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Welcome to Mary Kraft Staffing and HR Solutions

Mary Kraft Staffing and HR Solutions is the area’s leading  

provider of highly qualified and dedicated temporary, temp-to- 

hire and direct hire staffing personnel in the Baltimore  

metropolitan area.

Mary Kraft, president, founded Mary Kraft Staffing and HR  

Solutions in 1989 after an extensive career in the Baltimore  

staffing industry. Mary Kraft has been recognized as one of the 

“Fastest-Growing Women-Owned Business is in the Baltimore  

Area” by the Baltimore Business Journal, and Ms. Kraft has been  

named “Towson’s Business Woman of the Year.”  

The key to the success of Mary Kraft is the commitment to  

quality business practices, the selection of skilled staffing  

employees, and adherence to the ethical standards of the  

American Staffing Association and its affiliate chapter, the  

Maryland Staffing Association. 

We believe that the knowledge and experience that you bring  

to Mary Kraft is one of our most valuable assets. We encourage  

you to share ideas with other employees and to adopt our  

philosophy of quality service, dedication and high ethical  

standards. 



Introduction
Our Mission Statement
At Mary Kraft, our mission is to partner with highly respected client 
companies to provide quality personnel and staffing services, ensuring 
stability and growth for all we serve. This includes our employees, who are 
expected to adopt our business philosophy of conducting relationships in an 
ethical and professional manner, while continuously providing exceptional 
customer service. Mary Kraft is committed to your success through the variety 
of our client company assignments, development of job skills, and attention 
to your questions, concerns and goals. We are committed to your success in 
each assignment and your ultimate career growth. 

Mary Kraft maintains the highest standards of ethical conduct, integrity 
and quality service in dealings with employees, client companies, and the 
business community, and complies with all applicable laws and regulations. 

Purpose of this Handbook
This handbook has been prepared for you as a guide to our policies and 
procedures. It provides answers to many of the most frequently asked 
questions. Please read the entire handbook and retain it for future reference. 
If you have any questions, please seek assistance through your staffing 
coordinator. Please remember that as an employee of Mary Kraft, you also are 
required to abide by the specific rules of the client company on-site where 
you are working. It is your responsibility to secure said company rules at the 
start of your assignment.

All Mary Kraft policies, practices and benefits, regardless of whether 
contained in this handbook, are subject to change, modification, amendment, 
reduction, discontinuation, or interpretation at the sole discretion of Mary 
Kraft without cause, justification or advance notice.  

Nothing in this handbook constitutes a contract of employment, a guarantee 
of benefits, or a legal document. Mary Kraft is an at-will employer and this 
handbook does not change the at-will relationship between the employee 
and Mary Kraft. 

Mary Kraft is committed to providing equal employment opportunities to all 
individuals without regard to age, race, color, sex, national origin, citizenship, 
religion, marital status, physical or mental disability, sexual orientation, 
genetics, United States military status or any other classification prohibited  
by law. 
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Employment
Employment Status
Mary Kraft is your employer. Your assignments may be temporary, but 
your employment with us is ongoing. You will be assigned to various client 
company locations based on the needs of the client companies we serve.  

While on assignment, you are acting as a client services representative for 
Mary Kraft. Your status is based on one of the following categories, and Mary 
Kraft strives to place you in positions that will meet your desired career goals:

•	 Temporary – A variety of client company temporary assignments. The 
assignments become available for reasons such as vacation replacement, 
sick leave absence, special projects, peak workloads, seasonal upswings, 
etc.

•	 Temp2Hire – Temporary assignments that could become direct hires.

•	 Direct Hire – Direct hire employment opportunities with client companies. 
All placement fees are paid by the client company.

Employment Investigations
Prior to hiring all applicants, Mary Kraft secures criminal background 
checks, employment references, Social Security number verification, and 
authorization to work in the U.S. (I-9). As necessary, Mary Kraft may also 
require fingerprinting and verification of education, driving records and 
credit reports. In addition, Mary Kraft may require medical examinations 
or certificates confirming that an applicant or employee can perform the 
essential job functions of the assignment. We also may require applicants to 
undergo drug screenings before or during any assignment.
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Attendance and Punctuality
Providing dependable staffing services to our client companies is only 
possible with the cooperation and support of every employee. Upon 
acceptance of a work assignment, you must adhere to the work schedule for 
the entire duration of the assignment. 

Any absence from work must be requested and approved by Mary Kraft. 
If there is an unforeseeable lateness beyond five minutes or unplanned 
absence, you must notify the Mary Kraft staffing coordinator no later than the 
first half-hour of the scheduled start time. If the Mary Kraft office is closed, 
leave a message on the 24-hour answering service. The message also must 
include the telephone number where you may be reached. Mary Kraft will 
contact the client company on your behalf.  

Regular attendance and punctuality are essential in maintaining employment 
status with Mary Kraft. Failure to provide Mary Kraft with proper notification 
of lateness or absence, or repeated lateness or absenteeism, may be subject 
to discipline or immediate termination. Failure to report to work or notify 
Mary Kraft is considered voluntarily resignation without notice and will deem 
you ineligible for rehire. 

Conduct Requirements
As a Mary Kraft employee, you must adhere to high standards of conduct and 
work performance while on assignments. You are expected to know these 
standards and procedures, including those specific to each client company, 
and to follow them accordingly.

7



Prohibited Behaviors
Mary Kraft will not tolerate any behavior that is immoral, unethical, illegal, or 
fails to adhere to Mary Kraft’s or client companies’ policies and procedures. 
The following are examples of some (but not all) types of conduct that will 
lead to disciplinary action, up to and including termination.

•	 Gross and accountable negligence;

•	 Misconduct or any action that reflects adversely on Mary Kraft or the client 
company;

•	 Working under the actual or apparent influence of alcohol or other 
substances, or possession, distribution, use, sale or transfer of alcohol or 
other substances while working or during work hours, or on Mary Kraft or 
client company property;

•	 Failure to submit to alcohol or drug testing;

•	 Fighting, attempting to injure, threatening violence, or coercing another 
employee, volunteer, customer, vendor or visitor; 

•	 Possession or use of dangerous or unauthorized materials, firearms, knives, 
or any other weapons while working or while on Mary Kraft or client 
company premises; 

•	 Disorderly conduct, horseplay or potentially harmful practical joking;

•	 Negligent operation of a personal vehicle while on Mary Kraft or client 
company grounds;

•	 Falsifying work records;

•	 Intentionally falsifying, misstating, or concealing of any material fact 
in connection with employment or any Mary Kraft or client company 
investigation;

•	 Deliberately falsifying or unauthorized altering of a time sheet or work log; 

•	 Dishonesty or untruthfulness;

•	 Theft or misappropriation of Mary Kraft or client company assets;
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•	 Abuse, theft or destruction of Mary Kraft or client company property or 
property of an employee, volunteer, customer, vendor or visitor;

•	 Unauthorized possession or use of Mary Kraft or client company property 
or information technology resources;

•	 Gambling while working on the premises of Mary Kraft or a client company;

•	 Soliciting or accepting solicitation of money or valuables while on Mary 
Kraft or client company premises;

•	 Interfering with another employee’s performance of job duties;

•	 Sleeping, loafing or loitering while on Mary Kraft or client company 
premises;

•	 Violations of defined health, safety and security rules, policies and 
procedures, including failure to report an accident or incident within a 24-
hour period;

•	 Failure to meet established client company work standards;

•	 Leaving work or the assigned work area before the scheduled time without 
authorization;

•	 Unexcused absence or lateness; 

•	 Exceeding authorized leave of absence;

•	 Smoking in prohibited areas or while working;

•	 Discourtesy or abuse to another employee, volunteer, customer, vendor or 
visitor;

•	 Failure to adhere to confidentiality agreement;

•	 Insubordination or refusing to obey the instructions of the supervisor or 
other supervisory or management personnel;

•	 Sexual or other prohibited unlawful forms of harassment, intimidation or 
discrimination.
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Performance Evaluations
Mary Kraft regularly monitors work performance throughout and at the 
conclusion of all work assignments. Performance will be evaluated in areas 
that include, but are not limited to: demonstrated work competencies; 
adherence to policies and procedures; attendance and punctuality. The 
staffing coordinator will review the evaluation with you and identify 
satisfactory job performance and areas requiring improvement. You are 
expected to make the necessary changes to raise your performance to a 
minimum satisfactory level as recommended during your evaluation. Poor 
performance evaluations may result in disciplinary action or termination of 
employment with Mary Kraft.

Personnel Records
You must notify Mary Kraft of changes affecting your legal name, marital 
status, address, phone number, emergency contact, number of dependents 
for tax withholding, etc., to ensure accurate record keeping and reporting to 
government agencies. Personnel records remain the property of Mary Kraft, 
and access to the records is generally restricted to Mary Kraft management 
personnel, unless required otherwise by law. 

Employment Verification Information
All requests for employment verification should be submitted to Mary 
Kraft, not the client company to which the employee was assigned. Mary 
Kraft responds only to those requests for employment verification that are 
submitted in writing and consented to by the employee, unless required by 
law, subpoena or garnishment. Requests are handled in a timely manner.

10



Work Environment
Work Assignments
Assignment Acceptance: Mary Kraft conducts in-depth research on all client 
companies and their business practices prior to entering into an agreement 
for providing services. 

You are not obligated to accept an assignment and may decline an 
assignment for any reason without fear of not being offered other 
assignments. Upon accepting an assignment, you are required to complete 
the assignment.

Ongoing Communications: While on assignment, you must contact the Mary 
Kraft staffing coordinator as follows:

•	 On the first day of a new assignment – to provide feedback about the work 
assignment.

•	 Weekly while on assignment – to keep Mary Kraft informed of new skills 
learned, assignment progress and continuing availability.

•	 As needed – to report an unforeseeable lateness or absence, to request 
time off or a schedule change, to report a potential need for additional 
staffing services, to report a change in work availability, or to address a 
question or concern about the work assignment or employment with  
Mary Kraft. 

Ending Assignments: You must notify the Mary Kraft staffing coordinator 
each time a temporary assignment ends so that new assignments may be 
scheduled.  If you do not notify the staffing coordinator regarding availability, 
you will be considered to have voluntarily resigned from Mary Kraft and may 
be ineligible for rehire. This may also result in the loss of unemployment 
benefits. 

If a client company offers you a position, notify Mary Kraft immediately. 
Arrangements are made with the client company in accordance with the 
signed service agreement. You are under no obligation to accept an offer for 
direct hire. In addition, Mary Kraft employees shall not solicit client companies 
for positions, but should contact the Mary Kraft staffing coordinator 
concerning other employment opportunities.
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Work Duties
Mary Kraft temporary staffing assignments are for office support. You should 
contact the Mary Kraft staffing coordinator if asked to perform any labor, 
industrial, medical patient care, or technical duties. 

You are responsible for verifying job responsibilities and the accuracy of 
work performed with the client company supervisor. Mary Kraft must be kept 
informed of new skills learned while on assignment since this may increase 
assignment availability. If assignment duties and responsibilities change, 
notify the staffing coordinator immediately so that the change can be 
addressed with the client company.

Confidentiality and Proprietary Information
While performing assignments for Mary Kraft, you may work with or have 
access to information of a sensitive or confidential nature (e.g., personal and/
or financial information, personnel records, medical records, client listings, 
etc.). As a condition of employment with Mary Kraft, you must agree to 
maintain the strict confidentiality of such information and not to use, discuss, 
disclose, or remove from the premises of Mary Kraft or the client company, 
either verbally or tangibly, any such information, except as required during 
the course of the assignment. Any employee who fails to maintain strict 
confidentiality of such information will be subject to immediate disciplinary 
action up to and including termination.

Controversial Issues
While on assignment, you are acting as a representative of Mary Kraft. You 
should use discretion when discussing potentially controversial issues such 
as social, economic, religious and political views, and should refrain from 
giving the impression that views expressed are those of Mary Kraft. You may 
not engage in non-business activities related to controversial issues while on 
assignment or use Mary Kraft or client company equipment for such purpose.

Resolution Procedure
Work-related issues are best handled between you and the client supervisor. 
You also are encouraged to speak to your Mary Kraft staffing coordinator 
about problems, questions and suggestions.

If you do not feel comfortable addressing the issue with the supervisor or do 
not feel that the supervisor successfully resolved the issue, report the concern 
to the Mary Kraft staffing coordinator. If an issue is not successfully resolved or 
you do not feel comfortable reporting at any level, send a written complaint
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via certified mail, return receipt requested as soon as possible to the president 
of Mary Kraft. 

Mary Kraft will immediately investigate all complaints on a confidential basis 
to the maximum extent possible. Mary Kraft will communicate the results of 
the inquiry as promptly as possible. 

Emergency Calls
Individuals who need to reach you in an emergency should direct the call 
to the Mary Kraft office. Mary Kraft can reach you quickly through the client 
company regarding the emergency. Please provide Mary Kraft with your 
direct line at your assignment to expedite emergency contact.

Personal calls are not accepted at Mary Kraft or client company locations.

Safety and Health Reporting
Establishment and maintenance of a safe and healthy work environment is 
the shared responsibility of Mary Kraft, the client company, and employees. 
While on assignment, you are expected to obey the workplace safety rules 
of the client company. Any unsafe conditions or practices, or any accident 
resulting in damage to company equipment or property or damage to 
equipment or property of others should be reported immediately to the 
Mary Kraft staffing coordinator and the client company supervisor. Prompt 
reporting is critical and helps protect the interests of the company and all 
employees. 

Any work-related illnesses or accidents resulting in injury must be reported 
immediately to the Mary Kraft staffing coordinator and the client company 
supervisor. Mary Kraft will document the details of the incident and direct 
you in obtaining needed medical treatment and/or workers’ compensation 
benefits. Failure to report a work-related accident, injury or illness in a timely 
manner may result in denial of benefits. Reported workplace accidents will 
require mandatory substance abuse testing at the time of the first report of 
injury.

As a Mary Kraft employee, you are not permitted to perform labor/industrial 
duties, operate industrial equipment or motor vehicles, perform medical 
patient care, or perform technical duties while on assignment without 
advance written authorization from Mary Kraft. 
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Security
Mary Kraft and client companies have rules regarding workplace security, and 
it is your responsibility to maintain these rules while on assignment. You are 
not permitted to invite personal visitors to client companies. The presence 
of unauthorized visitors or any type of suspicious workplace activity should 
be reported to Mary Kraft and client company management. Any acts or 
threats of violence by a Mary Kraft or client company employee or affiliated 
person on company premises or elsewhere at any time are prohibited. Report 
concerns about security to the Mary Kraft staffing coordinator and client 
company supervisor.  

Mary Kraft and client companies have the right to conduct security 
investigations, inspections and searches of company premises or properties 
and/or employee automobiles on those premises or properties as part 
of maintaining workplace security and for ensuring proper and efficient 
operations. Searches may be conducted to retrieve company materials, for 
investigative purposes such as when there are grounds for suspecting an 
employee of work-related misconduct, for security purposes to ensure drugs, 
alcohol, or weapons are not brought onto or maintained in the workplace, etc. 
Workplace searches include, but are not limited to, offices, work areas, desks, 
lockers, packages, company vehicles, personal property or belongings, etc. A 
search, in and of itself, does not constitute an accusation of wrongdoing. As 
a condition of continued employment, you may be required to submit to a 
search as previously described.

Anti-Harassment Policy
Mary Kraft is committed to providing you with a safe working environment 
in which you are treated with respect and dignity, and which is free from 
unlawful harassment, including sexual harassment. In keeping with this 
commitment, Mary Kraft will not tolerate unlawful harassment of any Mary 
Kraft employee by anyone.

Harassment includes, but is not limited to, slurs, jokes, and other verbal, visual, 
or physical conduct relating to an individual’s protected status such as age, 
race, color, sex, national origin, religion, physical or mental disability, sexual 
orientation, or any other classification prohibited by law. 
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As an employee, if you have observed harassment or feel another employee 
or person doing business with Mary Kraft is harassing you in any way, you 
should IMMEDIATELY inform the staffing coordinator or the president of Mary 
Kraft. It is your responsibility to bring complaints or concerns to Mary Kraft’s 
attention. 

Claims of harassment will be investigated immediately on a confidential basis 
to the maximum extent possible, and any corrective action which Mary Kraft 
determines appropriate will be taken. Any individual who intentionally makes 
a false claim of harassment is subject to discipline or immediate discharge.

Dress Code and Personal Conduct
You are required to dress appropriately and to maintain proper standards 
of conduct in order to best represent Mary Kraft and the client company 
being served. You must adhere to Mary Kraft and client company established 
standards of dress; to use good judgment in choice of work apparel; to 
maintain the highest standards of personal cleanliness in order to project a 
neat and professional appearance; and to act in a courteous and respectful 
manner at all times.  

Mary Kraft and client companies have the right at any time to access, read, 
monitor, and disclose all e-mail and voicemail messages and all computer 
files, databases and documents generated for any purpose. Incurred charges 
for personal use of information technology resources are required to be 
reimbursed. In addition, the use of personal cell phones is strictly prohibited 
by Mary Kraft policies and procedures. Employees who violate the policies 
governing information technology resources usage may be subject to 
discipline or immediate discharge. When illegal activity is involved, the 
employee also may be subject to criminal prosecution. 

Voluntary Employment Separations
Employees are required to provide at least two weeks’ advance written notice 
of their intention to resign employment. This advance notice will enable Mary 
Kraft to arrange for a suitable replacement and avoid an undue hardship for 
our client company.
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Termination
Abandoning employment without a minimum two-week advance written 
notice or the completion of the current assignment will result in termination 
of your employment with Mary Kraft. Thus, the hourly rate for ALL wages 
and compensation owed will be paid at the current legal minimum wage. 
Complete documentation regarding job abandonment will be noted and 
retained in your file for any future reference check inquiry.

Failure to provide required sufficient notice before separation or failure to 
notify the staffing coordinator regarding availability will render you ineligible 
for rehire with Mary Kraft. Likewise, Mary Kraft will attempt to give you 
advance notice of an assignment completion. 

All company property of Mary Kraft and/or the client company must be 
returned to the appropriate manager when employment ends. The value of 
any unreturned property or unpaid expenses may be deducted from your 
final payroll check. 

Employee Violation Notification
Any violation of Mary Kraft policies or procedures as stated in this handbook 
and/or the Mary Kraft Employment Guidelines is subject to disciplinary action 
up to and including termination without notice.

Mary Kraft employees may be notified of such violations verbally or via 
e-mail or U.S. Mail. Documentation of these notifications will be retained 
on file in our offices. As part of an employee’s official employment record, 
such notification will serve as evidence of our effort to counsel employees 
regarding violations of Mary Kraft policy and procedure. 

16



Compensation and Benefits
Staffing Dollar Breakdown
From time to time, our temporary employees may see a copy of the Mary 
Kraft invoice that is sent to a client’s company. We feel it is very important 
that you understand how our company operates and exactly how our staffing 
service charges are distributed. 

*	 Includes salary, OASDI and Medicare, unemployment,  

worker’s compensation, liability insurance, and benefits  

provided to employees of Mary Kraft.

**	 Administrative costs include: office space, phones, fax,  

computers, other office equipment, staff salaries, advertising, 

 recruiting, sales efforts, mailings, payroll and billing 

 procedures.

***	 Profit Mary Kraft before applicable corporate taxes.
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Direct temporary employee payroll 
and benets costs $ 0.73*

Administrative costs $ 0.21**

Prot before taxes $ 0.06***



Time Sheet Instructions
All Mary Kraft employees are required to maintain weekly time sheets. The 
instructions for doing so are as follows:

1.	Complete time sheet and present to authorized client representative for 
verification of hours worked and signature.

2.	Send 1st and 2nd copies to Mary Kraft.

3.	Present the completed 3rd copy to 
client representative.

4.	Keep 4th copy for your records.

5.	Original time sheet must be 
received by the Mary Kraft Payroll 
Department by 12:00 noon on 
Tuesday following the work week  
to be processed.

6.	Faxed or e-mailed time sheets  
will not be accepted for payroll.

7.	Late time sheets will be processed 
on the next payroll date.

8.	Call Mary Kraft staffing coordinator 
each week to report progress of 
your assignment.

All employees of Mary Kraft are 
classified as hourly and are paid 
for the number of hours worked as 
authorized by signature of the client 
company representative on the 
weekly time sheet. 

Falsification, destruction, modification, 
tampering or removal of time sheets, 
early time recording, recording 
another employee’s time, having 
time recorded by another employee 
or failure to complete a time sheet 
may result in discipline or immediate 
discharge.
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ROUND TO NEAREST QUARTER HOUR
4 HOUR MINIMUM PER PERSON PER DAY

I hereby verify that the hours shown hereon were

 

worked by me during the week 
ending designated, and were

 

certified by an authorized representative of the Client. 
I understand that I am to contact

 

Mary Kraft & Associates, Inc.’s

 

office after 
completion of this assignment to discuss another assignment, and, if I do not do so, 
Mary Kraft & Associates, Inc.

 

may assume that I am not then available for work.

Client / Company Name

Address                         Zip

Dept.

Reports To

Employee Name

 

(Please Print)

Social Security Number Week Ending Date (Sunday)

Employee Signature

/          /

 

DAY MONTH/DATE

 

TIME IN  TIME OUT

 

MON

 

TUE

 

WED

 

THU

 

FRI

 

SAT

 

SUN

 

LESS LUNCH TOTAL

 

PERIOD HOURS

  PICK-UP CHECK TOTAL HOURS
FOR WEEK

CLIENT

VERIFI-

CATION 

AND

SIGNATURE

Please write out number of hours and minutes shown in Total Time Box

I verify the hours are correct and authorize payment.

Print Name and Telephone Number

HRS.                                            MINS.

X

CLIENT: See reverse for terms of service.
EMPLOYEE: See reverse side for time sheet instructions.

1447 York Road, Suite 601 • Lutherville, MD 21093 
(410) 296-0655 • Fax (410) 494-9194 • www.MaryKraft.com

–        –



Overtime 
Authorized overtime is paid at one-and-a-half times the regular wage rate for 
hours worked in excess of 40 hours per week. All overtime must be approved 
in advance by Mary Kraft and the client company and must be reported each 
pay period on signed time sheets.

Paychecks
The Mary Kraft pay period begins on Monday and ends on Sunday. All 
paychecks are mailed weekly on Thursday, following the end of the pay 
period. If your check is to be mailed, you must notify the Mary Kraft Payroll 
Department of any address changes. 

If you wish to pick up your check at the Mary Kraft office, you must designate 
this on your weekly time sheet. Mary Kraft office hours are extended until 
6:00 PM on Thursday. 

If your check is to be picked up by someone other than you, you must send 
a signed and dated note with the name of the person who will be picking 
up the check to the Mary Kraft Payroll Department authorizing the release 
of the paycheck. The person picking up your check must present photo 
identification. Mary Kraft does not make pay advances to employees.

Mary Kraft is required to take payroll deductions for applicable federal, 
state and local income taxes, OASDI and Medicare taxes, applicable wage 
garnishments, and employee-elected 401(k) retirement savings.

If a paycheck has been lost or stolen, you must notify the Mary Kraft Payroll 
Department immediately. A replacement check will be issued on the payday 
following 10 business days after date of notification. 

For your convenience, we strongly recommend direct deposit as a payroll 
option to quickly and safely provide wage payments. Please contact the 
Payroll Department for details.

Garnishments
Mary Kraft must accept wage garnishments ordered by a judicial or 
governmental agency. Mary Kraft will inform you of any garnishments 
received, and Mary Kraft practices for handling garnishments will be 
consistent with applicable laws.
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Paid Holidays
Mary Kraft provides holiday pay to all employees who work a minimum of 
500 hours (average 32 hours per week) in the 16 weeks prior to a designated 
holiday. Eligible employees will receive 8 hours of holiday pay at the pay rate 
they received at the time of the holiday. You must work the scheduled days 
before and after the holiday to be eligible for holiday pay, and holiday pay is 
issued two weeks after the holiday. Time paid for holiday pay will not count as 
hours worked for determining overtime pay. 

If the holiday falls on a Saturday, it will be observed on the preceding Friday. If 
a holiday falls on Sunday, it will be observed on the following Monday.

Mary Kraft holidays are: 

	 New Year’s Day	 Labor Day

	 Memorial Day 		  Thanksgiving Day

	 Independence Day	 Christmas Day 

Vacation 
Vacation pay is available to all Mary Kraft employees who work at least 1,500 
hours during the calendar year. 

•	 40 hours of paid vacation is awarded after working 1,500 hours in the 
calendar year.

•	 Hours will begin accumulating on January 1 of each year and will reset at 
the beginning of each year. 

•	 Employees may take time off with pay after coordinating with a Mary 
Kraft supervisor or receive an extra check for 40 hours pay following 
accumulation.

•	 The rate of pay will be calculated at current assignment pay rates. 

•	 Employees may track their accumulated hours on their weekly pay stubs.

•	 Time paid for vacation pay will not count as hours worked for determining 
overtime pay.

•	 Upon separation from employment, employees are not entitled to earned 
but unpaid vacation.
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Health and Life Insurance
Mary Kraft makes available a comprehensive benefits package that is offered 
to all employees. Employees are eligible to apply for insurance on the first day 
of employment with Mary Kraft. Benefit choices may include:

•	 Long-Term Major Medical Insurance (HMO, POS, PPO, or Indemnity) with the 
additional options of Dental, Vision and On-the-Job Protection

•	 Short-Term Major Medical Insurance

•	 Stand-Alone Dental Insurance

•	 Student Select Insurance for employees who carry a minimum of 9 credit 
hours

•	 Freedom Health & Wellness Card (discount medical services)

•	 Supplemental Insurance for Dental, Prescription and Vision coverage

•	 Life Insurance

To obtain more information about specific coverage or the enrollment 
process, call COB at (410) 821-6016. These optional benefits are available at 
your expense and cannot be payroll deducted.

Retirement Savings Plan – 401(k)
If you have one year of service with Mary Kraft, you are eligible to participate 
in the 401(k) Retirement Savings Plan, provided you are at least 21 years of 
age and have worked 1,000 or more hours in the plan year. This plan offers 
the opportunity to save for retirement by making pre-tax contributions of 
earnings through payroll deductions. Enrollment in the plan is offered twice a 
year in June and December. Eligible employees will be notified by the payroll 
department. Contributions may be scheduled up to an annual limit. There are 
several investment options from which to choose, and you are immediately 
100 percent vested.
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Credit Union Participation
As an employee of Mary Kraft, you are eligible to enroll as a lifetime member 
of Point Breeze Credit Union. You will enjoy the same benefits of other 
members including: free interest bearing checking accounts, ATM and 
check cards, Visa credit cards, high interest savings, low interest loans, and 
individual retirement accounts. In addition, your immediate family members 
may join. For further information, call the Mary Kraft Payroll Department.

Applicant Referral Bonus
Mary Kraft employees may be eligible to receive an applicant referral bonus 
by referring qualified personnel who are seeking employment. To qualify 
for this bonus, the applicant must give the employee’s name as the referring 
person during the application process prior to becoming employed by Mary 
Kraft. Contact our office for details.

Please refer to our website, marykraft.com, for the  
electronic version of the Employee Handbook that  
you received at your orientation, or call our office  
at 410.296.0655.
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