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Introduction
Company Mission Statement
At The Flipside Restaurant Group (The Flipside Café, The Flipside Restaurant, Salmeri’s Italian Kitchen, and Fortes Mill Eatery), we are dedicated to celebrating the warmth and charm of Southern hospitality through every dish we serve and every guest we welcome. Our mission is to create an inviting atmosphere where friends and families gather to enjoy our flavorful cuisine crafted with the finest ingredients. We believe in treating every guest like family, fostering connections, and sharing experiences over meals that nourish both body and soul. Through our commitment to exceptional service and community engagement, we strive to be a cornerstone of the local community, bringing people together in a spirit of generosity and joy.

Purpose of This Handbook
This handbook is not a contract, nor does it create a contract, and nothing contained in this handbook is an enforceable promise of any kind. Rather, this handbook was designed for the employee’s convenience to tell you about our current policies, benefits, rules, and procedures. It is intended solely for informational purposes. This handbook, and the policies and statements it contains may be revised by Flipside Restaurant Group (“FRG” or the “Company”) at any time, at its sole discretion, for any reason, without notice.

Employment At-Will
Your employment with the Company is considered “at-will,” which means that your employment has no definite term. You may terminate your employment at any time, with or without cause, and with or without notice, and the Company has the same right.

Categories of Employment
Salaried employees are employees who are paid based on a weekly salary, regardless of the number of hours worked.

Hourly employees are employees who are paid based on an hourly wage rate.

Equal Employment Opportunity
FRG is proud to be an equal opportunity employer. It is our policy to provide equal employment opportunities to all qualified applicants and employees without regard to their race, religious creed, color, national origin, ancestry, physical disability, mental disability, medical condition, genetic information, marital status, sex, gender, gender identity, gender expression, age, or sexual orientation or on any other basis prohibited by law.

If an individual believes he/she needs specific accommodations in order to perform essential functions of his/her job, those individuals are encouraged to discuss their need for a reasonable accommodation with their manager.

If you feel that you have been discriminated against in any respect, you should immediately bring the matter to the attention of management through the complaint procedure contained in this Handbook, or by approaching any member of management with whom you would feel comfortable discussing your complaint.

Harassment Policy
We believe that our employees should be able to work in an atmosphere free from all forms of harassment. Therefore, it is our policy to prohibit all types of harassment, including but not limited to harassment based on any of the protected characteristics listed above. This policy extends to each level of our operations and outside of the work environment, including online and on social media. Accordingly, harassment, whether by a fellow employee, a customer, or a member of management will not be tolerated.

Harassment is verbal or physical conduct relating to an individual’s protected status as listed above when this conduct: (a) has the purpose or effect of creating an intimidating, hostile or offensive working environment; (b) has the purpose or effect of unreasonably interfering with an individual’s work performance; or (c) otherwise adversely affects an individual’s employment opportunities. Some examples of conduct that may constitute prohibited harassment include but are not limited to slurs, jokes, cartoons, stereotypes, and statements based on any of the protected characteristics listed above.

Specifically, acts considered to constitute sexual harassment include, but are not limited to, unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct of a sexual nature when: (a) submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment; (b) an individual’s submission to or rejection of such conduct is used as a basis for an employment decision affecting that individual; or (c) the purpose or effect of such conduct is to substantially interfere with the affected individual’s work performance or to create an intimidating, hostile or offensive work environment. Some examples of unwelcome behavior that may be construed as sexual harassment include, but are not limited to: sexual advances; propositions; sexually suggestive gestures; sexual jokes; off-color language; vulgar language; touching; physical assault; possessing, distributing or posting sexually explicit or suggestive magazines, pictures, posters, objects or material; derogatory comments about gender; references to a person’s body parts, requests for sexual activity; and/or sexually explicit conversation.

Although the above defines “unlawful” harassment, it is also a violation of this policy to commit or engage in any unprofessional or inappropriate conduct based on any protected characteristic, whether or not such conduct rises to the level of “unlawful” harassment.
We take allegations of harassment very seriously. If you believe that you are the victim of harassment by anyone (including supervisors, co-workers, customers, or visitors), you should do the following:

1. If possible, document or otherwise record each incident of alleged harassment, including the date, time, place, what was said or done, and the surrounding circumstances. 
2. If you are comfortable doing so, clearly and directly communicate to the offending individual that his/her conduct is unwelcome, and request that the offensive behavior stop.
3. At the same time, you should immediately bring the matter to the attention of your supervisor. If your supervisor is somehow involved the harassment, or if you are uncomfortable talking to him or her, you should report this matter to the General Manager, Director of Operations, or Owner(s).
4. Managers and supervisors must report immediately to the Director of Operations any incidents that they hear about or observe that may constitute a violation of this policy. 
	
No supervisor or manager has the authority to condition any tangible job benefit on an employee’s tolerating or agreeing to any conduct that may violate this policy. If an employee believes that he or she has been deprived of any job benefit or that he or she has been threatened, he or she should immediately report it to one of the individuals listed above.

Because of their sensitive nature, all complaints of harassment will be investigated with care, and the privacy of the complaining person and the person accused of harassment will be respected to the extent possible. The Company will actively investigate all harassment complaints, and if it is determined that harassment has occurred, management will take appropriate disciplinary action against the offending party, up to and including discharge.

Retaliation against any person who has complained about harassment, filed a charge of harassment, or who otherwise participated in an investigation of harassment will not be tolerated. Furthermore, no supervisor or manager has the authority to require you to tolerate or agree to any conduct that violates this policy in order to receive any job benefit, including compensation, duties, assignments, promotions, etc. Such activities are unlawful and will result in severe discipline, up to and including termination, if founded.







Your Workday and Compensation

Schedules
Schedules will be posted each week by Friday for the following week. Any special requests for days off must be made in writing 2 weeks prior to the posting of the schedule. After the schedule is posted it is your responsibility to report for your shift. If you are unable to work your assigned shift, you may suggest a suitable replacement with manager approval, in writing.

Time Records
The company uses an electronic time clock system. Instructions for using the time clock will be explained to the employee on the first day of employment. Following these procedures will help ensure that your time is being recorded correctly and that you will be paid correctly each week. If you have any problems, please see your manager. It is a violation of Company policy to clock in/out in the time record of another employee or to allow another employee to punch in/out on your time record.

Employees must punch in and out immediately before and after their shifts. 	Before punching in, employees should have stored their personal belongings, used the bathroom, and completed any personal business. Employees should clock out before obtaining their personal belongings, washing up, engaging in personal conversations, or otherwise attending to any personal business. 

Payday and Payroll Deductions
The Company’s workweek for pay purposes begins each Monday at 12:01 a.m. and ends the following Sunday night at midnight. Payroll checks will be issued every other Friday, unless otherwise noted. Your paycheck will include payments for your work performed during the prior two weeks (Mon-Sun). For your protection, you are the only person who can receive your payroll check.

Your paycheck check stub itemizes the amounts and descriptions of all deductions from your gross earnings, such as Federal and State taxes, Social Security, and other legally required deductions, as well as those which you have previously authorized the Company to make such as group insurance contributions. If you have any questions about your paycheck, please contact your manager.




The Company uses Toast Payroll to manage timesheets and paychecks. When you are hired, you will be emailed a link to create an account to manage your employee information. To access your dashboard, you will go to https://payroll.toasttab.com/sign-in. On your Toast Payroll dashboard, you will be able to do the following:
· Update your personal information and contact info
· Update your withholding allowances for tax purposes
· View your timesheets and paystubs
· Set up Direct Deposit as your payment method


Company Policies

Calling Out
Please remember that the Company and your fellow employees depend upon you to be at work and on time, all of your scheduled workdays. Maintaining a good attendance record is very important. Attendance records (including absences, tardiness, and leaving early) will be kept. Attendance is considered to be a part of your overall performance, and frequent or unexplained absences could result in discipline up to and including termination. Likewise, unapproved, excessive tardiness or leaving early will not be tolerated and will result in disciplinary action, including but not limited to termination.

If you are sick and cannot come to work, please call the store and speak to the manager on duty. Texting is not acceptable. Please call the store at least 4 hours before your shift starts. You are responsible for getting your shift covered if you can not work. If you do not adhere to this policy, it will be considered an unexcused absence. If you are ill for more than 2 days, a doctor’s note is required to return to work. 

If you are running late for your scheduled shift, please call the store and speak to the manager on duty. Texting is not acceptable. We understand that at times unforeseen circumstances arise which cause you to be late for your scheduled time. Calling the store lets us know that you are on your way and the expected time.

Workplace Violence
The Company seeks to provide a workplace for all of our employees that is free from recognized hazards or threats that are causing, or likely to cause, physical harm or threats of physical harm. You may not bring personal weapons to work, including firearms, blades over 3 inches (except kitchen knives), tasers, and any item that’s intended purpose is violence. Therefore, we have adopted the following policy regarding violence in the workplace:
	1.  Violence will not be tolerated in the workplace. This applies to all employees, 	customers, vendors, and guests.
	2.  All employees are expected to conduct themselves in a manner that will 	maintain a workplace that is free of violence or threat of violence.  
3.  This policy is intended to cover any behavior that constitutes violence or threat of violence including, but not limited to, the following:
		a.	Physical fighting, including pushing, shoving, hitting or in any way 				deliberately hurting a co-worker, customer, vendor or guest; or
		b.  	Destruction or sabotage of personal or Company property; or
c.           A verbal or written statement that indicates intent to hurt a                      co-worker, customer, vendor or guest; or
 		d.	Belligerent conduct, including swearing and persistent loud, 					angry statements made to or in the presence of a co-worker, 					customer, vendor or guest.
	4.  You are encouraged to report to your manager any threats that you see, hear, 	or know about. All reports will be investigated. Retaliation will not be tolerated 	against an individual who reports an incident or who participates in the 	investigation of an incident.
	5.  To the greatest extent possible, confidentiality will be maintained for all 	employees who report incidents. If you choose to report anonymously, you may 	prepare a detailed written account of the incident to your manager.
	6.  The Company recognizes that there are many areas of stress that surround us 	both at work and at home. In an effort to try to reduce potential areas of stress 	at work, the following rules should be observed:
a.	An employee who has been terminated by the Company and does not have reason or permission to be on Company premises should not be there. Any such incidents should be reported to your manager immediately.
b.	While control over access may be difficult, it is not impossible.   If employees notice suspicious individuals or persons with no discernible business interest, ask them who they are and what their business is or report them to your manager.
c.	Make a note of anyone suspicious in the parking area. If you are uncomfortable walking out to your car alone, ask someone to     accompany you.
d.	If confronted with someone carrying a weapon, try to remain calm, alert others to the situation, stay out of harm’s way and inform the police.
7.  Report all threatening or abusive phone calls. Threats must be communicated immediately to your supervisor who will follow-up with a call to the police.


Appearance and Uniforms
While we respect your individuality, your professional appearance is important to our ability to maintain a professional atmosphere and leave a favorable impression with our customers. All employees are required to dress in a clean uniform without stains, wrinkle-free, and well-groomed professional manner.

It is the responsibility of the employee to be in complete uniform prior to the start of each shift and remain in proper uniform during the entire shift. Please adhere to the uniform requirements for each restaurant location, which will be provided to you by your General Manager. If there are any questions concerning the dress code and uniform policy, please do not hesitate to ask your supervisor.

Jewelry
Only earrings that do not hang below the earlobe and are simple in taste may be worn. Earrings may be worn in either or both ears, no more than 3 to 4 in each ear. All other jewelry is to be kept to a minimum to avoid any damage, loss, or physical contamination of food or beverages, to include nose piercings, eyebrow piercings, and tongue piercings. Some food handling positions require extra regulations based on food health and safety requirements, which will be communicated to you by your supervisor as needed.

Hair Grooming/Tattoos
Hair should be neatly combed and pulled back from your face. Hair that is neck length or longer should be tucked under a hat or bound in the back in a ponytail, braid, etc. No visible discriminatory or distasteful tattoos are permitted.

Personal Hygiene
Personal hygiene is extremely important in our industry. Each employee should take special care to keep hands, nails, and face clean by washing on a regular basis, especially after using cleaning agents, handling money, or using the restroom facilities. Back of house employees must have no nail polish on their fingernails and keep them trimmed. Additionally, back of house employees are only allowed to wear a plain wedding band on their hand.

Safety Policy
The Company accepts responsibility for providing working conditions that are safe, but it also must be recognized that individual safety is the responsibility of each employee. Unsafe activities (i.e. careless use of knives, wearing unsafe shoes, not watching for slippery floors, not slowing when rounding corners, etc.) will not be tolerated, as they are not consistent with the promotion of safe working conditions. Please report any unsafe situations to management.

It is the policy of the Company that no employee will close and exit the building after closing time unaccompanied by another employee or manager.

Safety Procedures
The Company believes the safety of the team and its guests are the highest priority. We will do everything we can to always ensure this. We hope that none of our teammates or guests ever face a dangerous situation. However, if such a situation arises, please follow the following procedures. 
	
	Closing The Restaurant
No person will be left alone when closing the restaurant.    At least two employees will lock up and walk out of the premises together at the end of the evening. No bank deposits will be made after closing.

Robbery
If an individual or individuals come into one of our restaurant locations demanding money, please just give it to them. Do not fight, argue, or try to apprehend the person. Try to remain calm, keep the staff calm, and give them whatever they are asking for. After the incident, contact the police, followed by the owners Jonathan and Amy Fortes.

Please remember to stay calm and be cooperative. Do not try to apprehend the perpetrator.

Active Shooter
If there is an active shooter outside the restaurant, try to lock all the doors. Please be mindful where the shooter is and do not go near that part of the building. Move all staff and guests to the opposite side of restaurant away from any windows, and get everyone down on the ground. Contact the police. Do Not EVER try to talk to or try to apprehend the shooter.

If the shooter is inside of the building, try to run away in the opposite direction and evacuate the building. Try to hide in the bathrooms or behind the bar. Call 911 immediately. Do not try to apprehend the shooter.

Fire
If there is a fire present in the building, please follow these steps:
· Determine the size and location of the fire. If it is small and manageable, attempt to extinguish it using the appropriate fire extinguisher.
· If the fire is unmanageable or spreading, immediately activate the fire alarm system to alert everyone in the building. 
· Exit the building immediately and call 911. 
· If you can access it, pull the emergency gas shut off valve.
· Contact the owners, Jonathan and Amy Fortes


Emergency Contacts
Emergency 911
Jonathan Fortes 847-533-1347
Amy Fortes 716-523-1548

Personal Injury
Any personal injury to an employee (regardless of severity) shall be immediately brought to the attention of a manager. Written accident reports must be completed within 24 hours of the accident’s occurrence. Reports must be filled out even if medical attention is not required. Failure to report an accident could result in loss of worker’s compensation insurance benefits.

Working Environments
1. Spilled food and broken dishes should be cleaned up promptly using appropriate equipment. Broken glass and dishware should be properly disposed of in designated containers.
2. Non-slip shoes should be worn at all times to avoid slips, trips, and falls.
3. Assume all floors could be wet and/or slippery and walk accordingly.
4. Assume all pans in the immediate cooking area are hot and use dry towels to handle.
5. Make sure that knives in use are sharp. Dull knives are dangerous to use.
6. When walking behind someone who is working and may not realize you are behind them, call out “behind you” to avoid collisions.
7. Approach all doors and corners with caution; they could open at any time. Open doors cautiously to avoid hitting someone on the other side.

Lifting
Incorrect lifting techniques can lead to serious back injuries. Employees should know correct lifting procedures and use them when lifting heavy objects and find help for lifting heavier objects.

[bookmark: _Hlk178176636]Drug and Alcohol Policy
We maintain a strong commitment to programs that promote safety in the workplace, and employee health. While we hope that all employees with a substance abuse problem will voluntarily submit to available treatment, certain guidelines must be set to cover instance where employees do not acknowledge their problems and seek help or instances where employees engage in prohibited conduct while on Company business or premises. Therefore, to maintain the high standards of health and safety to which we are committed, we have defined our policy and rules of acceptable conduct in this sensitive area.

There are several good reasons for this policy. An employee who is under the influence of drugs and/or alcohol poses a serious threat to his or her own safety and the safety of others. Also, a person cannot do his or her job properly while working under the influence of drugs or alcohol. Your personal protection, the protection of others and the quality of your work are very important to all of us. Equally important is the fact that the use of certain drugs and narcotics is unlawful.

1. The use, sale, purchase, manufacture, distribution, dispensation, transfer, possession or presence in one’s system of non-prescribed drugs, controlled substances, or alcohol while working is prohibited on company premises, and is cause for immediate discharge.
2. At company-approved or business-related functions or meetings during which alcohol is served for educational purposes, moderate consumption is allowed (so long as the individual does not drive afterwards), but reasonable standards of conduct must be maintained. Company premises includes all job sites, land, property, buildings, structures, installations, parking lots, means of transportation owned or managed by or leased to the company or otherwise being utilized for company business, and private vehicles while parked or operated on company premises.
3. [bookmark: _Hlk178176910]Employees are not allowed to take home bottles of wine that we are no longer serving to our guests due to them being open longer than 4 days. Any wine that is open longer than 4 days is to be given to the kitchen to use.
4. Employees are prohibited from being at work with any detectable amount of alcohol or drugs in their system. Any employee violating this prohibition will be subject to disciplinary action up to and including immediate discharge. (Consequently, employees are not allowed to consume alcohol during breaks).
5. Employees of age may purchase alcohol to consume on the premises on their day off but may not sit at the bar. Employees must sit at a table to reserve bar spaces for our guests. Additionally, with manager approval an employee may purchase bottles of wine at company cost plus sales tax to be consumed off of the premises.
6. Employees must not perform safety-sensitive duties if they are aware of any medical condition or have used alcohol or a drug (including prescribed medicine) that may adversely affect their ability to perform such duties or that may affect safety, employees, or the public.
7. An employee suspected of being under the influence of a controlled substance, or an employee who is involved in an on-the-job accident which results in property damage or which requires medical treatment and there is reasonable suspicion that the employee in the accident was under the influence, may be required to take a medically approved test(s), to be given by authorized medical personnel, to determine whether the company’s drug and alcohol policy has been violated.
8. An employee may be disciplined (up to and including discharge) for violation of the company’s drug and alcohol policy, in the absence of a test, based on other evidence, including but not limited to observed conduct and symptoms.
9. Employees who are arrested and convicted for off-the-job drug-related activity may be in violation of this policy. In deciding what action to take, the company will consider the nature of the charges, the employee’s present job assignment, the employee’s record with the company, the impact of the employee’s conviction on the company and any other factor the company may deem relevant, in its sole discretion.
10. Employees with substance abuse problems are encouraged to contact their supervisor for counseling and possible referral for treatment. The company will not discipline an employee who voluntarily seeks treatment for a substance abuse problem if the employee is not in violation of the company’s drug and alcohol policy or other rules of conduct. The cost of such treatment is at the employee’s expense (subject to possible coverage, if any, by group health insurance). The company will reasonably accommodate any employee who wishes to voluntarily enter and participate in an alcohol or drug rehabilitation program, provided that this reasonable accommodation does not impose an undue hardship on the employer. Seeking such assistance will not be a defense for violating the company’s drug and alcohol policy, nor will it excuse or limit the employee’s obligation to meet the company’s policies, rules of conduct, and standards including but not limited to those regarding attendance, job performance, and safe and sober behavior on the job. If an employee, in the course of employment, enters a substance abuse rehabilitation program, the employee will be required to present a fitness for duty upon returning from a leave of absence to participate in a drug or alcohol rehabilitation program.


Employee Benefits

Meal Policy
Back of House employees are entitled to one free meal for each shift worked. The type of meal is up to the discretion of the General Manager and/or Chef in each location. Higher value items are generally not part of the free meal program.

Front of House employees are entitled to 50% off a meal of their choice. One exception to this rule is when working a Training shift, or at the discretion of a manager as a reward. In all of our locations, a Front of House employee may receive a free meal as a reward for being mentioned in a 5 start business review on any platform.

Salaried employees are entitled to a free meal for each shift worked. They must be rung in and comped on the POS system.

All employees are entitled to 50% off food for themselves and one guest at any of our locations when not on the clock. This discount does not apply to alcoholic beverages or kid’s meals.

Insurance Benefits
If you hold the classification of a Salaried Employee or a Full-Time Hourly Benefit-Eligible (FTBE) Employee, you meet the criteria to be eligible for the comprehensive health insurance benefits provided by the company, which encompass medical, dental, vision, and life insurance coverage. To qualify as an FTBE employee, one must maintain an average of 30 hours or more per week throughout the year. The initiation of the benefits for eligible employees occurs on the first day of the month following a 60-day period of employment in that status.
Should an employee experience a change in employee status resulting in their reclassification as a non-benefit eligible employee, all insurance benefits will cease immediately from the date of the non-benefit eligible classification.

The company has committed to covering 100% of the medical insurance costs for Senior Managers, including Directors, Regional Managers, Head Chefs, and General Managers; 60% of medical insurance costs will be covered for Mid-Level Managers, including Front of House Managers, Sous Chefs, Catering Coordinators, and Key Hourly Managers. The company will cover 50% of the medical insurance costs for FTBE hourly employees.

Employees who wish to enroll in the coverage will be responsible for paying the remaining insurance premium not covered by the company, which will be deducted biweekly from their paycheck. The inclusion of dental, vision, and/or life insurance coverage will be at the expense of the employee and will also be deducted biweekly from their paycheck.

If an employee’s earnings on their paycheck are insufficient to cover the cost of their insurance premiums, the outstanding amount will be deducted from credit card tips, garnished from future paychecks, or collected via a signed payment plan.

Moreover, any employee who maintains an average of more than 17.5 hours per week throughout the year will be eligible to enroll in dental, vision, and life insurance benefits. The associated costs for these benefits will be deducted from their payroll biweekly.

When you become eligible for these benefits, you will receive detailed information, including summary plan descriptions, while will provide comprehensive details regarding eligibility requirements, deductibles, co-payments, and other pertinent information. It is essential that you carefully review this information. Should you have any queries, please direct them to the Director of Operations or the insurance provider.

The company retains the right to modify or terminate its insurance plans, either in part or in their entirety, at any time, without prior notice. In the event of any discrepancies between this handbook, the summary plan descriptions, and/or the plan documents pertaining to the company’s insurance program(s), the plan document(s) shall take precedence.

Paid Time Off
Paid Time Off (“PTO”) provides salaried employees with paid Time Away from Work (“TAFW”) that can be used for vacation and personal time. PTO must be scheduled at least four weeks in advance of the time requested and requires approval by the Director of Operations, Regional General Manager, or Owner(s). Exceptions from the advance notice may be made in cases of sudden illnesses or emergencies, which may require documentation, and are at the sole discretion of management.

Salaried employees are eligible for (5) days of PTO after (1) year of employment with the Company. After (2) years of employment, salaried employees are eligible for (10) days of PTO per year.

Key Hourly managers are eligible for (5) days of PTO after (1) year of employment with the Company. After (2) years of employment, key hourly employees are eligible for (10) days of PTO per year. PTO pay for hourly employees will be based on the weekly average number of hours worked at the employee’s regular hourly rate of pay.

Jury Duty/Court Appearances
The company encourages all employees to meet their civic responsibility by serving on a injury when called to do so. If you are summoned for jury duty or to comply with a court ordered subpoena, you may take a leave of absence from work for this purpose in accordance with state law. You must inform your supervisor as promptly as possible of the dates and expected duration of your jury duty or court summons. 

Other State Mandated Leaves
The Company complies with all of the state requirements regarding leaves of absence. If you need to take a leave of absence for any of the following reasons, please contact your manager or Director of Operations for more information.
· School Activities
· Bone Marrow or Organ Donation
· Domestic Violence
· Military Service Leave
· Military Spouse Leave
· Emergency Leave
· Training Leave for Firefighters, Reserve Peace Officers, and Emergency Rescue Personnel

Workers’ Compensation
Workers’ compensation insurance is paid in full by the Company, and it goes into effect on your first day on the job. Any medical or hospital expenses resulting from a work-related injury are covered by this insurance. In addition, if your injury prevents you from working, this coverage may also pay you a percentage of your average weekly earnings depending upon the nature and extent of your injury, in accordance with state laws.

If you sustain an injury at work, no matter how slight, you are required to report the injury immediately to a manager. Workers’ compensation insurance will not pay the employees lost time/wage until the employee has missed at least seven (7) days of scheduled work. The employee will be required to provide proper documentation from a physician that would deem the employee unable to perform work.

For further details please see the Company Safety Policy.

About Your Employment

Open Door Policy
Whenever people work closely together as we do here, complaints and misunderstandings are bound to arise from time to time. We make every effort to provide you with an opportunity to bring all such matters to the management’s attention and receive prompt and fair consideration. As part of this effort, we have developed the procedure set forth below for handling such complaints and problems.

Before seeking advice or assistance from anyone outside the company, we strongly encourage you to make use of the procedure because we believe that a successful future depends upon our ability to work together to solve our own problems.

Our procedure is as follows:
1. First, if possible, speak to your immediate supervisor. You may put your problem or complaint in writing, or your supervisor may ask you to do so. An investigation will be made, and you will get an answer as quickly as possible.
2. If you are not satisfied with your supervisor’s answer, or if you do not get an answer within 5 calendar days, tell him/her that you would like the General Manager to review your complaint.
3. If you are not satisfied with the General Manager’s answer, or if you do not get an answer within 5 calendar days, tell him/her that you would like the Director of Operations and/or Owners to review your complaint.

We believe strongly in open, free communication at all levels. This procedure is not designed to discourage you from talking to anyone in the company at any time. Rather, it is simply a way to ensure that complaints and problems are dealt with in a prompt, orderly, and consistent fashion. If you feel uncomfortable speaking with a member of management within your chain of command, then you can speak with any member of management with whom you would feel more comfortable.

In addition to your own problems and concerns, for the safety and well-being of everyone who works at the company, we encourage you to follow these procedures whenever you learn of a violation of company rules and policies. No individual who comes forward under this procedure will be retaliated against or suffer negative consequences no matter how the complaint or problem is resolved. Be assured that the confidentiality of all such matters will be maintained to the fullest extent possible.


Personnel Records
We maintain personnel records for every employee for several reasons, such as: to send you mail, to properly maintain your insurance and other benefits, to compute your payroll and appropriate deductions, to plan for emergencies, and otherwise comply with various state and federal laws and regulations. It is important to both you and the Company that your personnel records are kept accurate and up-to-date. Therefore, we ask that you immediately update your employee profile in Toast and/or notify a member of management if there are any changes in the following information:
· Your address and/or telephone number;
· Your marital status;
· Your name;
· Your emergency contact;
· The status of your W-4 exemptions;
· Your number of dependents; and
· Your immigration status
All such information will be treated as highly confidential and will be available only to those people with a need or right to know the information.

Current and former employees, or his or her representatives, have the right to view or receive a copy of his or her personnel records relating to his or her performance or to any grievance concerning the employee. If you would like to submit a request to view or copy your personnel file, please submit a written request to a General Manager or Director of Operations and the file will be made available to you within 7 days of your request.


Rules of Conduct

The purpose of the rules of conduct is not to punish, but to encourage the harmony and cooperation we all need to perform well and take care of our customers. The best working conditions exist where all employees (including supervisors) conduct themselves with respect and consideration for themselves, their fellow employees, the customers, and the Company.

While we hope and expect the need for disciplinary action will be rare, when your job performance, attitude, or conduct falls short of our established standards, we will take appropriate action. Such action will range from verbal and written warning to termination. This means that as a general rule, you will be given an increasingly severe penalty each time an offense is committed. Some types of misconduct, however, are so intolerable that termination may be imposed for the first offense. As you review the following rules, please keep in mind that this list is not intended to be exhaustive. It is merely intended to provide you with examples of the types of conduct which may result in disciplinary action.

· Committing any one of the following actions will normally result in immediate termination for the first offense:
· Committing, attempting, or participating in theft or misappropriation of property belonging to the Company, a customer, a visitor, or an employee.
· Abusing or removing any equipment, tools, or materials from Company premises without proper authorization.
· Dishonesty, lying, embezzling, or falsifying or altering Company records or intentionally giving false information to anyone with a duty to prepare Company records, no matter when discovered. (This includes giving false information on an employment application, timecard, timesheet or other forms).
· Destroying, damaging, sabotaging, or hiding Company, customer, or employee property, or willfully or negligently wasting materials.
· Disclosing confidential information or proprietary business information about the Company or its customers to unauthorized persons, including competitors. 
· Punching in/out on another employee’s time record, or allowing another person (other than a supervisor) to punch in/out on your time record, or tampering with any time records.
· Carrying dangerous weapons while on Company or customer property.
· Making or publishing false, vicious, or malicious statements concerning any employee, supervisor, member of management, customer, the Company or its products. This includes statements made on personal social media pages.
· Fighting on Company or customer property or assaulting or attempting to assault any employee or other person, or deliberately provoking or inciting another person to engage in an assault or fight.
· Engaging in immoral conduct or indecency.
· Violating the Company’s Drug and Alcohol Policy.
· Sleeping on the job.
· Negligence resulting in injury to persons, or damage to Company, customer, or employee property.
· Engaging in disorderly conduct. 
· Deliberately restricting work performance, concealing defective work, or encouraging others to do so. 
· Being insubordinate or disobedient, including refusing to promptly carry out a supervisor’s work instruction or assignment, being rude to customers, or being disrespectful or physically or verbally abusive to a supervisor, employee, or customer.
· Instigating, encouraging, or participating in a work slowdown or stoppage, or deliberately restricting production output or encouraging others to do so.
· Being absent for two (2) or more consecutive days without acceptable notice to the Company or without good cause.
· Examining or reviewing Company records or information without authorization. Accessing files without authorization, or unauthorized copying or removal of files, programs, documents, or hardware.
· Violating the Company’s Harassment policies.
· Unauthorized use or duplication of Company keys.
· Unauthorized entry after hours.
· Unauthorized use of Company property.
· Violation of the following rules will generally result in progressive discipline, typically a verbal or written warning for the first and/or second offense, a final warning with or without a suspension of one or more days for the second or third offense, and termination for the third or fourth offense. Offenses need not be the same or similar to result in progressive discipline. In some cases, depending on the nature of the offense and the particular circumstances, more severe and/or more rapid discipline may result.
· Operating or using equipment in an unauthorized manner.
· Eating while working instead of when on break.
· Failing to follow work rules, safety procedures or policies, including but not limited to the failure to properly maintain equipment and the failure to report any accident, injury or illness, no matter how slight.
· Failing to maintain satisfactory work performance.
· Interfering with other employees on the job.
· Being in unauthorized areas of the Company premises, or bringing non-employees into the premises at all times.
· Horseplay.
· Excessive tardiness or absenteeism.
· Smoking in unauthorized locations. Smoking areas will be designated by management. Smoking, vaping, or any use of tobacco products must be done at the authorization of a supervisor.
· Overstaying scheduled break periods; excessive breaks; engaging in personal business during work time.
· Leaving or preparing to leave work station before scheduled break period, lunch, or quitting time, without authorization of the supervisor.
· Failing to notify the Company as far in advance as possible of an absence, or failing to call in to management when not reporting for work prior to the scheduled shift. This includes but is not limited to personal time such as jury duty, court appearances, visits to doctors, etc.
· Failing to report immediately any work-related accident, injury, illness, unsafe conditions, defective equipment or damage to Company property, no matter how slight.
· Making or receiving personal phone calls (non-emergency) during scheduled work time.
· Unauthorized use of headphones, speakers, etc during working hours.
· Selling of any items or services on Company property, with the exception of fundraisers, with manager discretion.
· Failing to follow dress code requirements.
· Failing to be at work station, ready to begin work at designated starting time.
· Creating or contributing to unsanitary conditions.
· Failing to punch in/out for your shift. 
· Punching in more than five minutes before scheduled start time or punching out more than five minutes after end of scheduled quitting time, unless expressly authorized by a supervisor.
· Any other conduct deemed harmful to the Company and/or its employees.


Miscellaneous Policies

Termination Procedures
Upon termination, you be required to immediately return all documentary or tangible confidential information, and all other property of the Company that is in your possession, custody, or control including but not limited to all building keys, aprons, credit cards, equipment, cell phones, computers, and Company documents. The Company’s policy is not to rehire employees who have terminated for disciplinary reasons. You may not be eligible for rehire if you quit without giving adequate notice.

Summary
All these policies can easily be summed up by saying that as an employee of the Flipside Restaurant Group you can be assured that we want to work with you to help you become the best that you can be. We intend to treat you with respect, and we expect you to treat your co-workers and our management team with the same respect and spirit of cooperation.

If you have any questions or comments about anything contained in this Handbook, please feel free to discuss the matter with your supervisor or the Director of Operations. When in doubt, just ask!














Certificate of Receipt

I acknowledge that I have received and have had an opportunity to read a copy of the Flipside Restaurant Group Employee Handbook. I understand that this Handbook is solely for the purpose of summarizing the company’s current policies, benefits, and rules, that it is not a contract or enforceable promise or guarantee of any kind, whether of employment or of any specific terms or conditions of employment or procedural rights, and that any or all portions of this Handbook may be amended or eliminated from time to time without advance notice. I understand that my employment with the Company is at-will, and can be terminated either by me or by the company at any time, for any reason, with or without notice. I further understand and acknowledge the company’s Harassment policy and the Equal Employment Opportunity section of the employee manual and the potential consequence of violating such policy.


Employee Signature__________________________________________________________________

Date_______________________



Witness Signature___________________________________________________________________

Date_______________________


If you are under 18 years of age it is required that your parent or legal guardian sign this form so they are aware of Flipside Restaurant Group’s policies in case you are hurt while on the job.


Parent/Guardian Signature___________________________________________________________

Date_________________________
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