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Section 1: Welcome 

Welcome to Miami Pet Concierge’s team! 

 

Employees of Miami Pet Concierge are part of a carefully selected team that provides 
top-quality care to pets when the pets’ owners cannot. Miami Pet Concierge employees 
understand that the relationship with pet owners is just as important as the relationship 
with the pets. 

 History, Goals, and Values 

Nicole Brown, a lifelong animal lover, the Miami Pet Concierge was established in 2007. 

Her career working with animals began in Los Angeles. After graduating from the University of 
Miami with a double major in English and Communication, Nicole moved to the west coast to 
pursue a career in television. While working for the William Morris Agency, Spelling Television, 
and Bruckheimer Television she craved an outlet for stress management and began 
volunteering for The Amanda Foundation, a non-profit organization that rescues and 
rehabilitates dogs from East LA shelters. 
 
In 2004, Nicole packed her bags and drove across the country back to her hometown of Miami, 
Florida, to learn all that she could about animal welfare. Immediately, Nicole began working for 
the Humane Society of Greater Miami, where she was involved in all aspects of the 
organization’s operations and helped open the Soffer-Fine Adoption Center in North Miami, 
Florida. After three years, Nicole decided it was time to go out independently, and Miami Pet 
Concierge was the result. 
 
Since MPC’s opening in 2007, Nicole has continued to grow and learn as much as she can about 
animal welfare. She earned her Small Animal Massage Practitioner (SAMP) Certificate in 
Maintenance, Performance, and Rehabilitation Massage from Northwest School of Animal 
Massage. Nicole specializes in Myofascial Release Therapy (MFRT), Trigger Point Therapy (TPT), 
and Stress Point Therapy (SPT). Nicole has also trained under Cindy Horsfall of La Paw Spa and is 
certified in Canine Aquatic Therapy after graduating Levels One and Two of Heart of Canine 
Aquatics Training Programs.  

 Mission Statement 

The Mission Statement at Miami Pet Concierge is simple:  

We provide Miami’s pet parents with personalized pet care plans based on their pets’ 
species, breed, age, health, and lifestyle; all by keeping them “happy at home”. Our goal 
is to educate pet owners on how to be great pet parents. Contact Information 

http://www.amandafoundation.org/
http://www.humanesocietymiami.org/
http://www.nwsam.com/
http://www.nwsam.com/
http://www.lapawspa.com/
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Miami Pet Concierge management recommends adding this information, particularly 
the phone number and email address, to your smartphone for ease of access in 
emergencies. 

 Availability 

Miami Pet Concierge management is available Monday – Friday 8 am and 6 pm and 
Saturday, 9 am to 1 pm.  If no answer, leave a voicemail message. Text messages are 
welcome anytime. Management will respond within 10 minutes or as soon as possible. 

 Emergency Contact Procedure 

If an emergency occurs after hours, call Miami Pet Concierge management on the main 
number. Let the call ring twice, hang up and call again.  You must do this, or they do not 
disturb doesn’t turn off allowing for the ring to be heard. 

Owner: Nicole Packin  
Phone: (305) 773-3999 
Address: 3200 Dover Drive, Plano, Texas, 75075 
Hours: M-F: 8 am – 6 pm; Sat: 9 am – 1 pm; Sunday: CLOSED 
Email: nicole@miamipetconcierge.com 
Website: www.miamipetconcierge.com  

           

mailto:nicole@miamipetconcierge.com
http://www.miamipetconcierge.com/
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Section 2: Definitions  

The following are words or phrases that are found in the handbook. These words or 
phrases are commonly used by Miami Pet Concierge management and employees 
during day-to-day operations. 

“Almost” Overnight Care - is a scheduled visit to a client’s property to care for a client’s 
pet(s) and home and stay overnight at the client’s home. An almost overnight 
stay can involve pet-care duties for one or more pets, a dog walk, and various 
pets and home-care duties, depending on the needs of the client. An almost 
overnight stay is 4.5 hours duration. “Almost” Overnight Pet Care services 
include a 3-hour visit between 6 p.m. – 10 p.m., a 1-hour visit the following 
morning between 7 a.m. – 8 a.m., and a 1, half-hour visit between 12 p.m. and 
2 p.m. the following day. 

Assignment/Job/Service - an assignment/job/service is one or more scheduled visits 
booked by a single client. An assignment/job/service is considered a single 
appointment in the Miami Pet Concierge scheduling system and includes dog 
walking, boarding, overnight pet care, dog park visits, pet taxi, pet supply 
shopping, canine massage therapy, and all other services provided by Miami 
Pet Concierge.   

Happy Cat Care - A cat visit can refer to the act of caring for a client’s cat(s). A cat visit 
can also refer to a scheduled visit to a client’s property during which the 
employee is responsible for duties such as, but not limited to, socializing a 
client’s cat, scooping litter boxes, cleaning litter boxes, feeding the pet, and 
refreshing the pet’s water. A cat visit can also be a component duty of a 
scheduled pet visit or overnight stay that involves other pet- and home-care 
services, depending on the needs of the client. A standard cat visit is 20-30 
minutes in duration. 

Client Premises/Client Property - Client premises and client property are the main 
building of the home, together with the land and all outbuildings, owned 
and/or occupied by the client; additionally, client property can mean all 
personal items belonging to a client.  

Company Premises/Company Property - Company premises and company property are 
the main building of the business, together with the land and all outbuildings, 
owned and/or occupied by Miami Pet Concierge; additionally, company 
property can mean all business-related items belonging to the company.  

Dog Walk - a dog walk can refer to the act of walking a client’s dog(s). A dog walk can 
also refer to a scheduled visit to a client’s property during which you are 
responsible for duties such as, but not limited to, walking a client’s dog, picking 
up pet waste, and refreshing the pet’s water. A dog walk can also be a 
component duty of a scheduled pet visit or overnight pet care that involves 
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other pet- and home-care duties, depending on the needs of the client. A 
standard dog walk visit is 30 minutes in duration; an extended dog walk visit is 
45 or 60 minutes in duration. 

Employee - an employee is a person hired by Miami Pet Concierge to perform work on 
an at-will basis. 

Employer/Company/Miami Pet Concierge/MPC - Employer, company, Miami Pet 
Concierge, and MPC refer to the company known as Miami Pet Concierge. 

Interview-Only Meeting- an interview-only meeting is an in-home meeting with a 
prospective client where the prospective client meets the employee before 
booking Miami Pet Concierge services. 

Management/Manager - Management and manager refer to Nicole Brown and other 
persons designated by Nicole Brown to possess management authority. 

Meet and Greet - A meet and greet is an in-home meeting with an existing client where 
the client can meet a new employee, or a new employee can learn a 
complicated care routine. 

New Client Consultation - a new client consultation is an in-home meeting with a new 
client to learn the client’s care routine for the pet(s) and home for future 
booked services. 

Office - the office is the physical address: 3200 Dover Drive, Plano, Texas, 75075 

Overnight Pet Care -an overnight stay is a scheduled visit to a client’s property to care 
for a client’s pet(s) and home and stay overnight at the client’s home. An 
overnight stay can involve pet-care duties for one or more pets, a dog walk, and 
various pets and home-care duties, depending on the needs of the client. An 
overnight stay is 12 hours duration (8 p.m. to 8 a.m.). Overnight Pet Care 
services also include one half-hour visit between 12 p.m. and 2 p.m. the 
following day. 

Pay Date - a pay date is a date by which the money from your paycheck will be in your 
bank account and corresponds with the pay period ending one week before the 
pay date. 

Pet Sitting - a pet sitting visit is a scheduled visit to a client’s property to care for a 
client’s pet(s) and home. A pet sitting visit can involve pet-care duties for one or 
more pets, a dog walk, and various pet- and home-care duties, depending on 
the needs of the client. A standard pet visit is 45 minutes.   

Piecework - Piecework is work that is paid per visit at the rate stated in the accepted job 
offer or notice of job rate adjustment, not according to an hourly wage. 

Puppy Board & Training - Board and training takes place in our trainer’s home. During  
puppy’s time in training, they will have the opportunity to socialize with other 
dogs and cats and be exposed to all kinds of indoor and outdoor elements. 
Board and training are offered for 1- or 2-weeks sessions.  

Puppy In-Home Training - Individual private lessons are customized with the clients’ 
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specific goals in mind. Private lessons allow both the owner and trainer to work 
one on one in the comfort of the client’s home. Individual private lessons are 
designed to create a training plan for puppies new to training as well as those 
who need a little fine-tuning 

Puppy 101- is a class for new pet parents - Puppy 101 offers the pet parent education 
regarding all things puppies including but not limited to potty training, feeding 
and water schedule, proper toys, treats, etc. 

Puppy Visit - a puppy visit refers to the act of working with a client’s puppy. A puppy 
visit can also refer to a scheduled visit to a client’s property during which you 
are responsible for duties such as, but not limited to, socializing a puppy, 
picking up pet waste, offering food and water, and taking the puppy for a walk. 
A puppy visit can also be a component duty of a scheduled pet visit or 
overnight pet care that involves other pet- and home-care duties, depending on 
the needs of the client. A standard puppy visit is 45 minutes. 

Social Media - social media includes websites and applications that enable users to 
create and share content or to participate in social networking. This includes 
but is not limited to blogs, online chat rooms, networking internet sites, social 
internet sites, and other electronic and non-electronic forms. 

Start Time - a start time is an exact time specified in the scheduling software and/or by 
Miami Pet Concierge and indicates a specific time when a visit should start. 

Time Block - a time block is a term used to refer to a specified time range during the day 
when a visit should be performed. Time blocks are used for scheduling all 
services except when providing Overnight Pet Care or if a pet requires 
medication and services need to be provided at a specific time.  Time blocks are 
essential to allow the pet sitter a range of time for when the service is to be 
performed.  This time block allows for extra time should there be extra clean-up 
at the previous pet sit, a sick animal, traffic, or bad weather. In the event a 
service cannot begin during the time block it is scheduled, employees are to 
notify Management immediately.   

Visit - a visit is a general term used to describe a pet sitting visit, a dog walk, an 
overnight stay, or any/all the above, depending on the context of the 
information. 

Visit Window - a visit window is a predetermined length of time for a given type of visit.  
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The types of visits and their corresponding visit windows are as follows: 

 

Dog Walks 30, 45, or 60 minutes 

Pet Sitting 30, 45, or 60 minutes 

Puppy Visits 45 minutes  

Happy Cat Care 30, 45, or 60 minutes 

“Almost” Overnight Pet Care 4.5 hours 

Overnight Pet Care 12.5 hours  

Boarding 24 hours 

Puppy Board & Training 1 or 2 weeks 

Puppy Training – In-Home Private Lessons 1 session, or packages of 4, 8 & 12 

Puppy 101 Class  1.5 hours  

 

Services do not necessarily require the amount of time mentioned above. This is simply 
a time frame in which the task should be completed.  If a visit exceeds the estimated 
time length mentioned above, employees are to notify management immediately.   

Workplace—Workplace is a general term indicating Miami Pet Concierge property, client 
property, within 25 feet of client property, or any given location while under 
obligation to Miami Pet Concierge to perform work-related duties/general rules 
to live by when pet sitting. 

Work Week – the work week begins on Monday and ends on Sunday. 
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Section 3: Workplace, Hiring, and Continued 

Employment Policies 

The following policies state the principles and practices that deal with the ongoing 
management and administration of Miami Pet Concierge as well as the terms of hiring 
and continued employment. 

 Open-Door Policy 

Miami Pet Concierge maintains an "open-door" policy to support the core concept that 
each employee has value and deserves a positive work experience. An "open-door" 
policy means employees may express workplace-related concerns and problems at any 
time and know that management will take those concerns seriously. (See Section 10.2 
Grievance Policy and Procedures.) 

 At-Will Employment 

Employment with Miami Pet Concierge is at will. As such, either the employee or Miami 
Pet Concierge management can terminate the at-will employment relationship at any 
time, with or without cause or advance notice. (See Section 2: Definitions for the 
definition of “employee”.) This at-will employment relationship remains in effect 
regardless of any statements to the contrary made by company employees. Only Miami 
Pet Concierge management is authorized to modify the at-will nature of the 
employment relationship, and the modification must be in writing. 

Nothing in this handbook may be construed as a promise of future benefits or a binding 
contract between Miami Pet Concierge and any employees. 

 Equal Employment Opportunity 

Employment opportunities at Miami Pet Concierge are based on an individual’s 
qualifications and capabilities to perform the essential functions of a particular job. 
Miami Pet Concierge is an equal opportunity employer and does not unlawfully 
discriminate against employees or applicants for employment based on an individual’s 
race, color, religion, gender, sexual orientation, gender identity, national origin, age, 
veteran status, disability, genetic information, or any other status protected by 
applicable law. (See Section 3.5 Anti-Discrimination Policy/Anti-Harassment Policy.) This 
policy applies to all terms, conditions, and privileges of employment, including but not 
limited to hiring, placement, compensation, promotion, discipline, termination, and 
access to benefits and training.  

Any employee with a disability who would like to request a reasonable accommodation 
should contact Miami Pet Concierge management. 
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Report all incidents of discrimination to Miami Pet Concierge management. (See Section 
3.5.3 Complaint Procedure.) Acts of discrimination or retaliation against any individual 
who reports discrimination or participates in an investigation of such a report may be 
subject to disciplinary measures up to and including termination of employment. (See 
Section 10.3 Whistleblower Policy.) 

 Employment Verification Requirements 

Miami Pet Concierge employs only individuals who are authorized to work in the United 
States and does not unlawfully discriminate based on citizenship or national origin. In 
compliance with the Immigration Reform and Control Act of 1986, as amended, each 
new employee, as a condition of employment, must complete the Employment 
Eligibility Verification Form I-9 and present documentation establishing identity and 
employment eligibility. Former employees who are rehired must also complete the form 
if they have not completed an I-9 with Miami Pet Concierge within the past three years, 
or if the previous I-9 is no longer retained or valid. 

 Anti-Discrimination Policy / Anti-Harassment Policy 

Miami Pet Concierge management is committed to providing a work environment in 
which employees are treated with dignity, decency, and respect. To support a 
discrimination-free work environment, Miami Pet Concierge maintains strict policies 
against discrimination and harassment. 

All employees are covered by these anti-discrimination and anti-harassment policies. 
Employees are expected to comply with these policies and to take appropriate measures 
to ensure that prohibited conduct does not occur.  

Acts of discrimination or harassment, or retaliation against any individual, who reports 
discrimination or participates in an investigation of such a report, may be subject to 
disciplinary measures up to and including termination of employment. (See Section 10.3 
Whistleblower Policy.) 

3.5.1. Discrimination 

This policy prohibits discriminating in the provision of employment opportunities, 
benefits, or privileges; creating discriminatory work conditions; or using discriminatory 
evaluative standards in employment if the basis of that discriminatory treatment is, in 
whole or in part, the person’s race, color, national origin, age, religion, disability status, 
gender, sexual orientation, gender identity, genetic information or marital status or any 
other status protected by applicable law. 

Discrimination of this kind may also be strictly prohibited by a variety of federal, state, 
and local laws, including Title VII of the Civil Rights Act 1964, the Age Discrimination Act 
of 1975, and the Americans with Disabilities Act of 1990. This policy is intended to 
comply with the prohibitions stated in these anti-discrimination laws. 
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3.5.2. Harassment 

This policy prohibits harassment by verbal, nonverbal, or physical conduct, designed to 
threaten, intimidate, taunt, or coerce any employee, co-worker, or any person working 
for, or on behalf of, Miami Pet Concierge The following non-exclusive guidelines are for 
determining a violation of this policy: 

● Verbal harassment includes comments or discussions that are offensive or 
unwelcome, including epithets, slurs, and negative stereotyping, regarding a 
person’s nationality, origin, race, color, religion, gender, sexual orientation, age, 
body, pregnancy, appearance, disability, sexual identity, marital, or other protected 
status. 

● Nonverbal harassment includes distribution or display of any written or graphic 
material that ridicules, denigrates, insults, belittles, or shows hostility, aversion, or 
disrespect toward an individual or group because of a person’s nationality, origin, 
race, color, religion, gender, sexual orientation, age, body, pregnancy, appearance, 
disability, sexual identity, marital, or other protected status. 

Sexual harassment is a form of unlawful employment discrimination under Title VII of 
the Civil Rights Act of 1964. For purposes of this policy, sexual harassment is defined as 
unwelcome sexual advances, requests for sexual favors, and other verbal or physical 
conduct of a sexual nature when this conduct explicitly or implicitly affects an 
individual's employment, unreasonably interferes with an individual's work 
performance, or creates an intimidating, hostile, or offensive work environment.  

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

1) Submission to such conduct is made either explicitly or implicitly a term or 
condition of employment.  

2) Submission or rejection of the conduct is used as a basis for making employment 
decisions; or, 

3) The conduct has the purpose or effect of interfering with work performance or 
creating an intimidating, hostile, or offensive work environment. 

Sexual harassment may include a range of behaviors and may involve individuals of the 
same or different gender. The following examples of sexual harassment are non-
exclusive guidelines for determining whether this policy has been violated: 

● Unwanted sexual advances or requests for sexual favors 
● Sexual or derogatory jokes, comments, or innuendo 
● Unwelcomed physical interaction 
● Insulting or obscene comments or gestures 
● Offensive email, voicemail, or text messages 
● Suggestive or sexually explicit posters, calendars, photographs, graffiti or cartoons 
● Making or threatening reprisals after a negative response to sexual advances 
● Visual conduct that includes leering, making sexual gestures, or displaying sexually 

suggestive objects or pictures, cartoons, or posters 
● Verbal sexual advances or propositions 
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● Physical conduct that includes touching, assaulting, or impeding or blocking 
movements 

● Any other visual, verbal, or physical conduct or behavior deemed inappropriate by 
the company 

3.5.3. Complaint Procedure 

If employees believe they have experienced or witnessed discrimination, harassment, or 
retaliation based on sex, race, national origin, disability, or another factor, they should 
promptly report the incident to Miami Pet Concierge management. (See Appendix A for 
Miami Pet Concierge Employee Grievance Form.) Any reported allegations of 
discrimination or harassment will be investigated promptly, thoroughly, and impartially. 
To the maximum extent possible, confidentiality will be maintained throughout the 
investigatory process. 

Retaliating against any individual who reports discrimination or harassment or who 
assists in investigating such charges is considered a direct violation of these anti-
discrimination and anti-harassment policies and may be subject to disciplinary action up 
to and including termination of employment. (See Section 10.3 Whistleblower Policy.) 

Employees who believe they have experienced or witnessed discrimination or 
harassment by Miami Pet Concierge management should refer to the government 
documents in Appendix B to find out how to report a complaint to the appropriate local 
or state authorities.  

 Outside Employment 

Employees are permitted to work through other employers or self-employment, subject 
to certain restrictions based on reasonable business concerns. This policy applies 
without discrimination to all employees and complies with all applicable employment 
and labor laws and regulations. Violations to this policy may be subject to disciplinary 
action up to and including termination of employment. The following rules, while not 
exclusive, govern this policy: 

● Outside employment is acceptable if the work does not interfere with the 
performance standards of the employee’s position with Miami Pet Concierge as 
outlined in this employee handbook, the Employment Agreement, and verbal and 
written job standards of Miami Pet Concierge (See Sections 4: Code of Professional 
Conduct, and 5: Employee Duties, and the Employee Training Manual.) 

● Employment-related activities must not compete with, conflict with, or compromise 
the interests of Miami Pet Concierge (See Sections 3.7 Non-Compete Policy, and 3.8 
Non-Solicitation Policy.) Employees are prohibited from performing any services for 
clients of Miami Pet Concierge outside of the employee/client relationship with 
Miami Pet Concierge even if the services are not offered by Miami Pet Concierge 
except in circumstances predating employment by Miami Pet Concierge, or 
explicitly known and approved by Miami Pet Concierge management. This 
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prohibition extends to the unauthorized use of company property, office space, 
equipment, materials, trade secrets, and any other confidential information.  

● Employees are required to notify Miami Pet Concierge of any outside employment 
and changes to employment. 

● Employees must report all changes to availability for work due to outside 
employment or any other reason to Miami Pet Concierge promptly. Unless Miami 
Pet Concierge management has approved an alternative work schedule, employees 
will be subject to the scheduling demands of Miami Pet Concierge and expected to 
be available for work as agreed upon at the time of hire. (See Section 4.4: 
Attendance and Punctuality). Miami Pet Concierge management is not obligated to 
accommodate changes to an employee’s work availability, depending on business 
needs.  

 Non-Compete Policy 

Miami Pet Concierge management prohibits employees from working for a competitor, 
or as a competitor, of Miami Pet Concierge. Miami Pet Concierge management prohibits 
the following non-exclusive activities: 

● Engaging in any activity that might compete with Miami Pet Concierge business 
unless the employee requests and is granted permission from Miami Pet Concierge 
management before engaging in the activity. 

● Accepting or engaging in employment, either as proprietor, stockholder, partner, 
officer, employee, consultant or in any other capacity in any business activity 
directly related to the business of Miami Pet Concierge. (See Sections 3.6: Outside 
Employment, and 3.8 Non-Solicitation Policy.) 

● Engaging directly or indirectly in any business substantially like or in competition 
with the business of Miami Pet Concierge, its successors, or assignees for one year 
following the termination of employment with Miami Pet Concierge within a radius 
of fifty miles of the Miami Pet Concierge physical address.  

● Inducing, recruiting or soliciting any employees of Miami Pet Concierge to terminate 
employment with Miami Pet Concierge or enter another employment arrangement 
with the former employee or a third party for one year following the termination of 
employment with Miami Pet Concierge. (See Section 3.8, Non-Solicitation Policy.) 

● Disclosing to any other person or entity (unless required by law) or using for 
personal gain any confidential or proprietary information at any time during or after 
the termination of employment, unless Miami Pet Concierge management grants 
express, written consent of such a disclosure. (See Section 3.9 Confidentiality 
Policy.) 

 Non-Solicitation Policy 

Miami Pet Concierge management prohibits employees from soliciting clients of Miami 
Pet Concierge for his or her benefit or the benefit of a competitor. Miami Pet Concierge 
management prohibits the following non-exclusive activities: 
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● Inducing directly or indirectly, recruiting, or soliciting any clients of Miami Pet 
Concierge whether potential or otherwise, for personal benefit or for the benefit of 
a competitor during the time of employment with Miami Pet Concierge. 

● Inducing directly or indirectly, recruiting, or soliciting any clients of Miami Pet 
Concierge, whether potential or otherwise, with whom they had dealings on behalf 
of Miami Pet Concierge during employment with Miami Pet Concierge for one year 
following the termination of employment with Miami Pet Concierge. 

● Inducing, recruiting, or soliciting any employees of Miami Pet Concierge to 
terminate employment with Miami Pet Concierge or enter another employment 
arrangement with the former employee or a third party for one year following the 
termination of employment with Miami Pet Concierge 

● Disclosing to any other person or entity (unless required by law) or using for 
personal gain any confidential or proprietary information at any time during or after 
the termination of employment, unless Miami Pet Concierge management grants 
express, written consent of such a disclosure. (See Section 3.9 Confidentiality 
Policy.) 

 Confidentiality Policy 

Miami Pet Concierge management prohibits employees from disclosing Confidential 
Information belonging to Miami Pet Concierge to a third party. (See Section 2 - 
Definitions for the definition of “Confidential Information”.) This policy shall not be 
construed as creating, conveying, transferring, granting, or conferring upon the 
employee any rights, license, or authority in or to the information exchanged, except the 
limited right to use Confidential Information to evaluate potential business and 
investment relationships with Miami Pet Concierge No license or conveyance of any 
intellectual property rights is granted or implied by this policy. 

Miami Pet Concierge management prohibits the following non-exclusive activities: 

● Disclosing Confidential Information of Miami Pet Concierge or clients or employees 
of Miami Pet Concierge to any other person or entity (unless required by law) or 
using for personal gain any confidential or proprietary information at any time 
during or after the termination of employment, unless Miami Pet Concierge 
management grants express, written consent of such a disclosure. 

● Making any unauthorized copies of any of Confidential Information of Miami Pet 
Concierge or scheduling software information used by Miami Pet Concierge or 
removing any Confidential Information of Miami Pet Concierge or scheduling 
software information from company property, unless Miami Pet Concierge 
management grants express, written consent of such a disclosure. 
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 Benefits 

During the Employment Period, the Company may provide the following benefits:  

● Benefit Plans. Employee and/or Employee's family will be eligible to participate in 
Company's then-current employee benefit plans (collectively, "Benefit Plans") on a 
basis which is no less favorable than is provided to other similarly situated 
employees of Company, and to the extent consistent with applicable law and the 
terms of the applicable Benefit Plans. The company reserves the right to amend or 
cancel any Benefit Plans at any time at its sole discretion.  

● Paid Time Off. During the Employment Period, Full Time Employees may request up 
to 1 week of paid time off per year subject to MPC approval.  The employee must 
request time off with at least 4 weeks’ advance notice to MPC.  If Employee fails to 
use all the paid time off provided in any calendar year, Employee will not have the 
ability to use the unused paid time off at any time in subsequent years, nor will 
Employee be compensated for any unused paid time off. 
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Section 4: Code of Professional Conduct 

Miami Pet Concierge management maintains a workplace that is safe, comfortable, and 
productive. Employees of Miami Pet Concierge should behave professionally and 
responsibly with coworkers and clients. Individuals who do not maintain professional 
conduct may be subject to disciplinary action up to and including termination of 
employment.  

 Client Interactions 

Employees represent Miami Pet Concierge when performing work on behalf of Miami 
Pet Concierge or acting on behalf of the company’s interests. Employees should behave 
in a professional and friendly manner during client interactions by doing the following 
(See Section 2 - Definitions for the definition of “client”.):  

● Attending to personal needs before meeting with a client and refraining from taking 
food or drink to a consultation or pet visit. 

● Silencing mobile phones during all client-facing interactions and giving the client 
undivided attention. 

● Refraining from using the client’s bathroom unless necessary. 
● Dressing neatly and appropriately in clothes that are casual but in good repair; 

keeping hair fixed and neat. (See Section 4.5 Dress Code and Personal Hygiene.) 
● Using grammatically correct language and avoid using text speak (e.g., “ur” instead 

of your, “idk” instead of I don’t know, “thx” instead of thanking you) when 
communicating with a client. (See Sections 5.2 Electronic Communication, and 5.3 
Visit Updates.) 

● Refraining from offering pet care advice to clients regarding matters such as pets’ 
food, training, care products, medical conditions, and non-pet-related issues in the 
client’s home. 

● Expressing appreciation for inquiries, asking clients to contact Miami Pet Concierge 
management, and notifying Miami Pet Concierge management if a client contacts 
the employee directly for scheduling or other business-related issues.  

● Refraining from communicating with clients outside of job responsibilities, except in 
situations pre-approved by Miami Pet Concierge management. 
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 Client Confidentiality 

Due to the nature of the work at Miami Pet Concierge, employees should treat the 
client’s home as part of the workplace. The client’s home, pet(s), and all personal 
property and information are confidential. (See Section 2 - Definitions for definitions of 
“client”, “client property”, and “workplace”.) To protect the privacy of clients, Miami Pet 
Concierge management prohibits actions that violate client privacy, including but not 
limited to: 

● Disclosing any personally identifiable client information, including photos and 
profile information, to a third party, by any means, including in-person and via social 
media (See Sections 4.3 social media, and 5.2.2 Use and Restrictions.) 

● Researching clients on Facebook, LinkedIn, Google, or other social media sites, or by 
any other means, public or private 

● Snooping around a client’s home or property or looking through a client’s personal 
belongings 

● Leaving client information where a third party has open access 
 
Employees should handle private client and company information carefully by doing the 
following: 

● Keeping all clients’ keys in a specific, safe location when not in use. Informing 
housemates and Miami Pet Concierge management where keys can be located if 
necessary. Notifying Miami Pet Concierge management as soon as possible if a key 
is lost or cannot be located. Asking the client to contact the office and informing 
management if the client requests the return of keys.  

● Keeping all private work-related information, clients’ keys, and any personal 
property that is required in the day, in a safe and secure location, such as in a locked 
vehicle or in a purse or bag that stays with the employee. 

● Removing client information, keys, or other work-related information from a vehicle 
at the end of the day. Keeping all confidential information in a secure, private 
location at home. 

● Keeping all private work-related information secured with the personal property 
while in a client’s home during an overnight stay.  

● Removing any work-related information or an employee’s personal property at a 
client’s property. 

● Destroying and securely disposing of all unneeded client information, including 
client profiles, addresses, phone numbers, maps to residences, or other confidential 
information. 
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 Social Media 

Employees should use good judgment when communicating on social media. (See 
Section 2 - Definitions for the definition of “social media”.) Inappropriate 
communications, even if made on personal time using personal resources, demonstrate 
poor social-media etiquette and may reflect negatively on Miami Pet Concierge. 
Inappropriate social-media etiquette is grounds for disciplinary action up to and 
including termination of employment. Employees should practice good social-media 
etiquette by doing the following: 

● Stating clearly that any opinions expressed on social media are personal and do not 
reflect the policies of Miami Pet Concierge  

● Maintaining confidentiality by not disclosing on social media any confidential or 
proprietary information, including photos or other types of images, related to 
clients, Miami Pet Concierge, or other employees, without express consent. (See 
Sections 3.9 Confidentiality Policy, and 5.2.2 Use and Restrictions.) Use of 
copyrighted or trademarked company information, trade secrets, or other sensitive 
information may be subject to legal action. If Miami Pet Concierge is subjected to a 
government investigation or financial liability based on an employee’s disclosures, 
the company may seek to hold the employee personally responsible. 

● Refraining from using company logos, trademarks, or other symbols on social 
media. Employees may not use the company name to endorse, promote, denigrate, 
or otherwise comment on any product, opinion, cause, or person unless authorized 
in writing by Miami Pet Concierge.  

 Attendance and Punctuality 

Reliability and timeliness are critical factors for providing consistent, quality care that 
meets the needs of clients and clients’ pets. Poor attendance and punctuality are 
grounds for disciplinary action up to and including termination of employment. 
Employees must practice the following behaviors: 

● Arrive on time for all scheduled visits, weather permitting, and complete visits 
within the appropriate visit window and indicated time block. This policy means 
employees must arrive promptly at the designated start time for visits that have a 
start time, or within the designated time block if no start time is indicated. (See 
Section 2 - Definitions for definitions of “start-time”, “time block”, and “visit 
window”.) Employees should allow plenty of time to drive cautiously and to avoid 
risking their safety or the safety of others when traveling in inclement weather. (See 
Section 9.1 Workplace Safety.) 

● Stay at the client’s property/with the client’s pet(s) at least the minimum amount of 
time for the given visit type for visits where employees must stay at the client’s 
property for a certain length of time (standard pet visits, extended pet visits, and 
overnight stays). (See Section 2 - Definitions for definitions of “standard pet visit”, 
“extended pet visit”, and “overnight stay”.) Staying less than the minimum time may 
be subject to disciplinary action up to and including termination of employment.  
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● Notify Miami Pet Concierge management as soon as possible if employees will be 
late to a scheduled meeting with a client. 

● Notify Miami Pet Concierge management as far in advance as possible, and 
preferably at least 2 hours before the first scheduled visit, if employees will be more 
than 30 minutes late or absent for any reason, including inclement weather. 

● Make every effort to speak directly with Miami Pet Concierge management 
regarding absences. In the event employees are unable to speak directly with 
management, leave a voicemail and continue to try to reach management. In 
extreme circumstances involving death or severe medical emergency that prevent 
employees from speaking directly with management, employees should leave a 
voicemail and make a follow-up call later that day at the earliest convenience. If an 
illness or emergency occurs while performing work for Miami Pet Concierge 
employees should notify management as soon as possible. 

● Contact Miami Pet Concierge management each day if employees are going to be 
absent for more than one day. Miami Pet Concierge management reserves the right 
to ask for a physician’s statement in the event of a long-term illness (three or more 
consecutive days), or multiple illnesses or injuries. 

Absences that do not follow these guidelines may be considered unexcused. One or 
more unexcused absences or recurrent tardiness are grounds for disciplinary action up 
to and including termination of employment. If an employee is absent for one day 
without notifying the company, Miami Pet Concierge management will presume that the 
employee has voluntarily resigned and may remove the employee from payroll. Before 
removing the employee from payroll, management may review any extenuating 
circumstances that may have prevented the employee from communicating the 
absence. 

 Dress Code and Personal Hygiene 

Employees should arrive for work dressed and groomed in a manner that is 
appropriately professional in appearance and safe in functionality for the work 
responsibilities and position. Examples of appropriate and required workplace attire and 
appearance are as follows: 

● Clothing and shoes that are practical, clean, and in good repair 
● Shoes with appropriate traction for weather and terrain conditions, and assigned 

job duties 
● Personal appearance that is clean and kempt 
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Examples of inappropriate workplace attire and appearance are as follows: 

● Clothing and shoes that are impractical, dirty, or excessively worn, unsafe for job 
duties or current weather conditions, such as: 
▪ Open-toed, platform, high-heeled, or slide-soled shoes 
▪ Low-cut or sheer clothing 
▪ Shorter than mid-thigh pants or shorts 

● Offensive visible tattoos 
● Unkempt or visibly wet, dripping hair 

If an employee arrives at the workplace inappropriately dressed or groomed, Miami Pet 
Concierge management may ask an employee to change. An employee who is unwilling 
to comply with the dress code and hygiene standards of Miami Pet Concierge may be 
subject to disciplinary action up to and including termination of employment.  

 Workplace Parking 

When parking at a client’s property, employees should park on the street, not on the 
client’s driveway, unless the client or conditions dictate otherwise. Miami Pet Concierge 
is not responsible for any parking-related expenses, including parking or moving 
violations an employee may incur. Miami Pet Concierge is not responsible for any loss of, 
or damage to, an employee’s vehicle or to property in the vehicle while parked at a 
client’s property. 

 Personal Property 

As a job requirement, employees are solely responsible for their personal property in 
the workplace. Miami Pet Concierge assumes no risk or responsibility for lost, damaged, 
or stolen personal property. Employees should use discretion when bringing the 
personal property into the workplace by doing the following: 

● Keeping belongings secure and away from pets. Never assume a client’s pet can be 
trusted with personal property. Not only can pets damage personal property, but 
the pets can also be injured.  

● Refraining from possessing or displaying at the workplace, or while on company 
business, any personal property that may be viewed as inappropriate or offensive.  

● Refraining from bringing food or drink onto a client’s property. 
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 Personal Pets 

Personal pets or any animals that do not belong to the client are not allowed on the 
client’s property or with the employee while on company business. This prohibition 
includes un-owned or stray pets, pets owned by employees of Miami Pet Concierge, by 
other clients of Miami Pet Concierge, or by any other person or entity. 

 Visitors 

Only authorized personnel are permitted on company and client properties. (See Section 
2 - Definitions for definitions of “company property” and “client property”.) Visitors are 
not allowed to accompany employees at any time while performing work for Miami Pet 
Concierge including while traveling in-between visits or during other company business.  

 Insubordination 

Miami Pet Concierge management expects employees to follow all company policies and 
instructions. Insubordination damages the employer-employee relationship. Among acts 
of insubordination are the following: 

● Failure or unwillingness to comply with instructions from Miami Pet Concierge 
management 

● Unreasonably delaying compliance or completion of assigned work 
● Disrespectful behavior toward Miami Pet Concierge management 
 

Acts of insubordination are subject to disciplinary action up to and including termination 
of employment.  
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Section 5: Employee Duties 

The mission statement of Miami Pet Concierge highlights the company’s philosophy on 
top-quality care: Miami Pet Concierge is Miami’s premiere pet sitting service. We 
provide professional and quality care based on our clients’ pets’ age, breeds, and health.  
We offer customized care, based on quality and not time.  Our mission is to provide 
extraordinary care for clients’ pets and superior customer service for clients. 

Employees of Miami Pet Concierge should embody this company mission by performing 
work duties exceptionally. 

General duties include the following: 

● Performing visit services such as daily dog walks, standard and extended vacation 
pet sitting, and overnight pet care as scheduled and promptly (See Section 2 - 
Definitions for definitions of “dog walk”, “vacation pet visit” and “overnight pet 
care”.) 

● Performing client interactions such as new-client consultations, meet and greets, 
and interview-only meetings (See Section 2 - Definitions for definitions of “new-
client consultation”, “meet-and-greet”, and “interview-only meeting”). 

● Performing any other assigned work in a responsible and timely manner 
● Maintaining frequent and regular communication with Miami Pet Concierge 

management and clients via smartphone or another mobile device, including visit 
updates and photo(s) detailing activities (See Section 5.2.2 - Use and Restrictions 
and 5.3 Visit Updates.) 

● Operating a motor vehicle and maintaining an acceptable driving record (See 
Section 5.5 - Transportation Requirements.) 

● Submitting time off requests to Miami Pet Concierge management promptly (See 
Section 8 - Leave Policies.) 

● Handling confidential company and client information appropriately (See Sections 
3.9 - Confidentiality Policy, 4.2 Client Confidentiality, and 5.2.2 Use and 
Restrictions.) 
 

Specific duties include the following: 

● Walking dog(s) 
● Feeding, watering, and medicating pets as instructed 
● Picking up waste, scooping/cleaning litter boxes, and disposing of it as instructed  
● Watering plants and collecting mail/newspapers/packages 
● Giving treats if requested 
● Performing other duties as requested 
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See Section 2 - Definitions for descriptions of duties related to various pet visit types. 

Please refer to the Employment Agreement for additional duties. An employee who fails 
to perform his or her job duties to the satisfaction of Miami Pet Concierge management 
may be subject to disciplinary action up to and including termination of employment. 

 Pet Visit Types 

Pet visit types vary depending on the needs of the client and the client’s pet(s). (See 
Section 2 - Definitions for definitions of various pet-visit types.) 

● Dog Walks: 30, 45, or 60 minutes 
● Pet Sitting: 30, 45, or 60 minutes 
● Happy Cat Care: 30, 45, or 60 minutes 
● Overnight Pet Care: 12.5 hours; from 8 p.m. – 8 a.m. and includes one 30-minute 

midday visit between 12 p.m. – 2 p.m. the following day. 
● “Almost” Overnight Care: 4.5 hours; includes a 3-hour visit between 6 p.m. – 10 

p.m. and one 1-hour visit between 7 a.m. – 8 a.m. and one 30-minute potty break 
between 12 p.m. – 2 p.m. the following day. 

 
The times above are just guidelines. Should a visit take longer than the time listed 
above, above please notify management. 

 Electronic Communication 

Reliable electronic communication is essential. Miami Pet Concierge management 
expects employees to behave professionally with all electronic communications and 
interactions by doing the following: 

● Checking for work-related communications on a frequent and regular basis. 
● Responding to non-urgent text/voice messages and emails promptly. 
● Sending professionally appropriate responses to clients and Miami Pet Concierge 

employees. 

5.2.1. Equipment Requirements 

Miami Pet Concierge management requires employees to communicate frequently via 
phone calls, texts, and emails. Employees should be able to meet the following 
electronic equipment criteria for work purposes: 

● Possess a working smartphone or another mobile device capable of sending and 
receiving text and picture messages, phone calls, voice messages, taking photos of 
client’s pets, and emails. 

● Maintain a device that is operational and sufficiently charged throughout the day. 
● Have internet access for emailing and using the scheduling software. 
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5.2.2. Use and Restrictions 

During pet visits, employees must focus attention on the client’s pets and home by 
doing the following: 

● Avoiding personal calls, texting, surfing the internet, playing electronic games, or 
otherwise focusing on activities not related to work. 

● Postponing non-urgent personal calls and texting until they have completed the 
visit.  

● Avoiding phone calls or texting while walking dogs. This prohibition is also 
important for the health and safety of the employee and client’s pet(s). 
 

Employees are prohibited from using electronic devices, including mobile phones, 
smartphones, and other electronic devices, to take still or video pictures or record any 
conversation or communication, for purposes other than company-related business. 
(See Sections 3.9 Confidentiality Policy and 4.2 Client Confidentiality.) Using an 
electronic device in a manner that violates the privacy or confidentiality of Miami Pet 
Concierge, its clients, or other employees is strictly prohibited and subject to disciplinary 
action up to and including termination of employment. 

 Visit Updates 

Employees are required to send a feedback message through Precise Pet Care with a 
visit update. Visit feedback serves three purposes: 

● Proves to the client and Miami Pet Concierge management that the visit was 
completed on time and that the pets received the required care 

● Updates the client(s) on the status of the pets and home 
● Confirms for payroll purposes that the work was completed 
 

During the visit window, employees should send visit feedback that includes at least one 
pet photo to the client, Miami Pet Concierge management, and any employee(s) sharing 
the assignment. (See Section 2 - Definitions for the definition of “visit window”.) 

However, sometimes clients have special circumstances, such as the following: 

●  If a client is not able to receive electronic visit feedback, employees should leave a 
written note at the home.  

● If the client is home or does not want visit feedback, visit feedback for the client 
must still be filled out and saved for Miami Pet Concierge’s records. 

 

Regardless of any special circumstances, Miami Pet Concierge management requires 
employees to send a group update that includes a brief message and photo to Miami 
Pet Concierge management, and any employee(s) sharing the assignment. 

If management does not receive an update for a visit that is on an employee’s schedule, 
management will attempt to contact the employee via text or phone call. If 
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management does not receive a response within 10 minutes, management will assume 
that the employee was unable to complete the visit and another employee may be sent 
to cover the visit. If the employee does not provide management with a visit update that 
confirms the visit was performed, the employee must provide alternate documentation. 
Failing to communicate promptly may be subject to disciplinary action up to and 
including termination of employment. 

 Transportation Requirements 

This job requires employees to be able to operate a motor vehicle. Transportation 
requirements are as follows:  

● Employees must maintain reliable personal transportation, a valid driver’s license, 
an acceptable driving record, and vehicle insurance always.  

● Employees must report changes to their driving record to Miami Pet Concierge 
management as soon as possible. 

● Personal transportation must be available for use for all assignments. 
● An employee’s mode of transportation must allow him or her to travel between 

visits within a ten-mile radius in a safe and timely manner according to his or her 
work schedule. 

● An employee’s vehicle should be operable in most weather conditions. 

 Transportation of Animals 

Miami Pet Concierge management must authorize in advance all transportation of 
animals. 

 Company Property 

Employees are responsible for all company property provided to them, including client 
keys, harnesses, leashes, car seat covers, dog bowls, poop bags, etc. Employees must 
keep all company property always secured and refrain from using company property for 
non-business purposes. Miami Pet Concierge management will keep an ongoing record 
of items given to each employee in his or her employee personnel file. Within 24 hours 
of the last day of employment, or at the request of the Miami Pet Concierge employees 
must return all items provided to them during employment. Failure to return company 
property may cause Miami Pet Concierge management to deduct the value of the 
unreturned items from the employee’s final paycheck. (See Miami Pet Concierge Loaned 
Company Property Checklist.) 



 

 

Page | 27  

 

Section 6: Work and Compensation 

The following policies state the principles and practices at Miami Pet Concierge that deal 
with describing the work; including work assignments, pay rates, scheduling, and 
compensation. 

 Tracking and Confirming Work Assignments 

Miami Pet Concierge management uses scheduling software to manage employee 
schedules, work assignments, and payroll. Employees should track and confirm work 
assignments and time-off requests in the scheduling software used by Miami Pet 
Concierge Employees should report any scheduling discrepancies, conflicts, 
cancellations, and emergencies to Miami Pet Concierge management promptly.  

 This Work is Piecework 

Due to the nature of the job, work is paid per visit at the rate stated in the accepted job 
offer or notice of job rate adjustment, not according to an hourly wage. Piecework 
allows flexibility for individual work speeds, work styles, and preferences, as well as 
unique duty requirements at each visit. (See Section 2 - Definitions for the definition of 
“piecework”.) 

All visits are pre-assessed to fit within the given visit window. Standard dog walks are a 
maximum of 30 minutes. Extended dog walks can be either 45 minutes or 60 minutes.  
Pet sits are a minimum of 30 minutes or 45 minutes in duration, extended pet visits are 
a maximum of 60 minutes in duration, almost overnight pet care is a maximum of 4.5 
hours, and overnight stay visits are a maximum of 13 hours in duration. (See Section 2 - 
Definitions for definitions of “visit window”, “dog walk”, “standard vacation pet visit”, 
“extended vacation pet visit”, “almost overnight care”, and “overnight stay”.)  All other 
services have no pre-determined time frame. 

If any work takes longer than this pre-determined time mentioned above, it must be 
reported to management within the same week services was provided. 

 Unscheduled Time 

To ensure quality control and consistency of care, all employees should abide by the 
same time standards when performing visits and other scheduled services. (See Section 
4.4 - Attendance and Punctuality.) Miami Pet Concierge management does not allow 
unscheduled time. (See Section 2 - Definitions for the definition of “unscheduled time”.) 

All visits are pre-assessed to fit within the given visit window. (See Section 2 - Definitions 
for the definition of “visit window”.) Employees should contact management about any 
visit that exceeds the maximum visit window or if an unforeseen issue occurs at a visit 
that may take excessive time to address.  
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Unscheduled time at a client’s property is considered trespassing and is not allowed. 
Employees are trespassing if they stay on a client’s premises beyond the scheduled visit 
window or if they stop in to check on the pets during a time that is not scheduled and 
authorized by Miami Pet Concierge management. If employees feel revisiting a client’s 
property is necessary, before returning, they should obtain authorization from Miami 
Pet Concierge management and notify the client.  

 Client Cancellations 

Life is unpredictable, and last-minute cancellations are a fact in the pet sitting business. 
As a show of goodwill and principled business practices, Miami Pet Concierge maintains 
the following cancellation policy so that clients are treated with exceptional 
consideration in the face of unexpected changes in plans: 

● If a client cancels a visit or assignment before the scheduled visit or assignment, 
management will notify the employee. The client will not be charged, and the 
employee will not be paid for the uncompleted visit(s). 

● If an employee is in route to, or has already arrived at, the client's home when 
management notifies the employee, he or she will be paid for that uncompleted 
visit and will be expected to confirm the visit in the scheduling software. If the 
cancellation in question involves an assignment with multiple visits, the employee 
will be paid for only the one uncompleted visit and not the remaining uncompleted 
visits. (See Section 6.1 - Tracking and Confirming Work Assignments.) 

● If an employee arrives at a client’s property and the client is home, the client will be 
charged for the visit, and the employee will offer visit services. The employee will 
be paid for the visit regardless of whether the client accepts or declines services. 
The employee will confirm the visit in the scheduling software. (See Section 6.1 - 
Tracking and Confirming Work Assignments.) 

 Compensation for Work 

Employees receive compensation for work regularly and in a manner so that the 
amount, method, and timing comply with applicable laws and regulations. 
Compensation for work is paid according to the following terms: 

● Pay Periods: Miami Pet Concierge pays bi-weekly. Meaning every other Wednesday. 
● Work Week: the workweek begins on Monday of each week and ends on Sunday. 
● For new employees: you will receive your first paycheck on the next pay period 

following your first day of work. 
● Withholding: Payment of wages is subject to withholding requirements of local, 

state, and federal governments. The W-4 form submitted at the start of 
employment determines to withhold. Employees should contact the office at any 
time to update a W-4 form.  

● Paychecks: Paychecks are issued by direct deposit into the bank account the 
employee designates. Employees should register with the online service used by 
Miami Pet Concierge and provide to employees free of charge, to receive paycheck 
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stubs via email two to three days before each pay date. Once registered, employees can 
visit the website at any time to view the Miami Pet Concierge’s paycheck history. 
Employees should report paycheck discrepancies to management as soon as 
discrepancies are discovered. Management will investigate and correct accordingly. 

 Tips 

A tip is a client’s way of letting Miami Pet Concierge employees know that above-and-
beyond efforts are appreciated. Tipping is strictly at the discretion of the client, and 
employees should not expect tips as part of regular compensation. Employees should 
acknowledge and thank a client for a tip. A quick message saying, “Thank you for the tip! 
It is very much appreciated,” will suffice. 

When a client includes a tip in a check or credit card payment for services, the tip will be 
passed along to the employee(s) in the next paycheck after the client payment is 
received at the office. A tip issued in this manner is subject to standard income taxes 
and deductions. 

Employees should follow these guidelines for handling tips that are left at the client’s 
home: 

● If a client leaves cash or a check made out to an employee who is sharing the 
assignment with one or more other people, the employee who receives the tip is 
responsible for distributing the tip. Tips should be divided by the total number of 
visits and shared, pro-rata, amongst everyone who shared the assignment. Follow 
the steps below to divide the tip:  

A. (Total tip amount) ÷ (the total # of visits) = tip per visit 
B. (Tipper visit) × (number of visits covered by the employee) = pro-rata tip 
C. Repeat Step 2 for each employee who shared the assignment. 

● If a client designates, in writing, a specific amount for each employee, the tip should 
be divided accordingly. 

● If a client leaves a check written to each employee sharing an assignment, no 
division is necessary. 

● Employees who receive tips directly or through other employees are responsible for 
claiming all tips as income according to IRS rules. 
 

Failing to divide tips fairly or not reporting tips to other employees sharing an 
assignment will not be tolerated and may be subject to disciplinary action up to and 
including termination of employment.  

 Client and Employee Referral Program 

Miami Pet Concierge management appreciates client and employee referrals. Employees 
who refer clients will receive a bonus for each client they refer who schedules, and 
completes, a minimum of four visits. Employees will also receive a bonus for each 
employment candidate employees refer who is hired and completes 90 days of service. 
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If a new client or employee establishes a relationship with Miami Pet Concierge after the 
referring employee’s last day of employment, he or she will not be entitled to a bonus. 
Employees should tell management about each potential client or employee referred to 
Miami Pet Concierge  

All referred employment candidates will be considered and evaluated based on 
experience and qualifications and will be subject to the same pre-employment 
standards as all other candidates. 

 Expense Reimbursement 

Employees must receive authorization in advance from management, via phone, email, 
or text, for any work-related expenses to be eligible for reimbursement. Employees 
should submit receipts to management within the same pay period that the expense 
was incurred. 

 Gas, Mileage, and Mobile Device Use 

Miami Pet Concierge does not reimburse for gas, mileage, or mobile device use; 
however, pay rates are adjusted according to the driving distance required for a visit, 
and mobile device use is considered in determining an employee’s base wage.  
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Section 7: Employee Information 

The following policies state the principles and practices at Miami Pet Concierge that deal 
with collecting and handling employee information. 

 Personnel Files 

Miami Pet Concierge management keeps a secure personnel file for each employee and 
maintains personal information in the employee’s payroll record. Personal employee 
information may include but is not limited to, contact information, and information 
related to payroll, performance reviews, workplace injury, and disciplinary action. Miami 
Pet Concierge maintains all files for business purposes only and keeps the files 
confidential. 

Personnel files must accurately reflect the employee’s personal information. Employees 
should inform management of any change, including name, address, phone number, 
home address, marital status, number of dependents, withholding allowance 
information, direct deposit information, or emergency contact information.  

 Employee Photo and Short Biography 

Miami Pet Concierge management is proud of the top-quality people working at Miami 
Pet Concierge, Miami Pet Concierge management wants to instill confidence in 
prospective clients who are viewing the company’s website that Miami Pet Concierge 
management hires compassionate, experienced employees. With the employee’s 
permission, Miami Pet Concierge management may post a photo and short biography 
on the company’s website. 
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Section 8: Leave Policies 

The following policies state the principles and practices of Miami Pet Concierge that deal 
with personal time off work. These policies do not apply to those illnesses or injuries 
that are covered by the workers' compensation policy. (See Appendix B.) 

 Time Off 

Time-off requests should be submitted to management as far in advance as possible. If 
the time-off request includes a holiday, the request must be submitted as early as 
possible. Miami Pet Concierge management will notify employees of the decision within 
48 hours of submitting the request after considering current staffing levels and client 
needs. 

The following holidays include the weekend preceding and the actual government-
assigned date: 

● Martin Luther King, Jr. Day 
● Washington’s Birthday (Presidents’ Day) 
● Memorial Day 
● Labor Day 

 
In addition, the following days are also holidays for time-off requests: 

● Easter weekend 
● Independence Day (Fourth of July) weekend* 
● Thanksgiving through the following weekend 
● The weekend preceding Christmas through New Year’s Day 

 

*Includes the preceding weekend through Independence Day if the holiday falls on a Monday or Tuesday. 
Includes Independence Day through the following weekend if the holiday falls on a Wednesday, Thursday, 
or Friday. 

 Military Leave 

Employees who are required to fulfill military obligations in any branch of the Armed 
Forces of the United States or in-state military service will be given the necessary time 
off and reinstated by the Uniformed Services Employment and Reemployment Rights 
Act (USERRA). The time off will be unpaid, except where applicable law dictates 
otherwise. 

Employees should notify the Miami Pet Concierge of any military service obligations 
upon hiring. Requests for time off for military service should be made in advance unless 
military necessity prevents such notice, or it is otherwise impossible or unreasonable. 

Employees are eligible for re-employment for up to five (5) years from the date military 
leave begins. The period for which an individual must make an application for 
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reemployment or report back to work after military service is based on time spent on 
military duty. Employees should refer to the USERRA for all laws governing re-employment. 

Individuals who qualify for re-employment will return to active employment at the pay level 
and status equal to that which the individual would have attained had the individual not 
entered military service. Returning military employees will be treated as though 
continuously employed for purposes of determining benefits based on length of service. 

 Jury Duty 

Employees must provide Miami Pet Concierge management with a copy of the jury 
summons as soon as possible so that Miami Pet Concierge management can decide to 
accommodate the absence. During the jury-duty period, employees should report to 
work on days, or partial days, when not required to report in person or serve on a jury. 

 Personal/Bereavement Leave 

Miami Pet Concierge management allows compassionate leave to employees upon the 
death of an immediate family member. To be eligible for unpaid time off for 
bereavement, employees must notify Miami Pet Concierge management at the earliest 
opportunity so that coverage for an absence can be arranged. In addition, Miami Pet 
Concierge management may require verification of the need for the leave. 

The bereavement leave policy of Miami Pet Concierge defines an immediate family 
member according to the following relationships:  

● Spouse or legal partner 
● Child (including foster children and stepchildren) 
● Parent (including legal guardian, stepparent, birthparent, and foster parent) 
● Sibling (including stepsibling and half-sibling) 
● Grandparent 
● Grandchild 
● In-laws (including mother-, father-, brother- and sister-in-law) 
● Your Pet 
 

Miami Pet Concierge management understands the deep impact that death can have on 
an individual or a family; therefore, unpaid time off may be granted at the company's 
discretion. 

Employees who are on an approved personal leave of absence should notify their 
supervisor of their intent to return to work no less than 5 days in advance of their return 
start date. 

 Leave of Absence 

Miami Pet Concierge management may grant employees a leave of absence in 
extenuating circumstances. Employees must present all requests for a leave of absence 
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in writing to Miami Pet Concierge management as soon as possible. Returning to a 
similar position within Miami Pet Concierge after a leave of absence is not guaranteed, 
especially if the needs of the business have changed. 
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Section 9: Workplace Safety 

The following policies state the principles and practices at Miami Pet Concierge that deal 
with safety in the workplace. Employees of Miami Pet Concierge are covered by liability, 
bonding, and worker’s compensation insurance. (See Section 9.7 Workers’ 
Compensation and Appendix B.) 

 Workplace Safety 

Employees must comply with the following safety standards: 

● Employees must follow any occupational safety or health standards and regulations 
established by the Occupational Safety and Health Act (OSHA) and state and local 
regulations. (See Appendix B.) 

● Employees must follow situational-specific direction and training. 
● Employees must exercise caution and good judgment in work activities. 
● Employees must avoid causing hazardous work situations. 
● Employees must contact Miami Pet Concierge management if at any time the 

employee feels that performing job duties, including entering the client’s property, 
could be dangerous. 

● Employees should avoid contact with animals not under the employee’s direct care, 
if possible. 

● Employees must report unsafe work situations to Miami Pet Concierge 
management as soon as possible so management can determine the appropriate 
course of action. 
 

In the event of an accident that results in injury to oneself, another person, or an 
animal, regardless of how seemingly insignificant the injury may appear, employees 
should notify Miami Pet Concierge management as soon as possible. Written 
documentation of all accidents and safety incidents is required within 24 hours and 
should be submitted to management. 

 Violence-Free Workplace 

Miami Pet Concierge management strictly prohibits workplace violence, including any 
act of intimidation, threat, harassment, physical violence, verbal abuse, aggression, or 
coercion against a coworker, client, animal, or visitor, onsite or offsite during work-
related activities. Prohibited actions include, but are not limited to, the following 
examples: 

● Threatening to injure another person or animal 
● Physically injuring another person or animal 
● Engaging in behavior that subjects another person or animal to emotional distress 
● Threatening to use or using a weapon against another person or animal 
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● Intentionally damaging property 
● Using Miami Pet Concierge resources to threaten, stalk, or harass anyone at or 

outside the workplace 
 

Anyone found responsible for threats of or actual violence or other conduct that violates 
this policy may be subject to disciplinary action up to and including termination of 
employment, as well as referred to the appropriate authorities. 

Employees are required to immediately report to their supervisor or another member of 
management any behaviour that compromises the company's ability to maintain a safe 
work environment. All reports will be investigated immediately and kept confidential to 
the event possible while conducting an effective and thorough investigation. 

 Procedure for Reporting Violence and Threats of Violence  

If employees witness any of the following incidents, they should report the incident to 
Miami Pet Concierge management as soon as possible: 

● Indirect or direct threats of violence 
● Incidents of actual violence 
● Suspicious individuals or activities  
 

Employees should be as specific and detailed as possible when reporting a threat or 
incident of violence. In addition, employees should follow local laws for reporting 
criminal activity. Employees should not risk personal safety or attempt to intercede 
during an incident. 

Employees are required to immediately report to their supervisor or another member of 
management any behaviour that compromises the company's ability to maintain a safe 
work environment. All reports will be investigated immediately and kept confidential to 
the event possible while conducting an effective and thorough investigation. 

 Weapons Policy 

Possession, use, or sale of weapons, firearms, or explosives at the workplace or while 
engaged in company business on or off workplace premises is forbidden except where 
expressly authorized by the company and permitted by state and local laws. This policy 
applies to all employees, including, but not limited to, those employees who have a valid 
permit to carry a firearm. Employees who are aware of violations or threats of violations 
of this policy are required to report such violations or threats of violations to Miami Pet 
Concierge management as soon as possible. Violations of this policy may be subject to 
disciplinary action up to and including termination of employment. 

Employees are required to immediately report to their supervisor or another member of 
management any behaviour that compromises the company's ability to maintain a safe 
work environment. All reports will be investigated immediately and kept confidential to 
the event possible while conducting an effective and thorough investigation. 
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 Drug-Free Workplace 

Miami Pet Concierge maintains a safe and drug-free environment for its employees and 
clients. The following actions are grounds for disciplinary action up to and including 
termination of employment: 

● Possessing, using, soliciting for, or selling legal or illegal drugs or alcohol on or away 
from the company or client premises, or while performing work-related duties is 
prohibited. Activity or involvement in activities adversely affecting an employee’s 
work performance, safety, or the safety of others, or putting at risk the company's 
reputation is prohibited, regardless of where such activity takes place. 

● Harboring any detectable number of prohibited substances in the employee’s 
system while at work, while on the premises of the company or its clients, or while 
on company business; prohibited substances include illegal drugs, alcohol, or 
prescription drugs not taken by a prescription given to the employee is prohibited. 
Prescription drugs or over-the-counter medications, taken as prescribed and for 
which the employee has a valid prescription, are permitted, provided that such use 
does not hinder the employee’s ability to perform the job safely. 

● Failing to report promptly to Miami Pet Concierge management a situation where 
the use of alcohol or drugs creates an imminent threat to the safety of people or 
property, animals, or property is prohibited.  

● Administering over the counter or prescription medications or supplements, 
including holistic or natural remedies, to an animal without the client’s 
authorization is prohibited. 

 

Employees may be asked to submit to a medical examination and/or clinical testing for 
the presence of alcohol and/or drugs. Within the limits of federal, state, and local laws, 
Miami Pet Concierge management reserves the right to examine and test for drugs and 
alcohol at its discretion. If employees are tested for drugs or alcohol either within or 
outside of the employment context, and the results indicate a violation of this policy, or 
they refuse a request to submit to testing under this policy, the employees may be 
subject to appropriate disciplinary action up to and including termination of 
employment. 

As a condition of employment with Miami Pet Concierge employees must comply with 
this drug-free workplace policy. No part of the policy shall be construed to alter or 
amend the at-will employment relationship between Miami Pet Concierge and its 
employees. 

 Smoke-Free Environment 

Smoking is prohibited in the workplace. (See Section 2 - Definitions for the definition of 
“workplace”.)  
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 Pet and Employee Health Emergencies 

Employees should contact Miami Pet Concierge management as soon as possible if any 
of the following situations occur: 

● A pet is uncomfortable and suffers from neglect or abuse 
● A major or life-threatening pet emergency 

If employees have a personal emergency while on the job, they should seek medical 
attention at the nearest urgent care facility or emergency room and notify Miami Pet 
Concierge management as soon as possible. (See Section 1.2 - Contact Information.) 

 Workers’ Compensation 

Employees should notify Miami Pet Concierge management of any condition that could 
lead to, or contribute to, an employee accident. (See Section 9.1 - Workplace Safety.) 

Employees injured on the job at Miami Pet Concierge may be eligible for workers’ 
compensation benefit insurance. (See Appendix B.) These benefits are provided at no 
cost to employees and cover lost time or medical expenses incurred because of an 
accident, injury, or illness sustained while on the job, by workers’ compensation laws. 

Workers’ compensation does not require individuals to enroll independently. The Idaho 
State Insurance Fund acts as the insurer for workers’ compensation claims. 

Employees who sustain work-related injuries or illnesses, no matter how slight, must 
notify Miami Pet Concierge management within 24 hours. Consistent with applicable 
state law, failure to report an injury within a reasonable period could jeopardize the 
claim. 



 

 

Page | 39  

 

Section 10: Disciplinary Policies and Procedures 

Disciplinary action at Miami Pet Concierge addresses behavior and performance problems 
fairly and impartially to prevent reoccurrence. Disciplinary action may involve any of the 
following: verbal warning, written warning, suspension with or without pay, and termination 
of employment. Miami Pet Concierge management reserves the right to determine the 
appropriate course of disciplinary action, including termination without observing other 
disciplinary action first, based on the circumstances. 

 Disciplinary Action 

Miami Pet Concierge employees must perform their job duties by the terms outlined in 
the Miami Pet Concierge Employee Training Manual and any other applicable terms and 
conditions. If an employee violates any of these terms, MPC may take disciplinary action 
as described below:  

1. FIRST Violation:  Verbal Warning 
Miami Pet Concierge will provide a verbal warning and instruct the employee to 
review MPC policies and procedures. Employee may ask Management to clarify any 
policies or procedures that employee does not understand.  MPC will document the 
incident in the employee file.  

2. SECOND Violation:  Written Warning/Probation 
Miami Pet Concierge will provide a written warning indicating the violation and the 
applicable probation period.  If employee performance does not meet MPC's 
satisfaction during the probation period, MPC may elect at its sole discretion to 
terminate an employee. MPC management will document the incident in the 
employee file and the Employee will be required to sign an acknowledgment of 
receipt. 

3. THIRD Violation:  Termination 
Miami Pet Concierge has the right to terminate an employee at will.  Upon an 
employee's third violation, MPC may terminate the employee effective immediately. 

 Problem Solving Policy and Procedure  

Examples of reasons employees may be subject to disciplinary action include, but are 
not limited to the following: 

● Violation of company policies or safety rules 
● Insubordination (See 4.10 - Insubordination.) 
● Negligence 
● Workplace harassment or violence (See Sections 3.5 - Anti-Discrimination 

Policy/Anti-Harassment Policy, and 9.2 - Violence-Free Workplace.) 
● Theft or dishonesty 
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● Use or sale of alcohol or controlled substances on work premises or while engaged 
in business-related activities (See Section 9.4 - Drug-Free Workplace.) 

● Poor attendance or performance (See Section 4.4 - Attendance and Punctuality.) 
● Vandalism or destruction of company property (See Section 9.2 - Violence-Free Workplace.) 
● Use of company property without prior authorization from Miami Pet Concierge 

management (See Sections 2 - Definitions for the definition of “company property”, 
and 5.7 Company Property.) 

● Failure to represent accurately personal work history, skills, or training 
● Divulging Miami Pet Concierge business practices or other confidential information 

without prior authorization from Miami Pet Concierge (See Section 3.9 - 
Confidentiality Policy.) 

● Misrepresentation of Miami Pet Concierge to an existing client, a prospective client, 
the general public, or an employee (See Sections 3.9 - Confidentiality Policy, 4.1 -
Client Interactions, 4.3 - social media, and 5.2.2 - Use and Restrictions.) 

 Grievance Policy and Procedure 

Miami Pet Concierge maintains a policy that allows employees to express and resolve 
concerns about work-related issues, including workplace communication, interpersonal 
conflict, and other working conditions.  Miami Pet Concierge maintains an “open-door” 
policy and assures that all employees’ filing a complaint can do so without fear of 
retaliation or reprisal. (See Section 3.1 – Open-Door Policy.) 

Employees should raise concerns with Miami Pet Concierge management as soon the 
event occurs. Miami Pet Concierge will investigate and attempt to resolve the issue. If 
Miami Pet Concierge does not resolve the issue within an agreed-upon timeframe, use 
the Employee Form in Appendix A to submit a written complaint to Miami Pet Concierge 
management. After receiving a written complaint, Miami Pet Concierge management 
may ask employees to attend a face-to-face meeting to investigate or resolve the issue. 

 Whistleblower Policy 

Miami Pet Concierge employees should maintain high standards of integrity and ethical 
behavior when performing work duties. Miami Pet Concierge management encourages 
employees to raise concerns internally so that Miami Pet Concierge management can 
address and correct inappropriate conduct and actions. By Whistleblower Protection 
regulations, all employees will be free from harassment, retaliation, or any type of 
discrimination in a situation where employees: 

● Make a good faith complaint regarding a Miami Pet Concierge or employee ethics 
violation or other violations of the law 

● Make a good faith complaint regarding accounting, internal accounting controls, or 
auditing matters that may lead to incorrect or misrepresented financial accounting 

● Provide information to assist in an investigation regarding violations of the law 
● File, testify or participate in a proceeding about alleged violations of the law 
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Anyone violating this policy may be subject to disciplinary action up to and including 
termination of employment. 
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Section 11:  Employment Separations/Resignation 

The following policies state the principles and practices at Miami Pet Concierge that deal 
with terminating employment. 

 Giving Notice and Returning Company Property 

Miami Pet Concierge management requests that employees provide notice a minimum 
of two weeks before the last day of employment. This request does not alter the at-will 
relationship with the company. (See Section 3.3 At-Will Employment.) 

Employees must return all loaned company property, including client keys, within 24 
hours of the last day of employment. (See Section 5.7 - Company Property.) 

All rights and privileges of employment with the company terminate on the last day of 
employment. Failure to return all client keys and other company property may cause 
Miami Pet Concierge management to deduct the value of the unreturned items from the 
employee’s final paycheck.  

  Withholding of Taxes:  

 MPC may withhold from any amounts payable under this Agreement such federal, 
state, or local taxes as will be required to be withheld under any applicable law or 
regulation.  

 Surrender of Materials.  

Immediately upon Company's request or any termination of Employee's employment, 
Employee will return to Company: (a) all copies and manifestations of Confidential 
Information that Employee may have or have access to; (b) any other properties of 
Company which are in Employee's possession, custody or control, including any 
documents, materials, and equipment provided by Company, such as access or 
identification cards, employer credit cards, computers and phones; and (c) all 
documents and materials that Employee has prepared during Employee's employment 
with Company. Without limiting the foregoing, Employee will destroy any files or 
information relating in any way to Company on any non-Company device, network, 
personal computer, storage location, or media in Employee's possession, custody, or 
control that is not being returned to Company. 

 Non-Disparagement 

The employee will not, directly, or indirectly, at any time, make, publish or communicate 
to any person or entity or in any public forum any defamatory or disparaging remarks, 
comments, or statements concerning Company, its affiliates, or any of their respective 
employees, managers, officers, agents, contractors, representatives, and existing, 
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prospective and former customers, clients, vendors, investors, financial resources or any 
other associated third party with Company.  

  Non-Compete. Non-Solicitation 

You agree that, while performing services for MPC and throughout the one (1) year 
period following termination of this Agreement (“Restriction Period”) and within a 50-
mile radius of Miami Pet Concierge headquarters, Employee will not, directly or 
indirectly, or for or on behalf of any other individual, entity or association, as principal, 
agent or otherwise: (a) own, control, manage, be employed by, consult with, or 
otherwise participate in, a business which provides services or products or are 
competitive with services or products provided by MPC;  (b) encourage, induce or 
attempt to induce, (i) any person that is or has been a customer, client, vendor, investor, 
financial resource, agent, contractor or any other an associated third party with whom 
Employee may have had contact in connection with Employee’s employment to alter, 
limit or cease such person’s business relationship with the Company; or (ii) any 
individual that is an employee of Company to leave his or her employment with 
Company and Employee will not otherwise, directly or indirectly, hire, attempt to hire, 
contact or solicit such employee; (c) solicit or attempt to solicit, directly or indirectly, 
through an employee or through any other individual, entity or association, (i) any 
person employed or engaged by contract with MPC or any of its affiliates or related 
entities (or who was employed or engaged by MPC or any of its affiliates or related 
entities during the 12 (twelve) months preceding the termination of this Agreement), 
whether or not such employment is/was pursuant to a written contract or at will; or (ii) 
any person that is or was a customer or client of MPC (or their successors or assigns) 
during the prior one-year period a customer or client of MPC for the purpose of 
providing services or products which are competitive with the services or products 
provided by MPC or (iii) any customer identified as a potential prospect by MPC (or their 
respective successors or assigns) for the purpose of providing services or products that 
are competitive with services or products provided by MPC. For this purpose, a 
prospective customer or client is any person that MPC has solicited for business during 
the prior one-year period. 

 Notices  

All written notices provided for or contemplated by this Agreement shall be addressed 
to the party to whom such notice is directed at the address hereinafter specified unless 
written notice of a change of address shall have been furnished to the other party. All 
notices shall be in writing and sent by either personal delivery, certified mail, return 
receipt requested, by email, or by a nationally recognized overnight courier for next 
business day delivery such as Federal Express, U.S. Express Mail, or Airborne 
Express.  Notices given in the manner aforesaid shall be deemed sufficiently served or 
given for all purposes under this Agreement upon the earliest of (i) actual receipt or 
refusal by the addressee, or (ii) three (3) business days following the date such notices, 
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demands or requests shall be deposited in any Post Office, or branch Post Office 
regularly maintained by the United States Government, or (iii) one  (1) business day 
after delivered to the nationally recognized overnight courier service, as the case may 
be. 

 Licenses 

Employee acknowledges that Company may utilize Employee's name, likeness, voice, 
image, biographical information, or other characteristics in, on, or in connection with 
any pictures, audio and video recordings, websites, social media pages, advertising and 
publicity, and all other printed and electronic forms and media throughout the world, at 
any time during or after the Employment Period, for all legitimate commercial and 
business purposes of Company. Employee hereby consents to the use of such 
characteristics by Company and releases Company, its affiliates, and any of their 
respective directors, officers, employees, contractors, representatives, and agents from 
any claims, actions, losses, costs, expenses, and liability of any kind, arising under any 
legal or equitable theory whatsoever at any time during or after the Employment 
Period, in connection with any use permitted by this Agreement. 

 Exit Interview 

Miami Pet Concierge management may request that resigning employees complete an 
exit interview before the last day of employment. During the exit interview, employees 
may complete the necessary paperwork and provide feedback to improve business 
practices.  

 Final Paycheck 

The final paycheck will be issued via direct deposit, on the next regular pay date 
following the last day of employment. Employees should notify Miami Pet Concierge 
management of address changes that occur during the calendar year of the last day of 
employment so that tax information will be sent to the correct address. 
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Section 12: Employee Handbook Acknowledgement 

I have read and understood the policies and guidelines outlined in the handbook. I 
acknowledge that the working conditions, policies, procedures, and benefits described 
in this handbook are confidential and may not be distributed in any way or discussed 
with anyone who is not an employee of Miami Pet Concierge I understand that the 
information contained in this handbook is intended to inform employees of company 
policy and rules; however, Miami Pet Concierge management reserves the right to make 
exceptions based on circumstances. I understand that failure to comply with the policies 
and guidelines contained in the handbook may result in disciplinary action up to and 
including termination.  

I have entered my employment relationship with Miami Pet Concierge voluntarily and 
understand the nature of employment with Miami Pet Concierge is at will. Nothing in 
the handbook may be construed as a promise of future benefits or a binding contract 
between Miami Pet Concierge and any of its employees. 

I have received a copy of the employee handbook on the date listed below. I will sign 
two copies of this acknowledgment, retain one copy for myself and return one copy to 
Miami Pet Concierge I understand that this form will be retained in my personnel file. 

I understand that Miami Pet Concierge retains the right to update the employee 
handbook information to reflect the changing needs of Miami Pet Concierge its clients, 
and employees. I also understand that I am responsible for reading the updated or new 
policies and retaining the new information in my handbook. 

If I lose my copy of the handbook or if it becomes damaged in any way, it is my 
responsibility to notify Miami Pet Concierge management as soon as possible to obtain a 
replacement copy. 

 

 

Employee signature: ______________________________________ Date: ___________ 
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  Forms 

 

Use the following forms as necessary: 

A.1 Employee Grievance Form 
A.2 Loaned Company Property Checklist 
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Miami Pet Concierge EMPLOYEE GRIEVANCE FORM 
Fill out this form completely and submit it to Miami Pet Concierge management. 

 

Employee name: _________________________________________________________ 

 

Date of occurrence: _______________ 

Describe the complaint (attach additional pages if necessary): 

 

 

List facts to support the complaint (attach additional pages if necessary): 

 

 

Propose a remedy (attach additional pages if necessary): 

 

 

 

Employee name (printed): __________________________________________________ 
  

  

Employee signature: ____________________________________    Date: ____________  

 

 

For Internal Use Only 

Date received:                 Received by (name and title): 

Action was taken (attach additional pages if necessary): 

 

Next steps (attach additional pages if necessary): 

 

Miami Pet Concierge management name (printed):  

Miami Pet Concierge management signature:                                          Date:  
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Miami Pet Concierge Loaned Company Property Checklist 

Item Value of Item Date Issued 
Employee 

Initials  
for Receipt 

Date Returned 
Mgmt. Initials 

for Return 
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Miami Pet Concierge Company Property Policy: 

 

Employees are responsible for all loaned company property, including client keys. Employees must keep all company property secure. 
Within 24 hours of the last day of employment, or at the request of Miami Pet Concierge employees must return all items loaned to 
them during employment with Miami Pet Concierge Failure to return company property may cause Miami Pet Concierge 
management to deduct the value of the unreturned items from the employee’s final paycheck. 

By signing below, I acknowledge that my initials in the “Employee Initials for Receipt” box indicate that I have received the loaned 
company property listed in the corresponding “Item” box on the same line. Further, I also acknowledge that I have read and 
understood the policy indicating that failing to return company property loaned to me, including client keys, may result in a deduction 
for the value of the unreturned items from my final paycheck. 

Employee signature: __________________________________________ Date: __________________________________________  
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 Government Documents 

Look up your state government guidelines.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 


