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HANDBOOK�Dear Employee,



I am pleased to welcome you into our restaurant family.



As a new member of our family, we have prepared this handbook to further acquaint you with our organization and help answer any initial questions you might have.



Our goals are simple – to furnish the finest quality products in a comfortable atmosphere with professional service.  When we accomplish these goals efficiently, our customers will be satisfied and will continue to visit our restaurant.  They will also recommend us to their friends.



You play an important role in reaching these goals, and in order to help you, we have created this policy handbook.  This handbook goes into detail what is expected of each employee.  It also will help you understand your rights and benefits as an employee.  Each policy is explained in an uncomplicated manner.  The fulfillment of the policies in this handbook are conditions for your employment.  Discuss any questions you might have with your manager.



I wish you much success with our company and I hope you find working with us a rewarding experience.



Sincerely,







owner’s signature and name
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Section A - FOR THE RECORD





Company History



Compose several paragraphs concerning the history and background of  your restaurant.   You have almost ¾ of a page in which to write your story.  The following is a list of appropriate topics that should be discussed in these paragraphs (or any other topic you prefer).  Remember to print a copy of this page before you erase it.

who started the restaurant and what was their vision

the date your restaurant opened

describe your atmosphere

describe your food (and beverages, if needed)

describe your service

plans for the future











Quality Statement



< RESTAURANT’S NAME > primary objective upon opening the doors each day is to serve quality products in a comfortable atmosphere with professional service.  Treat each and every customer as you would want to be treated when you dine out.  Each employee should strive to uphold this standard of excellence, as his/her job performance will be measured by it.   
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�Section A - FOR THE RECORD continued…





General Information



Address:





Note: Please do not use the restaurant’s address as your personal mailing address.



Telephone Number:

Fax Number:

E-mail Address:



Owner(s):



Hours of Operation:





Acceptable Payment Forms:





Delivery and Catering Information:







Management



General Manager:



Chef:



Sous Chef:



Assistant Managers:
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�Section A - FOR THE RECORD continued…





Customer Smoking  In this restaurant customers are (not) allowed to smoke in < list locations >.  See Section B for information concerning employee smoking.



Emergency Procedures  If a customer or fellow employee is ill or injured, notify the shift manager immediately.  Try to keep the ill or injured person calm and relaxed.  The manager will then take necessary action (e.g. apply first aid, call an ambulance, etc.).  All employees should know how to perform basic first aid procedures in case of emergency.  Speak with your manager for information concerning the city-sponsored course in first aid.



Employee Parking  Employees may park cars in < list designated areas  >.  When family and friends < are allowed or not allowed > to park their cars in this area if they are waiting for you.



Employee Entrance  All employees are required to enter through < list doors > when the restaurant is closed.  All employees are required to enter through < list doors > when the restaurant is open.



Personal Belongings  Employees are encouraged not to bring valuables into the restaurant.  < Restaurant’s Name > is not responsible for personal belongings that are improperly stored or left overnight.  If you have to bring a valuable item into the restaurant, bring it to the manager so it can be locked in the safe.



Bulletin Boards  General information and legal notices will be posted on the bulletin boards located < describe location >.  All employees should periodically check these bulletin boards.



Use of Company Telephones  Employees are permitted to make limited use of company telephones for local calls with the permission of the shift manager.  PLEASE DO NOT ABUSE THIS PRIVILEGE!!

Incoming calls, except in emergency situations, will not be directed to employees.  Messages will be taken and given to employees during their break-time.  PLEASE ASK FAMILY AND FRIENDS NOT TO CALL DURING RUSH PERIODS!!
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Section A - FOR THE RECORD continued…





Hanging Around The Restaurant After The Shift  It is the policy of < Restaurant’s Name > to allow or not to allow employees into the restaurant after their shift has been completed.  Also see Section C, “Dining in The Restaurant As A Customer.”



Grievances  If at any time an employee has a complaint or problem with a fellow employee or a manager, the employee should put their grievance in writing and present it to the general manager.  Grievances are reviewed at the weekly managers’ meeting.



Equal Opportunity Employer < Restaurant’s Name > does not discriminate according to race, color, creed or national origin.  Each applicant’s opportunity for employment is based on his/her ability to perform the job.  Any employee suspecting discrimination should report it to the general manager.



Probation All employees will be on probation for the first 14 days of their employment.  Employment can be terminated during this period without accrual of benefits.  Your manager will assign you a permanent work schedule at the end of the probation period.  Your official anniversary date is the day probation ends.



Age Limitations  Each state has specific laws concerning discrimination and minimum age requirements, particularly if you serve alcoholic beverages.  Check with your state’s Equal Employment Opportunity Commission and Liquor Authority.  Copy their policies onto this paragraph.



Employment of Relatives  It is the policy of < Restaurant’s Name > to or not to employ relatives.  And what about employees that are going to be married?  These policies must be decided by the individual restaurant.



Re-employment of Former Employees  It is the policy of <Restaurant’s Name > not to rehire employees who have quit or been terminated.  Temporary employees or employees released due to a reduction in the work force can be rehired by going through the interview process again.
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Section A - FOR THE RECORD continued…





Employee Classifications A full-time employee is one who regularly works at least  <      > hours per week.  Employees who work from 1 to <     > hours per week must be permanently assigned to a position in order to be considered part-time instead of temporary.  Part-time employees do receive most benefits.  Temporary or contracted employees are ineligible for many of the benefits listed in Section C, but may receive some of them at management’s discretion.



Hourly Wage and Salary Computation  Employees are paid either an hourly wage or a salary.  The following is the list of employee departments (and their respective numbers) with their method of computation.



		Hostess/Cashier (#100): hourly (plus tips)

		Servers (#200): hourly plus tips

Buspersons (#300): hourly plus tips

		Bartenders (#400): hourly plus tips

		Delivery People (#500): hourly plus tips

		Kitchen Management (#600): salaried

		Cooks (#700): salaried

		Preparation (#800): hourly

		Dishwasher and Porter (#900): hourly

		Clerical (#1000): salaried

		Dining Room Management (#1200): salaried

		Executive Management (#1300): salaried





Payroll Deductions  Social Security tax, federal, state (and city) withholding taxes are deducted from each paycheck.  These taxes are required by law.  You are allowed to claim one exemption for each dependent (spouse, children and parents), including yourself, on your “W-4” form.  Please report any change of address, marital status and number of dependents to your manager.



Pay Period and Pay Day  This restaurant generates payroll on a < weekly or biweekly > basis.  The pay period begins on < day of the week > at  <    >AM and ends on (the following)  < day of the week > at <   >AM.  Checks will given out (every other)  < day of the week > after <   >PM.
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Section A - FOR THE RECORD continued…





Overtime  Is paid to hourly employees who work more than 40 hours in a week.  The pay rate for overtime is 1½  times regular pay.  All overtime must be approved in advance by your manager, except in emergency situations.  The pay rate for working national holidays when the restaurant is open is 2 times regular pay.



Training Pay  During training, each new hourly employee will be paid < $       > per hour.  The training period for most employees is <   to   > days.  Tipped employees do not receive tips until they’ve finished their training.  Salaried employees are paid <   >% of their salaries during training.



Work Schedules  It is every employee’s responsibility to check posted schedules.  Schedules are posted by the < a location, usually near the time clock >.



Breaks  Break times are also listed on the posted schedules.  But every employee should remember there will be times when breaks have to be rearranged because of conditions inside the restaurant.



Expenses Reimbursement  Any employee who has incurred an expense in the name of the restaurant can be reimbursed if he/she has a documented receipt and prior permission from a manager.  Ask your shift manager for a petty cash voucher.











END OF SECTION A
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�Section B - WHAT < RESTAURANT’S NAME > EXPECTS FROM YOU





Safety  It is the responsibility of every employee to follow these safety rules:

Report broken equipment immediately to your manager

Report any unsafe conditions immediately to your manager

Report any injuries immediately to your manager

Do not overload electrical outlets

Use flammable materials with caution

Do not empty ashtrays into flammable receptacles

No practical jokes

Do not run within the restaurant, Walk!



Security  It is every employee’s responsibility to make < Restaurant’s Name > a secure place for both customers and employees.  Every employee should make sure that:

Only employees and deliveries enter through the back door

The back door is locked all other times

The front door is locked before <        > < AM/PM >

The front door is locked after <        > < AM/PM >

The office is locked when not in use

Any suspicious persons are reported to managers

Personal items are securely locked away



Customer Relations  We are here to serve our customers, it is THEY who PAY OUR WAGES and SALARIES.  The customer is always right, but even when he/she is wrong you still need to be polite.  Only a few customers will say things that are not polite.  Don’t take it personal when a customer is rude and remember to hold your tongue.  Arguing with or dissing a customer will not be tolerated in this restaurant.  If you have a potential problem, politely excuse yourself and immediately call a manager to help you.



Serving Alcoholic Beverages  By < State > laws alcoholic beverages cannot be served to any persons under the age <   > or any persons who have been impaired by over-consumption of alcoholic beverages.  It is the responsibility of each manager, server and bartender to enforce these laws.
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Section B - WHAT < RESTAURANT’S NAME > EXPECTS FROM YOU continued…





Employee Smoking  Employees are allowed to smoke in the: < describe location >.  Smoking is allowed only when an employee is on break or with permission from a manager.  There is absolutely no smoking in < list locations >.  PLEASE WASH YOUR HANDS AFTER SMOKING!!



Employee Bathroom and Lockers  It is the responsibility of all employees to make sure that these areas are kept clean and organized.  ALWAYS WASH YOUR HANDS AFTER USING THE BATHROOM!!



Housekeeping  Every employee is expected to do his/her part to keep the restaurant neat and maintain sanitation standards.  Speak to a manager for the list of health department standards.  If there is trash on the floor, please pick it up.  If you see potential hazards do whatever is necessary.



Appearance  Each employee is required to begin their shift with a clean uniform.  All kitchen employees must wear a hair restrainer or a hat.  Service employees’ hair should be neatly combed and tied-up, if necessary.  Male service employees should be clean shaven.  Facial hair  is not allowed or has to be approved by management. Service employees should keep a back-up uniform in their locker in case of emergency.  Remember, a service employee’s uniform includes a clean and neat pair of shoes.



Time Clock  Employees are not allowed to punch in more than 5 minutes before their scheduled start time.  Employees will not be paid for early punches unless approved by a manager.  Employees are required to change into their uniforms before punching in.



Outside Commitments  It is the policy of this restaurant for employees to obtain management’s approval for other permanent jobs.  This information is needed to help avoid conflicts with this restaurant and other jobs.  From time to time situations arise where employees are needed for extra hours and it is expected that employees will pitch in if they are able.  
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Section B - WHAT < RESTAURANT’S NAME > EXPECTS FROM YOU continued…





Lost and Found  Any employee finding a lost or misplaced item should immediately turn it over to the shift manager.  If the item is not claimed within    <    > days, it will become the property of the employee who turned it in.  Not turning in a lost or misplaced item to management can be grounds for termination of employment.



Absenteeism and Tardiness  Any employee who is constantly absent and/or late for work will have the matter brought up in a meeting with their manager and the general manager.  It is hoped in this meeting the problem can be solved.  Repeated absenteeism and tardiness can be grounds for termination of employment.



Sexual Harassment  This behavior will not be tolerated fro
m ANY employee of this company.  
Bring this behavior to the attention of the general manager immediately.  It can be grounds for termination of employment.



Alcohol and Drugs  Employees are prohibited from coming to work under the influence of alcohol or any controlled substance.  It can be grounds for termination of employment.  The use of over-the-counter or prescription medications should be brought to the attention of the shift manager.



Firearms  State law prohibits firearms from being brought into the premises of this restaurant, by either customers or employees. It can be a cause for arrest and/or grounds for termination of employment.



Theft  The theft of any item from the restaurant, a fellow employee or a customer can be grounds for termination of employment.



Note: Any employee convicted of criminal activity against this company or on the premises of this restaurant will be immediately terminated with cessation of benefits.
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Section B - WHAT < RESTAURANT’S NAME > EXPECTS FROM YOU continued…





If You Plan To Quit  If you decide to leave < Restaurant’s Name > we hope that you will give us 2 weeks notice.  When 2 weeks notice is given, the value of any accrued vacation time will be added to your last paycheck. Employees who quit without giving any notice will forfeit the value of any accrued vacation time.  See Section C for the policy on accrued vacation time.



If You Get Fired  Employees who are terminated because of policy violations or inadequate job performance can pick-up or have their check mailed to them within <    > hours after their termination.  Accrued vacation time is forfeited for terminated employees.



Note: All uniforms belonging to the restaurant must be returned prior to issuing the last paycheck or the value will be deducted from that paycheck.  The total of any outstanding advances or loans will also be deducted from the last paycheck.



The Three Strike Rule  Each employee is expected to conduct themselves in a respectable and professional manner.  Willful violations of the policies listed in this section can result in the following:



Written Warning: Used to inform the employee of a policy or rule violation listed on pages B -1 and B - 2.  This warning notice is signed by the shift manager and employee and then placed in the employee’s personnel file.

Suspension: An employee has received a written warning and still continues to violate policies and rules, the next step is suspension without pay for <   > days.  A notice will be placed in the employee’s personnel file documenting the suspension.

Termination:  An employee has been suspended and continues to violate policies and rules or the employee commits a violation of policies listed on page B - 3, its lights out.  A notice is signed by the general manager and employee and placed in the employee’s personnel file.



END OF SECTION B
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�Section C - WHAT YOU CAN EXPECT FROM < RESTAURANT’S NAME >





Insurance, Health  < Restaurant’s Name > has a health insurance plan for all full and part-time employees.  This plan is underwritten by a national insurance carrier.  After <    > days/months of employment, you become eligible to join the plan.  You will be notified of your eligibility and be given the opportunity to enroll in the plan.  The insurance carrier does have the option of requiring a physical exam for the employee.  You will given further information as you near your eligibility.



< Restaurant’s Name > pays <  >% of the premiums of hourly employees and dependent policies and <  >% of the premiums of salaried employees and  dependent policies.  Premiums will be deducted from paychecks.



Insurance, Unemployment  This restaurant pays into the state and federal unemployment insurance programs.  Each state has different laws governing eligibility and requirements for unemployment insurance, so check with your state unemployment office for their policy and list the benefits in this paragraph.



Insurance, Workers Compensation  Each state has different laws governing worker’s compensation insurance, so check with your insurance broker or the state’s worker’s compensation board for policy information and list the benefits in this paragraph.



Insurance, Disability  Each state has different requirements when it comes to disability insurance.  Call your insurance broker for details.  List the benefits to your employees in this paragraph.



Uniforms  Kitchen employees are provided with <  > days of uniforms for each week.  Service employees are provided with <  > set(s) of uniforms, consisting of list uniform components.  Additional uniform components may be purchased at the following prices:  List all items available to employees and prices!

Aprons:

Pants:

Shirts:

Hats:
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Section C - WHAT YOU CAN EXPECT FROM < RESTAURANT’S NAME > continued…





Employee Meals  These are offered free to all working employees.  These family meals are available during the following hours: List available meals and hours!

Breakfast:

Lunch:

Dinner:

Employees, when working, are allowed free list names of beverages.  Note: This policy has been designed for full service restaurants.  Quick service restaurants will have delete this and write in their policy concerning employee meals.



Dining At The Restaurant As A Customer  Employees are allowed to dine at the restaurant with prior permission from management.  Full and part-time employees and their guests will receive a <   >% discount on their dining check.



Gift Certificates  These are available to all employees at a <   >% discount.  Talk to your manager for more information.  Costs of gift certificates may be deducted from your paychecks over a period of time.



Reviews, Raises and Promotions  All employees are given a review by his/her manager after the first <    > months of employment and every <   > months thereafter.  Raises are given on the basis of merit, rather than length of service.  Raises can also be given out periodically for superior job performances.  Cost of living increases are given at the discretion of the owner.



< Restaurant’s Name > tries to promote from within whenever possible.  As positions become available, qualified personnel will be given first chance to interview for the position.  Notices will be posted on the bulletin board concerning the positions that need to be filled.



Advances and Loans  < Restaurant’s Name > allows full-time employees to receive advances up to <$      > per pay period with approval from the general manager.  Terms of repayment should be worked out with the general manager.  Each advance must be paid before another advance will be allowed.  Under special circumstances, < Restaurant’s Name > will lend money to employees over a long period of time.
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Section C - WHAT YOU CAN EXPECT FROM < RESTAURANT’S NAME > continued…



Paid Holidays  After you have reached <     > days of full or part-time employment you are eligible for holiday pay.  This restaurant will be closed the following holidays: List  the holidays you will be closed!

Holiday and Date #1

Holiday and Date #2

Holiday and Date #3

The following rules apply to holiday pay:

Holiday pay is based on the average amount earned by the employee per day during the last <  > months

You must regularly work the day the holiday falls on

Holiday pay does not count towards overtime

Holiday pay cannot be collected during paid vacations



Paid Vacations  Employees who have worked a period of continuous full or part-time employment are entitled to the following paid vacations:

After <  > months you’ll receive <   > days vacation

After 1 year you’ll receive <   > week(s) vacation

After <   > years you’ll receive <   > weeks vacation

The following rules apply to paid and non-paid vacations:

Employees are eligible for vacation on their anniversary date, which is the day the probation period ended

Vacation pay is based on the average amount earned by the employee per week during the last <   > months

Vacation requests must be made in writing at least <    > weeks in advance of the vacation

Vacations will not be granted during busy seasons

All employees must take their vacation time each year 

Vacations can be carried over with approval of the general manager.  Vacations longer than 2 weeks also need approval.

Employees may receive additional vacation time without pay with approval from the general manager

Employees will not accrue vacation time during periods of absence exceeding 14 calendar days
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Section C - WHAT YOU CAN EXPECT FROM < RESTAURANT’S NAME > continued…



Paid Vacations continued 

Employees who quit and give proper notice will receive the value of accrued vacation time.  Employees who quit with no notice or are terminated forfeit any accrued vacation time.



Personal Time  Employees will be granted time off without pay for the following reasons: List all acceptable reasons!

Funerals

Newborn Children

Religious Holidays

Jury Duty



Sick Leave  In the service business it is crucial to be completely staffed each and every shift.  If you can’t make it to work it is imperative to contact a manager as soon as possible.  You must make a conscious effort to find a qualified replacement.  < Restaurant’s Name > allows each full-time employee <   > paid sick days per year.  Part-time employees will receive <    > paid sick days per year.  Sick day pay is based on the average amount the employee earned per day over the last <  > months.  This benefit is available to full and part-time employees after they’ve worked <    > days/months.



Family Medical or Maternity Leave  (for restaurants with more than 50 employees) Please see the information posted on the employee bulletin board for requirements and restrictions.



Bonus and Incentive Programs  If you are using or plan to use these programs or a profit sharing program describe them in this paragraph.



Continuing Education  < Restaurant’s Name > offers employees the benefit of learning other positions.  Speak with your manager for more information (Note:  Employees will be paid the entry level wage during training for other positions).





END OF SECTION C
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Section D - THE EMPLOYEE ACCEPTANCE FORM





As of the date below, I have been given and read a copy of < RESTAURANT’S NAME > employee policy handbook.  In consideration of my employment at        < RESTAURANT’S NAME >, I have agreed to abide by the policies set out in this handbook.  I understand that my failure to adhere to these policies could result in the termination of my employment from < RESTAURANT’S NAME >.  I also agree to adhere to any changes made to these policies during my employment.





Employee’s Name_____________________________________________



Employee’s Signature__________________________________________



Date____________________



Manager’s Name______________________________________________





Note to Managers: This page should be detached and placed in the employee’s personnel file.
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YOUR RESTAURANT’S NAME












