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IMPORTANT NOTICES 
 

THIS GUIDEBOOK IS NOT A CONTRACT 
 
This document is not an express or implied contract and is for informational 
purposes only.  It is not all inclusive and is intended to offer only general 
guidelines.  The policies, benefits, and operating procedures contained in this 
Guidebook are not intended to create, and are not to be construed to create, any 
contract, agreement or legally binding obligation between Drink Company (it’s 
affiliated companies, the “Bar,” or the “Company”) and its employees.  Any 
highlights of benefits contained in this Guidebook are not intended to take the 
place of more detailed benefit plan documents.  Descriptions in the plan 
documents will override the information in this document in the event the 
information presented in this Guidebook conflicts with the information in the plan 
documents.  This Guidebook does not guarantee any specific level of benefits or 
continuation of any specific benefits. 
 

THE COMPANY’S RIGHT TO CHANGE THE GUIDEBOOK 
 
This Guidebook supersedes all prior Guidebooks, if any, distributed to Company 
employees.  The Company may, without having to consult with any employee and 
without receiving any employee’s agreement, change, suspend, or discontinue 
any or all Guidebook policies, benefits, or procedures (except the Company’s at-
will policy) as well as any other policies maintained by the Company, which are 
not contained in this Guidebook.  Revised Guidebooks and policies may be 
issued from time to time.  Final decisions as to the meaning and application of 
the policies rest entirely with the Company.  
 

AT-WILL POLICY 
 
Each employee at the Company is employed “at-will,” which means either the 
Company or the employee may terminate the employment relationship at any 
time, for any or no reason, with or without advance notice.  No individual or 
representative of the Company can change this at-will relationship.  

 
COMPLIANCE WITH APPLICABLE LAW 

 
In all circumstances, the Company will comply with applicable laws within each 
jurisdiction in which it does business.  To the extent any provision of this 
Guidebook conflicts with any applicable state or federal law, the Company will 
follow and comply with the applicable law and not this Guidebook. 
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I. Introduction 
 

A. About Drink Company 

 
Drink Company was founded by Derek Brown and Angie Fetherston in 2010 with the mission of 
improving the way people drink.  Since then we have opened four award-winning bars – 
Columbia Room, Mockingbird Hill, Southern Efficiency and Eat  the Rich (currently known as 
PUB) – and participated in numerous events and partnerships that have advanced our cause, 
including making the Rickey the official cocktail of Washington, DC and working wit h the National 
Archives Foundation to present the History of the Cocktail series alongside their Spirited 
Republic exhibit.  According to co-founder Derek Brown for Imbibe Magazine ’s “Drinks are a 
conversation with the world – they’re about history, nature and people – and all of the things in a 
cocktail harken back to who we are”.  That idea is imbedded in our philosophy.  Drinks are 
ultimately about the drinker themselves; the producer who made the spirits, wine and beer; and 
the person who serves them.  Since our founding, we have added Paul Taylor, Johnny Spero and 
JP Fetherston as managing partners to complete our team. 

B. Our Mission 

Hospitality 

We create unique spaces that highlight our vision, offering the highest level of service and 
hospitality. 

Knowledge 

We empower our staff and guests with knowledge by telling the stories of the provenance, 
people and places behind authentic culinary products and experiences.  

Craftsmanship 

We create great drinks and food using both traditional and modern techniques, ushering in a new 
generation of authentic culinary product and experiences. 
 
C. The Guidebook 

The information contained in this Employee Guidebook is presented for all employees of the Company. 
We want you to know about our standards and our rules of conduct, and provide you with some basic 
facts about your employee benefits. Should our policies, procedures or benefits change, replacement 
pages or other information will be distributed so that you will be able to keep this information up to date. 
We have tried to make references to personnel to include both the masculine and feminine gender. 
However, if on occasion only one gender is referred to, it by no means implies or infers that it is not 
equally applicable to employees of the other gender. 

No statement, policy, or practice contained in this Employee Guidebook is intended as a contractual 
commitment or obligation to any individual employee or group of employees. With the exception of the 
company's at-will employment, the Principals reserve the right to alter, reduce, suspend or eliminate, with 
or without notice, any pay practice, policy or benefit and to take actions which may contradict these 
policies or practices.  

This Guidebook represents an outline or synopsis of the benefit programs provided by the Company. Our 
benefit plans are defined in legal documents such as insurance contracts, official plan texts and 
agreements. This means that if a question ever arises about the nature and extent of plan benefits or if 



 

 

there is conflicting language, the formal language of the plan documents govern, not the informal wording 
of this Guidebook. Plan documents are available for your inspection in the manager’s office. You may 
contact any manager regarding this additional information. 

In the event that any policy, practice or procedure outlined in this Employee Guidebook is declared invalid 
by a court of law, federal, state, or local regulation, the policy, practice or procedure will be deleted and 
the remaining portions the document will remain in full force and effect. 

Employees, in consideration of their employment, agree to be bound by the rules and regulations of the 
Company, and understand that their employment and compensation can be terminated with or without 
cause, and with or without notice, at any time, at the option of either the Employee or the Company. No 
Principal or management representative has the authority to enter into any agreement for employment for 
any specific period of time, or to make any agreement contrary to the foregoing. 

D. At Will Employment 

The employer's decision to hire an employee does not represent a commitment to employ that person for 
any definite period of time. The employee may quit at any time and for any reason, and the employer may 
terminate the employee at any time, with or without notice, and for any reason except for those reasons 
specifically forbidden by state and federal law. 

E. Confidentiality and Conflict of Interest                                                  INITIALS ____________ 

We are working in a very competitive environment and, as a member of our team; you must understand 
the importance of the confidential nature of the employee, management and client relationship. Company 
information, including training, must not be discussed outside of the Company. Our ability to keep our 
successes and failures out of public discussion has a great impact on our reputation and success. 

During your employment, you must not undertake any activity or have any interest (i.e.  Memberships, 
directorships, shares or contract) with any person or in any organization, which may constitute a conflict 
of interest with Drink Company.  This includes but is not limited to working for competitor bars, brand 
representation and consulting on outside programs.  Any work undertaken with other organizations must 
be approved to ensure it does not interfere or create a conflict with your employment at Drink Company. 

II. Employment 

A. Employment Classifications 

In an effort to aid employees in their understanding of their employment status and benefit eligibility, we 
have established certain guidelines. Each employee is designated by the Company as either "nonexempt" 
or "exempt" for federal and state wage and hour laws. And, each employee is designated as regular full 
time or regular part time. 

Exempt employees.  Those that are excluded from specific provisions of federal and state wage and hour 
laws.  

Nonexempt employees.  Those that are entitled to overtime pay under the specific provisions of federal 
and state laws. 

Regular full time employees.  Those who are not in a temporary status and who are regularly scheduled 
to work a full time schedule, which is currently 30 hours per week. Generally, these employees are 
eligible for the benefit package, subject to the terms, conditions and limitations of each benefit program. 

Variable hour employees.  Those who are regularly scheduled to work less than the full time work 
schedule.  



 

 

B. Applications and Reference Checks 

We rely upon the accuracy of information contained in the employment application, as well as the 
accuracy of other data presented throughout the hiring process and employment. Any 
misrepresentations, falsifications, or material omissions in any of this information or data may result in our 
exclusion of the individual from further consideration for employment or, if the person has been hired, 
termination of employment. 

C. Performance Evaluations 

Employees will be reviewed after 60 days of employment. Your ability to meet the operating and 
performance standards of the Company will be determined. You also have the opportunity to assess your 
job satisfaction. However, the designation of this time frame does not alter the at-will nature of your 
employment or otherwise constitute an obligation of the part of the Company to retain you until the end of 
the period specified, or for any other length of time. 

The review will be based on these key performance indicators:  timeliness, cleanliness, attitude, skills, 
education, customer interaction and overall assessment. If you are rated unsatisfactory in any category or 
if your supervisor feels it is necessary, a performance development plan will be set in place for the 
employee. 

D. Personnel Files 

We maintain a personnel file for each employee. Employees may review or obtain a copy of their 
personnel file by submitting a written request to their immediate supervisor. An employee may review his 
or her original personnel file in the presence of their immediate supervisor. 

Any employee who believes that any information in his or her personnel file is not correct may request a 
correction. If the Company does not agree with an employee's requested correction, the employee may 
submit a written correction explaining his or her position on the matter. This statement will become a part 
of the employee's personnel file. 

E. Open Door Policy 

We have an open door policy that encourages employees who have job-related concerns to discuss them 
with management.  The Company believes that most employee concerns are best addressed through this 
type of informal and open communication. 

When an employment problem arises, there should be an immediate discussion of the matter between 
the employee and his/her immediate supervisor, who will investigate the facts and circumstances and 
provide his/her response. If an employee is not satisfied with the answer, he or she may bring the matter 
to any other member of management.  Although the Company cannot guarantee that in each instance the 
employee will be satisfied with the result, managers will attempt in each instance to explain to the 
employee the Company’s response to their concern or complaint.   Nothing in this procedure limits the 
Company’s right to change any policy, benefit, practice or procedure.  

III. Work Scheduling 

A. Work Schedule  

Work schedules will be sent out monthly or bi-weekly, depending on the bar.  If it is necessary to alter 
your schedule due to Company needs or a change in another staff’s schedule, your cooperation in these 
changes is appreciated. If you need to alter your schedule, make arrangements with another employee to 
cover your shift. Both parties must have prior approval by the manager 24 hours prior to shift. 



 

 

Schedule changes due to emergencies, doctor’s appointments, etc. will be approved on a case by case 
basis by the supervisor. 

Changes and shift trades between employees though not recommended are possible. Overtime should 
not be incurred. 

B. Timekeeping  

We work on a daily schedule and it is imperative that each member of the team arrives at work, in uniform 
and ready to work by their scheduled time. Tardiness puts an unnecessary strain on fellow employees 
and slows the daily process.  

You are responsible for clocking yourself in and out of every shift. The appropriate times to do so are: 

 When you are in uniform ready to work on the floor, at the start of your shift 

 Immediately after completing your shift 

 Do not punch in someone else for their shift, both parties could lose their job. 

 Employees are never to attempt in any way to falsify the recording of time. 

C. Keeping Records Current 

Employees should notify their supervisor under the following circumstances: 
 

 An employee’s change of address and/or telephone number   

 An employee’s legal change of name 

 An employee’s wish to change his or her income tax exemptions  

 An employee’s wish to change the beneficiary under an employee benefits plan 

 An employee’s change in educational status  

 An employee’s change in marital status 

 An employee’s addition or deletion of a dependent 

 An employee’s change in emergency contact information 
 
Additionally, an employee should notify his or her direct manager of any changes to contact information. 
 

IV. Compensation and Benefits 

The following sections include a general description of the benefits currently offered to some or 
all employees of the Company.  For a more complete description of these benefits and eligibility 
requirements, please refer to the Summary Plan Description of each benefit plan offered.  The 
highlights of benefits contained in this Guidebook are not intended to take the place of the more 
detailed Benefit Plan Descriptions.  Descriptions in the plan documents will override the 
information in this Guidebook in the event the information presented is in conflict. Please note 
that the Company may change, suspend or discontinue any or all such benefits at any time with or 
without notice. 

A. Pay Policy and Tip Pooling 

1. Payroll and Direct Deposit 

We use an outside payroll service. We encourage all employees to enroll in direct deposit.  If you do not 
have direct deposit, you will have a check available every other Friday.   



 

 

You will be paid biweekly for a total of 26 pay periods per year. Tipped employees will receive the 
adjusted minimum wage set by the state for service employees. Tipped employees will receive their 
gratuities through their paycheck.  

2. Tip Pooling 

The service staff participates in a ‘pooled’ tip system. This will be based on hours worked within a 
particular shift and your position. A ledger of your tips will be available for your review every payroll 
period.   

Cash gratuities are pooled and divided amongst the members working that shift and included in 
paychecks. 

B. Deductions from Wages 

The Company has an obligation to withhold certain amounts from an employee’s paycheck for federal 
and state income taxes, social security and as otherwise required by law.  Additionally, employees may 
request or authorize the Company to withhold amounts for such things as employee contributions to 
Company-sponsored benefits.  While other circumstances may arise in the course of an employee’s 
employment that require the Company to withhold or deduct from take-home pay (such as inadvertent 
overpayment of wages and unpaid disciplinary suspensions), the Company is committed to abiding by the 
requirements of the federal Fair Labor Standards Act and other applicable laws.  The Company explicitly 
prohibits any and all improper deductions from employees’ paychecks.   

If an employee believes that his/her wages have been subject to improper deductions, he or she should 
contact his or her supervisor immediately.  The Company will conduct an investigation into the challenged 
deductions and, if the deductions were indeed improper, the Company will reimburse the employee in full 
and take steps to prevent similar deductions from occurring in the future. 

C. Overtime 

There may be times when you will need to work overtime so that we may successfully meet the needs of 
our guests.  Although we will try to give employees advance notice, this will not always be possible.  All 
overtime must be approved in advance by your supervisor. 

Hourly employees will be paid a rate of time and one half their regular hourly rates for hours worked over 
40 in a week.  

Only actual hours worked count towards computing weekly overtime. 

It is condition of employment that all employees will cooperate with their managers when asked to work 
extra hours.  Managers will attempt to consider individual circumstances (on a case by case basis) that 
may prevent an employee from working extra hours that are assigned to him/her. 

D. Paid Time Off (PTO) for Salaried and Non-tipped employees 

1. Non-tipped employees must work more than 35 hours per week to be eligible for the following 
benefits. Those non-tipped employees that work more than 35 hours per week will receive PTO (vacation 
and/or sick time) based on their current wage and average hours worked per week during the prior 52 
weeks. 

2. All non-tipped employees will accrue PTO at the following intervals: 

 During year 1, employees earn 10 days of PTO at a rate of .83 days per month available for use 
after 90 days of employment.  



 

 

 Years 2 and beyond, employees earn 15 days of PTO at a rate of 1.25 days per month.  

3. Some or all of an employee's PTO may have to be taken during designated weeks. Requests for 
vacation time should be submitted to the supervisor in writing 4 weeks in advance.  

4. Unused time may be carried from one year to the next. Eligible employees will be paid for any 
earned but unused PTO upon termination. 

E. Medical Benefits 

Medical Benefits are available to all full time employees after the 90 day probationary period. The 
Company will contribute 50% towards a single plan monthly premium.  If multiple plan options are offered, 
these contributions are based on the lowest cost plan. 

Should your employment end you have the option of keeping your insurance through COBRA. 

F. Section 125 Plan (Cafeteria Plan) 

Section 125 Plans allow employees to pay for health coverage on a pre-tax basis.  Premiums paid with 
pre-tax dollars are not subject to state and federal income taxes or federal FICA withholding taxes. This 
gives both the employer and employees real tax savings. Both will have lower payroll-related taxes.  

G. Dining Discount 

1. After 30 days of employment, employees are welcome to patron Drink Company bars during their 
off hours and receive a 50% discount on up to 4 guests.  The responsible consumption of 
alcoholic beverages is expected. Gratuities should be based on the full value of the meal, before 
the employee discount. 

2. If you decide to move on, the dining discount will no longer be available once your notice has 
been given. 

3. In addition, we offer a 25% investor discount (no guest limit) and a 15% industry discount (except 
happy hour items) given at the discretion of the employee 

H. Shift Drinks 

Employees are not allowed shift drinks.  A wine, spirit or cocktail can be poured at the end of the night for 
all employees to try for tasting/educational purposes at the discretion of the shift manager.  

I. Study Support 

Employees can apply for study support towards any class, seminar or test relevant to their position after 
their 60-day evaluation period.  Support will be disbursed based on our budget and will likely provide 
partial coverage towards the approved class, seminar or test fee. 

V. Work Place Policies 

A. Operations 

1. Point of Sale Protocol:  The Company uses Breadcrumb POS.  All staff will be issued individual 
4 digit login pins to be used to clock in and out and to use for service.  DO NOT 
UPDATE/INSTALL ANY SOFTWARE ON THE POS IPADS WITHOUT A MANAGER’S 
APPROVAL. 



 

 

2. Line Up:  A daily line up will be held before every evening shirt, 30 minutes prior to opening.  The 
following will be reviewed by a manager: 

 Current Topics:  service points, special parties, future events 

 Beverage Education:  including changes or highlighted items 

 Food Education: (if applicable) including changes or highlighted items 

 Employee questions or concerns 
 
3. Family Meal: will be provided after line up each day.  Shift meals are not provided, but may be 

available with your employee discount. 

4. Guest Comps: We will not offer to comp friends and special guest’s drinks.  We will only comp 
items that we send out and managers will make that decision based on availability.  Exceptions at 
manager’s discretion.  

5. Testing:  Bartenders and servers will be subject to regular testing appropriate to their job. Failure 
to pass may lead to disciplinary actions, up to and including termination of employment. 

6. Training and development – study support:  We believe training and development of our staff 
is essential to achieving our goals and will provide ongoing training for our staff. You are invited to 
discuss your training needs during your review or with your immediate manager at any time. Your 
manager is responsible for approving all training or courses of study. 

If you wish to pursue a course of study relevant to the needs of the operation and your role within 

it, please discuss this with your manager. If it is seen to be beneficial to the operation then study 

support may be given. All study must be conducted in your own time. If Drink Company financially 

contributes to your course of study, and you leave within 6 months of completing the course, you 

will be required to reimburse the company for any fees contributed. If Drink Company financially 

contributes to you taking a work related examination you are expected to pass the exam.  

 
7. Cutting off Guests/Ejecting unwanted guests:  Cutting off guests is at the discretion of the 

bartender or server. Guests that have been cut off are to be given water.  Two employees 
should always be present when asking guests to leave are not to touch the guest in any 
way and should maintain a comfortable distance. If any violence or verbal threats are issued, 
they should call the police. This must be documented in the nightly log.  

 Guests who actively attempt to or succeed in damaging/destroying any bar decorations will 
be asked to leave immediately 

 Evidence of drinking in line in violation of DC law will be asked to leave immediately 

 Guests who are falling asleep, vomiting or being inadvertently disruptive (loud voices, 
violating personal space, etc.) will be asked to leave immediately 

 Guests who are belligerent or not following instructions once cut off will be asked to leave 

 Guests who order beverages that are unusually high in alcohol content, or who order 
beverages in rapid succession should be monitored closely. 

 
8. Lost & Found:  Items will be kept behind the bar for the remainder of the shift during which they 

were left. At the end of the shift, the closing manager will place the items in the lost and found 
box, where they will be kept for one week before being donated. Electronic devices, such as cell 
phones, computers, I-pods, etc. are to be given to the MOD to take to the office at the end of the 
shift.  



 

 

9. Mis-orders, wrong plates or drinks and long waits:  Any mis-orders, wrong plates or drinks 
will be taken off the bill. In egregious cases or when it incurs a significant wait (more than 20 min) 
time, we will automatically comp the item. 

10. Loss Prevention:   

All checks must be updated immediately after an order.  
All drops will be blind and all drawers are counted in. 
Bartenders and servers will not hold cash on them.  
All checks must be closed, or use a card to hold them.  
All payment received will go to the cash drawer. 
All tips received will go to the tip jar.  

 
 

11. Theft Prevention Policy:  Unfortunately, we do anticipate some incidents of glassware/mug 
theft.  The following steps should help minimize this, but remember to maintain a hospitable 
attitude even when dealing with possible theft. 

 

 Clear empty/used glassware off the bar as frequently as possible.  This not only improves 
the appearance of the bar but also results in fewer stolen items. 

 When serving shots, aim to collect the used glasses as soon as the guests have finished 

 Remind the bar back to be frequently making trips out to the floor to collect used 
glassware.  
 

12. Lost Credit Cards:  All open checks at the end of the night will be charged 20% towards tip, 
closed out and dropped with the cash drop for the evening. Left cards should also be mentioned 
in the closing report.   All left credit cards should be marked with date left and must be destroyed 
after 1 week without guest follow up. 

13. Expenses:   

•Items less than $50:  If you make a purchase under $50 (cumulatively in one day), you do not 

need supervisor approval prior to the purchase. On each receipt you must write your name, the 

category of the item purchased (e.g. liquor, food, equipment, etc.), the amount spent, and provide 

your signature.  This should be reimbursed to you as a Paid Out from the drawer.   

 

•Items more than $50 dollars:  If you make a purchase over $50 (cumulatively in one day), you 

need approval from your supervisor prior to the purchase. On each receipt you must write your 

name, the category of the item purchased (e.g. liquor, food, equipment, etc.), the amount spent, 

and provide your signature. You must submit receipts to the office within 30-days of a purchase. 
 
B. Attendance 

1. General Policy  

Absence from work or being late may affect an employee’s performance and income, and it may 
negatively affect service to the Company’s guests.  The Company’s ability to operate efficiently and to 
provide exemplary service to our customers depends upon an employee’s regular attendance and 
punctuality, which are necessary and required.  Therefore, the Company cannot tolerate excessive 
absence or tardiness.  Attendance for scheduled work and punctuality are necessary and required.   

If an employee is going to be late for work or absent, the employee must notify his or her manager as 
soon as possible but no later than 60 minutes before the start of the workday.  After two (2) consecutive 
working days of absence, employees may be required to submit a doctor’s note to their manager.  If an 



 

 

employee is absent without notifying the Company, it is assumed that the employee has voluntarily 
abandoned his or her position with the Company, and the employee will be removed from the payroll.  
Absences due to an approved leave of absence or due to an emergency, where the employee was 
unable to notify the Company, will be exempt from this policy.   

2. Storm Day Policy 

 Storm days will be determined by the owners. All employees are responsible for scheduled shifts 
unless a manager determines a closing or partial closing. A partial closing may include operation 
with a limited staff so all employees scheduled should communicate with a manager prior to their 
scheduled shift.  

 The local media is an excellent way to be informed of impending poor weather conditions. The 
local media will not determine closings. 

3. Meetings 

 There will be mandatory daily (line up) meetings.  

 Failure to attend may result in disciplinary actions. 

 
C. Personal Appearance 

1. The impression we create by our personal appearance, including our attire, is a powerful visual 
language that communicates more about us at one glance than can be said in many words. 

2. Good hygiene and grooming require the attention of all employees. Daily showers and the use of 
deodorant are minimum requirements. Care must also be taken to ensure that fingernails are 
clean, shoes are shined, and breath is fresh. During business hours, employees are expected to 
present a neat and professional appearance and to dress according to the requirements of their 
positions. Perfumes and colognes are not allowed as they interfere with the guest’s enjoyment of 
our food and drinks. 

3. Employees must wear: 

-comfortable closed-toe, non-slip shoes (athletic shoes are fine) 
-slacks, jeans, skirt, long shorts 
-shirts with sleeves or tank tops; exposed underarm hair is not permitted 
-clean and tidy attire 
-long hair must be kept away from face with ponytail holder, clips, or headband 

 
IT IS MANDATORY TO PREVENT THE SPREAD OF DISEASE 

THAT HANDS BE WASHED WITH SOAP AND WATER 
AFTER USING THE BATHROOM OR EATING FOOD. 

 
D. Use of Company Facilities 

Please do not congregate or wait for other employees on premise while they are finishing their shift. 
Employees patronizing the bars should conduct themselves professionally at all times. Attire should be 
proper and keeping with the spirit of the Company.  

E. Cell Phones, Personal Use of Telephones, Computers and Printers 

Employees will not use any equipment without prior authorization from a manager or supervisor. Any 
authorization will be on a case-by-case basis and will be necessary for each occasion. 



 

 

Under no normal conditions should cell phones be used on the floor.  Urgent/emergency exceptions are 
allowed provided the manager on duty is notified. 

Any employee witnessed using a cell phone while clocked in for a shift will have, at a minimum, the phone 
removed from their person for the remainder of their shift and may be subject to further discipline, up to 
and including termination. 

F. No Smoking 

 Smoking is not permitted anywhere, including all common work areas, hallways, restrooms, and 
all other enclosed areas in the workplace. This mandatory policy applies to all employees, clients, 
consultants, contractors and visitors. Smoking and second hand smoke has been proven to be 
detrimental to your and others’ health. We highly encourage you to stop smoking.  

 Employees are not allowed to smoke within 20 feet of the front door of the bars.    

 Smoking may be permitted when clocked out and on a break after receiving approval of the floor 
manager. Upon returning to the Company you must wash hands thoroughly, brush your teeth, 
and take a mint; make sure the smell of smoke is not lingering on your clothes and skin. 

 Any employee who violates this policy will be subject to disciplinary action up to and including 
termination. 

G. Employee Areas 

 Employee locker areas are to be maintained by all staff.  Please take all personal belongings 
home with you at the end of your shift. The Company will not be liable for any lost or stolen items. 

 We provide lockers for employees to store their belongings during their shifts. However, 
employees should have no expectation of privacy in the lockers and should be aware that lockers 
are subject to search by management. 

H. Workplace Solicitation 

No solicitation of any kind will be permitted in work areas where the employee soliciting or the employee 
being solicited should be performing their assigned work tasks. 

No distribution of any kind, including circulars or other printed materials is permitted in any work areas at 
any time. 

Please also note that non-employees are not allowed to enter Company property to solicit or distribute 
any materials or literature at any time. 

VI. Leaves of Absence and Other Time Off From Work 

A. Federal Family and Medical Leave 

District of Columbia Family and Medical Leave Act 
The District of Columbia (“DC”) maintains a Family and Medical Leave Act that provides slightly different 
leave entitlements to employees working in that district.  More specifically, pursuant to the DC Family and 
Medical Leave Act (“DCFMLA”), DC employees who have worked at least 1000 hours in the preceding 
12-month period are entitled to a total of 16 weeks unpaid leave in a 24 month period for the following 
purposes: 

 For the birth of a child and to take care of the newborn child. 



 

 

 For the placement with the employee of a child for adoption, foster care or permanent parental 
duties. 

 To care for an immediate family member (relative by blood, marriage or legal custody; child living 
with the employee; or person in a committed relationship with the employee who has shared a mutual 
residence with the employee within the last year) with a “serious health condition”  

 The employee’s own “serious health condition” 
 
Military Leave Entitlement 
 
Qualifying Exigency Leave   
 
Eligible employees with a spouse, son, daughter, or parent who are members of the Armed Forces or  in 
the National Guard or Reserves on “covered active duty” in a foreign country or on call to “covered active 
duty” in a foreign country may use their 12-week leave entitlement to address certain qualifying 
exigencies.  “Covered Active Duty” means:  (a) in the case of a member of a regular component of the 
Armed Forces (i.e., not reserve or guard), duty during the deployment of the member with the Armed 
Forces to a foreign country; and (b) in the case of a member of a reserve component of the Armed 
Forces, duty during the deployment of the member with the Armed Forces to a foreign country under a 
call or order to active duty under a provision of law referred to in section 101(a)(13)(B) of title 10, United 
States Code. 
 
“Qualifying exigency leave” is generally available to an eligible employee for the following types of 
activities when such activities are necessitated by the active military duty or call to duty of the employee’s 
spouse, son, daughter or parent:   
 

 Handling issues related to short-notice deployment, provided however that the leave must occur 
within seven calendar days of the date on which the military member is notified of the impending call or 
order to active duty;  

 Attending certain military events and related activities, such as official ceremonies or family 
support or assistance programs offered by the military, military services agencies or the Red Cross;  

 Making childcare arrangements, providing non-routine, urgent childcare, and enrolling in school 
or daycare or attending school meetings;  

 Making financial and legal arrangements, such as executing powers of attorney for the military 
member’s affairs, obtaining military identification cards, or acting as the representative for the military 
member in relation to service benefits before a government agency;  

 Attending counseling that is necessitated by or otherwise arises from the active duty or call to 
active duty;  

 Spending time with the military member who is on short-term, temporary, rest and recuperation 
leave during deployment, provided however that only 5 days of leave may be taken for this purpose 
during each instance of rest and recuperation leave; and  

 Attending to post-deployment issues and activities, such as official ceremonies which occur within 
90 days of the termination of the military member’s active duty status, or issues arising from the death of 
the military member.   
 
The above list is intended as an example of the types of activities that may qualify.  If you have any 
questions about whether a certain activity may qualify, please contact an owner.  
 
Military Caregiver Leave 
 
FMLA also includes a special leave entitlement that permits eligible employees to take up to 26 weeks of 
leave to care for a “covered service member” during a single 12-month period (“military caregiver leave”).  
Military caregiver leave can be taken by a son, daughter, parent, spouse or “next of kin” of a covered 
service member.  “Next of kin” is the nearest blood relative, other than the covered service member’s 
spouse, parent or child, as prioritized by FMLA.  A “covered service member” is:  (i) a current member of 
the Armed Forces, including a member of the National Guard or Reserves, who has a serious injury or 



 

 

illness incurred in the line of duty on active duty (or an injury or illness that was incurred by the covered 
service member before the member’s active duty and was aggravated by service in the line of duty while 
on active duty) that may render the service member medically unfit to perform his or her duties for which 
the service member is undergoing medical treatment, recuperation, or therapy; or is in outpatient status; 
or is on the temporary disability retired list; or (ii) a veteran of the Armed Forces, including a veteran of the 
National guard or Reserves, who is undergoing medical treatment, recuperation, or therapy for a serious 
injury or illness and who was an active member at any time during the five-year period preceding the date 
on which the veteran undergoes medical treatment, recuperation or therapy and who is recovering from a 
serious illness or injury sustained in the line of duty during active military duty or who incurred an injury or 
illness prior to active duty that was aggravated by service in the line of duty.  For purposes of military 
caregiver leave only, the single 12-month period is measured forward from the date an employee’s leave 
to care for the covered service member begins.  Leave to care for a covered service member, when 
combined with other FMLA-qualifying leave, may not exceed a total of 26 weeks in a single 12-month 
period.   
 
Calculation of 12-Month Period 

For the purposes of calculating the 12-month window period referred to above (excluding military 
caregiver leave), the Company will measure the 12-month period backward from the date of an 
employee’s request for FMLA leave.  Each time an employee takes FMLA leave, the Company will 
determine the total amount of FMLA leave used by the employee during the preceding 12 months, and 
the remaining time available to the employee will be the balance of 12 weeks which has not been used.  
For example, an employee takes a 2-week FMLA leave between January 1 and January 15 of Year 1, 
and a 10-week FMLA leave between October 22 and December 31 of that same year.  On January 1 of 
Year 2, the employee is entitled to one day of FMLA leave since measuring backward to the previous 
January 1 would show that he or she has exhausted 11 weeks and 4 days of FMLA leave for the 
12-month period.  On January 2 of Year 2, the employee would be entitled to another day and so on 
through January 15 of Year 2.  On October 22 through December 31 of Year 2, the employee would be 
eligible for another 10 weeks of FMLA leave. 

Leave for the birth of a child or placement of a child for adoption or foster care must conclude within 12 
months of the birth or placement. 

Any leave taken by an eligible employee for any of the reasons covered by this policy will be considered 
FMLA leave and will be designated as such by the Company even if the employee does not identify 
specifically the time off as FMLA leave. 

Intermittent or Reduced Leaves 

FMLA leave may be taken intermittently or on a reduced schedule basis whenever medically necessary to 
care for a family member with a serious health condition or because the employee is unable to work due 
to a serious health condition.  Leave due to a military “qualifying exigency” also may be taken on an 
intermittent basis.  Generally, FMLA leave will be counted in increments of one hour.  If any employee is 
out of work for an hour or more on FMLA eligible leave, he or she should discuss this fact with their 
supervisor.  In order to calculate accurate records for these days, we will ask any employee who will be or 
is absent from work whether the employee is absent due to an FMLA-qualified reason and thus 
requesting FMLA leave. 

Employees needing intermittent or reduced schedule FMLA leave must make reasonable efforts to 
schedule their leave so as not to unduly disrupt the Company’s operations.  In addition, the Company 
may assign an employee to an alternative position with equivalent pay and benefits that better 
accommodates the employee’s intermittent or reduced leave schedule.   

Substitution of Paid Leave Time 



 

 

The Company will designate if an employee’s use of paid leave counts as FMLA leave based on 
information from the employee. 

Employees may choose and the Company may require employees to use accrued paid leave (e.g., paid 
vacation or sick time) to cover some or all of the FMLA leave.  If the employee’s serious health condition 
is due to a work related injury, workers’ compensation leave also will be designated as FMLA leave.  In 
order to use paid leave for FMLA leave, employees must comply with the employer’s normal paid leave 
policies. 

Definition of Serious Health Condition and Health Care Provider 

A “serious health condition” is an illness, injury, impairment or physical or mental condition that involves 
either an overnight stay in a medical care facility, or continuing treatment by a health care provider for a 
condition that either prevents the employee from performing the functions of the employee’s job, or 
prevents the qualified family member from participating in school or other daily activities.   

Subject to certain conditions, the continuing treatment requirement may be met by:   

 a period of incapacity of more than three (3) consecutive, full calendar days, and any subsequent 
treatment or period of incapacity relating to the same condition, that also involves:  (i) treatment two or 
more times, within 30 days of the first day of incapacity, unless extenuating circumstances exist, by a 
health care provider, by a nurse under direct supervision of a health care provider, or by a provider of 
health care services (e.g., physical therapist) under orders of, or on referral by, a health care provider; or 
(2) treatment by a health-care provider on at least one occasion, which results in a regimen of continuing 
treatment under the supervision of the health care provider; provided, however, that the first (or only) in-
person treatment visit must take place within seven days of the first day of incapacity,  

 incapacity due to pregnancy, or  

 incapacity due to a chronic condition;   

 incapacity or treatment for such incapacity due to a chronic serious health condition which:  (1) 
requires “periodic visits,” i.e., two or more visits a year to a health care provider for treatment by a health 
care provider or by a nurse or physician’s assistant under the direct supervision of a health care provider; 
(2) continues over an extended period of time (including recurring episodes of single underlying 
condition); and (3) may cause episodic rather than a continuing period of incapacity (e.g., asthma, 
diabetes, epilepsy, etc.); 

 incapacity which is permanent or long-term due to a condition for which treatment may not be 
effective (examples include Alzheimer’s, severe stroke, or the terminal stages of a disease); or 

 any period of absence to receive multiple treatments (including any period of recovery therefrom) 
by a health care provider or a provider of health care services under orders of, or on referral by, a health 
care provider, either for restorative surgery after an accident or other injury, or for a condition that would 
likely result in a period of incapacity of more than three (3) consecutive calendar days in the absence of 
medical intervention or treatment, such as cancer (chemotherapy, radiation, etc.) or kidney disease 
(dialysis). 

“Incapacity” means inability to work, attend school or perform other daily activities due to the serious 
health condition, treatment of, or recovery from.  “Treatment” includes examinations to determine if a 
serious health condition exists and evaluations of the condition.  Treatment does not include routine 
physical exams, or eye or dental exams. 

A “regimen of continuing treatment” includes, for example, a course of prescription (e.g. an antibiotic) or 
therapy requiring special equipment to resolve or alleviate the health condition.  A regimen of continuing 
treatment that includes the taking of over-the-counter medications such as aspirin, antihistamines, or 
salves; or bed-rest, drinking fluids, exercise, and other similar activities that can be initiated without a visit 
to a health care provider, is not, by itself, sufficient to constitute a regimen of continuing treatment for 
purposes of FMLA leave. 

“Health care provider” means: 



 

 

 Doctors of medicine or osteopathy authorized to practice medicine or surgery by the state in 
which the doctor practices; 

 Podiatrists, dentists, clinical psychologists, optometrists and chiropractors (limited to manual 
manipulation of the spine to correct a sublimation as demonstrated by X-ray to exist) authorized to 
practice, and performing within the scope of their practices, as defined under state law; 

 Nurse practitioners, nurse midwives, and clinical social workers authorized to practice, and 
performing within the scope of their practices, as defined under state law; 

 Christian Science practitioners listed with the First Church of Christ, Scientist in Boston, 
Massachusetts; 

 Any health care provider from whom the Company or the Company’s group health plan’s benefits 
manager will accept certification of the existence of a serious health condition to substantiate a claim for 
health benefits; or 

 A health care provider who practices in a country other than the U.S., who is authorized to 
practice in accordance with the law of that country, and who is performing within the scope of his or her 
practice as defined under such law. 

Health and Other Benefits: 

The Company will maintain group health insurance coverage for an employee on FMLA leave whenever 
the employee received such insurance before the leave was taken on the same terms as if the employee 
had continued to work.  If applicable, arrangements will need to be made for employees to pay their share 
of health insurance premiums while on leave.  If an employee fails to pay his or her portion of health 
premiums while on leave for more than 30 days after the payment due date, the Company may cancel the 
insurance coverage during the remainder of the leave. 

In some instances, the employer may recover premiums it paid to maintain health coverage for an 
employee who fails to return to work from FMLA leave. 

Job Restoration: 

Upon return from FMLA leave, most employees will be restored to his or her original job, or to an 
equivalent job with equivalent pay, benefits, and other employment terms and conditions.  In addition, an 
employee’s use of FMLA leave cannot result in the loss of any employment benefit that the employee 
earned or was entitled to before using FMLA leave. 

Notwithstanding the above, an employee who has taken FMLA leave has no greater right to 
reinstatement or to other benefits and/or terms or conditions of employment than if the employee had 
been employed continuously during the FMLA leave period.  For example, an employee will not be 
restored to the job if the employee was hired for a specific term or project which has expired and the 
Company otherwise would not have continued to employ the employee. 

Key Employee Exception to Job Restoration: 

Under specified and limited circumstances where restoration to employment will cause substantial and 
grievous economic injury to its operations, the Company may deny reinstatement to certain highly paid 
employees after using FMLA leave during which health coverage was maintained.  In order to do so, the 
Company must: 

 Notify the employee of his or her status as a “key” employee in response to the employee’s notice 
of intent to take FMLA leave; 

 Notify the employee as soon as the Company decides it will deny job restoration and explain the 
reasons for this decision; 



 

 

 Offer the employee a reasonable opportunity to return to work from FMLA leave after giving this 
notice; 

 Make a final determination as to whether reinstatement will be denied at the end of the leave 
period if the employee then requests restoration once again. 

A “key” employee is a salaried eligible employee who is among the highest paid 10% of employees within 
75 miles of the employee’s worksite. 

Employee’s Responsibilities:  Advance Notice, Medical Certification and Fitness-to-Return 
Certification: 

Employee seeking to use FMLA leave must request FMLA leave in writing using the Company’s 
appropriate leave request forms to their supervisor. When it is foreseeable, employees must provide 30 
days advance notice of taking FMLA leave.  When leave is not foreseeable, such as during a medical 
emergency, notice must be given as soon as practicable and generally must comply with the Company’s 
normal call-in procedures. 

Employees must provide sufficient information for the employer to determine if the leave may qualify for 
FMLA protection and the anticipated timing and duration of the leave.  Sufficient information may include 
that the employee is unable to perform job functions, the family member is unable to perform daily 
activities, the need for hospitalization or continuing treatment by a health care provider, or circumstances 
supporting the need for military family leave.  Employees also must inform the employer if the requested 
leave is for a reason for which FMLA leave was previously taken or certified.  When a leave is needed 
due to a serious health condition affecting the employee or the employee’s spouse, child, or parent, the 
employee must submit a medical certification form supporting the need for the leave.  In certain 
circumstances, second or third medical opinions and periodic recertification’s (at the Company’s expense) 
may be required as well as periodic reports during the FMLA leave regarding the employee’s status and 
intent to return to work. 

Employees returning from a continuous medical leave for their own illness may be required to provide a 
fitness-to-return to work certificate from their medical care provider prior to or on their first day back to 
work, and employees on intermittent leave may be required to provide a fitness-to-return to work 
certificate every 30 days if some intermittent leave has been used during that period and reasonable 
safety concerns exist. 

Other Provisions: 

Salaried executive, administrative and professional employees of covered employers who meet the Fair 
Labor Standards Act (FLSA) criteria for exemption from minimum wage and overtime do not lose their 
FLSA-exempt status by using any unpaid FMLA leave.  This special exception to the “salary basis” 
requirements for FLSA’s exemption extends only to “eligible” employees’ use of leave required by FMLA. 

The FMLA protects employees from the unlawful interference with, restraint or denial of the exercise of 
any right provided by the FMLA.  The Act also protects against unlawful discharge or discrimination 
against any person for opposing any practice or because of involvement in any proceeding related to the 
FMLA. 
The FMLA does not affect any other federal or state law which prohibits discrimination nor does it 
supersede any state or local law which provides greater family or medical leave protection. 
 
Parental Leave 

Pursuant to the DC Parental Leave Law, employees may take up to 24 hours of unpaid leave during the 
FMLA 12-month window period to attend events sponsored by a school or an organized association such 
as a parent-teacher association. 



 

 

This leave can be taken intermittently or on a reduced leave basis, and leave will be counted in 
increments of one hour.  An employee may substitute accrued, unused vacation and sick time for such 
unpaid leave time.  The terms of the Company’s FMLA policy apply to leaves under this Parental policy, 
except that rather than 30-days advance notice of the need for leave, employees are required to give ten 
(10) days advance notice when the need for a Parental Leave is foreseeable.  If the need is not 
foreseeable, the employee must give the Company as much notice as is practical.  The Company may 
require certification to support the request.  If you have any questions about this Parental Leave policy, 
please contact the General Manager. 
 
 
B. Worker's Compensation 

Worker’s compensation is a state-mandated benefit for employees with work-related injuries and 
diseases.   

Employees are covered by worker's compensation for injuries arising out of and in the course of 
employment. Any employee injured on the premises, or performing work related duties off premises, must 
immediately report the injury to his/her supervisor. 

C. Illness-Related Absences 

Employees who are unable to report to work because of illness or injury should notify their direct 
supervisor and, if possible, call co-workers to cover the shift, as early as possible.  A direct supervisor 
must also be contacted on each additional day of absence. Before returning to work from the illness-
related absence of three calendar days or more, an employee may be required to provide a physician's 
verification that he/she may safely return to work.  Paid sick leave may be available to cover the illness-
related absences if provided by applicable state law.  

D. Paid Sick Leave Policy 

Employees working in the District of Columbia (“DC”) shall accrue paid sick leave at a rate of one hour of 
paid leave for every 43 hours worked, not to exceed 5 days per calendar year.  Employees may not use 
accrued paid sick leave until after their 90

th
 day of employment. 

 
Eligible employees may carry over their accrued but unused paid sick time to the next year.  However, 
employees may use more than 5 days of paid sick leave in any calendar year.  Unused paid sick leave 
will not be paid out at the termination of employment.  However, if an employee is terminated from 
employment, but rehired by the Company within one year of his/her termination, he/she will have his/her 
sick leave balance reinstated in full upon rehire.  Such reinstated sick leave will be available for 
immediate use by the employee and will not be subject to the 90 day-waiting period for new employees 
referenced above. 
 
Use of Paid Sick Leave.  Paid sick leave may be used for the following purposes: 
1. An absence resulting from the employee’s physical or mental illness, injury, or medical condition; 
2. An absence resulting from obtaining professional medical diagnosis or care, or preventative 
medical care; 
3. An absence for the purpose of caring for a child, parent, spouse, domestic partner, or any other 
family member for the needs set forth in paragraphs 1 and 2, above; 
4. An absence if the employee or the employee’s family member is a victim of stalking, domestic 
violence, or sexual abuse, provided that the absence is directly related to social or legal services 
pertaining to the stalking, domestic violence or sexual abuse, to: 
a. Seek medical attention for the employee or the employee’s family member to recover from 
physical or psychological injury caused by the abuse; 
b. Obtains services from a victim’s services organization; 
c. Obtain psychological or other counseling; 
d. Temporarily or permanently relocate; 



 

 

e. Take legal action, including preparing for or participating in any civil or criminal legal proceeding 
related to or resulting from the domestic violence or sexual abuse; or 
f. Take other actions to enhance the physical, psychological, or economic health or safety of the 
employee or the employee's family member or to enhance the safety of those who associate or work with 
the employee. 
 
Employees are encouraged to schedule routine/non-urgent medical or dental appointments outside of 
normal working hours whenever possible.  Paid sick leave may only be used when the reasons listed 
above occur on days on which the employee otherwise would be scheduled to work. 
Paid sick leave may be granted in increments of one hour or more.   
 
Notice of Use of Paid Sick Leave.  If the need for leave if foreseeable or pre-scheduled, the employee 
must give ten (10) days’ notice of the need for leave.  Notice of the need for leave should be in writing 
and should be directed to your supervisor.  When the need for leave is not foreseeable, employees 
should give as much notice as practicable of the need for leave and, if possible, before the start of the 
shift for which paid leave is requested.  If the employee anticipates a multi-day absence or is absent for 
multiple days, he/she should notify the Company of the absence on each day when feasible.  The 
employee must notify the Company of his/her absence by calling the store at which he/she works and 
speaking directly with a manager.  Employees may not provide notice of an absence by text or email.  If 
an employee is unable to give notice him/herself due to extenuating circumstances, a surrogate may be 
designated to provide such notice on the employee’s behalf.  
   
Documentation of Use of Paid Sick Leave.  The Company may require written documentation (e.g., 
doctor’s note or health care provider certification) for an employee’s use of paid sick leave that exceeds 
24 consecutively scheduled work hours or 3 consecutive days on which the employee was schedule to 
work.  Employees must submit such documentation within 7 days after the taking of paid sick leave for 
which such documentation is required, unless, for good cause shown, an employee requires more time to 
provide such documentation.  If such certification is requested and an employee does not have a health 
care provider, he/she may provide a written statement to the General Manager, which documents the 
need for the sick leave.  The Company also may require employees to personally verify in writing that 
they have used paid sick leave for allowable purposes after using any amount of sick leave. 
In providing such documentation or certification (whether from a health care provider, the employee or 
otherwise), the employee should not disclose, and will not be required to disclose, any information 
regarding the nature and extent of his/her illness or the details of the domestic violence.  
  
No Abuse of Sick Leave.  If an employee is committing fraud or abuse by engaging in activity that is not 
consistent with the allowable purposes for leave referenced above or by exhibiting a clear pattern of 
taking leave on days when the employee is scheduled to perform duties considered undesirable, the 
employee may be subject to discipline for abuse of sick leave.   
 
No Retaliation.  Retaliation against employees for using paid sick time under this policy is strictly 
prohibited and will not be tolerated by the Company.  If an employee believes that he/she has 
been retaliated against for taking sick time and/or that his/her rights to sick time have been 
interfered with, he/she should notify the General Manager as soon as possible.  Any employee 
who retaliates against an employee for taking sick leave and/or interferes with an employee’s 
rights under this policy may be subject to discipline, up to and including termination from 
employment. 

E. Military Leave 

Short Term Military Leave without Pay 
 
An employee who is a member of an officially-recognized reserve or National Guard unit or who enlists in 
the Uniformed Services of the United States is eligible for unpaid short-term military leave.  Employees 
may choose to use accrued paid leave (e.g., PTO) to cover some or all of the short-term military leave. 
 



 

 

Military Leave without Pay for Extended Active Duty 
 
Employees who voluntarily enlist in the Uniformed Services of the United States, or a reservist called to 
active duty, shall be eligible for leave without pay for up to five (5) years while serving in the uniformed 
services, subject to certain exceptions.   
 
Procedures for Military Leave 
 
An employee must provide written notice of his/her need for leave to his/her supervisor at least two weeks 
prior to the commencement of leave.  This notice should include the best approximation of the expected 
dates of the leave.  If the employee is notified of his/her need for leave less than two weeks prior to 
his/her scheduled departure, he/she must provide written notice to his/her supervisor as soon as possible.  
Employees must provide a copy of their military orders or the notice they received from the National 
Guard or Uniformed Services unit.  All employees are encouraged to give notice of their need for leave as 
early as possible. 
 
Benefits 
 
During military leave with pay, employees will continue to accrue seniority and paid time off.  Employees 
who are on military leave without pay will continue to accrue seniority but not paid time off. Employees 
who are reemployed following military leave will be eligible for benefits in accordance with the seniority 
level the employee would have attained had the individual remained continuously employed with the 
Company.   
 
During a military leave of less than 31 days, an employee is entitled to continued group health plan 
coverage under the same conditions as if the employee had continued to work.  For military leaves of 
more than 30 days, an employee and covered dependents may elect to continue his/her/their health 
coverage for up to 24 months at the cost of 102% of the overall (both employer and employee) premium 
rate subject to certain terms and conditions.  This continuation of coverage will run concurrently with 
applicable health insurance coverage under COBRA.  
 
Reemployment/Reinstatement 
 
Any employee whose absence from employment with the Company is necessitated by reason of military 
service in the uniformed services shall be entitled to all reemployment rights and benefits as set forth 
below in accordance with the federal Uniformed Services Employment and Reemployment Rights Act 
(USERRA) and other applicable federal or state laws. 
 
Upon an employee's prompt application for reinstatement (in accordance with the timeframes set forth 
below); an employee will be reinstated to employment in the following manner depending upon the 
employee's period of military service:  

1. For a period of 1 to 90 days: 

(A) In the position which the employee would have been employed if continuous employment with the 
Company had not been interrupted by such service, provided the employee is qualified to perform the 
duties of such position; or 
 
(B) If the employee is not qualified to perform the duties of the position referred to in subparagraph 
1(A) after reasonable efforts by the Company to qualify the employee, then in the position of employment 
in which the employee was employed on the date of the commencement of the service in the uniformed 
services. 

2. For a period of 91 or more days:  



 

 

(A) In the position of employment in which the employee would have been employed if continuous 
employment with the Company had not been interrupted by military service, or a position of like seniority, 
status and pay, provided the employee is qualified to perform the duties of such position; or 
 
(B) If the employee is not qualified to perform the duties of a position referred to in subparagraph 2(A) 
after reasonable efforts by the Company to qualify the employee, then in the position of employment in 
which the employee was employed on the date of the commencement of military service services, or a 
position of like seniority, status and pay, the duties of which the employee is qualified to perform.  
 
3. Employee with a service-connected disability: 
 
If after reasonable accommodation efforts by the Company, an employee with a service-connected 
disability is not qualified for employment in the position he or she would have attained or in the position 
that he or she left, the employee will be employed in (i) any other position of similar seniority, status and 
pay for which the employee is qualified or could become qualified with reasonable efforts by the 
Company; or (ii) if no such position exists, in the nearest approximation consistent with the circumstances 
of the employee's situation.  
 
Prompt Application for Reinstatement 
 
In order to be entitled to the reinstatement rights set forth above, an employee who has engaged in 
military service must submit an application for reinstatement in accordance with the following schedule:  
 
1. If service is less than 31 days (or for the purpose of taking an examination to determine fitness for 
service) - the employee must report for reinstatement at the beginning of the first full regularly scheduled 
working period on the first calendar day following completion of service and the expiration of eight hours 
rest and after a time for safe transportation back to the employee's residence.  
 
2. If service is for 31 days or more but less than 180 days - the employee must submit an 
application for reinstatement with the General Administration Department no later than 14 days following 
the completion of service.  
  
3. If service is 181 days or over - the employee must submit an application for reinstatement with 
the Human Resources Department no later than 90 days following the completion of service.   
 
4. If the employee is hospitalized or convalescing from a service-connected injury - the employee 
must submit an application for reinstatement with the Human Resources Department no later than two 
years following completion of service.  
 
Exceptions to Reemployment/Reinstatement  
 
An employee is not entitled to reinstatement/reemployment as described above in the following 
circumstances:  
 
1. The Company’s circumstances have so changed as to make reemployment impossible or 
unreasonable;  

2. The employee's employment prior to the military service was for a non-recurrent period and there 
was no reasonable expectation that the employment would have continued indefinitely or for a significant 
period; or 

3. The employee did not receive an honorable discharge from military service. 

F.   Jury Duty 
 
In the event that an employee is summoned for jury duty, he or she will be excused from work after 
providing his or her manager with a copy of the jury duty notice.  An employee shall report for work when 



 

 

not required to report to the Court on his or her regularly scheduled workday.  An employee excused from 
court early on any day which is his or her regularly scheduled workday must return to the job. 

Any full-time employee who is summoned for jury duty will be paid the difference between his or her 
regular straight time wages and that amount received for jury duty from the Court for up to the first five 
days of jury duty falling on days on which the employee would have been scheduled to work.  In order to 
receive jury duty pay, the employee must present a statement of jury service and jury service pay to his or 
her manager. 

The Company will comply with any state law or regulation that has different provisions than those stated.   

 

VII.      Discipline and Related Policies 

A. Disciplinary Policy 

1. The Company will determine the appropriate disciplinary action and does not guarantee that one 
form of disciplinary measure will necessarily precede another. At all times, we reserve the right to 
terminate an employee immediately if it determines, in its sole discretion, that immediate termination is 
warranted.  

2. Disciplinary action may include a verbal warning, a written warning or termination.  

3. The following is a non-exhaustive list of actions that may be cause for disciplinary action: 

 Unjustified absences or tardiness; 

 Failure to inform supervisor promptly by telephone or other means when unable to report to work; 

 Deliberate or careless damage to business property or equipment; 

 Disregarding instructions of or insubordination to supervisor or other proper authority;  

 Inefficient or careless performance of duties, including failure to maintain improper standards of 
workmanship or productivity, misconduct, disorderly conduct or horseplay on the premises;                                        

 Failure to observe safety rules and regulations; 

 Initiating, signing, distributing or posting of any literature, handbills or petitions on the property 
during working hours, unless specifically authorized; 

 Failure to return to work upon expiration of an authorized leave or vacation; 

 Misrepresentation of the reasons for a leave of absence or for other time off from work; 

 Unauthorized use of the Company’s telephone or use of personal electronic devices while 
clocked in for a shift; 

 Failure to observe work schedules, including breaks;  

 Leaving job during working hours without permission; 

 Engaging in any illegal activity, or in any other conduct unbecoming to the individual or the 
Company whether on or off premises; 

 Violation of any policy enumerated in this employment guidebook; 

 Missing posted meetings, training class or line up meetings; or 

 Being attired in a uniform that is determined to be dirty, wrinkled or found to be generally 
unacceptable. 

 Gossiping to staff about other staff members 

 
4. The following is a non-exhaustive list of infractions that will result in immediate termination: 

 

 Possessing, drinking or being under the influence of liquor or drugs (including marijuana) on 
property. 



 

 

 Falsifying employment applications, personnel security questionnaires, work records or other 
records. 

 Theft or embezzlement from fellow employees or from the Company. 

 Possession of firearms or any dangerous weapon on premises. 

 Rude or unprofessional behavior toward guests. 

 Adding a gratuity that is unauthorized. 

 Knowingly serving alcohol to a minor. 

 If an employee is terminated, the employee will receive any and all accrued but unused vacation 
time along with his/her last paycheck. 

B. Employee and Company Security 

All Company employees are responsible for complying with the following security measures: 

1. Employees are to bring to management's attention any specific risk situation or shortcoming in 
existing safety, security or financial controls. 

2. Not removing food (cooked, uncooked, or table scraps), beverage, Company supply, or property 
of any kind, from the bar. 

3. Buddy System:  no employee should ever be in the space alone or leave alone at night.  
Managers must make sure a minimum of 2 employees are on site.   

4. All employees are responsible for assuring all exterior doors (except those for customer use) are 
locked at all times and are free from obstructions. Under no circumstances are doors to be propped open 
and left unattended. 

5. It is recommended that employees bring a minimum of personal items to work. While employee 
lockers are provided for personal items while the employee is on duty, it is not possible to provide security 
at all times to these areas, and it is therefore the responsibility of the employee to protect personal items 
of value. The Company assumes no liability for loss of an employee's personal items. 

6. In order to monitor the Company's security and drug policies, management reserves the right to 
inspect employee lockers or bags when entering or leaving the bar (in the presence of another employee) 
at any time. 

7. Theft, pilferage, (or the attempt to perpetuate same), intentional destruction of bar property, or 
any illegal act will not be tolerated. It is Company policy to prosecute, to the extent of the law, all illegal 
acts when there is sufficient evidence of responsibility. 

8. Employees are expected to comply with all policies, rules and procedures of the Company. 

9. Management and staff employees are expected to fully cooperate with any investigation in the 
Company conducted by law enforcement agencies.  

C. Searches 

The Company reserves the right to inspect the property and person of any individual on company 
property or in the vicinity of the Company premises.  This includes, but is not limited to, the inspection of 
parcels, packages, purses, bags, lunch boxes, briefcases, lockers, vehicles, work stations and desks.  
Employees do not have any expectation of privacy in any Company property and/or any personal 
property or materials brought onto or in the vicinity of Company premises, including but not limited to, the 
items listed above. 



 

 

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, including termination. 

VIII.   Company Property and Information 

A. Nondisclosure of Company Information                                               INITIALS ____________ 

The Company places a high priority on the preservation and protection of its trade secrets and 
confidential and/or proprietary information.  All records and files maintained by the Company are 
confidential and remain the Company’s property.   

Confidential information includes, but is in no way limited to, recipes and methodology, financial 
information, personnel and payroll records (regarding current or past employees), information regarding 
customer transactions, customer account information, customer lists, customer preferences, marketing 
strategies, computer software, technology, data bases, vendor or supplier information or any documents 
or information regarding the Company’s operations, finances, procedures, or practices.  Unless expressly 
authorized by the Company’s Principals or as required as part of employees’ duties on behalf of the 
Company, employees are strictly prohibited from using, disclosing, sending, transmitting, or otherwise 
disseminating any Company proprietary information, trade secrets, or other confidential information.  If an 
employee is in doubt as to whether information should be divulged, he or she should err in favor of not 
divulging information and discuss the situation with his or her manager.   

Originals and all copies of such information shall be immediately returned to the Company upon an 
employee’s separation from employment.  ‘ 

B. Company Property 

During employment the Company may issue to its employees property and materials, including without 
limitation, personal computers, laptops, and their equivalent, cellular phones, Company credit cards, 
building keys and courtesy parking passes.  Employees shall use such property and materials for the 
Company’s benefit and must return all such property and materials to the Company immediately upon 
separation of employment or upon the request of a manager or a member of management. 

C. Electronic Communications Media Use Policy  

This policy establishes guidelines for employees’ access to and use of the Company’s electronic 
communication infrastructure, including electronic mail (“e-mail”), Internet use, voice mail and other 
electronic communication media.  The computer, e-mail and voice mail systems belong to the Company, 
and as such, all communication and information transmitted by, received from or stored in this system are 
the property of the Company.  All employees have the responsibility to use these resources in a 
professional, ethical and lawful manner.   

1. General Policy 

 Use of the Company’s electronic communication media is considered to be a non-private, 
business-related use of Company resources.  Authorized representatives of the Company from 
time to time may monitor the use of such equipment and resources.  Monitoring may include 
accessing, retrieving or deleting recorded messages and printing or reading data files or e-mails.  
Monitoring may also include review of files recording Internet use of employees, and regular 
auditing of all firewalls.  These systems should not be considered completely secure, so please 
use discretion when sending or storing highly sensitive confidential information. 

 Employees must not use passwords, access a file or retrieve any stored communication unless 
authorized to do so, or unless they have received prior clearance from an authorized Company 



 

 

representative.  All passwords are the property of the Company and must be given to 
management upon leaving the Company. 

 Employees should be aware that use of Company or personal cellular phones may not be a 
secure means of communication.  Employees should exercise care and discretion when 
discussing confidential information on any cellular phone used for business-related purposes. 

 The computer, electronic mail, internet access and voice mail systems you use at the Company 
are intended for business purposes only.  All communications through any of the Company’s 
electronic communication media must be conducted in a professional tone and manner.  Use of 
electronic communication media to transmit offensive, discriminatory or unprofessional messages 
will not be tolerated.  To be clear, the Company’s policies against sexual and other types of 
harassment fully apply to use of electronic communication media, including the use of instant 
message programs.  Specifically, no communications should be created or sent that may 
constitute intimidating, hostile or offensive material on the basis of sex, race, color, religion, 
national origin, sexual orientation, age, pregnancy, childbirth or related medical condition, marital 
status or disability.  The electronic communication media should not be used for soliciting outside 
business ventures, advertising for personal enterprises or soliciting for non-Company-related 
purposes.  

 Under no circumstances is any company property to be used to solicit, harass, offend or be used 
for any other purpose such as accessing or illegally distributing materials that are sexually explicit 
or otherwise inappropriate or unlawful.  In addition, unauthorized downloading, reproduction or 
forwarding of copyrighted material of third parties is strictly prohibited. 

 Employees are expected to comply with all aspects of the Company’s electronic communication 
media policy.  Any employee who becomes aware of misuse of the electronic communication 
system should promptly contact an owner.  Employees who violate this policy may be subject to 
disciplinary action, up to and including termination.  

2. E-Mail and Voice Mail 

 

 When a work email requires a response, we expect a response within 24 hours with either an 
answer or a time table as to when it will be answered. 

 E-mail and voice mail messages are not confidential, and the Company may read and retrieve all 
messages.  

 Unauthorized employees may not read and retrieve others’ e-mail and voice mail messages. 

 Because of the ease in dissemination of e-mail messages, great care should be exercised in 
transmitting confidential information via e-mail. 

 Phone-mail greetings should be kept professional, and should be updated to reflect an 
employee’s protracted absence from his/her workplace.  On call number to reach someone 
immediately should be stated on all employee voicemails. 

 Employees should protect their passwords and security codes. 
 
3. Internet 

 Access to and use of the Internet constitutes consent to monitoring and/or auditing by the 
Company for any purpose.  There may be a regular audit by the Company of all Internet firewalls.  
Please also note that consistent with applicable federal and/or state law, the time that an 
employee spends on the Internet may be tracked through activity logs for business purposes.  All 
abnormal usage will be investigated thoroughly. 

 Access to the Internet must be through a controlled environment via an approved Company 
security firewall.  The firewall protects the Company from unauthorized access to its network 



 

 

resulting in a release of private or sensitive data.  In addition, a firewall ensures compliance with 
existing security procedures and logs Internet usage. 

 Because of the nature of the Internet, employees should exercise caution (and when possible, 
use a secure means (e.g., encryption)), when sending or receiving confidential information via the 
Internet. 

 On all platforms, Internet users must have current versions of virus protection installed and 
activated on their computers.  Whenever downloading a file from the Internet, the user must scan 
for viruses; compressed files must be scanned both before and after decompressions. 

 Because the Company’s name and address will be associated with any communication (e.g., 
notes) sent on the Internet, commentaries that are inconsistent with Company business practices 
or personal opinions that would reflect poorly on the Company are unacceptable and must be 
avoided. 

 Users must ensure that all communications do not violate any applicable law or regulation. 

 Company employees shall not download or upload unauthorized software over the Internet. 

 Company employees shall not use the Internet to view, disseminate, download and/or upload any 
pornographic material or content. 

 Compliance with all other provisions stated within this policy relating to e-mail and voice mail also 
apply to Internet use. 

 Home or remote access to the Internet for work-related activities is governed by these policies. 
 
D. Social Media Policy 

In general, the Company respects the right of employees to use social networking sites (e.g., Twitter, 
Facebook, Instagram, etc.), personal Web sites, and Weblogs (together, for the purposes of this policy, 
“Networking Sites”).  If an employee identifies him/her self as an employee of the Company on a 
Networking Site, however, readers of the Networking Site may view the employee as a representative, 
agent or spokesperson of the Company.  Accordingly, an employee’s online presence, conduct and 
communications may be attributed to the Company, and employees must be aware that their conduct can 
reflect negatively on the Company and create significant legal and financial exposure for the Company.   

In light of this possibility, the Company requires, as a condition of employment, that employees observe 
the following guidelines when creating, posting, commenting, communicating, participating or engaging in 
any form of conduct with respect to any Networking Site: 

1. Communications on a Networking Site should contain clear disclaimers that the views expressed 
by the employee are the employee’s alone and do not represent the views of any other entity or person.  
Employees must make it clear in any communication that they are speaking for themselves and not on 
behalf of any other entity or person.  It is best to use a disclaimer such as “the postings on this site are my 
own and do not represent those of the Company.” 

2. Communications on a Networking Site must comply with the Company’s “Non-Disclosure of 
Company Information Policy,” as well as any and all contractual, common law and statutory obligations of 
the employee regarding the protection of the Company’s trade secrets and confidential and proprietary 
information.  Employees may not identify or reference any of the Company’s current, former or 
prospective clients, partners or customers without the Company’s prior written consent.  

3. Employees may not use Networking Sites to engage in conduct (or discuss engaging in conduct) 
that is prohibited by Company policy, including but not limited to Company policies regarding alcohol and 
drugs, sexual harassment, discrimination, inappropriate conduct, and electronic communications.  
Employees specifically may not use any Networking Site harass, bully, or intimidate any other individuals 
(specifically including Company employees, customers, vendors and business partners), including but not 
limited to making any statements that are: (a) derogatory with respect to an individual’s physical or mental 
characteristics, (b) sexually suggestive, (c) humiliating, (d) demeaning, or (e) threatening (whether of 
physical violence or otherwise).  



 

 

4. Employees may not use any Networking Site in any way that violates any federal, state or local 
law or regulation.   

5. Communications on a Networking Site should exhibit good judgment and should be respectful to 
the Company (including its officers, directors, employees, and consultants), as well as to the Company’s 
clients, partners, customers and competitors.  

6. Communications on a Networking Site must not libel or slander the Company, including but not 
limited to the Company’s officers, directors, employees, services, business relationships, and finances.  

7. Activities on a Networking Site should not interfere with an employee’s work commitments in any 
way. 

Any employee found to be in violation of any portion of this Social Networking Policy may be subject to 
immediate disciplinary action, up to and including termination of employment.  This policy will not be 
construed or applied in a manner that improperly interferes with employees’ rights under Section 7 of the 
NLRA (29 U.S.C. sec. 157). 

This policy is intended to be construed and applied generally.  The absence of, or lack of explicit 
reference to, a specific site does not limit the extent of the application of this policy.  Where no policy or 
guideline exists, the Company expects employees to use their professional judgment, take the most 
prudent action possible, and comply with all relevant laws at all times.  

IX. Certain Safety Issues 

A. Employee Safety 

It is the goal of the Company to provide a healthy and safe work environment for all employees.  
Employees’ cooperation is important in observing the rules of safety as some employees may be 
adversely affected by their fellow employees’ failure to follow them.  Human error or carelessness causes 
most accidents and injuries.  Employees should immediately report all unsafe practices or conditions that 
they see in the office to their manager.  All employees should make safety a part of their job, as accidents 
are costly to everybody.  

B. Emergency Procedure and Reporting an Injury 

If an employee is injured or ill from a work related accident and their supervisor or the employee believes 
that the condition needs emergency medical treatment, CALL 911. 

If an employee has an accident while working, no matter how minor the injury is, the employee must 
report it to his or her manager immediately.  The employee should also assist his or her manager in 
completing an accident report.  This procedure is for the employee’s protection in the event he or she 
incurs medical bills or loses time on the job as a result of the accident.  If it is necessary to secure medical 
attention, the proper documentation from the attending physician must be turned in to your supervisor. 

C. Food Safety and Employee Health 

The health and safety of our customers is our top priority.  Pursuant to relevant regulations, employees 
who are afflicted with an illness that may be spread through food may not be involved in the preparation, 
handling, or service of food.  Thus, employees are expected to inform to their manager if they are ill with 
symptoms which could be caused by, or have been diagnosed with, an illness that could be spread 
through food, such as gastro-intestinal illness or food poisoning.  Relevant symptoms may include 
vomiting, diarrhea, jaundice, fever, or open wounds on the skin.  Managers will keep this information 
confidential, and will disclose it to other members of management on a need to know basis only. 



 

 

D. Safety Policies 

1. Never try to fix machinery unless you are fully qualified.  When machinery isn’t working properly, 
please notify a manager immediately. 

2. Never attempt to lift heavy or unwieldy objects without assistance.  Get a partner! 

3. During training please familiarize yourself with fire exits and fire extinguishers.  Take one minute 
to learn how to operate fire extinguishers.  Instructions are listed on the card attached to the 
extinguishers. 

4. Please try to move objects in the way of walking areas. 

5. Please alert management of any possible fire hazards or electrical or plumbing situations that 
could possibly worsen without attention. 

6. Walk with a purpose, never run or trot. 

7. Never back away from a table or work area; look first, pivot, and then walk away. 

8.  Wipe up water spills at once; pick up ice and mop dry; take care not to over fill glasses and bowls, 
ice buckets, etc.; report all leaks to a manager immediately; never carry dripping objects across floor 

9. Whenever coming out of a hidden area, e.g. the walk-in, please exit slowly and knock twice 
before exiting. 

10. Sweep up broken glass.  Don’t pick it up. 

11. Use a ladder to get to high places; never a chair. 

12. Whenever glass is broken in a food or beverage area, please throw out your mis en place and 
begin again.  Shards of glass are microscopic and can fly distances. 

13. Always disconnect electrical equipment when cleaning. 

First Aid 

Our first aid supplies are located in the kitchen.  If you need assistance in treating cuts and burns, please 
ask a manager for assistance ASAP. 

 

E. Workplace Violence 

The Company takes very seriously the safety of all of its employees in the workplace.  For that reason, 
violence and threats of violence in the workplace will not be tolerated.  If employees are subjected to 
violent behavior by a co-worker, customer or vendor, are threatened with violence or know of threats or 
actual violence occurring in the workplace, they should report such conduct to their manager immediately.  
Management will make every effort to determine the safest way to handle the situation and to minimize 
the risk to all employees. 

F. Alcohol and Drugs 

1. We are intent on providing a healthy, drug free and safe workplace. To promote this goal, 
employees are required to report to work in appropriate mental and physical condition to perform their 
jobs in a satisfactory manner.  The Company reserves the right to request drug tests on any employee. 

2. While on the premises and while conducting business related activities off the premises, no 
employee may use, possess, distribute, sell, or be under the influence of alcohol or illegal drugs. The 
legal use of prescribed drugs is permitted on the job only if it does not impair an employee's ability to 



 

 

perform the essential functions of the job effectively and in a manner that does not endanger other 
individuals in the workplace. 

3. Any violations of these policies may lead to disciplinary action, up to and including immediate 
termination of employment, and/or required participation in a substance abuse rehabilitation or treatment 
program. Such violations may also have legal consequences. 

4. If an employee's job performance is adversely affected by a drug or alcohol abuse problem, or if a 
person is unable to maintain his or her work schedule and suffers a loss of efficiency, the employee will 
be expected to seek help and/or treatment. A drug or alcohol abuse problem that goes untreated and/or 
continues to cause unacceptable job performance will be cause for dismissal. 

X. Resignation and Termination 

Employees of the Company are employed “at will” and either party may terminate the employment 
relationship at any time for any reason, with or without prior notice. 

A. Resignation 

An employee voluntarily terminating is requested to provide a minimum of two weeks (three weeks for 
management) written notice of the resignation to his or her manager.  During the notice period, the 
employee is expected to continue to perform his/her job to the best of his/her abilities.  However, the 
employees shall remain employed at will during this notice period, and the Company may release the 
employee for any reason during this period, with no additional salary in lieu of notice to be paid.  Any 
employee discounts are no longer eligible once an employee as given notice.  

B. Seasonal Hiring 

If you have been hired for a Pop Up Bar, your employment is set for a finite number of weeks.  You will be 
given your schedule for the term of your employment at orientation and no formal resignation will be 
necessary.   

C. Termination 

The Company may terminate an employee’s employment relationship at any time and for any reason, 
with or without notice.   

D. Benefits 

All coverage under the insurance plans offered by the Company will terminate as of the employee’s last 
day of employment.  Statutory continuation of benefits at the employees’ expense may be offered as 
required by federal or state law.   

XI.    Equal Employment Practices 

A. Equal Employment Opportunity  

Based on firm business and moral principles, we are committed to a positive, results-oriented program 
offering equal employment opportunity to all. 

We are an equal opportunity employer.  As such, all employment decisions and personnel actions are 
administered without regard to race, color, religious creed, national origin, ancestry, sex, age, disability, 
veteran's or military status, genetics, or sexual orientation, or any other category or class protected by 
federal, state or local laws.  All employment decisions and personnel actions, such as hiring, promotion, 



 

 

compensation, benefits and termination are and will continue to be administered in accordance with, and 
to further the principal of, equal employment opportunity. 

This fundamental rule of conduct will be clearly communicated among all Company employees, 
prospective employees, and the community at large. Employees can raise concerns and make reports 
without fear of reprisal. Anyone found to be engaging in any type of unlawful discrimination will be subject 
to disciplinary action, up to and including termination of employment. 

Anti-Discrimination Agency Contact Information 
 
The Company’s Non-Discrimination Statement and Harassment Awareness policies apply fully to all 
employees working in the District of Columbia.  In addition, DC employees are advised that: 
The state agency responsible for complaints of sexual harassment is the District of Columbia Office of Human 
Rights (“OHR”).  The OHR can be reached at 441 4

th
 Street, NW, Suite 570, Washington, D.C. 20001, 

telephone number (202) 727-4559.  A claim must be filed with the OHR within one year of the relevant 
incident. 
 
The Equal Employment Opportunity Commission (“EEOC”) is the federal agency that investigates sexual 
harassment claims.  The EEOC can be reached at 131 M Street, NW, 4

th
 Floor, Suite 4NW02F, 

Washington, D.C. 20507-0100, telephone number (800) 669-4000.  A claim must be filed with the EEOC 
within 300 days of such incident.   
 
B. Americans with Disabilities Act 

The Company is committed to providing equal employment opportunities to its disabled applicants and 
employees.  We will provide a reasonable accommodation to the known physical or mental limitations of a 
qualified individual with a disability unless the accommodation would impose an undue hardship on the 
operation of its business.  Employees with a disability who believe they need a reasonable 
accommodation to perform the essential functions of their job should contact their General Manager. The 
Company encourages qualified individuals with disabilities to come forward and request reasonable 
accommodations. 

C. Harassment 

It is our policy to maintain a working environment where no action is taken because of, and no employee 
is harassed based on, the race, color, religion, gender, sexual orientation, national origin, age or disability 
of the employee.  The support of equal employment opportunity includes the recognition that harassment 
of employees on account of race, color, religion, creed, sex, national origin, ancestry, age (40 and above), 
qualified mental or physical disability, sexual orientation, gender identity, genetic carrier status, any 
veteran status, any military service, any application for military service or membership in any other 
category or class protected under the law will not be tolerated.  All employees have the right to be free 
from slurs or any other verbal or physical conduct that constitutes such harassment. 

Harassment is a verbal or physical conduct that demeans or shows hostility or aversion toward an 
individual because of his or her race, color, religion, gender, sexual orientation, national origin, age or 
disability and that may be offensive to others, create an offensive, intimidating or hostile working 
environment, or interfere with another employee's work performance. The following is a non-exhaustive 
list of examples of such behavior: 

1. Epithets, slurs, insults or negative stereotyping; 

2. Conduct or comments that are hostile or demeaning with regard to race, color, religious creed, 
national origin, ancestry, sex, age, disability, veteran's or military status, genetics, or sexual orientation; 



 

 

3. Threatening, intimidating or hostile acts that relate to race, color, religious creed, national origin, 
ancestry, sex, age, disability, veteran's or military status, genetics, or sexual orientation; and 

4. Written or graphic material that demeans, ridicules or shows hostility toward an individual or 
group because of race, color, religious creed, national origin, ancestry, sex, age, disability, veteran's or 
military status, genetics, or sexual orientation. 

Please note that while this policy sets forth the Company’s goals of promoting a workplace that is free 
from harassment, the policy is not designed or intended to limit the Company’s authority to discipline or to 
take remedial action for workplace conduct it deems unacceptable, regardless of whether that conduct 
satisfies the legal definition of harassment. 

We will not tolerate any form of harassment of employees on the job by supervisors, other employees or 
by non-employees such as customers, clients, vendors or contractors. 

Because this Company views unlawful harassment as a sensitive and serious offense, the responsibility 
to investigate complaints of such harassment has been assigned to the owners, who may be contacted 
by phone, email or in person.  An employee who believes that he or she has been the object of 
harassment based on race, color, religious creed, national origin, ancestry, sex, age, disability, veteran's 
or military status, genetics, or sexual orientation or who observes an incident of such harassment, should 
report the matter immediately to his or her supervisor or other management team member with whom 
s/he feels comfortable. A supervisor, who observes an incident that may constitute harassment, or who 
otherwise becomes aware of such an incident, must immediately notify a manager.  Employees should 
not allow an inappropriate situation to continue by not reporting it, regardless of who is creating the 
situation.  An employee not satisfied with the response to a complaint of harassment based on race, 
color, religious creed, national origin, ancestry, sex, age, disability, veteran's or military status, genetics, 
or sexual orientation, or who for any reason feels uncomfortable discussing the matter with his or her 
supervisor (for example, if the complaint concerns the supervisor's conduct), may bring the complaint 
directly to the attention of ownership. 

An investigation of any complaint will be undertaken promptly.  The investigation may include interviews 
with the employee making the complaint, with witnesses (if any), and with the person accused of the 
harassment.  The investigation will be conducted in such a way as to maintain confidentiality to the extent 
practicable under the circumstances.  Upon completion of the investigation, the employees directly 
involved will be advised of the results. 

Any supervisor or other employee who is found to have engaged in harassment of another employee 
based on his or her race; color, religion, age, gender, sexual orientation or disability will be subject to 
discipline, up to and including termination. 

Retaliation against any individual for reporting or cooperating in the investigation of an incident of 
harassment is unlawful, will not be tolerated and will be treated with the same strict discipline as the 
harassment itself. 

Any questions regarding these issues should be directed to the owners. 

D. Sexual Harassment 

1. Introduction 

It is our goal to promote a workplace that is free of sexual harassment. Sexual harassment of employees 
occurring in the workplace or in other settings in which employees may find themselves in connection with 
their employment is unlawful and will not be tolerated by this organization. Further, any retaliation against 
an individual who has complained about sexual harassment or retaliation against individuals for 
cooperating with an investigation of a sexual harassment complaint is similarly unlawful and will not be 



 

 

tolerated. To achieve our goal of providing a workplace free from sexual harassment, the conduct 
described will not be tolerated and we have provided a procedure by which inappropriate conduct will be 
dealt with if encountered by employees. 

Because we take allegations of sexual harassment seriously, we will respond promptly to complaints of 
sexual harassment and where it is determined that such inappropriate conduct has occurred, we will act 
promptly to eliminate the conduct and impose such corrective action as is necessary, including 
disciplinary action where appropriate. 

Please note that while this sets forth our goals of promoting a workplace that is free of sexual 
harassment, it is not designed or intended to limit our authority to discipline or take remedial action for 
workplace conduct which we deem unacceptable, regardless of whether that conduct satisfies the 
definition of sexual harassment. 

2. The legal definition for harassment is: 

 “’Sexual harassment’ means sexual advances, requests for sexual favors and verbal or physical 
conduct of a sexual nature when: 

 Submission to or rejection of such advances, requests or conduct is made either explicitly or 
implicitly a term or condition of employment or as a basis for employment decisions 

 Such advances, requests or conduct have the purpose or effect of unreasonably interfering with 
an individual's work performance by creating an intimidating, hostile, humiliating or sexually 
offensive work environment.” 

 Under these definitions, direct or implied requests by a supervisor for sexual favors in exchange 
for actual or promised job benefits such as favorable reviews, salary increases, promotions, 
increased benefits or continued employment constitutes sexual harassment. 

 The legal definition of sexual harassment is broad and in addition to the above examples, other 
sexually oriented conduct, whether it is intended or not, that is unwelcome and has the effect of 
creating a work place environment that is hostile, offensive, intimidating or humiliating to male or 
female workers may also constitute sexual harassment. 

3. Examples: While it is not possible to list all those additional circumstances that may constitute 
sexual harassment, the following are some examples of conduct which if unwelcome, may constitute 
sexual harassment depending upon the totality of the circumstances, including the severity of the conduct 
and its pervasiveness: 

 Unwelcome sexual advances   whether they involve physical touching or not; 

 Sexual epithets, jokes, written or verbal references to sexual conduct, gossip regarding one's sex 
life, comment on an individual's body, comment about an individual's sexual activity, deficiencies 
or prowess; 

 Displaying sexually suggestive objects, pictures or cartoons; 

 Unwelcome leering, whistling, brushing against the body, sexual gestures, suggestive or insulting 
comments; 

 Inquiries into one's sexual experiences; 

 Discussion of one's sexual activities 



 

 

4. All employees should take special note that, as stated above, retaliation against an individual who 
has complained about sexual harassment, and retaliation against individuals for cooperating with an 
investigation of a sexual harassment complaint is unlawful and will not be tolerated by this organization. 

5. Complaints of Sexual Harassment 

 If any of our employees believes that he or she has been subjected to sexual harassment, the 
employee has the right to make a complaint with our organization. This may be done in writing or 
verbally. 

 If you would like to file a complaint, you may do so by contacting the owners, or any other 
member of management with whom you feel comfortable. The owners are available to discuss 
any concerns you may have and to provide information to you about our policy on sexual 
harassment and our complaint process.  Employees should not allow an inappropriate situation to 
continue by not reporting it, regardless of who is creating the situation. 

6. Sexual Harassment Investigation 

 When we receive the complaint we will promptly investigate the allegation in a fair and 
expeditious manner. The investigation will be conducted in such a way as to maintain 
confidentiality to the extent practicable under the circumstances. Our investigation will include a 
private interview with the person filing the complaint and with witnesses. We will also interview 
the person alleged to have committed sexual harassment. When we have completed our 
investigation, we will, to the extent appropriate, inform the person filing the complaint and the 
person alleged to have committed the conduct of the results of that investigation. 

 If it is determined that inappropriate conduct has occurred, we will act promptly to eliminate the 
offending conduct and where it is appropriate we will also impose disciplinary action. 

7. Disciplinary Action 

 If it is determined that inappropriate conduct has been committed by one of our employees, we 
will take such action as is appropriate under the circumstances, as determined by the Company 
in its sole discretion. 

  Such action may range from counseling to termination from employment and may include such 
other forms of disciplinary action, as we deem appropriate under the circumstances. 

8. Retaliation 

It is unlawful to retaliate against an employee for filing a complaint of sexual harassment or for 
participating in an investigation of a complaint for sexual harassment.  The Company will not tolerate any 
such retaliatory conduct.  If any employee believes that she or he has been subjected to retaliation for 
having brought a complaint or participated in an investigation of harassment, that employee is 
encouraged to report the situation as soon as possible to an owner or his or her immediate manager. 

9. State and Federal Remedies 

In addition to the above, if you believe you have been subjected to sexual harassment, you may file a 
formal complaint with either or both of the federal and applicable state government agencies.  Using our 
complaint process does not prohibit you from filing a complaint with these agencies.   



 

 

_______________________ 
PRINT YOUR NAME HERE 
 
I certify that I have received the Drink Company dated ___________, and I have reviewed the policies 
that it contains. 
 
At-Will Policy 
 
I acknowledge and agree that my employment with Drink Company is on an “at-will” basis.  As a result, 
either I or the Company may terminate my employment at any time, for any or no reason, with or without 
prior notice.  No individual or representative of the Company can change the at-will relationship, absent a 
specific written contract signed by the Principal of the Company.   
 
This Guidebook Is Not A Contract 
 
I understand that the policies, benefits and operating procedures set forth in the Guidebook are not a 
contract, and I understand that they are not intended to create, or to be construed to create, any contract, 
agreement or legally binding obligation between the Company and me.  I also understand that to the 
extent this Guidebook contains descriptions of benefits, such descriptions or summaries are not intended 
to take the place of more detailed benefit plan documents.  I understand that the descriptions in the plan 
documents will override the information in this Guidebook in the event the information presented in the 
Guidebook is in conflict with the information in the plan documents. 
 
Drink Company’s Right To Change Policies 
 
I further acknowledge that Drink Company may change, suspend, or discontinue any or all such 
Guidebook policies, benefits or procedures (except the Company’s “At-Will” policy) as well as any other 
policies maintained by the Company, which are not contained in this at any time in its sole discretion.  I 
agree that the Company will make all final decisions as to the meaning and application of all Company 
policies, benefits or procedures.  I agree that the policies in this Guidebook supersede those issued in 
previous Guidebooks.   
 
 
___________________________________ ______________________ 
SIGNATURE      DATE 
 
 
 
___________________________  
MANAGER SIGNATURE 
 
 
 
 

 

 

 

 

 


