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Welcome! 

 

Dear Employee: 

 

You and District have made an important decision: District has decided you can contribute to our 

success, and you've decided that District is the organization where you can pursue your career 

productively and enjoyably. 

 

The minute you start working here, you become an integral part of our Company and its future. 

Every job in our Company is important, and you will play a key role in the continued growth. As 

you will discover, our success is based on delivering high quality products and providing 

unsurpassed customer service. We do it by working very hard, do it by thinking about our 

customers' needs, do it by doing whatever it takes. We do it by treating each other and customers 

with respect. We do it by acting as a team. 

 

This handbook is written as a general guideline to your employment at District. There are several 

important things in it. Please note it contains only general information and guidelines. It is not 

intended to be comprehensive or to address all the possible applications of, or exceptions to, the 

general policies and procedures described. 

 

First, the procedures, practices, policies and benefits described here may be modified, added, or 

discontinued at the discretion of the Company. We will inform you of changes as they occur. 

 

Second, this handbook and the information in it should be treated confidentially. No portion of 

this handbook should be disclosed to others, except employees of the Company and others 

affiliated with the Company whose knowledge of the information is required in the normal 

course of business. 

 

Finally, some of the benefits described here are covered in detail in official policy documents. 

You should refer to these documents for specific information, since this handbook only briefly 

summarizes those benefits. Please note that the terms of the written insurance policies are 

controlling. 

 

This handbook summarizes the policies and practices in effect at the time of publication. This 

handbook supersedes all previously issued handbooks and policies or benefit statements that are 

inconsistent with these policies. 

 

Again, welcome! 

 

Ryan Vance, Jon D'Angelica, & Christopher Vance 

 

Managing Partners 

 

 

 

 



Employment at Will 

 

All employees are employed at will. Neither this handbook nor any other Company document, 

confers any contractual right, either express or implied, to remain in the Company's employ. Nor 

does it guarantee any fixed terms and conditions of your employment. Your employment is not 

for any specific time and may be terminated at will, with or without cause and/or prior notice, by 

the Company. You may also resign for any reason at anytime. No supervisor or other 

representative of the Company (except the Managing Partners) has the authority to enter into any 

agreement for employment for any specified period of time, or to make any agreement contrary 

to the above. Any changes to this at-will policy must be in writing and signed by the Managing 

Partners of the Company. 

 

Confidentiality Agreement 

 

Information that pertains to the Company's business, including all nonpublic information 

concerning the Company, its vendors and suppliers, is strictly confidential and must not be given 

to people who are not employed by the Company or to people who have no need to know. 

 

Confidential information means all data and information related to the operation and the 

management of the Company, including proprietary and trade secret technology and accounting 

records to which access is obtained by the employees, work products, production processes, 

recipes, menus, operation procedures, marketing and development plans, customers, and other 

proprietary data. Confidential information will also include any information that has been 

disclosed by a third party to the Company and governed by a non-disclosure agreement entered 

into between the third party and the Company. 

 

Confidential information does not include information that: 

 

1. is generally known in the industry of the Company; 

2. is now or subsequently becomes generally available to the public through no wrongful act 

of the employee; 

3. the employee rightfully has in his/her possession prior to receiving such 

information from the Company; 

4. is independently created by the employee without direct or indirect use of the 

confidential information; 

5. the employee rightfully obtains from a third party who has the right to transfer or 

disclose it. 

 

Protect confidential information by taking the following precautionary measures: 

 

1. Discuss work matters only with other employees who have a specific business reason to 

know or to have access to such information. 

2. Do not discuss work matters in public places. 

3. Monitor and supervise visitors to the Company to insure that they do not have access to 

Company information. 

4. Destroy hard copies of documents containing confidential information that is not filed or 



archived. 

5. Secure confidential information in desk drawers and cabinets at the end of every 

business day. 

 

Your cooperation is very important. Use sound judgment and good common sense, but if at any 

time you are uncertain as to whether you can properly divulge information or answer questions, 

please contact one of the Managing Partners. 

 

Ethical Business Practices 

 

The Company expects the highest standard of ethical conduct and fair dealing from each 

employee. You should also be guided by basic honesty and good judgment, and be sensitive to 

others' perceptions and interpretations. You are expected to promptly disclose to the management 

of the Company anything that may violate this policy. We will not tolerate retaliation or 

retribution against anyone who brings violations to management's attention. 

 

Complying with Laws and Regulations 

 

All our activities are to be conducted in compliance with the letter and spirit of all laws and 

regulations. You are charged with the responsibility of understanding the applicable laws, 

recognizing potential dangers and knowing when to seek legal advice. 

 

Conflict of Interest 

 

Employees must avoid any interest, influence or relationship that may conflict with the best 

interests of the Company. You must avoid any situation in which your loyalty may be divided 

and promptly disclose any situation where conflict may exist. 

 

Outside Employment 

 

Employees are required to obtain written approval from upper management before participating 

in outside work activities. In general, outside work activities are not allowed when they: 

 

1. prevent the employee from fully performing work for which he or she is employed at the 

Company, including overtime assignments; 

2. involve organizations that are doing or seek to do business with the Company, 

including actual or potential vendors or customers; or 

3. violate provisions of law or the Company's policies or rules. 

 

In cases of conflict with any outside activity, the employee's obligations to the Company must be 

given priority. Employees are hired and continue in the Company's employ with District 

Employee Handbook Revised July, 2007 the understanding that the Company is their primary 

employer and that other employment or commercial involvement that are in conflict with the 

business interests of Company, is strictly prohibited. 

 

Serving on any public or government board or commission qualifies as employment for purposes 



of this policy, regardless of whether such service is compensated. 

 

Dating in the Work Place 

 

Employees are strongly discouraged from forming romantic or sexual relationships in the 

workplace. Such relationships can create the impression of impropriety in terms and conditions 

of employment and can interfere with productivity and the overall work environment. 

Management must be notified immediately if such a matter does arise. If the relationship is 

between a manager and his/her subordinate, it is the manager's responsibility to notify the 

Managing Partners immediately. We reserve the right to transfer or to modify the job 

descriptions and locations of the employees in such relationship. 

 

Financial Interest in Other Business 

 

An employee and his/her immediate family may not own or hold any significant interest in a 

supplier, customer or competitor of the Company, except where such ownership or interest 

consists of securities in a publicly owned Company and those securities are regularly traded on 

the open market. 

 

Gifts, Entertainment, and Other Benefits 

 

No employee is allowed to solicit or to accept gifts of significant value (i.e., in excess of $25.00), 

lavish entertainment or other benefits from potential and actual customers, suppliers or 

competitors. 

 

An employee may entertain potential or actual customers if such entertainment is consistent with 

generally accepted business practices and ethical standards; does not violate any laws; and if a 

public disclosure of facts does not hurt the Company. Any questions regarding this policy should 

be addressed to the Managing Partners. 

 

Work Product Ownership 

 

All employees must be aware that the Company retains legal ownership of the product of their 

work. No work product created while employed by the Company can be claimed, construed, or 

presented as property of the individual, even after employment with the Company has been 

terminated or the relevant project completed. This includes written and electronic documents, 

audio and video recordings, system code, and also any concepts, ideas, or other intellectual 

property developed for the Company, regardless of whether the intellectual property is actually 

used by the Company. Although it is acceptable for an employee to display and/or discuss a 

portion or the whole of certain work product as an example in certain situations (e.g., on a 

resume), one must bear in mind that information classified as confidential must remain so even 

after the end of employment, and that supplying certain entities with certain information may 

constitute a conflict of interest. In any event, it must always be made clear that work product is 

the sole and exclusive property of the Company. 

 

 



Reporting Potential Conflicts 

 

Employees with a conflict of interest must disclose it to management and abstain from 

negotiations, deliberations or votes involving the conflict. Employees may state their position 

and answer questions when their knowledge may be useful to the Company. 

 

Equal Opportunity Policy 

 

Anti-Discrimination Policy 

 

It is the policy of the Company to be fair and equitable in all relations with its employees and 

applicants. All recruiting, hiring, placements, transfers, and promotions are made solely on the 

basis of an individual's qualifications for the position. The above-mentioned decisions are based 

on performance, not on seniority. All personnel actions are administered regardless of race, 

color, religion, ancestry, national origin, age (40 or over), sex, sexual orientation, marital status, 

political affiliation, veterans' status, disabilities (physical and mental), medical conditions, and 

any other classifications protected under federal, state, or local laws. Employees who feel that 

they have been discriminated against should contact the Managing Partners immediately. Any 

employee who files a complaint of harassment or discrimination in good faith will not be 

adversely affected in terms and conditions of employment and will not be retaliated against in 

any form. Any retaliation against any employee who cooperates in an investigation of a 

complaint will not be tolerated. Anyone who engages in such retaliatory behavior will be 

subjected to appropriate discipline, up to and including termination. 

 

Applicants and Employees with Disabilities 

 

In accordance with the rules of the Department of Fair Employment and Housing of California, 

we do not tolerate discrimination and/or harassment against the following characteristics: age (40 

or over), ancestry, color, religious creed, denial of family and medical care leave, mental and 

physical disability including HIV and AIDS, marital status, medical condition including cancer 

and genetic characteristics, national origin, race, religion, sex, and sexual orientation. We will 

provide reasonable accommodations to applicants or employees with known mental or physical 

disabilities. We will also engage in a timely, good faith, interactive process to determine the 

reasonable accommodations, if any, when an applicant or employee with a known mental or 

physical disabilities or medical conditions requests one. 

 

Prohibited Behavior 

 

We do not tolerate any type of harassment of our employees, applicants, or customers. The term 

harassment includes, but is not limited to, slurs, jokes, and other verbal or physical conduct 

relating to a person's gender, ethnicity, race, color, creed, religion, sexual orientation, national 

origin, age, disability, marital status, military status or any other protected classification that 

unreasonably interferes with a person's work performance or creates an intimidating, hostile 

work environment. Discriminatory conduct or conduct characterized as harassment as defined 

below is prohibited. 

 



Harassment 

 

In compliance with federal, state and local laws, and consistent with the Anti-Discrimination 

Policy, the Company strictly prohibits harassment of any employee or applicant in any form, 

whether based on race, color, religion, national origin, sex, age, disability, pregnancy, childbirth 

or related medical conditions, marital status, sexual orientation, or any other basis protected by 

federal, state or local law or ordinance. Further, this policy applies to the workplace, as well as to 

conduct in work-related settings, such as during business trips or business-related social events. 

 

We are committed to providing a work environment in which all individuals are treated with 

respect and dignity. This policy prohibits all inappropriate and unprofessional conduct directed at 

an individual because of a protected characteristic, even if such conduct does not rise to the level 

of illegal harassment.   In particular, sexual harassment is unacceptable conduct and is prohibited 

in the work environment. We will not tolerate any employees, including contracted employees, 

engaging in sexual harassment. Sexual harassment can manifest itself in many forms. For 

example: 

 

1. Written: Sexually suggestive or obscene letters, notes or invitations. 

2. Verbal: Derogatory sexual comments, slurs, jokes, remarks or epithets. It is not necessary 

to use graphic or sexually-explicit language to verbally harass someone.  Otherwise 

benign language, spoken in a suggestive tone of voice or accompanied by visual or 

physical harassment, also may constitute sexual harassment. 

3. Visual: Leering, looking someone "up and down," making sexual gestures, displaying 

sexually suggestive objects, pictures, cartoons, or posters. 

4. Physical: Any unwanted touching (including criminal acts, such as rape and attempted 

rape) or impeding or blocking movement. Common physical gestures such as hugging 

may be improper when considered in context with other comments and/or behaviors. 

 

Other examples of sexual harassment may include: 

 

1. Subjecting employees in work environments to gender-based hazing. 

2. Making unwelcome sexual advances, even in situations where the relationship began with 

a mutual attraction. 

3. Making reprisals, threats of reprisal, or implied threats of reprisal following a negative 

response to a request for sexual favors. For example, threatening to withhold, or actually 

withholding support for an appointment, promotion, or change of assignment and making 

reprisals against an individual who has filed a sexual harassment complaint. Any form of 

reprisal or retaliation is prohibited and will result in disciplinary action, up to and 

including termination. 

4. Making comments about a co-worker's anatomy. 

5. Engaging in implicit or explicit coercive sexual behavior that is used to control, 

influence, or affect the career, salary, and/or work environment of another employee. 

This also may include situations in which an individual is treated less favorably because 

others have acquiesced to sexual advances. 

6. Offering favors or employment benefits, such as promotions, favorable performance 

evaluations, favorable assigned duties or shifts, recommendations, reclassifications, etc., 



in exchange for sexual favors. 

7. Repeatedly asking an employee out, "hanging around" an employee with no legitimate 

work-related reason, and pursuing an employee in or out of the workplace may violate 

this policy. If the behavior is unwelcome, it is a violation of this policy, even if no job 

benefit is lost, and even if there is no superior/subordinate relationship involved. 

8. Engaging in any written, verbal, physical and/or visual behavior (as defined above) that 

results in an on-going intimidating, hostile or offensive work environment impacting the 

recipient's ability to do his or her job. This includes "third party" complaints. A third 

party is someone who is not directly involved with the interaction, but who may overhear 

or observe offensive behavior. 

9. Use of sexually patronizing terms such as "honey," "doll," "chick," "hunk," 

"stud," or "babe." 

 

The following are terms often used when talking about sexual harassment: 

 

1. Quid Pro Quo: when employment decisions are based upon an employee's acceptance or 

rejection of unwelcome sexual behavior. 

2. Hostile Work Environment: may result from unwelcome sexual behavior or offensive, 

hostile, and/or intimidating behavior directed at an employee because of that employee's 

gender. 

3. Sex Discrimination: occurs when employment decisions are based upon an employee's 

gender or when an employee is treated differently due to his/her sex. 

4. Third-Party Sexual Harassment: unwelcome sexual behavior that is directed toward one 

person, but negatively affects another individual's work environment. 

5. Gender Baiting: behavior that denigrates, ridicules, and/or is physically abusive of an 

employee because of his/her sex. 

 

All employees are responsible for creating a professional work environment free from 

harassment of any kind and retaliation. This includes closely scrutinizing their actions to ensure 

compliance with this policy. In addition, managers must be available and encourage open 

communication to discuss potential violations of this policy. No influence may be used to 

dissuade an employee from filing a complaint. Managers also are responsible for monitoring the 

workplace for retaliations after a complaint is filed. 

 

Managers are responsible for taking direct, effective actions to stop conduct that violates this 

policy when they know, or should have known, about such conduct. Ignorance of such conduct is 

not necessarily an acceptable defense for inaction. They should work with Management to ensure 

that any action taken is effective in stopping the inappropriate conduct. 

 

Although not required by this policy, employees who believe they have been subjected to 

conduct that violate this policy should inform the individual with this kind of conduct that his/her 

behavior is unwelcome, offensive, or inappropriate. This may be the first and only action needed 

to end the harassment. 

 

Employees who believe they have been subjected to conduct that violates this policy should seek 

assistance from their most senior manager and/or Management immediately. We investigate all 



alleged violations of this policy promptly and thoroughly. While absolute confidentiality is not 

possible, we will act with discretion during the investigation and confidentiality will be 

maintained to the extent practical and appropriate under the circumstances. 

 

Upon completion of the investigation, the Company will take appropriate corrective actions 

against any individual who has violated this policy. Corrective actions may include, but are not 

limited to, counseling, suspension, or termination. In addition, employees should be aware that a 

complaint of harassment may be filed in civil court, which, if successful, may result in personal 

liability for the employee involved in the wrongdoing. 

 

An employee may also file a complaint of discrimination, harassment or retaliation concurrently 

with the appropriate outside agencies including: 

 

DFEH Employees may file with the California Department of Fair Employment and 

Housing (DFEH) within 365-days of the alleged incident. 

  DFEH Contact Information: 

  Toll-free: (800) 884-1684;  

Web Page Address: www.dfeh.ca.gov 

 

EEOC Employees may file with the Federal Equal Employment Opportunity 

Commission (EEOC) within 300-days of the alleged incident. 

EEOC Contact Information: 

Toll-free: (800) 669-4000;  

Web Page Address: www.eeoc.gov 

 

No employee will be subjected to any form of retaliation or reprisal for reporting alleged 

violations of this policy, pursuing any such claim, or cooperating in any way in the investigation 

of such claims. 

 

Compensation & Work Schedule 

 

Attendance 

 

Every employee is expected to report to work as scheduled and on time. If you are unable to 

report to work on time for any reason, call your supervisor at least three (3) hours in advance. If 

you do not call in an absence in advance, it will be considered unexcused. In addition, you may 

be required to produce a valid doctor's note for absences due to sickness. If you fail to report to 

work without any notification to your supervisor and your absence continues for a period of three 

(3) days, the Company will consider that you have abandoned your employment. Unsatisfactory 

attendance, including reporting late or leaving early without a manager's approval, may be cause 

for disciplinary action, up to and including termination. 

 

Timekeeping 

 

Being on time means clocking-in and clocking-out on time in uniform. Clocking-in before 

changing or clocking-out after changing is not tolerated. Employees are not allowed to clock-in 

http://www.dfeh.ca.gov/
http://www.eeoc.gov/


before the start of the shift and/or to clock out before the end of the shift without manager 

approval ahead of time. Employees must clock in at the start and end of each work period, 

including before and after their lunch break, and any time they leave the worksite for other than 

Company business. Any exceptions must be authorized in writing by the employee's supervisor. 

 

Work must commence immediately after an employee clocks-in. Failure to do so is considered 

falsification of timekeeping records. If you forget to clock-in or out, you must notify your 

supervisor immediately so the time is accurately recorded for payroll. You may not change time 

after it is already recorded, record a false time on purpose, tamper with time records, or record 

other employees' time for them. Any of these actions results in disciplinary action, up to and 

including termination. 

 

Rest Breaks 

 

Hourly employees are entitled to a 10-minute rest break for every four hours worked when the 

workday is at least five hours long. Rest breaks are paid and employees must remain on the work 

premises during the breaks. Managers cannot refuse any hourly employees this break if 

requested. 

 

Meal Breaks 

 

Hourly employees must take a 30-minute meal break if they work more than five (5) hours. 

Hourly employees must take a second 30-minute meal break if they work more than ten (10) 

hours. It is very important that you take the meal break and record it on your timesheet 

accurately; failure to do so will result in disciplinary action, up to and including termination. 

Managers are responsible to keep track of this process and to ensure all hourly employees take 

and record their meal breaks properly. Tipped employees such as servers and bartenders must 

transfer their checks to a "breaker" during the breaks. 

 

Meal breaks are unpaid and employees are permitted to leave the work premises. Employees are 

completely relieved of duties during this break. On-duty meal breaks are not allowed. Breaks 

may be scheduled at staggered times based on business demand to allow coverage. 

 

Overtime 

 

Overtime compensation is paid to all hourly employees at one and one-half times the hourly rate 

for all hours worked in excess of eight (8) per day or forty (40) hours per week and the first eight 

(8) hours worked on the seventh day of work in any one workweek. Compensation at two times 

an employee's straight time rate is paid for any work in excess of twelve (12) hours in one 

workday and for any work in excess of eight (8) hours on the seventh day of a workweek. 

 

Overtime pay is based on actual hours worked. Time off on holidays, sick leave, and vacation 

leave, personal leave, training seminars or any leave of absence will not be factored in as hours 

worked when calculating overtime. 

 

Due to the nature of work, employees may be asked to work overtime on weekends or additional 



hours during the regular workday and are expected to comply with such requests. If you are an 

hourly employee, you must receive authorization from your manager before working overtime. 

Any schedule changes with another employee that may incur overtime must be approved by 

management in advance. 

 

Work Hours and Work Week 

 

A workweek starts at 12:00 am on Monday and ends at 11:59 pm on the Sunday after. A 

workday starts at 12:00 am and ends at 11:59 pm the same day. There is no set schedule. 

Schedules are generally posted on Thursday, no later than Friday, for the upcoming week. A 

manager may ask you to change or adjust your schedule based on business demands. 

 

Pay Information 

 

Employees will be paid every other Friday unless that Friday falls on a holiday, in which case, 

payday is the business day prior to the regular pay date. The paycheck issued on a Friday covers 

all hours worked during the previous two complete work weeks. 

 

If a paycheck is lost or stolen, you must notify your supervisor immediately and submit a written 

request to Management. If misplacement of your paycheck continues to occur, you are 

responsible for any related financial or banking charges. 

 

Conduct Standards 

 

Company Equipment 

 

When using Company property, including computer equipment or hardware, exercise care and 

follow all operating instructions, safety standards and guidelines. Keep your work area neat and 

clean and use normal care in handling Company property. Report any broken or damaged 

equipment to your manager at once so that proper repairs can be made. If you use or operate 

equipment improperly, carelessly, negligently or unsafely, you may be disciplined, up to and 

including termination. In addition, you may be held financially responsible for any loss to the 

Company due to such mistreatment. 

 

You may not use any Company property for personal purposes or remove any Company property 

from the premises without prior written permission from the upper management. This includes 

use of Internet except when prior authorization from management is issued.  

 

You may be held responsible if Company computers are infected by malicious software through 

your usage. 

 

Conduct Standards & Discipline 

 

Violation of Company policies and rules may warrant disciplinary action. In general, the 

Company uses progressive discipline designed to provide employees with the maximum amount 

of coaching and training. However, each case is considered based on its facts. In the case of 



violation of Company policy, disciplinary action, suspension and/or immediate termination may 

be appropriate depending on the facts. Disciplinary policy or practices in no way limits or alters 

the at-will employment relationship. 

 

Employees may be terminated immediately for misconduct including, but not limited, to the 

following: 

 

1. Unsatisfactory quality or quantity of work; 

2. Repeated unexcused absences or lateness; 

3. Repeated failure to follow instructions or procedures; 

4. Repeated failure to follow established safety regulations; 

5. Falsifying an employment application or other Company records or documents; 

6. Insubordination or other refusal to perform job duties; 

7. Using vulgar, profane or obscene language, including any communication or action that 

violates the Company‟s policy against harassment and other forms of discrimination; 

8. Disorderly conduct, fighting or other acts of violence; 

9. Misusing, destroying or stealing Company property or another person's property; 

10. Possessing, entering with, or using weapons on Company property; 

11. Possessing, selling, using or reporting to work with alcohol, controlled substances or 

illegal drugs while working or on Company premises; 

12. Violating the conflict of interest rules; 

13. Disclosing or using confidential or proprietary information without authorization; 

14. Violating the computer or software use policies; and 

15. Being convicted of a crime that indicates unfitness for a job or presents a threat to the 

Company or its employees in any way. 

 

Dress Code 

 

Appropriate attire is required, as outlined when hired. 

 

Alcohol and Drug Policy 

 

Alcohol 

 

Employees are prohibited from using or being under the influence of alcohol while performing 

Company business, or while on Company premises or a worksite. 

 

Drugs 

 

Employees are prohibited from using or being under the influence of illegal drugs while 

performing Company business or while on a Company facility or worksite. You may not use, 

manufacture, distribute, purchase, transfer or possess any illegal drug while in Company 

facilities, or while performing Company business. This policy does not prohibit the proper use of 

medication under the direction of a physician; however, if such medications interfere with the 

normal job duties of the employee, they are prohibited. 

 



Searches 

 

The Company may conduct searches for illegal drugs or alcohol on Company facilities or 

worksites without prior notice to employees. Such searches may be conducted at any time. 

Employees are expected to cooperate fully. An employee's consent to a search is required as a 

condition of employment and the employee's refusal to consent may result in disciplinary action, 

up to and including termination. 

 

Searches of employees and their personal property may be conducted when there is reasonable 

suspicion that the employee has violated this policy or when circumstances or workplace 

conditions justify such a search. Personal property may include, but is not limited to, bags, 

backpacks, purses, boxes, briefcases, as well as any Company property that is provided for 

employees' personal use, such as desks, lockers, and files. 

 

Smoking 

 

Smoking is prohibited inside or around Company facilities, locations, and workplace. See your 

manager for designated area(s) for smoking during your break. If you smoke during the break it 

is mandatory to wash your hands before returning to work. 

 

All employees, clients and other visitors are expected to comply with this policy. Employees 

who violate it will be disciplined. Should you have a question or complaint about smoking in the 

workplace, contact your manager. 

 

Workplace Solicitation 

 

To promote a professional and collegial workplace, prevent disruptions in business or 

interference with work, and to avoid personal inconvenience, the Company has adopted rules 

about workplace solicitation. 

 

Employees may not solicit on Company property or use Company facilities, such as e-mail, 

voicemail or bulletin boards during work for solicitation. This policy applies, but is not limited, 

to collecting funds, requesting contributions, selling merchandise, gathering employee 

signatures, and promoting membership in organizations. 

 

The Company may grant limited exemptions from these rules for charitable purposes at its 

discretion. 

 

Zero Tolerance of Workplace Violence 

 

The Company has a zero tolerance policy concerning threats, intimidation and violence of any 

kind in the workplace either committed by or directed to employees. Employees who engage in 

such conduct will be disciplined, up to and including termination. 

 

Employees are not permitted to bring weapons of any kind onto Company premises or to 

Company functions. Any employee who is suspected of possessing a weapon will be subject to a 



search at the Company's discretion. Such searches may include, but not be limited to, the 

employee's person, desk and workspace. 

 

If an employee feels he or she has been subjected to threats by a coworker, vendor or customer, 

the employee should notify his/her supervisor immediately. Employees will not be penalized for 

reporting such concerns, as long as it is made in good faith. 

 

Leaves 

 

Pregnancy Disability Leave 

 

Female employees are entitled to unpaid pregnancy disability leave for up to four (4) months. 

This leave applies to the time period the employee is actually disabled due to pregnancy, 

childbirth or related medical conditions. 

 

Pregnancy leave is granted when an employee is actually disabled by the pregnancy, childbirth, 

or a related medical condition. This includes time off needed for prenatal care, severe nausea or 

sickness, doctor-ordered bed rest, childbirth, recovery from childbirth, and any related medical 

condition. Medical opinion of the employee's physician or health provider determines whether 

the employee is disabled. 

 

Taking of the Pregnancy Leave 

 

Leave does not have to be taken at one time. It can be taken before or after birth or at any period 

of time the employee is physically unable to work because of the pregnancy or pregnancy-related 

condition. Periods of leave may be totaled in computing the four (4) months of leave. 

 

Periodic absences for pregnancy-related illness of limited duration taken prior to an actual leave 

may be subtracted from the four months of disability leave for pregnancy. If an employee takes 

leave intermittently or on a reduced work schedule basis, the employee must, when requested, 

attempt to schedule the leave so as not to disrupt the Company's operations. When an employee 

takes intermittent or reduced work schedule leave for foreseeable planned medical treatment, the 

Company may temporarily transfer the employee to an alternative position with equivalent pay 

and benefits for which the employee is qualified and which better accommodates recurring 

periods of leave. Employees are also entitled to a transfer if the employee's physician thinks it is 

necessary to protect the health and safety of the employee or her child. 

 

If an employee has accrued paid leave such as vacation or paid sick leave the employee should 

use any such paid leave prior to taking the unpaid pregnancy leave. 

 

Requests for Leave 

 

An employee must request leave by submitting a written notice to her manager and Management. 

Such notice must contain the name of the employee, reason for requested leave, last day of work, 

and the return-to-work date. Management must receive the notice from the employee at least 

thirty (30) days in advance. If the leave is medically related, the employee's doctor must provide 



certificate containing: 

 

1. Date on which employee became disabled due to pregnancy; 

2. Probable during of period(s) of disability; 

3. Statement that due to the disability, employee is unable to perform one or more of the 

essential function of her position without undue risk to herself, the successful completion 

of her pregnancy, or to other people. 

 

Maintenance of Benefits 

 

During pregnancy leave, an employee is entitled to continued group health plan coverage under 

the same conditions as if the employee had continued to work. To the extent that an employee's 

pregnancy leave is paid, the employee's portion of health insurance premiums will be deducted 

from the employee's salary. For the portion of pregnancy leave that is unpaid, the employee's 

portion of health insurance premiums must be paid at the same time as if made by payroll 

deduction at the expense of the employee. If the employee's payment of health insurance 

premiums is more than thirty (30) days late, the Company may discontinue health insurance 

coverage upon notice to the employee. 

 

Vacation (if any) and sick leave does not accrue during the pregnancy leave.  

 

Return from Pregnancy Leave 

 

Upon return from pregnancy leave, the Company will place the employee in the same position 

the employee held before the leave or an available comparable  position with  comparable pay, 

benefits and other employment terms. 

 

An employee is entitled to reinstatement only if she would have continued to be employed had 

pregnancy leave not been taken. Thus, an employee is not entitled to reinstatement if, because of 

a layoff, reduction in force, job elimination, corporate restructuring or other reason, the 

employee would not be employed at the time job restoration is sought. 

 

If an employee takes a pregnancy disability leave of more than the allotted four months, the 

reinstatement right to the same or a comparable job does not apply and such action, if 

unauthorized, may be grounds for discipline, including termination. 

 

Other Types of Leaves 

 

Jury Duty and Witness Leave 

 

A leave of absence for jury duty or witness duty will be granted to any full-time or part-time 

employee who has been notified to serve. During this leave, employees will not receive pay. 

However, the employee is entitled to any fees paid for jury services or witness testimony. If work 

time remains after any day of jury selection, jury duty, or testimony, the employee is expected to 

return to work for the remainder of the work schedule. In addition, the employee on jury duty is 

expected to report to work for any day he/she is excused from jury duty. 



 

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

supervisor, as well as the Management. Upon the employee's return, the employee must notify 

Management and must submit a signed Certificate of Jury Service indicating the number of days 

served. 

 

If the jury duty falls at a time when the employee cannot be away from work, the Company may 

request that the court allow the employee to choose a more convenient time to serve if he/she 

makes a request in accordance with the court's procedures. The employee must cooperate with 

this request. 

 

Time Off To Vote 

 

Employees who are eligible to vote in an election and who do not have sufficient time outside of 

working hours to vote may request time off either at the beginning or end of work to do so. 

 

No more than two (2) hours off will be granted, and you must give two days advance notice if 

you need such time off. You are expected to show proof of voting in order to have your absence 

be excused. 

 

No employee will be penalized or retaliated against for requesting time off to vote. 

 

School Activity Leave 

 

The Company allows a "parent" up to forty (40) hours of leave during any twelve- (12) month 

period to attend or participate in school-related events for his or her child. The leave should not 

exceed eight (8) hours in any calendar month. A "parent" is defined as: 

 

1. The natural mother or father of a child; 

2. A person who has legal custody of a child; 

3. A person who acts as a guardian of a child regardless of whether he or she has been 

appointed legally as such. 

 

A “child” is defined as a person under twenty-one (21) years of age, a person who, though 

twenty-one years of age or older, is substantially dependent upon the parent by reason of 

physical or mental disability, or a person who is under twenty-three (23) years of age and is a 

full-time student at an accredited college or university. 

 

A “school-related event” is an activity sponsored by either a school or an associated organization 

such as a parent-teacher association in which the parent's child involves the child directly either 

as a participant or subject, but not as a spectator. If a child faces suspension from school, the 

parent is allowed to take unpaid time off to discuss the matter with the child's teacher or other 

school officials if requested by the child's school. 

 

Employees are not entitled to be paid for parental leave, unless they elect to use accrued paid 

leave time. 



 

To request parental leave, employees must notify their supervisor and Management of their 

desire for leave to attend a school-related event at least ten (10) calendar days prior to the event, 

unless the need to attend the school-related event cannot be reasonably foreseen, in which case 

employees should inform their supervisor and the Management as soon as possible of the desire 

for leave. 

 

The Company may deny a request for parental leave only if the granting of the leave would 

disrupt business and make the achievement of production or service delivery unusually difficult. 

 

Military Leave 

 

Employees who wish to serve in the military and take military leave should contact Management 

for information about their rights before and after such leave. You are entitled to reinstatement 

upon completion of military service, provide you return or apply for reinstatement within the 

time allowed by law. 

 

Victims of Crime Leave 

 

An employee who is a victim or who is the family member of a victim of a violent or serious 

felony may take time off from work under the following circumstances: 

 

1. The crime must be a violent or serious felony, as defined by law; 

2. You must be the victim of a crime, or you must be an immediate family member 

of a victim, a registered domestic partner of a victim, or the child of a registered 

domestic partner of a victim. 

 

An immediate family member is defined as: a spouse, child, stepchild, brother, stepbrother, 

sister, stepsister, mother, stepmother, father, or stepfather. A registered domestic partner must be 

registered in accordance with California state law. The absence from work must be in order to 

attend judicial proceedings related to a crime listed above. 

 

Before you are absent for such a reason, you must provide documentation of the scheduled 

proceeding. Such notice is typically given to the victim of the crime by a court or government 

agency setting the hearing, a district attorney or prosecuting attorney's office or a victim/witness 

office. 

 

An employee taking this leave must provide his/her supervisor advance notice as soon as 

practical. If advance notice is not possible, you must provide appropriate documentation within a 

reasonable time after the absence. 

 

Any absence from work to attend judicial proceedings will be unpaid, unless you choose to use 

accrued vacation. 

 

 

 



Domestic Violence/Sexual Assault Leave 

 

Employees who are victims of domestic violence or sexual assault may take unpaid time off 

work to attend to the following: 

 

1. Medical attention for injuries caused by domestic violence or sexual assault; 

2. Services from a domestic violence shelter, program, or rape crisis center; 

3. Psychological counseling; 

4. Safety planning and taking other actions to increase safety from future domestic violence 

or sexual assault, including temporary or permanent relocation. 

 

You must give your supervisor advance notice of five (5) days of the need for this leave, unless 

such notice is not possible. You must provide certification of your need to take this leave if the 

absence is unscheduled. The Company reserves the right to request certification provided by any 

of the following for scheduled absences. 

 

1. A police report indicating that the employee was a victim of domestic violence or sexual 

assault; 

2. A court order protecting or separating the employee from the perpetrator of an act of 

domestic violence or sexual assault, or other evidence from the court of prosecuting 

attorney that the employee appeared in court; or 

3. Documentation from a medical professional, domestic violence advocate, healthcare 

provider, or counselor that the employee was undergoing treatment for physical or mental 

injuries or abuse resulting in victimization from an act of domestic violence or sexual 

assault. 

 

Sick Leave 

 

Pursuant to the San Francisco Paid Sick Leave Ordinance, Chapter 12W of the San Francisco 

Administrative Code, all employers must provide paid sick leave to each employee (including 

temporary and part-time employees) who performs work in San Francisco. Since all employees 

were hired after February 5, 2007, paid sick leave shall begin to accrue 90 days after the 

commencement of employment. For every 30 hours worked, an employee shall accrue one hour 

of paid sick leave. There is a cap of 72 hours of accrued paid sick leave for employees (including 

full-time, part-time, and temporary employees). An employee's accrued paid sick leave carries 

over from year to year. Employees are entitled to paid sick leave for their own medical care and 

also to aid or care for a family member or designated person. If an employee has no spouse or 

registered domestic partner, the employee may designate one person for whom the employee 

may use paid sick leave to provide aid or care. If you wish to make this designation, you may do 

so within 10 days of signing this Employee Handbook. You may make changes to this 

designation on an annual basis. Under the Ordinance, employees who assert their rights to 

receive paid sick leave are protected from retaliation. 

 

General Employment 

 

Introductory Period 



 

The first ninety (90) days of employment is designated as an Introductory Period. This period 

does not affect the at-will employment in any way. 

 

This time period allows you to determine if you have made the right career decision and for the 

Company to determine whether your initial work performance meets our needs. Your manager 

will monitor your work performance, attitude and attendance during this time, and be available to 

answer any questions or concerns you may have about your job. 

 

The Introductory Period may be extended at the management's discretion. 

 

Employee Records 

 

It is your responsibility to notify Management of any changes in name, address, telephone 

number, number of dependents, military service status, beneficiaries, and emergency contact. 

You may be terminated for misrepresenting any facts in your personnel file. 

 

Personnel records are considered Company property. You may review your record with 

Management during business hours after making a reasonable request to do so. Access to 

personnel records does not apply to letters of reference, records obtained prior to employee's 

employment, or records relating to the investigation of a possible offense. 

 

Employee Privacy and Other Confidential Information 

 

Only employees with a business-related need-to-know basis are given access to information, and 

Management is the only department that can verify past or present employment. Personal 

information, other than that required to satisfy legitimate investigatory or legal requirements, will 

be released outside the Company only with written approval by the employee and must be 

conducted by Management. 

 

If you have access to any confidential information, including private employee information, you 

are responsible for acting with integrity. Unauthorized disclosure or inappropriate use of 

confidential information will be disciplined. 

 

Employees who fail to comply with this policy will be disciplined, which may include a demand 

for reimbursement of any losses or damages, termination of employment, and referral for 

criminal prosecution. Please see the Confidentiality section for more information. 

 

Employment of Relatives 

 

The Company may hire relatives of employees where there are no potential problems of 

supervision, safety, security, morale or potential conflict of interest. Relatives include an 

employee's parent, child, spouse, domestic partner, sibling, cousin, in-laws and step 

relationships. 

 

Employees who marry or become related will be permitted to continue to work as long as there 



are no substantial conflicts. Reasonable accommodations will be made when possible in the 

event a conflict arises. Please see Dating in the Workplace section for more information. 

 

Job and Promotions 

 

We are a growing Company, thus we sometimes have opportunities available to qualified 

employees. If you feel that you are qualified and interested in an opening, please contact your 

manager. Internal applicants for certain positions will be required to authorize a background 

check before being transferred or promoted. 

 

Termination, Resignation and Discharge 

 

Unless expressly proscribed by statute or contract, employment with the Company is "at will" 

and may be terminated with or without cause. This means any employee can resign anytime from 

the Company and the Company has the right to discharge any employee with or without cause at 

any time. 

 

Any employee who is discharged by the Company will receive a final check that includes unpaid 

wages for all hours worked, accrued vacation hours (if applicable), and any bonus (if applicable) 

earned up to the date of separation. If the Company originates the termination, the final check is 

delivered to the terminated employee at the time of termination. If the employee gives at least 

seventy-two (72) hours of advance notice to resign and works up to the proposed last day, the 

final check is delivered to the employee on his/her last day of work. If the employee does not 

provide at least seventy-two (72) hours of advance notice to resign, the final check will be 

delivered to the address provided by the employee within seventy-two (72) hours of the 

termination. 

 

Transfers & Relocation 

 

To meet business needs, the Company may occasionally need to transfer employees to a different 

department, shift or location. Employee requests for transfers will be accommodated where 

possible. 

 

 

Safety & Emergency 

 

Fire Safety 

 

Every employee is responsible for recognizing potential fire dangers and taking an active role in 

preventing fires. 

 

Employees are required to observe all OSHA safety requirements and regulations. Flammable 

materials are to be stored in covered metal containers. Employees should not block any fire 

doors, fire exits, fire extinguishers, windows or doorways. Review the fire escape routes marked 

by Exit signs and the OSHA guidelines posted. 

 



OSHA and Safety 

 

The Company is committed to maintaining a safe and healthy environment for all employees. 

Both the Occupational Safety and Health Act (OSHA) and the state Workers' Compensation Act 

require that we keep records of all illnesses and accidents that occur on the job, no matter how 

slight. You must complete an Employee's Claim for Worker's Compensation Benefits Form if 

you have an injury that requires medical attention. You must also contact your supervisor 

immediately and seek help from outside emergency response agencies if necessary. Contact 

information is available at each work location. 

 

If your injury does not require immediate medical attention, you must still complete a Supervisor 

and Employee Report of Accident Form in case medical treatment is later needed and to ensure 

that any existing safety hazard is corrected. If you do not report an injury, you may jeopardize 

your right to collect workers' compensation payments as well as health benefits. You can obtain 

the required forms from your immediate supervisor or Management. 

 

Safety in the Restaurant 

 

We all share responsibility in keeping the restaurant safe for patrons and fellow employees. As 

such, please beware of the following unsafe conditions and work practices that can lead to 

injuries: 

 

 Moving too fast through congested areas, not looking where one is going or being 

distracted. 

 Lifting or carrying too heavy a load, e.g kegs. Whenever possible, use the hand truck 

provided to you at the back of the restaurant. If you must lift with your hands, be sure to 

squat down, get a good footing and firm handhold and lift using your leg muscles. Keep 

your back vertical while lifting. If the object is too heavy, ask for assistance. 

 Improper loading of trays. Load trays with heavier objects in the center to give proper 

balance. Avoid overloading. 

 Wet and slippery floors. All spills should be wiped-up immediately and continual 

mopping performed until the area is dry. If necessary, use the 'Wet Floor' yellow a frame 

sign located in the back of the restaurant. 

 Inadequately lit areas. Burned out bulbs should be reported immediately to ensure all 

areas are properly lit. 

 Improper footwear. Bring your shoes to work so that soles are kept as new as possible to 

prevent unnecessary slips. 

 Broken glass. When cleaning up broken glass, dispense in special bin located behind the 

bar. Dispose of broken glass in blue recyclable container at the end of the evening. Under 

no circumstances should you reach into any garbage bin as it may contain broken glass or 

other hazardous materials. When handling glass behind the bar, be careful not to place 

them on the bar too firmly. When using glasses to mix drinks, be careful not to slam the 

glass on a hard surface, as it can break and cause injury. 

 Improperly polishing glass: when polishing wine glasses, be sure to hold the glass by the 

bowl and rotate. Do not hold or twist the glass by the stem or base as that may result in 

the stem snapping and potentially cutting you. 



 

Safety in the Kitchen 

 

Please be sure to follow the safety standards below to maintain a safe kitchen for all employees: 

 

 Knives are to be kept sharpened at all times according a schedule provided by the Chef to 

avoid unnecessary injuries. Knives should be put away after use in the storage rack; not 

left exposed on tables where they may be knocked off or run into.  Pay close attention 

and avoid being distracted when using knives. The Company's executive chef will 

provide additional training for all kitchen employees on the safe handling, maintenance 

and storage of knives. 

 Use potholder or towels on hot pans, pots and plates. 

 All pot handles should be turned toward the center of the stove but away from burners. 

 Clear all aisles of equipment and store things like step ladders in their proper place where 

they will not be tripped over. 

 Be sure mats are washed with soap and hot water each night.   Check to make sure ld 

mats are not curling up, as these can cause tripping in the kitchen. Watch for dterioration 

of mats and replace with new ones when necessary. Use a higher grade at in front of fryer 

to prevent slippage. 

 Oil is not to be changed out at the end of a shift. The oil should cool down over night and 

be changed by the opening cook each morning. This will prevent unnecessary burns. 

 Store combustible materials such as aprons, towels and cleaning cloths away from open 

flames. 

 Promptly clean spills and grease from cooking surfaces to prevent fires. 

 Do not wear loose fitting clothing near open flames. 

 Don't overload deep fat fryer baskets or shake off hot oil after lifting basket. 

 Do not store or consume any liquids near the deep fat fryer. Liquids that drop into the 

hot grease will cause violent splattering causing burns. 

 Always wear foot ware with slip resistant soles. 

 

 

 

Security 

 

The Company is committed to ensuring employees' security. Our premises are equipped with 

both security alarms that are active outside working hours and a fire alarm system. Video 

surveillance equipment is also in place. If you have a security concern or need more information 

about operating these systems, contact your manager or Management. 

 

Depending on your work location, you may be issued a security badge when you join the 

Company. If required, wear it at all times while on Company business, or on Company premises. 

If you leave the Company, you must surrender your badge in order to receive your final check, if 

applicable. 

 

Emergency Measures (Inclement Weather) 

 



We realize that bad weather or hazardous commuting conditions may occasionally make it 

impossible for employees to report to work on time. However, you are expected to make a 

diligent effort to report to work when conditions have improved. If you determine that you are 

unable to report to work because of the conditions, inform your supervisor immediately. 

 

Corporate Communications & Technology 

 

Communication with Press or Media 

 

All inquiries should be referred to the COO who will respond directly or designate another 

spokesperson and who will also help direct an appropriate response if necessary. 

 

This policy covers all forms of responses to the media, including off-the-record and anonymous 

statements. 

 

Use of Company Communication Systems 

 

The Company reserves the right to access any personal communication without prior notice. 

Employees should not use Company systems to transmit any messages or to access any 

information that they would not want a third party to hear or see. Although incidental and 

occasional personal use of the Company's systems is permitted, any such personal use will be 

treated the same as all other communications under this policy. 

 

Telephone Usage 

 

The telephone system including voicemail at the Company is the property of the Company and is 

provided for business purposes. The Company may periodically monitor the usage of the 

telephone systems to ensure compliance with this policy. Employees should not consider their 

conversations on the Company's telephone system to be private. 

 

 

 

Computer Usage 

 

Computers are provided to employees for business use. You may not use company computers for 

any other purpose, including surfing the Internet, downloading games, playing games online, etc. 

Any employee that uses company computers for personal reasons will be held accountable and 

will be disciplined. Electronic mails are considered company property and are subjected to 

monitoring to ensure compliance. Employees are at all times prohibited from accessing or 

downloading information from the Internet for personal use unless with prior written consent 

from upper management. 

 

Employee Benefits 

 

Employees are entitled to a wide range of benefits. A number of the benefit programs, such as 

Social Security, workers' compensation, state disability and unemployment insurance, cover all 



employees as required by law. 

 

Eligibility for most other benefits depends upon a variety of factors, including employee 

classification. Management can identify the programs for which you are eligible. You can find 

the details of many of these programs in separate written memorandums. We reserve the right to 

add, amend, modify or terminate any employee benefit programs. 

 

Vacation 

 

The Company does not offer vacation benefits to any employee paid on an hourly basis.  The 

Company, may in its sole discretion, offer vacation to exempt employees paid an annual salary.  

Any such employees will be informed separately by management of applicable vacation benefits, 

if any. 

 

Worker's Compensation 

 

The Company provides insurance to compensate for any illness or injury an employee might 

suffer while working on Company premises, traveling on official Company business, or 

attending an activity officially sponsored by the Company. If you become ill or injured, please 

get medical attention at once. 

 

You must also report the details to your supervisor immediately. And you must complete a report 

for every injury, no matter how small, to keep the coverage in force and to get any benefits or 

other compensation to which you may be entitled. Please refer to the Safety section for more 

details. 

 

Disability Insurance 

 

Employees may qualify for disability insurance coverage, which will be paid for in full by the 

Company. Please see the specific plan documents for further explanation of this benefit and its 

tax implications, or contact Management. 

 

 

 

Health Care 

 

Starting April 1, 2008, all „Covered Employees‟ working for the Company will be entitled to 

Health Care benefits per the San Francisco Health Care Security Ordinance (HCSO). With some 

exceptions, a covered employee is any person who: 

 

 Is entitled to be paid the San Francisco Minimum Wage; 

 Has been employed by his or her employer for at least 90 calendar days; and 

 Performs an average of at least 10 hours of work per week during the applicable quarter 

within the geographic boundaries of San Francisco. 

 

Covered employees accrue money, funded 100% by the Company, at a rate of $1.17 per hour 



(hourly rate subject to change), throughout the calendar year, which can be used to reimburse 

healthcare expenditures including medical and prescriptions incurred by employee in that same 

calendar year. The amount available for each employee to cover such expenditures is based on 

the # of hours worked during the calendar year. Unused funds for health care expenditures are 

returned to the Company at the end of the calendar year. 

 

All covered employees will receive signup forms to be enrolled into the plan. You will also have 

access to reimbursement forms to be filled out when requesting reimbursement on any healthcare 

expense. For questions regarding coverage or anything else regarding healthcare benefits, please 

see one a Manager who can get you answers to your questions. 

 

Miscellaneous Provisions 

 

Addendum 1: Cellular Phone Usage 

 

All personal cell phones must be silenced and kept out of sight of customers during shifts. You 

should put it with the rest of your belongings under the counter or in the cabinets. You may use 

cell phones during your break as long as you are not within view of customers. Disciplinary 

action will follow promptly if any usage of cell phone is observed during your shift. 

 

Addendum 2: Personal Usage of Company Computers 

 

Computers are provided to employees for business use. You may not use company computers for 

any other purpose, including surfing Internet, downloading games, playing games online, etc. 

Any employee that uses company computers for personal reasons will be held accountable and 

will be disciplined. 

 

Moreover, if a company computer encounters serious performance issues or contracts viruses as 

a result of personal usage, the location where the computer is housed will absorb all repair costs. 

In addition, all salaried managers of that location will not receive bonus for the month in 

question. 

 

Any questions or comments related to this policy should be referred to the management.  

 

Addendum 3: Security Cameras and Secret Shoppers Program 

 

In order to manage the business more closely in terms of customer service, employee safety, and 

maintaining of the integrity of cash handling, we will install high-tech security camera systems at 

all locations. We reserve the right to install security cameras in all locations. Employment is 

conditioned on consent to being filmed by security cameras installed by the Company. 

 

A secret shopper program will also be in place, which will help determine the quality of 

operations. We will provide you with a copy of the investigation report if there are any 

disciplinary actions associated with the investigation. 

 

Any questions please contact the management. 



 

Addendum 4: Parking and Cost of Commute 

 

Traveling from home to work location is employees' responsibility. We do not reimburse or 

subsidize the cost of commute. 

 

However, there will be a few company-paid parking spaces available to managers, but only on a 

first-come, first-serve basis. The company reserves the right to determine the availability of the 

aforementioned parking spaces.  

 

Addendum 5: Receipts for Customers 

 

All employees are required to give every customer a receipt with his or her change and/or order. 

Failure to comply with this procedure will result in disciplinary action. 

 

Addendum 6: English Only Policy 

 

In our efforts to provide excellent customer service, and to meet and/or exceed our customer's 

experience and expectations, it is necessary and mandatory that only English be spoken while in 

customer services areas. This includes anywhere that a customer may be able to hear an 

employee speak. It is important that each customer feels comfortable, have the ability to hear and 

understand his or her order, and have the opportunity to ensure order accuracy. Unless a 

customer only speaks the language in which an employee is fluent, this policy will apply. 

Speaking a language other than English to other employees during work time (excluding breaks 

taken away from the immediate store location) in our customer areas is prohibited and will be 

considered breach of this policy. 

 

This policy is strictly enforced and is done so through management and as recognized by a 

licensed private detective agency that conducts "Secret Shopper Reports" on behalf of the 

company. 

 

Breach of this policy will result in progressive disciplinary action. 

 

Addendum 7: Cash Handling Policy 

 

Each employee who handles money is expected to take adequate steps to be certain that the 

customer pays the correct amount for all items purchased and that the company retains all 

payments from the customers. 

 

Employees have total responsibility for cash drawers. Employees must verify the bank at the 

beginning of each shift. Cash mishandling and negligence will not be tolerated. Progressive 

disciplinary action will apply for cash mishandling. 

 

Addendum 8: Tips 

 

If you receive tips directly from customers, you are required to claim in the POS system 100% of 



the tips earned for each day that you work. This is a requirement by the Internal Revenue 

Service. The total tip amount will be reported on your paycheck for each pay period. If you are 

part of a tip sharing program, your tips will be claimed for you on your paycheck in accordance 

with our tip allocation policy. 

 

Addendum 9: Grooming and Attire 

 

Personal hygiene should protect against mouth and body odor. Perfume and cologne should be 

unnoticeable. Hair is to be neat and clean at all times. Hair below should-length must be pulled 

back. Fingers are to be well-manicured. Due to health department regulations, nail polish is not 

allowed. Beards and mustaches are to be short, trimmed, and clean. Make-up is to be modest. 

Necklaces are to be worn inside the shirt. 

 

 

Open Door Policy 

 

We are a Company that prides ourselves on open communication. Should you have any problem 

with your immediate supervisor, discuss it with him or her first. If further discussion about the 

matter is necessary, you have the right to communicate up the chain of command until the 

problem is resolved. 

 

 

 

Closing Comments 

 

We are happy that you have joined our company.  We hope that this Handbook has been 

informative and that you have gained a better insight into our policies, procedures, and 

philosophy.  We realize that you may have further questions, and we encourage you to discuss 

them with your supervisor or one of the Managing partners.  We hope this is the beginning of a 

long-term relationship for you and our company. 

 

Please thoroughly review and sign the Acknowledgement of Receipt agreement set forth below 

and return it to your supervisor or one of the Managing partners. 

 



Acknowledgement of Receipt of Employee Handbook and Binding Arbitration Policy 

Agreement 

 

I acknowledge that I have received a copy of Company's Employee Handbook. I agree to read it 

thoroughly, including the statements in the foreword describing the purpose and effect of the 

Handbook. I agree that if there is any policy or provision in the Handbook that I do not 

understand, I will seek clarification from Management. I understand that Company is an "at will" 

employer and as such employment with Company is not for a fixed term or definite period and 

may be terminated at the will of either party, with or without cause, and without prior notice. No 

supervisor or other representative of the Company (except the Managing Partners) has the 

authority to enter into any agreement for employment for any specified period of time, or to 

make any agreement contrary to the above. In addition, I understand that this Handbook states 

Company's policies and practices in effect on the date of publication. I understand that nothing 

contained in the Handbook may be construed as creating a promise of future benefits or a 

binding contract with Company for benefits or for any other purpose. I also understand that these 

policies and procedures are continually evaluated and may be amended, modified or terminated 

at any time. I also understand that new policies may be added as the Company grows 

 

I further acknowledge and understand that as a term of condition of my employment with the 

Company, I am agreeing to the Company‟s Binding Arbitration policy.  Under this policy, the 

Company and I agree to submit any dispute arising out of or in any way related to my 

employment with the Company to final and binding arbitration, in accordance with and to be 

governed by the National Rules for the Resolution of Employment Disputes of the American 

Arbitration Association, as they are in effect at the time of the dispute, subject to the following 

conditions: 

 

a. One Arbitrator. Such arbitration will be presided over by one (1) arbitrator, and 

not a panel of arbitrators. 

b. Venue. Venue for any such arbitration will be in San Francisco County, 

California. 

c. All Judicial Remedies. The arbitrator will have the authority to award all remedies 

that would be available in a judicial proceeding. 

d. Costs. The Company will pay all costs unique to the arbitral forum, as required by 

California law. 

e. Adequate Discovery. The arbitrator will provide for adequate discovery to the 

parties. 

f. Final & Binding. Any decision made by the arbitrator will be in writing and will 

include a summary of the arbitrator‟s reasons behind his/her decision.  Any such decision and/or 

award will be final and binding upon the Company and me, and judgment may be entered in any 

court of competent jurisdiction. 

g. Scope. This arbitration clause covers all matters directly or indirectly related to 

my recruitment, employment, and any future separation of employment from the Company, 

including but not limited to alleged violations of Title VII of the Civil Rights Act of 1964, 

sections 1981 through 1988 of Title 42 of the United States Code and all amendments thereto,  

the Americans with Disabilities Act of 1990 (“ADA”), the Age Discrimination in Employment 

Act of 1967 (“ADEA”), the Older Workers Benefits Protection Act of 1990 (“OWBPA”), the 



Fair Labor Standards Act (“FLSA”), the California Fair Employment and Housing Act 

(“FEHA”), the California Family Rights Act (“CFRA”), claims based on the California Labor 

Code, claims for wrongful termination and any and all other claims under federal, state, and local 

laws, except as explicitly excluded under such laws.  This arbitration clause does not prevent me 

from making claims for Worker‟s Compensation or Unemployment benefits. 

 

Please confirm your acknowledgement and receipt of the Employee Handbook and your  

understanding and agreement with the terms and conditions of the Company‟s binding arbitration 

policy by signing and dating the designated lines below. 

 

 

Reconozco que he recibido una copia del manual de empleado de CRJ Partners II, LLC y que se 

ha traducido para mí en español. Convengo que si hay alguna parte del manual que no entiendo, 

yo buscare la clarificación de mi empleador. Entiendo que estas políticas y procedimientos 

pueden ser continuamente enmendadas, modificadas o terminadas en cualquier momento. 

También entiendo que nuevas políticas pueden ser agregadas durante los proximos anos durante 

el crecimiento de la compania. 

 

Firmando en las líneas señaladas abajo, por favor confirme que ha recibido y entendido el 

"Employee Handbook," al igual que su comprensión y acuerdo con las condiciones de la poliza 

de arbitraje de resolucion de conflictos de la compañía. 

 

 

 

 

 

   

Signature 

 

 Date 

 

 

 

  

   

Please Print Your Name 

 

 Date 

 

  

 

 

1/25/10 

Manager Signature  Date 

 


