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TEXAS VETERANS OF FOREIGN WARS 
EMPLOYEE POLICY MANUAL 

 

INTRODUCTION 

The Veterans of Foreign Wars, Department of Texas, is a nonprofit membership organization under the 
laws of the State of Texas and an affiliated organization under the National Veterans of Foreign Wars 
of the United States, a Congressionally Chartered non-profit organization.   

VFW members, affiliated organizations (including Districts and Posts) and the general public look to 
the Texas VFW to provide strong leadership on veterans’ issues and to develop and implement 
effective programs to promote patriotism, community service, youth development and a strong national 
defense.  In order to fulfill those important responsibilities, the organization must maintain a reputation 
that is above reproach. 

POLICY STATEMENT 

The material in this handbook is provided for the information of the employee and represents policy in 
effect at the time it was prepared. The Texas VFW reserves the right to amend/change these policies at 
any time due to operational requirements, budget constraints, changes to the VFW By Laws or Manual 
of Procedure or changes to state or federal law. Any change will be reported to each employee by means 
of written notification as well as an acknowledgement signature sheet to be filed in the employee’s 
personnel record file. 
This handbook only contains general information and guidelines. It is not a binding, legal contract for 
employment and does not act as a contractual right to remain employed at the Texas VFW. 
 
Your employment may be terminated at any time at the discretion of the company. Likewise, you are 
able to resign at any time. 

RESOURCES 

Resources used for this policy were obtained from the Department of Labor, Internal Revenue Service, 
Social Security Administration, Texas Workforce Commission, Americans with Disabilities Act, 
National VFW By-Laws and Manual of Procedure, and Texas VFW By-Laws.   

CONTACT FOR QUESTIONS 

Dan West, State Quartermaster. Phone (512) 834-8535, ext. 102, or dan@texasvfw.org. 

APPROVED BY 

This Employee Policy Manual was approved by the 2021-2022 Council of Administration and ratified 
by the State Commander on July 15, 2021 
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PREFACE  
 
The Department of Texas, Veterans of Foreign Wars (hereafter referred to as the “Texas VFW”), 
recognizes an obligation to each of its employees to provide good working conditions, fair and 
sympathetic treatment and recognition of superior work. Our employees are asked to go “above and 
beyond” to ensure that the members of this organization, as well as the veterans we serve, receive the 
best service. 
 
Salary increases, vacation time and any retirement benefits are all calculated to reward the loyalty, 
experience and diligence of the employee. 
 
This handbook is to let you know what the Texas VFW expects of its employees and what you can expect 
as an employee of the Texas VFW. 
 
Some key issues you need to know: 
 

1. Employees hired after October 1, 2007 are not eligible to participate in the Texas VFW 
Employee Retirement Plan. They may participate, if they choose, in the 401k Retirement 
Plan. 
 

2. Part time and Temporary employees are not eligible to participate in any retirement plan. 
Other benefits for part time employees are at the discretion of the Department of Texas, 
Veterans of Foreign Wars (See Part Time and Temporary Employee Section). 

 
Be totally familiar with the material in this handbook. If you have questions, do not hesitate to speak 
with me about it. 
 
Together, we can make a difference in the lives of our members and the veterans of this country. 
 
Sincerely, 
 
 
       
 
 
Dan West 
State Adjutant/Quartermaster 
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YOUR FIRST FEW DAYS 
 
So, you've gone through the interview process, you've signed the legal employment documents, and 
you're finally here at Texas VFW State Headquarters. Congratulations, and welcome. 
 
Texas VFW has an incredibly unique way of doing things that will make this the greatest professional 
experience of your life, but it can take some getting used to. 
 
Ask all the questions, that's what everyone else did. 
This handbook was written by people who've been where you are now, and who want to make your first 
few months here as easy as possible. 
 
Be a Sponge 
One of your most important duties your first few months and every day after is absorbing everything. 
Getting to know our workplace culture, the working and communication styles of your teammates, the 
problem projects, and State-wide goals means that you'll be able to start your real work sooner (and be 
more effective when you do). 
 
Don't Overcommit Yourself 
Do be careful, though, to balance your schedule—you want to have plenty of time to learn the ropes 
from your desk. We fully expect you to ramp up your workload slowly.  This also means time with your 
family as working for veterans is a passion that can engulf every minute of your day.  We expect you to 
take some down time so that when it is time for work you are 100% focused.  
 
Ask Questions 
As you learn about new processes, projects, and people, don't be afraid to ask questions. You need to get 
up to speed, and people will expect it from the new person on the team. There is no such thing as a dumb 
question and there is no reason not to ask if you fully do not understand something as “faking it till you 
make it” really does not work around here. Learn as much as you can and know that it is ok to make 
mistakes, just try not to make them twice.  If you do make a mistake no one will yell at or fire you unless 
you try to hide it or lie about it.   
 
Don't Be Afraid to Speak Up 
At the same time, don't be afraid to contribute and add value—you do want to reinforce that you're the 
right person for the job! No, you won't know everything (nor should you act like you do!), but you can 
make suggestions in team meetings or brainstorming sessions, or ask questions like, "Has this been tried 
before?" And if you have a skill or ability that you've been hired to bring to the team, pipe up and share 
that knowledge. 
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History/Structure of the VFW 
 
All employees must be familiar with the history of the Veterans of Foreign Wars of the United States, 
the organization structure and the Bylaws of both the National VFW and the Texas VFW. To that end, 
all new employees will be given a copy of the National VFW and Texas VFW Bylaws and are required 
to read the book:  VFW: Our First Century or watch the VFW history video.  
 
Additionally, all new employees will be briefed by their immediate supervisor on the structure of the 
VFW, the Texas VFW and the chain of command within the State Headquarters.  A tour of the Texas 
VFW Headquarters and an introduction to all team members, including the VFW Auxiliary and Texas 
VFW Foundation, will be made by the supervisor. 
 
Mission Statement of the Veterans of Foreign Wars 

Our Mission: To foster camaraderie among United States veterans of overseas conflicts. To serve our 
veterans, the military and our communities. To advocate on behalf of all veterans.  

Our Vision: Ensure that veterans are respected for their service, always receive their earned 
entitlements, and are recognized for the sacrifices they and their loved ones have made on behalf of 
this great country. 

Who We Are?  

The Veterans of Foreign Wars of the United States is a nonprofit veteran’s service organization 
comprised of eligible veterans and military service members from the active, guard and reserve forces. 

We trace our roots back to 1899 when veterans of the Spanish-American War (1898) and the 
Philippine Insurrection (1899-1902) founded local organizations to secure rights and benefits for their 
service. Many arrived home wounded or sick. There was no medical care or veterans' pension for 
them, and they were left to care for themselves.  

In their misery, some of these veterans banded together and formed organizations that would 
eventually band together and become known as the Veterans of Foreign Wars of the United States. 
After chapters were formed in Ohio, Colorado and Pennsylvania, the movement quickly gained 
momentum. Today, membership stands at more than 1.6 million members of the VFW and its 
Auxiliary. 

Our voice was instrumental in establishing the Veterans Administration, development of the national 
cemetery system, in the fight for compensation for Vietnam vets exposed to Agent Orange and for 
veterans diagnosed with Gulf War Syndrome. In 2008, we won a long-fought victory with the passing 
of a GI Bill for the 21st Century, giving expanded educational benefits to America's active duty service 
members, and members of the guard and reserves, fighting in Iraq and Afghanistan. We were the 
driving force behind the Veterans Access and Accountability Act of 2014, and continually fight for 
improved VA medical centers services for women veterans. 
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Besides helping fund the creation of the Vietnam, Korean War, World War II and Women in Military 
Service memorials, in 2005 the VFW became the first veterans' organization to contribute to building 
the new Disabled Veterans for Life Memorial, which opened in November 2010. And in 2015, we 
became the first supporter of the National Desert Storm War Memorial which is planned for 
construction at our nation's capital. 

We have many programs and services that work to support veterans, service members and their 
families, as well as communities worldwide. Please check out our latest fact sheet or spend some time 
browsing our site to learn why No One Does More for Veterans. 

Our Core Values: 

Always put the interests of our members first 

Treat donors as partners in our cause 

Promote patriotism 

Honor military service 

Ensure the care of veterans and their families 

Serve our communities 

Promote a positive image of the VFW 

Respect the diversity of veteran opinions 

Our Purpose 

As defined by Section. 230102 – Purposes of the VFW Congressional Charter. 

The purposes of the corporation are fraternal, patriotic, historical, charitable, and educational, and are: 

1. to preserve and strengthen comradeship among its members; 

2. to assist worthy comrades; 

3. to perpetuate the memory and history of our dead, and to assist their surviving spouses and orphans; 

4. to maintain true allegiance to the Government of the United States, and fidelity to its Constitution 
and laws; 

5. to foster true patriotism; 

6. to maintain and extend the institutions of American freedom; and 

7. to preserve and defend the United States from all enemies. 
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Our Membership - An individual is eligible for membership in the corporation only if the individual 
served honorably as a member of the Armed Forces of the United States- 

1. in a foreign war, insurrection, or expedition in service that; 

a. has been recognized as campaign-medal service; and 

b. is governed by the authorization of the award of a campaign badge by the United States 
Government; 

2. on the Korean peninsula or in territorial waters for at least 30 consecutive days, or a total of 60 days, 
after June 30, 1949; or 

3. in an area which entitled the individual to receive special pay for duty subject to hostile fire or 
imminent danger under section 310 of title 37. 

CODE OF ETHICS and ETIQUETTE  

“This company expects its employees to adhere to a standard of professional conduct, integrity, 
and dignity. This ensures that the work environment is safe, comfortable, and productive to 
everybody. Employees should be respectful, courteous, and mindful of other’s feelings and needs. 
Cooperation between coworkers is expected. Individuals who are deemed to act in an 
unprofessional manner may be subject to disciplinary action.” 

The Veterans of Foreign Wars, Department of Texas, is a nonprofit membership organization under the 
laws of the State of Texas.  VFW members, affiliated organizations (including Posts) and the general 
public look to the VFW to provide strong leadership on veterans’ issues and to develop and implement 
effective programs to promote patriotism, community service, youth development and a strong national 
defense.  In order to fulfill those important responsibilities, the organization must maintain a reputation 
that is above reproach. 

In order to sustain the organization’s reputation and assure its continued success, officers, Council 
members and employees, as well as members put in leadership positions (e.g., committee chairmen and 
other appointees) are expected to conduct themselves in a professional manner and in accordance with 
the admonition in the Ritual to live lives of stainless integrity.  To maintain the trust and confidence of 
the members, persons who donate to the organization and the public, the officers, Council members, 
employees and others in leadership positions must adhere to the highest standards of honesty, integrity 
and professional conduct and comply with the Code of Ethics. 

This Code of Ethics is the policy of the Veterans of Foreign Wars, Department of Texas, and is intended 
to foster an environment that promotes ethical conduct in carrying out the mission of the organization 
by its leaders, volunteers and employees. 

Officers, Council members, employees and other persons in leadership positions in the Veterans of 
Foreign Wars, Department of Texas, should be governed by the following Code of Ethics: 
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PERSONAL CONDUCT AND PROFESSIONAL INTEGRITY 

All officers, Council members, employees and other persons in leadership positions shall: 

 1. Display personal integrity, avoid misrepresentation and always be honest with  
  others; 

 2. Act in a professional manner at all times; 

 3. Promote an environment where honesty and open communication are valued; 

 4. Resolve differences of opinion in a professional and mature manner; 

 5. Respect the confidentiality of privileged information; 

 6. Refuse to engage in or tolerate any form of discrimination or harassment toward  
  members, employees, volunteers or other officers; 

 7. Exhibit respect and fairness toward all people; 

 8. Speak highly of the organization and its members; and 

 9. Promote the VFW and support the activities of the organization. 

ACCOUNTABILITY 

Members and donors have placed their trust in the leadership of the organization to use funds to best 
fulfill the mission of the Department.  The officers, Council members, employees and others in 
leadership positions shall: 

1. Refrain from using Department’s resources for any purpose that does not benefit the 
organization; 

2. Ensure that travel, entertainment and related expenses that are incurred on behalf of the 
Department are for the benefit of the organization and not for personal gain or interests. 

3. Make objective and informed decisions concerning the proper use of funds or assets of 
the organization; and 

4. Regard the assets of the organization with the same consideration and same care as 
personal assets when making decisions. 

CONFLICT OF INTEREST 

To avoid the appearance of a conflict of interest which would tarnish the image of the organization, no 
one serving as an officer, Council member, employee or in any leadership position shall take personal 
advantage of his or her leadership role by allowing a situation to exist that is, or may be perceived to be, 
a conflict of interest.  All officers, Council members, employees and others in leadership positions must: 
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 1. Make all decisions based upon the best interests of the Department; 

 2. Refrain from the use of Department resources for personal gain; 

3. Timely disclose any direct or indirect relationship with a person, or interest in a 
business or other entity, that may benefit from a decision in which they have a vote or 
over which they have an ability to influence; 

4. Refrain from influencing the selection of vendors who are relatives, personal friends or 
persons who are affiliated with, employ or are employed by, a person with whom such 
officer, employee or other person in a leadership position has a personal or professional 
relationship. 

5. Avoid any conduct that could directly or indirectly benefit the officer, employee or 
other person in a leadership position and refrain from using such positions, directly or 
indirectly, for private gain or to advance personal interest or that of any family member, 
personal friend or other person with whom a personal relationship exists; 

6. Decline any extravagant gift, travel, entertainment, gratuity, favor or extraordinary 
discounts on merchandise in the performance of Department duties from anyone, and, 
under no circumstances, should any of the aforementioned affect business decisions. * 

 7. Ensure that outside employment and other activities do not adversely affect the  
  performance of Department duties; and 

 8. Avoid any situation that may have an appearance of a conflict of interest. 

*Any officer, Council member or staff member who questions the appropriateness of the gift, travel, 
entertainment, favors or discounts must disclose it to the Department Commander and Quartermaster. 

Discrimination 
 
The Texas VFW will neither practice nor tolerate discrimination against or between any employee, 
prospective employee, applicant, volunteer or veteran on the grounds of race, creed, color, place of 
origin, ethnic origin, ancestry, political or religious affiliation, gender, sexual orientation, age, marital 
status (EXCEPT AS DEFINED IN THE NEPOTISM POLICY), family relationship (EXCEPT AS 
DEFINED IN THE NEPOTISM POLICY), HIV status, economic status, identity or disability. 
 
We will treat each other, members, volunteers service users, with dignity, care, and respect. Petty 
jealousies, hatreds or the inability to work together for the common good of this organization will subject 
the offender to termination of employment. 
 
By law, the Texas VFW is a Congressionally Chartered Veterans’ Service Organization and as such 
military veterans and veteran owned businesses, when equally qualified, will receive a preference from 
the Texas VFW. 
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Sexual Harassment 

The Department of Texas VFW is committed to providing a workplace that is free from sexual harassment. 
Sexual harassment in the workplace is against the law and will not be tolerated. When the Department 
determines that an allegation of sexual harassment is credible, it will take prompt and appropriate corrective 
action. 

What Is Sexual Harassment? 

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual 
nature constitute sexual harassment when: 

1. An employment decision affecting that individual is made because the individual submitted to or 
rejected the unwelcome conduct; or 

2. The unwelcome conduct unreasonably interferes with an individual’s work performance or creates an 
intimidating, hostile, or abusive work environment. 

Certain behaviors, such as conditioning promotions, awards, training or other job benefits upon acceptance 
of unwelcome actions of a sexual nature, are always wrong. 

Unwelcome actions such as the following are inappropriate and, depending on the circumstances, may in 
and of themselves meet the definition of sexual harassment or contribute to a hostile work environment: 

• Sexual pranks, or repeated sexual teasing, jokes, or innuendo, in person or via e-mail, text or other 
electronic means; 

• Verbal abuse of a sexual nature; 
• Touching or grabbing of a sexual nature; 
• Repeatedly standing too close to or brushing up against a person; 
• Repeatedly asking a person to socialize during off-duty hours when the person has said no or has 

indicated he or she is not interested (supervisors in particular should be careful not to pressure 
their employees to socialize); 

• Giving gifts or leaving objects that are sexually suggestive; 
• Repeatedly making sexually suggestive gestures; 
• Making or posting sexually demeaning or offensive pictures, cartoons or other materials in the 

workplace; 
• Off-duty, unwelcome conduct of a sexual nature that affects the work environment. A victim of 

sexual harassment can be a man or a woman. The victim can be of the same sex as the harasser. 
The harasser can be a supervisor, co-worker, other Department employee, or a non-employee who 
has a business relationship with the Department. 

The Department’s Responsibilities under This Policy 

If the Department receives an allegation of sexual harassment, or has reason to believe sexual harassment is 
occurring, it will take the necessary steps to ensure that the matter is promptly investigated and addressed. 
If the allegation is determined to be credible, the Department will take immediate and effective measures to 
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end the unwelcome behavior. The Department is committed to take action if it learns of possible sexual 
harassment, even if the individual does not wish to file a formal complaint. 

The State Adjutant/Quartermaster is the main contact point for questions or concerns about sexual 
harassment. The State A/Q has responsibility for investigating or overseeing investigations of alleged 
sexual harassment and is committed to ensuring that all investigations of sexual harassment are conducted 
in a prompt, thorough, and impartial manner. Including those involving members of the Council of 
Administration as well as members of the VFW and its Auxiliary.  

Supervisors and other responsible Department officials who observe, are informed of, or reasonably 
suspect incidents of possible sexual harassment must immediately report such incidents to the State A/Q, 
which will either initiate or oversee a prompt investigation. Failure to report such incidents to the State A/Q 
will be considered a violation of this policy and may result in disciplinary action. The State A/Q will 
provide guidance as needed on investigating and handling the potential harassment. Supervisors should 
take effective measures to ensure no further apparent or alleged harassment occurs pending completion of 
an investigation. 

If the State A/Q is the accused then the State Commander will take charge of the investigation.  

The Department will seek to protect the identities of the alleged victim and harasser, except as reasonably 
necessary (for example, to complete an investigation successfully). The Department will also take the 
necessary steps to protect from retaliation those employees who in good faith report incidents of potential 
sexual harassment. It is a violation of both federal law and this policy to retaliate against someone who has 
reported possible sexual harassment. Violators may be subject to discipline. 

Persons who have been found by the Department to have subjected an employee to unwelcome conduct of 
a sexual nature, whether such behavior meets the legal definition of sexual harassment or not, will be 
subject to discipline or other appropriate management action. Discipline will be appropriate to the 
circumstances, ranging from a letter of reprimand through suspensions without pay of varying lengths to 
separation for cause. A verbal or written admonishment, while not considered formal discipline, may also 
be considered. 

Employees’ Rights and Responsibilities under This Policy 

Any employee who believes he or she has been the target of sexual harassment is encouraged to inform the 
offending person orally or in writing that such conduct is unwelcome and offensive and must stop.  This 
must be documented for future use if needed. 

If the employee does not wish to communicate directly with the offending person, or if such 
communication has been ineffective, the employee and all employees are encouraged to report the 
unwelcome conduct as soon as possible to the State A/Q.  

All Department employees, including but not limited to staff, supervisors, and senior officials, are required 
to comply with this policy. Employees are also expected to behave professionally and to exercise good 
judgment in work-related relationships, whether with fellow employees, business colleagues, or members 
of the public with whom they come into contact in the course of official duties. Further, all employees are 
expected to take appropriate measures to prevent sexual harassment. Unwelcome behavior of a sexual 
nature should be stopped before it becomes severe or pervasive and rises to a violation of law. 
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Working Hours 
 
The Texas VFW State Headquarters regular office hours are from 7:00 AM to 5:00 PM, Monday through 
Friday for a total of 9 hours each day.  With approval from the State Quartermaster Employees are 
allowed to work a flexible schedule allowing for working hours before and/or after normal hours of 
operation.   Employees are authorized a one-hour lunch break if maintaining a 7:00 am to 5:00 PM work 
schedule as long as they are staggered with other employees ensuring that visitors and phones are 
answered and received.  Those on a flexible schedule will have their lunch hour dictated by their schedule 
as approved by the State Quartermaster.  
 
In some cases, the immediate supervisor may change the designated working hours of an employee with 
the approval of the State Quartermaster. 
 
There will be several times throughout each year that employees will be called upon to work more than 
40 hours for Texas VFW State Events.  These include but are not limited to the Texas VFW State 
Convention, Mid-Year Convention, Officers Training School (OTS), State Commanders Homecoming, 
Mobile Training OTS, recruiting and other events.  Each Employee including those designated as salary 
exempt will be compensated at 1 ½ times their normal pay for each hour over 40 they are required to 
work for these events in accordance with federal law.  Each employee will be required to document their 
overtime hours during these events which must be approved in writing by the State Quartermaster. 
 
Certain positions will require the employee to be on-call after normal working hours and on weekends 
to answer phone calls, emails and text messages concerning VFW issues.  These employees may go 
about their normal off hour’s business but should be able to answer or return a call within several hours 
and will receive compensation on a monthly basis to offset the cost of their personally owned digital 
device and internet service.  
 
Pay Policy 
 
Employees are paid by electronic deposit bi-monthly on the 15th and the last day of the month. These are 
defined as a “pay period” and each employee will have twenty-four (24) pay periods per year. If a regular 
pay period ends on a Saturday, Sunday or holiday, pay day is on the previous working day. An electronic 
copy of your “pay voucher” will be forwarded to your Texas VFW mail box address by the State 
Assistant Quartermaster. This pay voucher will show all deductions as well as entitlements you are 
authorized and have earned. If there is a discrepancy, you must immediately notify the State Assistant 
Quartermaster of the problem. 
 
Deductions of leave without pay, if necessary, will be made either on the current pay period or the pay 
period immediately following the absence (See Wage Deductions below.). 
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If employment commences after the beginning of a pay period, an employee is entitled to less than full 
pay for that period. The new employee will be paid for the number of days earned during that less-than-
complete pay period. Terminated/Resigned/Retiring employees will have deducted from their bi-
monthly pay wages for days not worked during the final pay period. Upon termination for any cause, an 
employee will be paid his/her accrued Paid Time Off (PTO) at his/her prevailing salary up to the 
maximum as cited in this handbook. 
 
Salaries will be fixed at an annual rate during the Texas VFW fiscal year that encompasses the period 
July 1 through June 30th of each year and will be determined by the State Quartermaster in consultation 
with the Texas VFW Budget and Finance Committee and approval of the fiscal year budget by the Texas 
VFW Council of Administration. Any raises will become effective the next pay period. 
 
From time to time, the State Quartermaster may, within the fiscal year budget, approve performance 
and/or seasonal bonuses and/or raises for all or specific employees as long as it does not exceed the 
overall budget as approved by the Council of Administration. 
 
The Texas VFW does not advance wages or provide loans to employees.  
 
Wage Deductions 
 
Employees, by signing this handbook, agree that the employer, the Texas VFW may from time to time, 
deduct money from the employees pay for reasons that fall in to one of the following categories: 
 

1.  Employee share of the premiums for the Texas VFW group medical/dental or insurance 
plans, if participating. 

2. Any contributions made by the employee if participating, in a retirement or pension plan 
sponsored by the Texas VFW. 

3. Any overpayment of wages, time off without pay or negative leave balances. 
4. Any charges made by an employee to a Texas VFW account to include charge cards, master 

accounts at hotels, personal phone calls, use of the Texas VFW postage meter, use of Texas 
VFW office supplies, the Texas VFW Van or the use of the Texas VFW copying/fax 
machines. 

5. Any and all federal taxes including Social Security and Medicare deductions. 
6.  Any court ordered garnishment of wages to include any administrative fees limited in extent 

to the amounts allowed under applicable law. 
7. The cost of repairing or replacing any equipment owned by the Texas VFW that the employee 

may damage (reasonable wear and tear excepted), lose, fail to return, or take without proper 
authorization from the Texas VFW. 
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Overtime 
 
For overtime purposes, a work day is considered to be eight (8) hours and a work week forty (40) hours. 
A holiday falling within a week is credited as a working day for PTO purposes. The Fair Labor Standards 
Act (FLSA) applies to all employees. A determination as to the employee’s status as an exempt employee 
will be made by the State Quartermaster and this employee policy manual. An employee that questions 
their classification under the FLSA has the right to challenge their exempt status through the Labor 
Department. 
 
Overtime is paid to all employees except the State Quartermaster when they are required to work more 
than 40 hours during a work week due to VFW specific events as mentioned earlier. 
 
Salaried Positions 
 
The following are considered salaried exempt positions except when required to work more than a 40-
hour standard work week as described in the “Working Hours” section of this handbook. 
 

Position Exempt Reason as defined by the 
Department of Labor.   

See appendix. 
Adjutant/Quartermaster Executive exemption 
Assistant Adjutant/Operations Manager Executive exemption 
Assistant Quartermaster/Accounting Assistant Executive exemption 
Director Government Affairs Executive exemption 
Data Management Specialist Administrative exemption 
Administrative Professional Administrative exemption 
Information Specialist/Receptionist Administrative exemption 
Communications Specialist Professional exemption- Creative professional 

 
Supervision 
 
While the State Quartermaster retains supervisory control over all employees, in some cases the State 
Quartermaster may direct your supervision by another employee of the Texas VFW. All employees will 
be informed of the supervisory chain and how to address concerns (see Employee Complaints).  
 
Questions concerning pay, entitlements, tax issues, the Texas VFW 401(k) plan or the Texas VFW 
Retirement Plan may be addressed to the State Quartermaster. 
 
Employee Work Rules 
 
Texas VFW does not tolerate unacceptable behavior. The following list of behaviors is unacceptable; 
however, this is merely a sample list. Any employee found engaging in any unacceptable behavior will 
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be subject to disciplinary action (whether or not the behavior appears on the following list). Disciplinary 
action includes, but is not limited to: reprimand, suspension, and dismissal. 
 
1. Neglecting work responsibilities during work hours 
2. Consistent tardiness or unexcused absences 
3. Punching another employee´s time card or falsifying records 
4. Giving false, incomplete, or misleading information to obtain days off 
5. Failure to comply with the instructions of the supervisor(s) 
6. Stealing, damaging, or destroying company property/co-worker property 
7. Neglecting company property 
8. Unauthorized use of company property 
9. Violation of safety or health rules 
10. Violating company smoking policy 
11. Workplace violence (including threats and verbal abuse) 
12. Sexual harassment 
13. Engaging in horseplay or other disorderly conduct 
14. Possession of weapons while on company property 
15. Working under the influence of drugs or alcohol 
16. Violating company dress code 
 
Telephone Policy 
 
Texas VFW provides its employees with telephone access for company-related business purposes only. 
Employees may not use company telephone systems for personal correspondence, or other personal 
activities, such as soliciting for commercial ventures, political or religious causes, or other outside 
organizations. 
 
Telephone Monitoring and recording 
 
Texas VFW reserves the right to monitor and record all employee phone calls for the purpose of training 
and/or quality control, or if reasonable suspicion exists of violation of Company rules. Employees do 
not need to be informed in advance as to when phone calls may be monitored or recorded. 
 
Employees found violating our telephone policy, are subject to any form of disciplinary action, that the 
State Quartermaster feels is necessary. 
 
Performance Appraisals 
 
All employees will receive a periodic performance appraisal conducted by the State Quartermaster. 
Performance appraisals are based on merit and performance including the following 
 
Knowledge 
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Attendance and Punctuality 
Teamwork and Cooperation 
Assertiveness 
Compliance with Company Policies 
Accepting Responsibility 
Achieving Milestones 
 
Employee Complaint Procedure 
 
The Texas VFW By-Laws empower the State Quartermaster the responsibility of managing the State 
Headquarters and staff on a day-to-day basis.   Any complaints that you might have must be first 
addressed to the State Quartermaster. This policy dictates that your supervisor, the State Quartermaster, 
be the first officer to address any employee issues. If the issue concerns unlawful behavior on the part 
of the State Quartermaster, it may be addressed directly with the State Commander. 
 
As such, all employees of the Texas VFW who have a complaint will first address such complaint, in 
written form, to the State Quartermaster. The State Quartermaster will initially address the complaint 
and try to resolve the problem. If the State Quartermasters decision does not resolve the problem or the 
employee feels that the problem is not resolved, the employee may, in written form, request that the 
complaint be forwarded to the State Commander for his/her action/determination. If the employee is not 
satisfied by the determination of the State Commander, the State Commander will appoint an individual 
to act as an arbitrator (not a VFW Line Officer). The decision of the arbitrator is final unless the employee 
feels the case merits action by a state or federal agency. 
 
Except as described above employees will not discuss/forward any type of complaint to 
Department of Texas State Officers without first submitting it to the State Quartermaster for his 
action. Failure to do this will result in immediate termination of employment. 
 
Counseling Statements 
 
Except as otherwise mentioned in this handbook the Texas VFW adheres to a “three strikes and you are 
out” policy. If your performance/actions merit three (3) written and or verbal counseling statements, the 
Quartermaster, with the approval of the three-line officers of the Texas VFW (Commander, Senior Vice 
Commander and Junior Vice Commander) may terminate the employment of an employee. In the case 
of insubordination, disregard of employee policies or violation of the Texas VFW Sexual Harassment, 
Discrimination policy, or code of ethics the State Quartermaster may terminate an employee immediately 
without notification or approval of the three-line officers. All employees will have the right to appeal 
such decision through the Texas Workforce Commission (TWC). 
 
Nepotism 
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The Texas VFW State By-Laws provide that the State Quartermaster enforce a strict nepotism policy 
that prevents direct reporting or supervisory relationships between relatives and includes the State 
Commander.  Relatives include; parents, brothers, sisters, spouses, aunts, uncles, cousins and all forms 
of in laws. If a marriage occurs between two Texas VFW employees the State Quartermaster must ensure 
that neither are a direct report to the other.  Additionally, any type of dating between employees, if 
interfering in the conduct of business of the Texas VFW, will not be tolerated and will be dealt with 
severely to include termination.  
 
Safety in the Office Environment 
 
We take necessary measures to ensure that all of our employees are working in a safe and secure 
environment. We have safety rules in place to protect everybody. It is expected that all employees review 
and completely comprehend every point of our workplace safety policies. 
 
In case of any emergency event, employees must inform their supervisor immediately. If you observe 
any sort of unusual or unsafe behavior in the workplace, inform someone straightaway to resolve the 
matter. 
 
If somebody is badly hurt, experiences a burn, or is subjected to any other form of harm, call the fire 
department or the paramedics immediately. If you hear the fire alarm or any other emergency siren, 
follow the fire escape route and safely leave the building. A supervisor will tend to all employees and 
you will only be allowed back inside when they deem it safe to do so. 
  
Texas VFW does it´s best to insure a safe working environment. We comply with all federal and state 
legislation regarding safety issues. The issue of safety requires cooperation, and so all employees must 
follow our safety policy. They should also take it upon themselves to be cautious in the workplace, and 
to immediately alert their supervisor of any safety hazards or injuries. Employees who deliberately 
violate health and safety issues will face disciplinary action. 
 
 Be Aware of: 
* Blocked fire exits or extinguishers 
* Blocked walkways 
* Slippery floors or spills 
* Frayed electrical wires 
* Poorly lit areas and burnt-out light bulbs 
 
General Safety Rules: 
* Follow all safety procedures for your job 
* Do not use any equipment that you are not trained for 
* Keep walkways, doorways, fire exits, fire extinguishers, or fire sprinklers unblocked 
* Keep your workstation clean 
* Clean up any messes or spills immediately 
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* Report any hazards or injuries to your supervisor immediately 
 
Emergency Instructions: Fire 
 
Texas VFW requires the following be followed upon the discovery of a fire: 

• Remain calm and avoid shouting "Fire!" 
• Pull the nearest fire alarm, and notify those in immediate danger. 
• If possible and safe, attempt to extinguish the fire with a fire extinguisher or by cutting off oxygen 

to the fire. 
• If it is not possible or safe to extinguish the fire, call 911 from the nearest safe phone and give 

the operator the location of the fire. 
• Do not prop any fire doors open. 
• Evacuate, using appropriate exits and escape routes. 

 
Texas VFW requires the following steps to be followed in the situation that the fire alarm sounds: 

• Stop what you are doing immediately. 
• Remain calm and follow instructions. 
• Do not look for other people or attempt to take along belongings. 
• Do not prop any fire doors open. 
• Using the nearest appropriate exit or escape route, leave the building quickly and calmly. Do not 

take elevators. 
• Proceed to safe ground away from building and then to designated meeting area. 
• Do not obstruct fire hydrants or any fire/rescue workers. 

 
Do not re-enter the building until fire officials or your supervisor informs you that you may. 
 
Dress Code 
 
Clothing must be clean, pressed, odor free and fit the person and be consistent with dignity, good taste 
and generally accepted standards of a business office 
 
Trousers - Slacks or blue jeans that do not have any holes or patches are acceptable.   
 
Shirts - Collared polo or button shirts in short or long sleeve. Tie and/or jacket are optional. T-Shirts 
and tank tops are not authorized unless worn under other garments.  
 
Footwear – Closed toe shoes are required with female employees having the option of wearing sandals 
not considered flip flops or beach sandals. 
 
The State Quartermaster will inform all employees of the dress for specific VFW functions outside of 
the office. Employees attending National Events will follow the specific guidelines as issued by the 



Texas VFW Employee Handbook  

20 
 

National VFW. Employees attending VFW District or Post functions should check with the appropriate 
Commander to determine the dress for the occasion. 
 
Attitude & Behavior 
 
We work together within a team environment of mutual respect, honesty, and integrity. 
 
We approach our work with a proactive, positive, and enthusiastic attitude and maintain an open 
environment where creativity and curiosity are encouraged. 
 
Workplace attitudes affect more than an individual's job performance. One person's attitude can impact 
every person in an organization, from the owner to the other employees, clients, vendors and even 
shareholders. 
 
Bad attitudes in the workplace are toxic. They affect the employees who harbor them and their coworkers 
and supervisors. An employee with a bad attitude often engages in behavior that is inconsistent with 
what we expect of our employees. 
 
We understand that as individuals there will be those times, we “just woke up with a Bad Attitude” we 
ask that you recognize when you have a bad attitude and refrain from behavior as a result that would 
result in disciplinary action. 
 
Insubordination 
 
The willful disregard of the authority of a supervisor in business is termed insubordination. It is the 
refusal of an employee to accept and abide by the manager's lawful directives. This can be a rare act of 
defiance by a generally cooperative staff member or a consistent pattern of behavior by a troublesome 
individual. Insubordination can lead to immediate termination without notice or prior counseling. 
 
Vehicle Policy 
 
 Texas VFW is committed to promoting safety and responsible driving for all of its employees. To ensure 
that this commitment is followed through, the Texas VFW has adopted a vehicle policy that requires all 
employees who operate Texas VFW owned, leased/rented, or car allowance vehicles during the 
performance of their jobs, to do so in a lawful and safe manner. Use of the aforementioned vehicles will 
be strictly for the business of the Texas VFW and will by no means be considered available for personal 
use in any way. 
 
Management is responsible for the implementation and on-going administration of this policy.  An 
employee who, at the request of the Texas VFW is asked to operate: 
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• A rented vehicle, leased vehicle, or vehicle for which the Company provides car allowance while 
on Company business will do so only from licensed agencies that rent/lease vehicles meeting all 
state/provincial registration and inspection requirements as well as the safety requirements of 
this policy. 

• A Texas VFW vehicle will do so for company business only. No unauthorized persons will be 
permitted to operate a company vehicle. 

 
Since the Texas VFW has the sole discretion in determining who may operate company or company-
sponsored vehicles, the Texas VFW has the right to review any appropriate documents including driving 
records, proof of a valid license, automobile insurance information etc.  The Company must be made 
aware of any driving violations, changes to driver information and driver status immediately. 
 
Employees are expected to take all steps necessary in avoiding endangering themselves and others while 
operating company or company-sponsored vehicles on company business. To ensure this, employees 
authorized to operate company/company-sponsored vehicles are expected to: 
 

• Ensure that all occupants, including himself/herself, wear safety belts when the vehicle is in 
operation. 

• Ensure that the vehicle to which the employee is assigned is maintained in a safe driving 
condition. 

• Refrain from using cellular telephones (unless they are equipped with hands-free operations), 
personal listening devices, and from conducting any other activities which may impede the 
driver´s ability to focus on safely operating the vehicle while it is in motion. 

• Comply with respective laws governing motor vehicle operations. 
 
Any individual who is in violation with the safety expectations listed above may be subject to potential 
disciplinary action by the Company up to and including termination. 
 
Information Changes 
 
The information in your personnel file is very important and must be accurate. If you marry, move, 
change your phone number or the number of your dependents increases or decreases, be sure to report 
these changes to the State Quartermaster immediately.  
 
Emergency Closing of the Texas VFW Office 
 
In the event that the Texas VFW Headquarters Office has a reason to close during a regular working day 
because of inclement weather or other emergency, those persons absent (because of the closing) or on 
previously approved paid time off (PTO) will not be charged for the absence of the entire day or the 
standard eight (8) hours. If the office is closed early, employees sent home will receive credit for a full 
day’s work. 
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Working from Home 
 
Our Employee remote work policy outlines our guidelines for employees who work from a location other 
than our offices. We want to ensure that both employees and our company will benefit from these 
arrangements. 
 
This policy applies to employees whose primary work location is not at our offices or those who have 
been directed to work from home per the State Quartermaster. 
 
Remote working is a permanent or temporary agreement between employees and managers to work from 
a non-office location. 
 
To ensure that employee performance will not suffer in remote work arrangements, remote employees 
need to: 

• Choose a quiet and distraction-free working space. 
• Have an internet connection that’s adequate for their job. 
• Dedicate their full attention to their job duties during working hours. 
• Adhere to break and attendance schedules agreed upon with their manager. 
• Ensure their schedules overlap with those of their team members for as long as is necessary to 

complete their job duties effectively. 
 
Team members and managers should determine long-term and short-term goals. They should frequently 
meet (either online or in-person when possible) to discuss progress and results. 
 
Compliance with Policies 
 
Employees working remotely must follow our company’s policies with additional care to the following: 
• Attendance. 
• Social media. 
• Confidentiality. 
• Data protection. 
• Employee Code of Conduct. 
• Anti-discrimination/Equal opportunity. 
• Dress code when meeting with customers or partners. 
 
Compensation and benefits 
 
Compensation is determined by job role. Health insurance, PTO and other individual or group benefits 
are not altered by a remote working agreement. 
 
Remote employees will also receive a monthly stipend as determined by the State Quartermaster as a 
remote-working allowance to cover office-related phone and internet.  
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Equipment 
 
Texas VFW as determined by the State Quartermaster and the employee may provide remote employees 
with equipment that is essential to their job duties, like laptops, headsets and printers (when applicable.) 
Texas VFW may install VPN and company-required software when employees receive their equipment.  
 
Equipment that we provide is company property. Employees must keep it safe and avoid any misuse. 
Specifically, employees must: 
• Keep their equipment password protected. 
• Store equipment in a safe and clean space when not in use. 
• Follow all data encryption, protection standards and settings. 
• Refrain from downloading suspicious, unauthorized or illegal software. 
 
Paid Time Off (PTO) 
 
The purpose of Paid Time Off (PTO) is to provide employees with flexible paid time off from work that 
can be used for all absences to include vacation, emergency needs, personal or family illness, medical 
appointments, school, volunteerism and other activities of the employee’s choice. The Texas VFW’s 
goal is to reduce unscheduled absences and the need to maintain elaborate and cumbersome vacation 
and sick leave policies. 
 
All time off is combined into one category and referred to as Paid Time Off (PTO). 
 
Each full-time employee will accrue PTO for each pay period worked in hourly increments based on 
their length of service as defined below: 
 

1. Employment of 0 to 5 years:  6 hours per pay period   144 hours = 3.6 weeks 
2. more than 5 years but less than 10 years:  8 hours per pay period - 192 hours = 4.8 weeks 
3. more than 10 years but less than 15 years:  9 hours per pay period – 216 hours = 5.4 weeks 
4. more than 15 years:  10 hours per pay period – 240 hours = 6 weeks. 

 
The State Assistant Adjutant and the State Assistant Quartermaster, by virtue of their position, receive 
an additional one (1) hour of PTO added to those allowances stated above.  The State Quartermaster 
receives a flat twelve (12) hours of PTO per pay period.   
 
Eligibility to accrue PTO is based on a working pay period for one utilizing PTO to be absent. Absences 
due to unpaid leave, short or long-term disability leave or worker’s compensation do not accrue PTO. 
Employees may draw from their PTO accruals (hereafter called their “bank”) in increments of one half 
(1/2) an hour. Official authorized holidays accrue PTO for that day.  
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Each employee may carry over to the new fiscal year (July 1 through June 30) a total of 240 hours of 
PTO. By virtue of their position, the State Assistant Adjutant and the State Assistant Quartermaster may 
carry over a maximum 280 hours of PTO.  The State Quartermaster may carry an unlimited amount over 
each year.  
 
Employees should monitor the status of their PTO and request the appropriate time off so as to not lose 
any accrual in excess of 240/280 hours on June 30th of each year. Staffing needs dictate that not every 
employee can take off the last two weeks of the fiscal year in order not to lose PTO and such requests 
may be denied. 
 
The Texas VFW appreciates as much notice as possible when you intend to take PTO, but also recognizes 
those circumstances that are exceptions. At a minimum, to request PTO, all employees must submit the 
PTO Request Form to the State Quartermaster at least two days in advance with the exception being 
legitimate unexpected illness/emergencies/family deaths.  If the employee will miss the next day of work 
because of an unexpected issue, the employee will phone or email the office no later than 7:00 AM of 
that working day and inform their supervisor (either the State Quartermaster or the State Assistant 
Adjutant or Assistant Quartermaster) of the reason and expected time back in the office. Employees who 
have submitted and have been approved for PTO and request a subsequent period that coincides with the 
original request must fill out a new PTO Request Form and submit it to the State Quartermaster for 
approval. Failure to submit a PTO Request Form for time taken off for unexpected emergencies/illnesses 
may be cause for termination of employment. 
 
Approval of PTO is subject to the operational/staffing requirements of the Texas VFW. 
 
Employees may be allowed to cash in up to 240 hours of PTO on a fiscal year basis dependent upon the 
approval of the Texas VFW budget by the Council of Administration.  Employees that retire, quit, or are 
terminated will be paid for any PTO accrued up to the date of the termination of employment (up to the 
maximum amount of 240 hours). Employees who give two weeks notification of employment 
termination must work those two weeks without utilizing any PTO unless approved by the State 
Quartermaster. 
 
Employees who miss more than three (3) consecutive unscheduled PTO days, because of illness, may 
be required to present a doctor’s statement to that effect. Employees who have no accrual may request 
leave without pay for unexpected emergencies or illnesses. While the Texas VFW is not eligible for the 
provisions covered under the Family and Medical Leave Act (FMLA) the State Quartermaster may work 
with the employee for FMLA covered provisions with the exception that all PTO must be utilized before 
receiving time off due to FMLA provisions. Leave without pay may be allowed upon request when such 
absence does not interfere with the operational/staffing requirements of the Texas VFW. 
 
The Texas VFW encourages its employees to participate in VFW events and be active in VFW 
Posts/Districts regardless if it is in an official capacity or as an officer, attendee, or guest.     
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Employees with approval from the State Quartermaster may transfer PTO hours to another employee if 
the employee receiving the PTO is out and any transferred PTO cannot be cashed in.  
 
Holidays 
 
The following paid holidays are recognized by the Texas VFW: 
 
 New Year’s Day 
 Martin Luther King Day 
 Washington’s Birthday 

Juneteenth 
 Memorial Day 
 Independence Day 
 Labor Day 
 Columbus Day 
 Veteran’s Day 
 Thanksgiving Day 
 Christmas Day 
 
If a holiday falls on a Saturday or a Sunday, employees will be given either Friday or Monday as a 
holiday. The Texas VFW will recognize limited staffing needs on the Friday after Thanksgiving or 
during the last two weeks of December. Employees may utilize the PTO to take time off during this 
period, subject to approval by the State Quartermaster. Employees may be awarded other days off at the 
discretion of the State Quartermaster.  Texas VFW Employees may be awarded other days off due to 
closure of the State Headquarters at the discretion of the Texas VFW State Commander and State 
Quartermaster. 
 
Jury Duty and Voting 
 
The Texas VFW recognizes and encourages its employees to fulfill their civic responsibilities.  
 
Federal and State law does not allow for employees to be paid while on jury duty, except for those who 
are salaried exempt employees.  As such, when called to Jury Duty the employee should immediately 
notify the State Quartermaster.  
 
Bereavement Leave 
 
The Texas VFW will allow each employee three (3) days of no charge Paid Time Off due to the death 
of an immediate family member. Immediate family members are defined as spouse, mother, father, son, 
daughter, step children, foster children, and in the case of married employees, the mother or father-in-
law. Any time missed in excess of three (3) days will be charged to the employees PTO bank. 
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For all other deaths in the family, normal PTO may be used or the employee may be allowed to use leave 
without pay. 
 
Unscheduled Absences 
 
Absences not approved by the Texas VFW may result in progressive disciplinary action up to and 
including termination of employment.  
 
In accordance with State Law any employee that has been absent from two (2) consecutive days of work 
without proper notification to the State Quartermaster, may be considered as having voluntarily resigned 
from their employment. 
 
Medical/Dental Benefits 
 
Each employee of the Texas VFW will be authorized to participate in the Texas VFW Medical Coverage 
Program. Coverage will begin on the 1st day of the month after the date of employment. This coverage 
provides through a PPA system In Network benefits, Out of Net Work Benefits and a Prescription benefit 
program. Specifics on the coverage and the appropriate forms/booklets will be provided to the employee 
at the time of employment.  Coverage of family members is included. Dental Coverage is also provided 
by the Texas VFW. A supplementary cancer policy is available through AFLAC Insurance Company.  
 
Those employees who are covered by another health care plan, if the plan is less expensive and the 
employee prefers that plan, may continue that plan and be reimbursed as if they were participating in the 
Texas VFW Medical plan.  
 
The Texas VFW reserves the right to change or eliminate any portion of the medical/dental 
insurance program at any time. This includes employee contributions, coverage limits/amounts, 
individual/family coverage and the provider of services. Any changes will be discussed with the 
employees at least sixty (60) days prior to the change. 
 
Long Term Disability 
 
A long-term disability plan is provided through the National Headquarters of the VFW. This insurance 
in combination with Social Security and other compensation benefits which may be payable will 
guarantee a totally and permanently disabled employee an income of sixty five percent (65%) of his/her 
base monthly salary until he/she reaches the age of sixty-five (65) and becomes, if qualified and 
participating, eligible for retirement benefits. Benefits for long term disability are subject to a six (6) 
month waiting period.  
 
The Texas VFW reserves the right to change or eliminate any portion of this benefit at any time. 
 
Life Insurance 
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The Texas VFW, through the National VFW provides a life insurance policy that is equal to two (2) 
years of your base salary in the event of your death. Benefits under this program are subject to a six (6) 
month waiting period. 
 
 The Texas VFW reserves the right to change or eliminate any portion of this benefit at any time. 
 
401(K) Retirement Plan 
 
The Texas VFW provides to all permanent employees the opportunity to participate in a 401(K) 
Retirement plan. Employees may contribute to the plan in an amount equal to that provided by IRS 
regulations. The Texas VFW may, at its discretion, match contributions at a one for one percent rate up 
to a maximum of six percent (6%). 
 
The State Quartermaster, with the approval of the Council of Administration, will determine the level(s) 
of the annual matching contributions to the 401(K) plan by the Texas VFW, if any. Employees will be 
notified by June 30th of each year what the level of the matching contributions, if any, will be. 
 
Employees will be provided a Summary Plan Description (SPD) of the 401(K) Plan as well as yearly 
statements reflecting their contributions, the Texas VFW contribution, and any interest earned. This is a 
group plan and as such, all contributions are lumped together and earnings/losses are shared among 
participants. The Texas VFW 401(K) plan trustees will provide oversight of the plan. Participants may, 
in accordance with IRS rules, make withdrawals in accordance with the plan document which will be 
provided to all participants. Upon termination of employment participants may transfer the funds to 
another plan or keep the funds in the Texas VFW plan for distribution at a later qualifying date. 
 
All contributions will be made by payroll deduction. The plan may, in accordance with the Department 
of Labor and IRS rules, be changed from year to year. If so, all participants will be notified of any 
changes and provided a new SPD covering the changes. 
 
Each new employee must complete one (1) year of eligible service before enrollment in the plan. 
 
The Texas VFW reserves the right to terminate this plan at any time or change the amount of 
matching contributions 
 
Texas VFW Retirement Plan 
 
As stated previously, all employees that were hired prior to October 1, 2007 are covered by a Defined 
Benefit Retirement Plan (DB). Employees hired after October 1, 2007 are not eligible to participate in 
this plan. The Texas VFW Retirement Plan is administered by the Texas VFW and oversight is provided 
by trustees that review the plan semiannually. Copies of the plan as well as SPD’s are available for 
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review in the State Quartermasters office. Each employee will receive an annual statement reflecting 
what the employee has earned in benefits under the retirement plan. 
 
Military Service Obligations 
 
The Texas VFW fully supports any employee who may be called upon to serve this country in our armed 
forces including the active forces, the Reserve, and National Guard. During any call to service, an 
employee of the Texas VFW, if receiving less pay than his pay from the Texas VFW, will be paid the 
difference in salary. Additionally, the Texas VFW will hold open that position for the employee until 
his/her return.  
 
The employee will not accrue any PTO during the period of activation but will retain their entitlement 
to any Texas VFW Retirement Plan and all time spent activated will be included in computing seniority. 
No employee will be required to use their personal PTO in order to attend annual training or weekend 
drills. 
 
 Since the rules governing disability pay and insurance death benefits vary and normally preclude 
casualties of war, these benefits will not be payable. 
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Employee Acknowledgement 

 
I have read and understand the policies as written in the Employee Handbook for the Department of 
Texas, Veterans of Foreign Wars of the United States (Texas VFW). Any questions have been explained 
to me to my satisfaction. I have been briefed by my supervisor and have been provided with a job 
description for my position. I have been briefed on office policies. I understand that from time to time, I 
will be required, as part of my job, to attend National, State, District or Post VFW functions or meetings 
and may, as part of my job, to work weekends or holidays. Such work will not qualify me for overtime 
pay but may allow for compensatory time off (CTO). 
 
I fully understand that my job position, title or responsibilities may be changed as required by the Texas 
VFW due to operational needs. I fully understand that that any policy or procedure, to include the 
Employee Handbook, may be changed at any time due to the operational need of the Texas VFW. I fully 
understand the policy concerning absences and the necessity to inform my supervisor of such absences 
if not previously approved.  I fully understand the right of the Texas VFW to withhold funds from my 
paycheck for the reasons indicated in the Employee Handbook. I fully understand that I must notify the 
Texas VFW of any changes to my personal information such as name changes, address or telephone 
changes. 
 
I understand that the State of Texas is an “employment at will” state. This means that the employment 
relationship between an employer and employee exists by agreement of both parties. This gives me, the 
employee, the right to quit at any time, for the employer to terminate me, the employee at any given time 
for any legal reason, and gives me, the employee, the right to appeal any termination to the Texas 
Workforce Commission. 
 
I certify that I have received a copy of the Texas VFW Employee Handbook. 
 
 
 
_________________________________________ 
Printed Name 
 
 
 
_________________________________________          ____________________________________ 
Signature       Date 
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RATIFICATION 
Except as modified and amended by subsequent action of the Texas Veterans of Foreign Wars Council 
of Administration, the Employee Handbook Policy is hereby ratified by majority vote and confirmed in 
full force and effect in accordance with its terms by the 2021-2022 Council of Administration on July 
15, 2021. 

Norman Macey 
State Commander 

OFFICIAL: 

Dan West 
State Adjutant 



Date of Leave Time Out Time In Total Hours 

PTO Sell # Hours: $ Per Hour: ____________ 
Annual salary divided by 2080 

Total Cost: 

PTO Donation # Hours: To: 

Employee Name: ___________________________ Date of Request:___________ 

Reason for Request: □  Vacation □ Comp Time

□ Family and Medical □ Jury Duty

□ Bereavement □ Voting

Comments:  
________________________________________________________________________________________ 

Employee Certification:  I understand that Paid Time Off away from work is subject to company policy, man-
agement approval, and the needs of the Texas VFW’s operational/staffing requirements.  If approved, this authorizes the 
Texas VFW to subtract the approved time from my PTO Bank. 

_________________________________ 

   Employee Signature 

Management Use Only 

          __________________ (To Be Filled Out By Operations Manager) 

            Employee PTO Balance 

□ Approved     □  Not approved because: _______________________________________

_______________________________ __________________________________ 

Operations Manager      Date 

——————————————-—- __________________________________ 

 State Quartermaster      Date 

Texas VFW
PTO Request Form 
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