐to‐date.  Employees are required to notify Gabbart 

Enterprises, LLC if they change any of the following:  Address (Annual W‐2 forms will be mailed to your last known 

address.), income tax exemptions, phone number, name, beneficiaries, and marital status.  Failure to do so could 

impact your benefits.  

 

113 PERFORMANCE AND SALARY APPRAISAL  

  

Performance appraisals are conducted on an annual cycle for non-commissioned employees on October 1st or 

nearest following business day.  All commissioned employees will have semi-annual performance appraisals on 

October 1st & April 1st or nearest following business day.  The performance appraisal will be discussed, and both 

the employee and manager will sign the form to ensure that all strengths, areas for improvement and job goals for 

the next review period have been clearly communicated. Performance evaluation forms will be retained in the 

employee’s personnel file.  

  

Merit increases are based on company performance and financials and are not guaranteed. A performance review 

does not always result in an automatic salary increase. The employee’s overall performance and salary level 

relative to his/her position responsibilities are evaluated to determine if a salary increase would be warranted.  

  

Salary adjustments are occasionally warranted at times other than the employee’s scheduled salary appraisals. 

Out‐of‐cycle salary increases must be preapproved by the department manager, and the company president. 

Human Resources will review all salary increase/adjustment requests to ensure internal equity and compliance 

with company policies and guidelines.   

  

114 HIRING OF RELATIVES  

  

When relatives or persons involved in a dating relationship work in the same area of an organization, it may cause 

problems at work. In addition to claims of favoritism and morale issues, personal conflicts from outside can 

sometimes carry over to work.  

  

For this policy, we define a relative as any person who is related to you by blood or marriage, or whose relationship 

with you is similar to that of a relative. We define a dating relationship as a relationship that might reasonably be 

expected to lead to a consensual "romantic" or sexual relationship. This policy applies to all employees regardless 

of their gender or sexual orientation.   

  

Our policy is that an employee may not directly work for a relative or immediately supervise a relative. We also do 

not allow a person in a dating relationship to work for the other person in that relationship or to supervise the 

other person. Gabbart Enterprises, LLC also reserves the right to take quick action if an actual or potential conflict 

of interest arises involving relatives or persons involved in a dating relationship who are in positions at any level 

(higher or lower) in the same line of authority that may affect the review of employment decisions.   

  

If two employees become relatives, or start a dating relationship and one of them supervises the other, the one 

who is the supervisor is required to tell management about the relationship. We will then ask the two employees 

to decide which one of them is to be transferred to another available position. If they do not make that decision 

within 30 calendar days, Gabbart Enterprises, LLC will decide which one will be transferred or, if necessary, 

terminated from employment.  
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There may also be situations when there is a conflict or the potential for conflict because of the relationship 

between employees, even if there is no direct reporting relationship or authority involved. In that case, we may 

separate the employees by reassignment or termination of employment. If you are in a close personal relationship 

with another employee, we ask that you avoid displays of affection or excessive personal conversation at work.  

  

SECTION 200‐PAY PRACTICES  
  
201 PAYMENT OF WAGES  

  

Wages are paid biweekly.  Paydays are biweekly on every other Thursday.  

 

If the normal payday falls on a company‐recognized holiday, paychecks will be distributed one workday before the 

aforementioned schedule.   

  

Employees may be paid by check or through direct deposit of funds to either a savings or checking account at the 

financial institution of their choice.   

In the event of a lost paycheck, the Human Resource department must be notified in writing as soon as possible 

and before a replacement check can be issued. In the event the lost paycheck is recovered and the company 

identifies the endorsement as that of the employee, the employee must remit the amount of the replacement 

check to the company within 24 hours of the time it is demanded.  

  

If an employee's marital status changes or the number of exemptions previously claimed increases or decreases, a 

new Form W‐4 must be submitted to the Human Resource department by the employee.  

 

Except for extreme emergencies, no salary advances will be made. 

  

202 TIME REPORTING   

  

A work hour is any hour of the day that is worked and should be recorded to the nearest tenth of an hour. The 

workday is defined as the 24‐hour period starting at 12:00 a.m. and ending at 11:59 p.m. The workweek covers 

seven consecutive days beginning on Sunday and ending on Saturday. The usual workweek period is 40 hours.   

  

Overtime is defined as hours worked by an hourly or nonexempt employee in excess of 40 hours in a workweek 

and should be recorded to the nearest tenth of an hour. Overtime must be approved in advance by the manager to 

whom the employee reports.  

  

Hourly Employees will clock in and out consistently using the Real‐Time timekeeping system. Each employee is to 

maintain an accurate daily record of his or her hours worked. Employees should clock out if they leave the building. 

All absences from work schedules should be appropriately recorded.  

  

Altering, falsifying, or tampering with time records, or recording time on another employee’s time record may 

result in disciplinary action, up to and including termination of employment.  

  

203 WORK SCHEDULE  

  

Gabbart Enterprises, LLC is operational Monday through Friday from 8am‐5pm CST.  Employees providing customer 

support, client success, and accounting services are required to work this schedule, unless modified by your direct 

manager.  A total of 8 hours per day are required. 
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Development team members are provided a flexible work schedule as designated by your direct manager.  A total 

of 40 hours per week are required.   

 

Sales team members have a Flextime Work Policy due to the requirements of their position.  It provides a flextime 

& flexplace work week and has proven to be both liked and successful by the sales team. This policy is based upon 

trust, productivity, work load, and customer needs.  With the exceptions of August trainings and company 

meetings, an Account Manager in Good Standing can decide if they prefer to work from home, office, or on the 

road.  Time in the office is not required.  All sales team members are salary exempt employees, so time tracking is 

not needed, however some conferences & sales trips could exceed a 60-hour week.  If you need off due to a 

sickness, doctor’s appointment, children’s activities, vacation, or other reason, please email your direct manager 

and add it to the calendar so that we know you are not working that day.  

 

With a flexible working environment, some accountability is required.  A minimum sales quota must be met each 

quarter of a calendar year.  Beginning on January 1, 2019, minimum sales quotas are based upon the number of 

years employed on the Gabbart Sales Team.  An Account Manager must meet quarterly quotas to remain in Good 

Standing.  Not meeting your quota will reduce your sales level. A total of four sales levels exist.   

 

Definition:  Sales Level 

 

1. Good Standing:  All sales quotas are being met or exceeded.  Flexible work schedule continues.   
 

2. Probation:  When sales quotas were not met for the previous quarter, the sales person is put on a 
probationary status.  An Account Manager working in Durant must work from the office a minimum of 2 
days per week to make calls and set appointments.  A sales person working from a home office must 
produce a weekly log of appointments and at least 50 client contacts made.  A 30/60/90 sales forecast 
must be submitted monthly during the upcoming quarter.  Upon end of quarter, if sales quota is met for 
both current and previous quarter, the Account Manager is returned to Good Standing.  If not, their level 
changes to Warning. 

 

3. Warning:  Sales quotas have not been met for two consecutive quarters.  Account Manager must work 
from the office every day unless traveling for onsite visits and demonstrations.  A Remote Account 
Manager must produce a weekly log of appointments and at least 100 client contacts made. A 30/60/90 
sales forecast must be submitted weekly during the upcoming quarter.  Upon end of quarter, if sales quota 
is met for both current and previous two quarters, Account Manager is returned to Good Standing.  If not, 
their level changes to Review. 

 

4. Review:  Failure to meet Sales Quotas for three consecutive quarters will prompt an employment review 
resulting in a reduction in base salary, possible removal from sales team, or termination. 

 
Complete details and individual sales quotas are included in sales team members employment package. 

 

Working from Home: Remote Account Managers or management employees that have this agreement upon hire 

are the only people that can work from home. 

 

If an employee or dependent is sick, they need to be home and out of the office. Sick employees are not authorized 

to work from home, unless approved by their direct manager.  If allowed, approved paid time may be limited to 4 

or 6 hours per day. The employee is responsible for creating an Out of Office reply on their email, and a contact 

needs named for emergencies (if employee is physically able to do so). 
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204 OVERTIME PAY (NONEXEMPT EMPLOYEES)  

  

Overtime compensation is paid to all non‐exempt employees in accordance with federal and state wage and hour 

laws.    

  

Nonexempt employees who exceed 40 hours of work time in a workweek will be paid time and one half.  Overtime 

must be approved in advance by the manager to whom the employee reports.  Overtime pay is based on actual 

hours worked.  Paid or unpaid leave, such as holiday, sick or vacation pay, does not apply toward work time.   

  

The workweek begins at 12:00 a.m. on Sunday morning and ends at 11:59 p.m. on Saturday night.  

  

Employees who anticipate the need for overtime to complete the week’s work must notify their manager in 

advance and obtain approval before working hours that extend beyond their normal schedule. Working 

unauthorized overtime could subject you to discipline up to and including termination of employment.  

  

During busy periods employees may be required to work extended hours.   

  

 

205 EMPLOYEE TRAVEL AND REIMBURSEMENT   

  

Gabbart Enterprises, LLC will reimburse employees for reasonable business travel expenses incurred while on 

assignments away from the normal work location. All business travel must be approved in advance by the Director 

of each employee’s department.  

  

Employees who need assistance with travel plans once they have been approved should discuss with their manager 

or the Office Manager to make all travel arrangements. 

  

When approved, the actual costs of travel, meals, lodging, and other expenses directly related to accomplishing 

business travel objectives will be charged to your Gabbart Enterprises, LLC credit card. Employees are expected to 

limit expenses to reasonable amounts.  

  

Expenses that generally will be covered include the following:  

  

• Airfare or train fare for travel in coach or economy class or the lowest available fare.  

• Car rental fees, only for compact to mid‐sized cars. (Company Auto Insurance covers rentals so additional 

insurance is not needed. Be sure to take insurance paperwork with you when you travel.) 

• Fares for shuttle or airport bus service, where available. 

• Uber or Taxi fares, only when there is no less expensive alternative.  

• Mileage costs for use of personal cars, only when less expensive transportation is not available.  

• Cost of standard accommodations in 2.5 – 3 star hotels, motels, or similar lodgings.  

• Cost of meals, no more lavish than would be eaten at the employee's own expense.  

• Tips not exceeding 15% of the total cost of a meal or 10% of a taxi fare.  

• Charges for telephone calls, fax, and similar services required for business purposes.  

 

Expenses NOT covered include the following: 

• Personal entertainment 

• Personal care items. 

• Snacks (Drinks & Candy from convenient stores.) 
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• Alcohol (When not entertaining clients.) 

• Gas for personal vehicle when company vehicle is provided. 

  

Employees who are involved in an accident while traveling on business must promptly report the incident to their 

immediate supervisor. Vehicles owned, leased, or rented by Gabbart Enterprises, LLC may not be used for personal 

use without prior approval.  

 

Cash advances to cover reasonable anticipated expenses may be made to employees, after travel has been 

approved. Employees should submit a written request to their supervisor when travel advances are needed.  

  

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.  All additional costs 

for family member or friend including flights, food, etc. are the responsibility of the employee. 

  

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 are the responsibility of the 

employee.     

  

When travel is completed, employees should submit completed travel expense reports within 5 days. Reports 

should be accompanied by receipts for all individual expenses.  

  

Employees should contact their manager for guidance and assistance on procedures related to travel 

arrangements, travel advances, expense reports, reimbursement for specific expenses, or any other business travel 

issues.  

  

Abuse of this business travel expenses policy, including falsifying expense reports to reflect costs not incurred by 

the employee, can be grounds for disciplinary action, up to and including termination of employment.  

  

Exempt employees will be paid their regular salary for weeks in which they travel. Nonexempt employees will be 

paid for travel time in accordance with federal and state wage payment laws.  

  

206 PAY DEDUCTIONS  

  

The law requires that Gabbart Enterprises, LLC make certain deductions from every employee’s compensation.  

Among these are applicable federal, state, and local income taxes and Social Security taxes. Gabbart Enterprises, 

LLC offers programs and benefits beyond those required by law.  Eligible employees may voluntarily authorize 

deductions from their paychecks to cover the costs of participation in these programs.  Please note that upon 

separation of employment, any unpaid benefit premiums will be deducted from your final pay.   

  

If a court‐ordered wage assignment or garnishment is issued against an employee’s wages, Gabbart Enterprises, 

LLC is obligated to make the necessary deduction. Funds an employee may owe to Gabbart Enterprises, LLC (e.g., a 

prior loan or a payroll advance) may be deducted from current wages according to the terms and conditions 

agreed upon at the time of the advance or loan.  These terms and conditions cannot violate existing state and 

federal laws.  

  

Gabbart Enterprises, LLC will comply with the Department of Labor regulations concerning wage deductions.  If at 

any time you believe that your pay has been subject to an improper deduction, please contact Gabbart Enterprises, 

LLC management immediately.  No retaliation will result for complaints under this section.  
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207 REMOTE EMPLOYEES 

 

All Gabbart Enterprises, LLC Employees are subject to the same policies in the handbook, whether working from 

home or office.  The goal for remote employees is to allow Account Mangers and Trainers to live and work in the 

territory they serve.  Additionally, employees in web development may also be allowed to work remotely with their 

manager’s approval.  

 

Guidelines for working as a remote employee:  

 

Company-wide and departmental meetings are mandatory.  It is imperative that you are on time, so plan ahead.  

Also, be timely for any scheduled webinars, virtual, and on-site meetings with clients. 

 

When in the office, with clients, and in Virtual meetings, you should be dressed –work appropriate. Thus meaning, 

you should not look as if you just rolled out of bed. If unclear of the requirements of Gabbart Enterprises, LLC dress 

code, please reference section 509 below. 

 

Availability: You must be available to your teammates at all times during work hours unless you are in a meeting 

(or within reason i.e., lunch break, restroom breaks…etc.) If in a meeting, you should add it to your calendar so that 

others have an expectation of when they will be receiving correspondence. Please send communication to others. 

 

Over Communicate with others if necessary to be sure that the clients are taken care of, and be sure that 

teammates don’t feel left hanging in the balance. When you don’t communicate effectively, you have the potential 

of wasting others time, when their time could be spent assisting other clients. 

 

When you are in the office, do not be a distraction to others. We know that you are excited to see your team and to 

be a part of the team environment, but it is important that we are not taking away from their work. 

 

When personal appointments are needed, please attempt to schedule outside of normal business hours.  If time 

away from work is required, you must add it to the work calendar showing you away from the office. 

  

  

SECTION 300‐ABSENCE FROM WORK  
  

301 MEAL/REST PERIODS  

  

The scheduling of meal periods at Gabbart Enterprises, LLC is set by the employee’s immediate manager with the 

goal of providing the least possible disruption to company operations.   

  

Mandatory Meal Period  

Employee meal periods are important to company productivity and employee health. Employees who work at least 

six (6) consecutive hours will be provided a meal break not to exceed 60 minutes.  The meal period will not be 

included in the total hours of work per day and is not compensable.  

  

Rest Breaks  

Salaried employees, as they are paid a weekly salary regardless of the hours they work, may choose to take breaks 

as needed. Nonexempt employees are permitted a 15‐minute rest break for each four hours of work. Nonexempt 

employees on rest breaks are not required to clock in and clock out because this time is considered “time worked” 

and is compensable.   



 

     218 N. 3rd Avenue  

Durant, OK  74701 

Office: (877) 810-6894  

Fax:(866) 870-7198  

 
 

 14 

  

Impermissible Use of Meal Period and/or Rest Breaks  

Neither the lunch period nor the rest break(s) may be used to account for an employee's late arrival or early 

departure or to cover time off for other purposes—for example, rest breaks may not be accumulated to extend a 

meal period, and rest breaks may not be combined to allow one half‐hour long break.   

 

Neither the lunch period nor the rest break(s) may be used for sleeping inside the office building.  If you prefer to 

sleep during a break, please do so outside the building or in a designated location specified by your manager. 

  

302 MILITARY LEAVE  

  

Any employee enlisting, entering or called to active duty with the Armed Forces of the United States, pursuant to 

the provisions of the Military Selective Service Act of 1967, as amended, and the Uniformed Services Employment 

and Reemployment Rights Act (“USERRA”) shall be granted all rights and privileges provided by the Act and 

USERRA.  Leave for military reserve duty will also be granted.  Absence for military reserve duty will not affect 

employment status.  

  

303 JURY DUTY  

  

A leave of absence for jury duty will be granted to any employee who is required to serve.  An employee on jury 

duty is expected to report to work any day he/she is excused from jury duty or is released after 4 or less hours of 

jury duty. Employees summoned for jury duty will receive their regular wages while they are serving as a juror.  

  

Upon receipt of the notice to serve jury duty, the employee should immediately notify his/her supervisor.   

  

304 VOTING LEAVE  

  

Gabbart Enterprises, LLC encourages you to exercise your voting privileges in local, state, and national elections. 

However, because the polls are open for long periods, you are encouraged to vote before or after regular working 

hours. If it should be necessary, you may take up to two (2) hours leave from work to vote in a governmental 

election or referendum, unless there are two (2) hours of available voting time before or after your regular work 

hours. You will be expected to notify your supervisor at least one week in advance. You will be paid for such time if 

required by state law.    

  

305 MATERNITY/PATERNITY LEAVE POLICY  

  

Gabbart Enterprises, LLC is firmly committed to protecting the rights of expectant mothers and complying with Title 
VII of the 1964 Civil Rights Act as amended by the Pregnancy Discrimination Act of 1978. Gabbart Enterprises, LLC’s 
policy is to treat women affected by pregnancy, childbirth or related medical conditions in the same manner as 
other employees unable to work because of their physical condition in all employment aspects, including 
recruitment, hiring, training, promotion and benefits.   
  

When the employee returns to work, she is entitled to return to the same or equivalent job with no loss of service 

or other rights or privileges.    

  

Although Gabbart Enterprises, LLC does not fall under the Family and Medical Leave Act (FMLA), the company does 

provide time off and will be granted under the following guidelines:   
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• Employees who have been employed by Gabbart Enterprises, LLC for less than thirty-six (36) consecutive 

months as fulltime employees, may be absent from such employment unpaid for a period not to exceed 

six (6) weeks for adoption, pregnancy, childbirth and nursing an infant.    

• Employees who have been employed by Gabbart Enterprises, LLC for at least thirty-six (36) consecutive 

months as fulltime employees, may be absent from such employment unpaid for a period not to exceed 

eight (8) weeks for adoption, pregnancy, childbirth and nursing an infant.    

  

At 3 years of employment, employees on maternity leave who do not have disability insurance, shall be eligible for 

compensation as follows: 

• At 3 years of employment, 25% of total base salary will be paid for 6 weeks. 

• At 5 years of employment, 50% of total base salary will be paid for 6 weeks. 

 

Should employee be commission based, a percentage of new sales commissions obtained during leave of absence 

will be paid to teammate who is handling the account during absence from work for the first year.  Full salary and 

commissions will resume once employee returns to work full time. 

  

With regard to adoption, the above stated time period shall begin at the time an employee receives custody of the 

child.  Employees who give at least three (3) months advance notice to Gabbart Enterprises, LLC of their anticipated 

date of departure for such leave, their length of leave, and their intention to return to full‐time employment after 

leave, shall be restored to their previous or similar positions with the same status, pay, length of service credit and 

seniority as of the date of their leave. Employees who are prevented from giving three (3) months advance notice 

because of a medical emergency that necessitates that leave begin earlier than originally anticipated, shall not 

forfeit their rights and benefits under this section solely because of their failure to give three (3) months advance 

notice.  Employees who are prevented from giving three (3) months advance notice because the notice of adoption 

was received less than three (3) months in advance shall not forfeit their rights and benefits under this section 

solely because of their failure to give three (3) months advance notice.  Leave will be without pay. Such leave shall 

not affect the employees' right to receive vacation time, sick leave, bonuses, advancement, seniority, length of 

service credit, benefits, plans or programs for which the employee was eligible at the date of their leave, and any 

other benefits or rights of their employment.  

  

Gabbart Enterprises, LLC will pay its portion of the cost of the employee’s health benefits while an employee is on a 

leave of absence.  The employee must continue to pay his or her portion of the benefits which may be made by 

payroll deduction (when applicable) or by check and must be submitted to Gabbart Enterprises, LLC each pay 

period unless other arrangements have been made.  If the employee fails to pay his or her portion of the benefits 

for more than 30 days, the employee’s coverage will be terminated.   

  

The purpose of this policy is to provide leave time to employees for adoption, pregnancy, childbirth and nursing the 

infant.  Therefore, if Gabbart Enterprises, LLC finds that the employee has utilized the period of leave to actively 

pursue other employment opportunities or if Gabbart Enterprises, LLC finds that the employee has worked part 

time or full time for another employer during the period of leave, then Gabbart Enterprises, LLC shall not be liable 

under this section for failure to reinstate the employee at the end of the leave.   

  

Should the employee not return to work when released by her physician, she will be considered to have voluntarily 

terminated her employment with Gabbart Enterprises, LLC.   

  

306 ABSENCE DUE TO ILLNESS  

  

Three days of Paid Sick Leave is provided each year for employee or taking care of sick dependents. Any illness that 

lasts over 24 hours requires a doctor’s note when returning to work.  The available sick leave will reset to 3 
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available days on the anniversary of your hire date.  Upon initial hire, sick leave is available after the initial 90-day 

probationary period. 

  

You must let your direct manager know if you are out sick 1 hour before your shift begins.   

  

307 INCLEMENT WEATHER  

  

Gabbart Enterprises, LLC must continue to operate during periods of bad weather.  Thus, the need for employees to 

be on the job during such emergencies is important.  The Gabbart Admin App will be used to push out notifications 

in the event of weather bad enough to close the business for the day.  If the business is open and you live within 10 

miles of the office, you are expected to make every effort to report to work as scheduled.  Please use good 

judgment when determining whether or not you can safely report to work.  If you determine that you cannot come 

to work or will be late arriving to work due to weather conditions, you must notify your manager as soon as 

possible.  You will be required to use an unpaid or vacation day if you are unable to make it to work. 

 

In the event that inclement weather is predicted, Gabbart Enterprises, LLC will make a decision by 4pm the previous 

business day so that some employees can prepare to work from home in these instances.  Should you be approved 

to work from home, you will be paid for time worked.  However, some positions may not able to work from home 

and will not be paid. 

  

SECTION 400‐WORK CONDITIONS  
  
401 SAFETY  

  

Safety is a top priority for Gabbart Enterprises, LLC.  All employees are responsible for themselves and their fellow 

employees.  The success of the safety program depends on the alertness and personal commitment of all. Each 

employee is expected to obey safety rules and to exercise caution in all work activities.  

Below are some general safety rules. Other safety procedures may be posted or distributed.  

• Avoid overloading electrical outlets with too many appliances or machines.  

• Do not use flammable materials inside building.  

• Walk—don’t run.  

• Use stairs one at a time.  

• Ask for assistance when lifting or moving heavy objects.  

• Smoke only in designated areas on South side of building.  

• Keep cabinet, file, and desk drawers closed when not in use.  

• Never empty an ashtray into a wastebasket or open receptacle.  

• Sit firmly and squarely in chairs which roll or tilt.  

• Use appropriate safety equipment, as required in your work.  

• Avoid “horseplay” and practical jokes.  

• Start work on any machine only after safety procedures or requirements have been explained and 

you understand them.  

• Keep your work area clean and orderly and all aisles clear.  

• Stack materials only to safe heights.  

• Watch out for the safety of fellow employees.  

• Operate motorized equipment only if authorized by your supervisor. 

• Never text while driving a company vehicle.   

• Obey all state and federal laws related to operating company vehicles. 
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Employees must immediately report any unsafe condition to the appropriate supervisor.  All reports can be made 

without fear of retaliation.  Employees who violate safety standards, who cause hazardous or dangerous situations, 

or who fail to report or, where appropriate, remedy such situations, may be subject to disciplinary action, up to 

and including termination of employment, even for a first offense.  

  

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.  Reports and concerns about 

workplace safety issues may be made anonymously if the employee wishes.  

  

402 SECURITY INSPECTIONS  

  

Gabbart Enterprises, LLC wishes to maintain a work environment that is free of illegal drugs, alcohol, firearms, 

explosives, or other improper materials. To this end, Gabbart Enterprises, LLC prohibits the possession, transfer, 

sale, or use of such materials on Gabbart Enterprises, LLC premises or worksites. Employees may store legally 

owned firearms in a locked vehicle while parked on company property, under the provisions stated in the 

workplace violence policy, however firearms are not permitted inside Gabbart Enterprises, LLC worksites.  Gabbart 

Enterprises, LLC requires the cooperation of all employees in administering this policy.  

  

Desks, lockers, and other storage devices may be provided for the convenience of employees, but remain the sole 

property of Gabbart Enterprises, LLC. Accordingly, they, as well as any articles found within them, can be inspected 

by any agent or representative of Gabbart Enterprises, LLC at any, time, either with or without prior notice.  

  

Gabbart Enterprises, LLC likewise wishes to discourage theft or unauthorized possession of the property of 

employees, Gabbart Enterprises, LLC, visitors, and customers. To facilitate enforcement of this policy, Gabbart 

Enterprises, LLC or its representative may inspect not only desks and lockers but also persons entering and/or 

leaving the premises and on any packages or other belongings.  

  

403 SMOKE‐FREE WORKPLACE  

  

It is the policy of Gabbart Enterprises, LLC to prohibit smoking in all company premises in order to provide and 

maintain a safe and healthy work environment for all employees. The law defines smoking as the "act of lighting, 

smoking or carrying a lighted or smoldering cigar, cigarette or pipe of any kind, including vaping."   

  

The smoke‐free workplace policy applies to:  

• All areas of company buildings (interior).  

• All company‐sponsored off‐site conferences and meetings.  

• All vehicles owned or leased by the company.  

• All visitors (customers and vendors) to the company premises.  

• All contractors and consultants and/or their employees working on the company premises. 

• All employees, temporary employees and student interns.  

  

Employees who violate the smoking policy will be subject to disciplinary action up to and including immediate 

discharge.   

  

404 WORKERS’ COMPENSATION  

  

Employees injured on‐the‐job are entitled to workers’ compensation benefits as provided by state law.  Workers’ 

compensation covers medical and hospital expenses incurred as a result of an on the job injury or illness.  It may 
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also provide a partial reimbursement of salary lost as a result of the work‐related injury or illness.  An employee 

who is injured on the job must do the following:  

  

• IMMEDIATELY report all injuries and near misses.  Contact your supervisor and let them know of your 

condition and the nature of the occurrence.  

• Seek medical treatment for your condition after notifying your supervisor or manager, in accordance 

with company policy.  

• Stay in touch with Gabbart Enterprises, LLC.  

• Keep a log of your visits, their results, and your improvement.  

• Do all you can to help yourself get better and back to work.    

• Provide your supervisor with a written update of your condition within 24 hours of notification of the 

provider’s release to work or of any work restrictions.    

  

Neither Gabbart Enterprises, LLC nor the insurance carrier will be liable for the payment of workers’ compensation 

benefits for injuries that occur during an employee’s voluntary participation in any off‐duty recreational, social, or 

athletic activity sponsored by Gabbart Enterprises, LLC.  

  

Gabbart Enterprises, LLC and the workers’ compensation insurance carrier actively investigate claims that appear 

fraudulent.  An individual who fraudulently files a claim will be prosecuted to the fullest extent of the law. A key 

element in identifying and prosecuting workers’ compensation fraud is utilizing a workers’ compensation “Fraud 

Hotline.” This is designed to encourage reporting of information that can be used to deny a claim or can result in a 

workers’ compensation fraud conviction.   

  

SECTION 500‐EMPLOYEE CONDUCT  
  
501 ANTIHARASSMENT POLICY AND COMPLAINT PROCEDURE  

  

A. Introduction.    

  

It is Gabbart Enterprises, LLC’s policy to maintain a professional working environment for all employees, free 

of any form of unlawful discrimination or sexual harassment.  Harassment or discrimination based on an 

individual’s race, color, religion, sex, national origin, age, disability or veteran status (and, where applicable, 

marital status, gender identify, and sexual orientation) is illegal and will not be tolerated.  

  

B. Definition of Harassment.  

  

1. Harassment consists of unwelcome conduct, whether verbal, physical or visual, that is based upon a 

person’s status, such as sex, color, race, ancestry, religion, national origin, age, disability, veteran status, 

citizenship status, or other protected group status.  Harassment includes conduct that disparages, shows 

hostility or aversion toward an individual because of his or her protected status or that of his or her 

relatives, friends or associates.  

  

2. Examples of harassment include but are not limited to:  

• Ethnic or racial slurs;  

• Verbal or physical threatening, intimidating or hostile acts;  

• Written or graphic material that disparages or shows hostility or aversion toward an individual or 

group and that is placed on walls or elsewhere on the employer’s premises or circulated by e‐mail, 

voice mail, facsimile or otherwise in the workplace.  
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The above examples are by way of illustration only and not to be construed as an all‐inclusive list of 

prohibited acts under this policy.  

  

3. Sexual harassment means unwanted sexual advances, requests for sexual favors, and verbal or physical 

conduct of a sexual nature, including such conduct that is directed toward someone of the same sex, 

when:  

a) submission to or rejection of such advances, requests or conduct is made either explicitly or implicitly 

a term or condition of employment or as a basis for employment decisions; or  

  

b) such advances, requests or conduct have the purpose or effect of unreasonably interfering with an 

individual’s work performance by creating an intimidating, hostile, humiliating or sexually offensive 

work environment.  

  

4. The following list provides some examples of conduct that could constitute sexual harassment.  This list 

does not cover every type of behavior that could constitute sexual harassment; rather, it is intended only 

to provide employees with some examples of the type of conduct that is prohibited under this policy:  

• Direct or implied requests by a supervisor or manager for sexual favors in exchange for actual or 

promised job benefits.  (Job benefits could include a favorable performance review, a salary increase, 

a promotion, increased job benefits, or continued employment.)  

• Foul or obscene language or gestures;  

• Display of foul, obscene, or sexually suggestive printed or visual material of any kind;  

• Physical contact such as patting, pinching, rubbing or brushing against another’s body;  

• Comments on an individual’s body;  

• Comments about an individual’s sexual activity, deficiencies or prowess;  

• Unwelcome whistling, gestures, or comments;  

• Suggestive or insulting comments; or  

• Inquiries or questions relating to one’s sexual experiences and discussion of one’s sexual activities.  

  

Communication by e‐mail, voice mail, facsimile, bulletin boards, newsletters or any other kind of the 

material noted above is a violation of this policy against harassment.  

  

C. Reporting Allegations of Sexual Harassment Or Other Impermissible Discrimination.   

  

Any employee who believes that the actions or words of a supervisor, manager or fellow employee constitute 

harassment or any other type of discrimination must first tell the harasser to stop. Second, they need to bring 

the problem to Gabbart Enterprises, LLC’s attention immediately by reporting it to his/her immediate 

manager, Exodus HR Group or to Gabbart Enterprises, LLC’s President. 

  

You should also promptly advise your manager or Gabbart Enterprises, LLC’s President if you are ever harassed 

or discriminated against at work by a vendor, service representative or others doing business with Gabbart 

Enterprises, LLC so that appropriate action may be taken by Gabbart Enterprises, LLC. 

 

Team leads receiving complaints of sexual harassment or other impermissible discrimination should 

immediately inform Exodus HR Group ad Gabbart Enterprises LLC President.  

  

D. Investigation of Complaints of Sexual Harassment Or Other Impermissible Discrimination.  
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An investigation of each complaint of sexual harassment, illegal discrimination or retaliation will be conducted 

promptly, thoroughly, impartially, and in such a way as to maintain confidentiality to the extent possible under 

the circumstances.   

  

E. Retaliation.  

  

No employee who complains in good faith and in a reasonable manner will suffer retaliation as a result thereof, 

even if the investigation produces insufficient evidence to support the complaint.  There will be no retaliation 

against any other individual who participates in good faith in the investigation of a complaint.  

  

F. Disciplinary Action.  

  

Based on its investigation, Gabbart Enterprises, LLC will act appropriately where warranted to eliminate the 

offending conduct.  False accusations can result in disciplinary action, up to and including termination. 

 

502 DRUG‐FREE WORKPLACE  

 

 A. Policy statement. We are committed to providing a safe work environment for our employees. This 
commitment is jeopardized when an employee illegally uses drugs on or off the job, comes to work under 
the influence, possesses, distributes, or sells drugs in the workplace, or abuses alcohol on the job. 
 

B. Prohibited Activity. It is a violation of this policy for any employee to use, possess, transfer or sell illegal 
drugs, inhalants, or alcohol at any Gabbart Enterprises, LLC worksite, or while engaged in work related 
activities or during working hours. The use of illegal drugs includes: (1) any drugs or chemical substances; 
the use, sale or possession of which is illegal under state or federal law; (2) drugs or chemical substances 
that can be legally obtained but have not been obtained legally; (3) substances possessing chemical 
structures similar to those of controlled substances, such as designer drugs; and (4) prescription drugs 
illegally obtained. 
 

Illegal activity occurring at the workplace will be reported to the proper law enforcement authorities and 
all illegal drugs and drug paraphernalia confiscated on company property will be turned over to the 
appropriate law enforcement agency. 
 

C. Employee Compliance. It is a condition of employment for employees to refrain from reporting to work 
or working with the presence of drugs or alcohol in his or her body.  This policy is not intended to conflict 
with alcohol or drug testing required by or conducted pursuant to federal law or regulations. If you are 
subject to testing under federal law, you are subject to additional requirements under this policy. If you 
violate this policy or if you refuse to submit to testing when required to do so under this policy, you will be 
subject to immediate discharge. 
 

If you observe or have knowledge of a violation of this policy, by an employee or by others at the 
workplace, while engaged in company business or in a company vehicle, you have a responsibility to 
promptly report the suspected violation to your supervisor or to any member of management. You may 
report alleged violations of this policy without fear of retaliation. 
 

D. Substances Subject to Testing. For purposes of this Policy, individuals may be tested for alcohol and/or 
drugs as well as for blocking agents or interfering substances.  
 

E. Prescribed and Over-the-Counter Medication. If you are taking prescription or non-prescription 

medication that might affect your ability to safely perform your assigned duties, you should confidentially 
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report the side effects or symptoms to your supervisor. If proper precautions cannot be taken to eliminate 

any direct threat to safety in the workplace, you may be required to take a leave of absence or comply 

with other appropriate action as determined by management. This reporting requirement is intended to 

protect the safety of each employee, your co-workers, Company property, and the public.  All information 

related to such reports shall remain confidential. 

 

F. Testing Facilities. Testing may be conducted either at laboratory facilities that are licensed by the State 
Department of Health, or other designated regulatory body to perform drug or alcohol testing, or by any 
other method which is reasonably calculated to detect the presence of drugs or alcohol, including but not 
limited to: breathalyzer testing, testing by use of a single-use test device known as an on-site or quick 
testing device to collect, handle, store and ship a sample for testing.  Facilities doing urine analysis tests 
must either be certified for such tests by the Federal Department of Health and Human Services or be 
accredited for such tests by the College of American Pathologists, or other organizations recognized by the 
State Board of Health.   
 

A written record of the chain of custody of a drug or alcohol test sample shall be maintained from the time 
of the collection of the sample until the sample is no longer required.  Management and supervisors are to 
restrict conversations concerning possible violations of this policy to those persons who are participating in 
any questioning, evaluation, investigation or disciplinary action and who have a need to know about the 
details of the investigation.  
 

G. Alcohol and Drug Testing. Testing may occur in the following circumstances: 

1. Applicant Testing.  Gabbart Enterprises, LLC may require any job applicant who has received a 
conditional offer of employment to undergo a drug and/or alcohol test as a condition of 
commencement of employment.  If the job applicant refuses to undergo substance testing or has 
a confirmed positive test result, the conditional offer of employment will be withdrawn and the 
individual will not be hired. 

2. For Cause Testing. You will be subject to drug and/or alcohol testing if Gabbart Enterprises, LLC 
reasonably believes that you have violated this policy. 

3. Random Testing.  Gabbart Enterprises, LLC may require you to undergo drug and/or alcohol 
testing on a random selection basis.  In selecting employees at random for alcohol or drug testing, 
all employees will be equally subject to being selected and Gabbart Enterprises, LLC will not have 
the discretion to waive the selection of any employee.   

4. Follow-up Testing.  If you have undergone rehabilitation as a condition of continued employment 
following a positive confirmed test result, you will be subject to periodic testing, without notice, 
for the presence of illegal drugs or alcohol at least once a year for up to two years following your 
return to work. You also may be required to comply with agreed-upon terms related to continued 
participation in a rehabilitation program. 

5. Routine Physicals.  If physicals are routinely conducted upon recall from layoff or return from sick 
leave or leave of absence, or if any other regularly scheduled “fitness-for-duty” medical 
examinations, these physicals will include a drug test. 

6. Post Accident Testing. If you are involved in an accident on the job involving a work-related injury 
or damage to properly and Gabbart Enterprises, LLC has a reasonable belief that the use of drugs 
or alcohol contributed to the accident or injury, you will be required to submit to drug or alcohol 
testing.  

"For Cause Testing" means that Gabbart Enterprises, LLC reasonably believes that an employee, whether 
from direct observation or from the reports of others, is impaired or under the influence of illegal drugs or 
alcohol while at work or on duty. Examples of such reasonable belief shall be based upon, among other 
things: 
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• observable conduct, such as: the physical symptoms of being under the influence of a drug or alcohol; 
or the direct observation of drug or alcohol use; 

• a credible and independently corroborated report of drug or alcohol use; 

• evidence that an employee has tampered with a drug or alcohol test; 

• evidence that an employee is involved in the use, possession, sale, solicitation, or transfer of drugs. 

“For Cause" does not mean that Gabbart Enterprises, LLC must be correct in its beliefs, only that it has 
some rational basis for believing that the employee is impaired by or involved with a controlled substance, 
Illegal drug, or alcohol. 
 

H. Confirmation Testing.  Confirmation tests are not normally required or conducted.  However:  
 

• If an individual tests positive on a drug or alcohol test, he or she may request a confirmation test 
within twenty-four (24) hours of receiving notice of a positive test in order to challenge the results.  
The individual shall pay all the costs of the confirmation testing unless the confirmation test 
reverses the finding of the challenged positive test.  In such case, the Gabbart Enterprises, LLC will 
reimburse the individual for the costs of the confirmation test.  

• If Gabbart Enterprises, LLC proposes to immediately terminate an employee on the basis of a 
breathalyzer test for alcohol, a confirmation test will be conducted.     

  
I. Refusing to Test and Adulteration. If you violate this policy or if you refuse to submit to testing under 

this policy, you will be subject to immediate discharge. In addition to directly refusing to take an alcohol 
or drug test, the following conduct constitutes a refusal to test: 
1. Failure to show up for any test within a reasonable time after being directed to do so. 
2. Failure to remain at the testing site until the testing process is complete. 
3. Failure to provide a specimen for testing without a medical explanation. 
4. Failure to take a second test when required to do so. 
5. Failure to cooperate in any part of the testing process. 

The actual or attempted switching or adulteration of any sample submitted for testing will result in 
immediate dismissal for an employee and immediate withdrawal of an offer for an applicant. 
 

 J. Independent Testing. The results of a drug or alcohol test conducted by federal, state, or local officials 
(e.g., law enforcement, paramedics, etc.) having independent authority for the test shall be considered to 
meet the requirements of this policy, and if the procedures conform to applicable state laws and 
regulations, the employee may be required to consent to disclosing the test results. 
 

    K. Confidentiality. The confidentiality of any information received through a substance abuse testing 
program shall be maintained, except as otherwise provided by law. 
 

Alcohol and drug testing information will be shared between Gabbart Enterprises, LLC to the extent 
necessary to ensure that  an informed decision and appropriate response is given to either a positive or 
negative test result. We also retain the right to produce the results of a positive alcohol or drug test in 
litigation filed by you or on your behalf against us (e.g.; a workers' compensation proceeding or a claim 
for unemployment benefits). 
 

L. Independent Contractors and Visitors. Contractors and visitors must not be under the influence of 
alcohol or drugs while on company property. Violators of this policy will be refused entry into or 
immediately removed from the premises. 
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M. Federal Contractor. If you are working at a worksite that is subject to federal laws and regulations 
because of a federal contract, you have additional reporting requirements. If you are convicted under any 
criminal drug statute for a violation occurring in the workplace as defined by this policy, or if you are aware 
of the conviction of another employee of a similar violation you must report that conviction to 
management within five days of the conviction. 
 

The contracting agency will be notified within ten days or as required by law. Appropriate disciplinary 
action will be imposed upon the employee within thirty days after receiving notice of the conviction. 

 

503 WORKPLACE BULLYING  

  

Gabbart Enterprises, LLC defines bullying as “repeated inappropriate behavior, either direct or indirect, whether 

verbal, physical or otherwise, conducted by one or more persons against another or others, at the place of work 

and/or in the course of employment.” Such behavior violates the company Code of Ethics, which clearly states that 

all employees will be treated with dignity and respect.   

  

The purpose of this policy is to communicate to all employees, including supervisors, managers and executives, 

that the company will not tolerate bullying behavior. Employees found in violation of this policy will be disciplined 

up to and including termination.   

  

Bullying may be intentional or unintentional. However, it must be noted that where an allegation of bullying is 

made, the intention of the alleged bully is irrelevant and will not be given consideration when meting out 

discipline. As in sexual harassment, it is the effect of the behavior upon the individual that is important. Gabbart 

Enterprises, LLC considers the following types of behavior examples of bullying:  

  

• Verbal bullying: Slandering, ridiculing or maligning a person or his/her family; persistent name calling that 
is hurtful, insulting or humiliating; using a person as the butt of jokes; abusive and offensive remarks.   

  

• Physical bullying: Pushing, shoving, kicking, poking, tripping, assault or threat of physical assault; damage 

to a person’s work area or property.   

  

• Gesture bullying: Nonverbal threatening gestures or glances that convey threatening messages.   

  

• Exclusion: Socially or physically excluding or disregarding a person in work‐related activities.   

  

• Gossiping:  Gossiping to other employees about work place, including issues with other employees.   

  

504 VIOLENCE IN THE WORKPLACE  

  

Gabbart Enterprises, LLC is committed to providing a safe working environment. Threatened violence and assaults 

are prohibited. Employees who are aware that another employee, customer, or visitor has possession of a weapon 

while inside company property, or that another employee has a weapon while engaged in company business, 

regardless of whether he or she is on company property, should report it to their supervisor immediately.  

  

Employees who are threatened or witness a threat of bodily harm should report it to their supervisor immediately. 

If an employee receives a threat off company property and not in the course and scope of employment, such a 

threat should still be reported if the employee has reason to believe that the threat may be carried out on 

company property or while the employee is engaged in company business.  
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Employees who are assaulted or witness an assault should report it to their supervisor immediately. If their 

supervisor instigated or was involved in the assault employees should contact Gabbart Enterprises, LLC’s president 

or HR office as soon as possible.  

 

 

505 CONCEAL & CARRY PERMIT  

 

An employee of Gabbart Enterprises, LLC who has a valid handgun carry permit may store a firearm or ammunition 

in their privately owned vehicle while on Gabbart Enterprises, LLC property under two conditions; the vehicle must 

be parked in a location where it is authorized to be, and the firearm or ammunition in the vehicle must be kept 

from ordinary observation.  The firearm or ammunition must be locked in the trunk, glove box or interior, if the 

employee is in the vehicle, and remain securely within the vehicle while the employee is working.  

 

When traveling in company vehicle on company business, no firearms or ammunition is allowed.  With few 

exceptions, it is unlawful to carry firearms into the parking lot or building of a public elementary or secondary 

school and therefore should not be taken on trips.  Therefore, visiting schools with a firearm in vehicle is a violation 

of state and possibly federal law. 

 

Gabbart Enterprises, LLC will not be held liable in any civil action for damages, injuries or death resulting from 

another’s actions involving a firearm or ammunition transported or stored by the employee of a valid handgun 

carry permit in his or her private vehicle.  An exception is if the business or employer commits an offense involving 

the firearm or ammunition or intentionally solicits the conduct resulting in the damage, injury or death.   

 

Gabbart Enterprises, LLC will not be held responsible for the theft of a firearm or ammunition stored in the 

employee’s vehicle.  

  

506 NON‐DISCLOSURE  

  

The protection of confidential business information and trade secrets is vital to the interests and the success of 

Gabbart Enterprises, LLC.  Such confidential information includes, but is not limited to, the following examples:  

  

* Compensation data  

* Computer processes  

* Computer programs and codes  

* Customer lists  

* Customer preferences  

* Financial information  

* Labor relations strategies  

* New materials research  

* Pending projects and proposals  

* Research and development strategies  

* Scientific data  

* Scientific formulas  

* Scientific prototypes  

* Technological data  

* Technological prototypes  

  

Because of the nature of Gabbart Enterprises, LLC’s business model and the high cost of customer acquisition 

through web development, conferences, email campaigns, advertising, search engine optimization; leads, 
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purchased lists, and contacts, all client and contact information is the property of Gabbart Enterprises, LLC.  This 

includes customers acquired through online orders, phone calls, chats, form submissions and any other customer 

acquisition methods from Gabbart Enterprises, LLC.  

  

All employees will 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 or customer 

information will 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.  

  

507 CONFIDENTIALITY  

  

Our clients and other parties with whom we do business entrust the company with important information relating 

to their businesses. It is our policy that all information considered confidential will not be disclosed to external 

parties or to employees without a “need to know.” If an employee questions whether certain information is 

considered confidential, he/she should first check with his/her immediate supervisor.  

   

This policy is intended to alert employees to the need for discretion at all times and is not intended to inhibit 

normal business communications.  

  

All inquiries from the media must be referred to Teddy Gabbart, President.    

  

508 ATTENDANCE AND PUNCTUALITY  

  

Vacation and holidays must be scheduled with one’s supervisor in advance. Sick leave may be used in the case of 

emergency or sudden illness without prior scheduling. Patterns of absenteeism or tardiness may result in discipline 

even if the employee has not yet exhausted available paid time off.   

  

The office is normally open from 8:00 am until 5:00 pm Central time. Certain employees may be assigned to 

different work schedules and/or shifts outside of normal office hours. If an employee must be out of the office for 

non‐business related reasons during their normal work schedule, they should inform their manager.  Employees 

are expected to report to work as scheduled and on time. If it is impossible to report for work as scheduled, 

employees must call their manager before their starting time. If your manager is unavailable, a voice message 

should be left. If the absence is to continue beyond the first day, the employee must notify their manager on a 

daily basis unless otherwise arranged. Calling in is the responsibility of every employee who is absent.   

  

Not reporting to work and not calling to report the absence is a no‐call/no‐show and is a serious matter. The first 

instance of a no call/no show will result in a written warning. The second separate offense may result in 

termination of employment with no additional disciplinary steps. A no call/no show lasting three days may be 

considered job abandonment and may be deemed an employee’s voluntary resignation of employment.   

  

Employee Responsibility  

It is the employee’s responsibility to make sure things are covered while they are out of the office.  Employees 

must make sure they fill out a request for vacation or sick leave at www.gabbart.com/pto  if they are going to be 

out of the office for any reason (other than holiday).  Also, employees need to put an out of office notification on 

their email directing customers to a team member covering for them or to the toll-free support line and 

support@gabbart.com.  In addition, employees should change their outgoing voicemail message directing 

customers to the team member covering for them or to the toll-free support line and support@gabbart.com.     

 

http://www.gabbart.com/pto
http://www.gabbart.com/pto
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509 EMPLOYEE CONDUCT AND WORK RULES  

  

To provide the best possible work environment, Gabbart Enterprises, LLC expects employees to follow rules of 

conduct that will protect the interests and safety of all employees and the organization.  It is not possible to list 

every form of behavior that is considered unacceptable in the workplace.  This list should not be viewed as being 

all‐inclusive or as limiting in any way Gabbart Enterprises, LLC’s right to terminate employment. The following are 

some examples of conduct that may result in disciplinary action, up to and including termination of employment, 

even for a first offense.  

  

• Theft or inappropriate removal or possession of property.  

• Falsification of time cards or any other company record.  

• Working under the influence of alcohol or illegal drugs.  

• Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace, while on 

duty, or while operating employer‐owned vehicles or equipment.  

• Fighting or threatening violence in the workplace.  

• Disruptive activity in the workplace.  

• Careless, improper, or neglectful use of employer‐owned or customer‐owned property, whether or 

not the conduct leads to damage.  

• Insubordination or other disrespectful conduct.  

• Violation of safety or health rules.  

• Possession of dangerous or unauthorized materials, such as explosives or firearms, in the workplace. 

• Excessive absenteeism or any absence without notice.  

• Inappropriate use of telephones, mail system, or other employer‐owned equipment.  

• Unauthorized disclosure of business “secrets” or confidential information. 

• Using abusive, profane, or threatening language.  

• Violation of the Sexual and Other Unlawful Harassment Policy.  

• Supplying false or misleading information.  

• Failure to report immediately any injury sustained in connection with work.  

• Inappropriate dress, grooming or personal cleanliness standards.  

• A general disregard for policies and procedures. 

• Continued negative attitude.    

  

510 PERSONAL APPEARANCE  

 

Gabbart Enterprises, LLC is confident that employees will use their best judgment regarding attire and appearance.  

As we are a team are creative individuals, we provide a culture in which you are allowed to dress comfortably on 

typical work days.   

 

• Typical Work Day:  Dress comfortable.  Shorts, t-shirts, and flip flops or sandals are allowed.    

Inappropriate dress would include clothing with subjective images, profanity, or see-through material. 

Management reserves the right to determine appropriateness.  

• Client At Office: When a client will be visiting office for sales or training, appropriate attire will be 

business casual for everyone working in the office.  An App Notification and email will be sent out the day 

before scheduled event to remind all employees. 

• On-site Visit:   Account Managers, Trainers, & Graphic Designers going on-site to meet with clients will be 

dressed in either khaki pants and company shirt or dress slacks and collared polo or dress shirt.  

• Conference / Trade Show:    If more than one team member is attending, khaki pants and company shirt 

are required to appear as a team.  If individual working event, company attire, or business suite is allowed. 
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When meeting with clients, it is important for all employees to project a professional image by being appropriately 

attired. First impressions are important. Gabbart Enterprises, LLC employees are expected to be neat, clean, well‐

groomed and dressed appropriate for events of that day.  

 

Any employee who is improperly dressed will be counseled or in severe cases may be sent home to change clothes. 

Continued disregard of this policy may be cause for disciplinary action, which may result in termination.   

  

511 ELECTRONIC COMMUNICATION AND INTERNET USE   

  

The following guidelines have been established for using the Internet, company‐provided cell phones and e‐mail in 

an appropriate, ethical and professional manner:  

  

Internet, company‐provided equipment (e.g., cell phone, laptops, and computers) and services may not be used for 

transmitting, retrieving or storing any communications of a defamatory, discriminatory, harassing or pornographic 

nature.   

  

The following actions are forbidden: using disparaging, abusive, profane or offensive language; creating, viewing or 

displaying materials that might adversely or negatively reflect upon Gabbart Enterprises, LLC or be contrary to 

Gabbart Enterprises, LLC’s best interests; and engaging in any illegal activities, including piracy, cracking, extortion, 

blackmail, copyright infringement, and unauthorized access of any computers and company‐provided equipment 

such as cell phones and laptops.  

  

Employees may not copy, retrieve, modify or forward copyrighted materials, except with permission or as a single 

copy to reference only.  

  

Employees must not use the system in a way that disrupts its use by others. Employees must not send or receive 

large files that could be saved/transferred via thumb drives. Employees are prohibited from sending or receiving 

files that are not related to work.   

  

Employees should not open suspicious e‐mails, pop‐ups or downloads. Contact the Director of Technology with any 

questions or concerns to reduce the release of viruses or to contain viruses immediately.  

  

Internal and external e‐mails are considered business records and may be subject to discovery in the event of 

litigation. Be aware of this possibility when sending e‐mail within and outside the company.  

  

By signing the Acknowledgement at the end of this handbook, you signify your understanding that you have no 

expectation of privacy in the use of the company’s technology resources.  

  

Right to Monitor   

  

All company‐supplied technology and company‐related work records belong to the company and not to the 

employee. Gabbart Enterprises, LLC routinely monitors use of company‐supplied technology. Inappropriate or 

illegal use or communications may be subject to disciplinary action up to and including termination of 

employment.   

  

512 PERSONAL ACTIVITIES—ACCEPTABLE USE  

  

Any activity of a personal nature that hinders the production of an employee is prohibited.  This can include:  



 

     218 N. 3rd Avenue  

Durant, OK  74701 

Office: (877) 810-6894  

Fax:(866) 870-7198  

 
 

 28 

 

• Social media (Facebook, Twitter, Snapchat, Instagram, any dating websites, etc) during work hours 

• Watching videos, Netflix, Apps, and personal browsing 

• Playing games 

• Personal phone calls & text 

• Or other things of a personal nature 

  

Employees may not post on Social Media any financial, confidential, sensitive or proprietary information about the 

company, clients, employees or applicants, even on their own time away from work.   Employees may not post 

obscenities, slurs or personal attacks that can damage the reputation of the company, clients, employees or 

applicants.  

  

When posting on social media sites, even off‐duty, employees must use the following disclaimer when discussing 

job‐related matters, “The opinions expressed on this site are my own and do not necessarily represent the views of 

Gabbart Enterprises, LLC.”   

  

Gabbart Enterprises, LLC may monitor content out on the Internet. Policy violations may result in discipline up to 

and including termination of employment.   

  

513 SOLICITATIONS, DISTRIBUTIONS AND POSTING OF MATERIALS  

  

Gabbart Enterprises, LLC prohibits the solicitation, distribution and posting of materials on or at company property 

by any employee or nonemployee, except as may be permitted by this policy. The sole exceptions to this policy are 

charitable and community activities supported by Gabbart Enterprises, LLC management and company‐sponsored 

programs related to Gabbart Enterprises, LLC’s products and services.   

  

Provisions:   

• Nonemployees may not solicit employees or distribute literature of any kind on company premises at any 

time.   

• Employees may only admit nonemployees to work areas with management approval or as part of a 

company‐sponsored program. These visits should not disrupt workflow. An employee must accompany 

the nonemployee at all times. Former employees are not permitted onto company property except for 

official company business.   

• Employees may not solicit other employees during work times, except in connection with a company 

approved or sponsored event.   

• Employees may not distribute literature of any kind during work times or in any work area at any time, 

except in connection with a company‐sponsored event   

• The posting of materials or electronic announcements are permitted with approval from the Office 

Manager.   

  

Violations of this policy should be reported to the Office Manager.   

  

514 PROGRESSIVE DISCIPLINE  

  

This policy describes the policy for administering fair and consistent discipline for unsatisfactory conduct at 

Gabbart Enterprises, LLC.  
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We believe it is important to make sure that all employees are treated fairly and that disciplinary actions are 

prompt, consistent, and impartial. The major purpose of a disciplinary action is to correct the problem, prevent it 

from happening again, and prepare the employee for satisfactory performance in the future.   

Although your employment is based on mutual consent and both you and Gabbart Enterprises, LLC have the right 

to terminate employment at will, with or without cause or advance notice, Gabbart Enterprises, LLC may use 

progressive discipline at its discretion.   

  

In most cases, progressive discipline means that we will normally take these steps in the following order: 1) a first 

offense may call for a verbal warning; 2) a next offense may be followed by a written warning; 3) another offense 

may then lead to termination of employment.  

  

In very serious situations, some types of employee problems may justify either a suspension, or, in extreme 

situations, termination of employment, without going through the usual progressive discipline steps.  

  

By using progressive discipline, we hope that most employee problems can be corrected at an early stage, 

benefiting both the employee and Gabbart Enterprises, LLC.  

  

SECTION 600‐EMPLOYEE BENEFITS  
  
601 HOLIDAYS  

  

Gabbart Enterprises, LLC will observe the following holidays:   

  

New Year’s Day   

Good Friday  

Memorial Day   

Independence Day (4th of July)   

Labor Day   

Thanksgiving Day   

Friday after Thanksgiving Day   

Christmas Eve   

Christmas Day   

New Year’s Eve  

  

If a holiday falls on the weekend (i.e. Christmas Eve, Christmas Day, New Year’s Eve, and New Year’s Day).  The 

holidays must be taken consecutive (either the two days before or the two days after.  There must be a sufficient 

number of employees working so that office is still operating during that time period.  Requests should be made 

through your supervisor and seniority will take precedent.   

  

602 PAID TIME OFF (INCLUDES VACATION AND SICK)  

  

All full‐time employees are eligible for paid time off (PTO).    

  

New full‐time employees will receive three (3) days of Paid Sick Leave after the initial 90-day probationary period.  

Sick leave may be used when an employee is sick or taking care of sick spouse or dependents. Any illness that lasts 

over 24 hours requires a doctor’s note when returning to work.  The available sick leave will reset to 3 available 

days on your work anniversary date.  
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On the anniversary date of your first full year of employment, employee will receive five vacation days.  On 

employees second, third, and fourth year anniversaries of employment, ten vacation days will be provided each 

year.  On employees fifth and future year anniversaries of employment, 15 vacation days will be provided each 

year.   To summarize: 

1 year service  =  40 hours Paid Vacation 
2 years service =  80 hours Paid Vacation 
5+ years service =  120 hours Paid Vacation 

 

Employees should notify their manager at least one month in advance of taking PTO for vacation time. All vacation 

requests are subject to manager approval. In addition, employees should directly communicate vacation dates to 

co‐workers to ensure customer needs are met.   Employees may only take off one week at a time. Employees may 

not take two consecutive weeks in a row, unless approved.   

 

Vacation days do not carry over from year to year, therefore employees are encouraged to use them.  However, we 
do allow unused vacation days to be banked for Major Medical PTO, which can be used in the event of Major 
Medical Event of an employee, their spouse, dependent children or parents.  In the event of a major medical issue, 
the accrued MMPTO days will be paid to the employee each day of work missed. A doctor's note will be required 
for a major medical event.  The employee will only be able to bank up to 240 hours. After that the employee will 
forfeit any unused time. Upon termination of employment, employees will not be paid for unused vacation or 
Banked PTO hours. 

 

Unpaid time off is allowed as part of this policy.    

  

Employees who are within their 90-day introductory period may use unpaid time off for illnesses.  

  

603 BEREAVEMENT LEAVE  

  

Employees will be paid for up to three days to attend the funeral of an immediate family, such as a spouse, 

children, parents, grandparents, siblings and corresponding in‐laws. If additional time off is required, employees  

should talk to their manager and if approved, may take unused vacation or unpaid personal time 

  

Employees may take unused vacation or unpaid personal time to attend the funeral of individuals other than those 

listed but, sick days cannot be used.   

  

604 GROUP BENEFITS  

  

Gabbart Enterprises, LLC is proud to be able to offer quality group benefits to all eligible full‐time employees. 

Where applicable, benefits are deducted from wages on a pre‐tax basis. Gabbart Enterprises, LLC works diligently 

to provide employees with the opportunity to participate in a well-rounded benefits package. These are the 

benefits Gabbart Enterprises, LLC offers:  

  

• Health Care Insurance  

• Dental Insurance 

• Vision Insurance  

• Matching 401 k Retirement Account with 4% match 

• Flexible Benefit Plan (Section 125 of IRS Code)  

• Life Insurance (Employee Option) 

• Accidental Insurance (Employee Option) 

• Legal Shield (Employee Option) 
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• Nautilus Membership (Employee Option) 

  

If you have any specific questions, please contact your supervisor or the Office Manager. In any and all cases where 

any questions, conflicting information or interpretation should arise between this Employee Handbook, and the 

Job Summary Plan Description, the Job Summary Plan Description shall prevail.   
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RECEIPT/ACKONWLEDGEMENT  

  

  

I have received a copy of the Employee Handbook and have read or had it read to me. If I have any questions 

regarding this handbook, I understand that it is my responsibility to ask my supervisor or other member of 

management about them. I recognize it is my responsibility to review the policies, practices, standards, and rules it 

contains, and I agree to comply with them during my employment.  

  

I understand the information in this handbook is intended to acquaint employees with general policies, principals, 

standards, and procedures, and does not represent a contractual commitment by Gabbart Enterprises, LLC 

concerning terms of employment or other matters. Gabbart Enterprises, LLC is free to act according to the best 

business judgment of management and to change, interpret, withdraw, or add to the policies, procedures, and 

standards described in this handbook at any time without prior notice, consideration, or approval by an employee. 

I further understand that this handbook is not a contract between Gabbart Enterprises, LLC and myself, nor is it a 

guarantee of any specific policies, procedures, standards, rules, or length of employment. I understand that my 

employment is considered “employment at‐will” unless I may have otherwise entered into a contractual 

agreement with Gabbart Enterprises, LLC.   

  

  

____________________     _______________________________________  

Date          Employee Signature  

  

  

  

          _______________________________________  

          Employee Name Printed  
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RECEIPT/ACKONWLEDGEMENT  

  

  

I have received a copy of the Employee Handbook and have read or had it read to me. If I have any questions 

regarding this handbook, I understand that it is my responsibility to ask my supervisor or other member of 

management about them. I recognize it is my responsibility to review the policies, practices, standards, and rules it 

contains, and I agree to comply with them during my employment.  

  

I understand the information in this handbook is intended to acquaint employees with general policies, principals, 

standards, and procedures, and does not represent a contractual commitment by Gabbart Enterprises, LLC 

concerning terms of employment or other matters. Gabbart Enterprises, LLC is free to act according to the best 

business judgment of management and to change, interpret, withdraw, or add to the policies, procedures, and 

standards described in this handbook at any time without prior notice, consideration, or approval by an employee. 

I further understand that this handbook is not a contract between Gabbart Enterprises, LLC and myself, nor is it a 

guarantee of any specific policies, procedures, standards, rules, or length of employment. I understand that my 

employment is considered “employment at‐will” unless I may have otherwise entered into a contractual 

agreement with Gabbart Enterprises, LLC.   

  

  

____________________     _______________________________________  

Date          Employee Signature  

  

  

  

          _______________________________________  

          Employee Name Printed  

  

  

  

To Supervisor:   Following the employee’s signature, place this page in the employee’s personnel file.  
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