FOREWORD

This employee manual is provided as a guide and reference to policies, procedures and practices of this organization. 


From time to time, there may be occasions when no specific policy contained within this manual applies to the particular factual situation presented.  In those cases, management reserves the discretion to develop new policies and/or interpret established policies in a way that best serves the interests of the organization. 


The policies, procedures, rules, and benefits contained in this manual are subject to change without notice. This manual is provided as a reference of present policies and not as a guarantee of employment or specific benefits. No representative of the company is authorized to orally modify the contents of this manual without written authorization from the company president. 


All company employees should follow the policies in this manual.  Failure to comply on the part of any employee could result in disciplinary action.  It is totally within management’s discretion to determine what sanction should be imposed for any infraction or any conduct which deviates from what management believes to be appropriate under the circumstances.  


It shall be the duty of each employee of this company to read this manual in its entirety and check its contents during each tour of duty for additional items that may be inserted by management concerning employment with this company.  


Failure to abide by the contents of this manual may result in disciplinary action or dismissal of the employee. 


Nothing in this manual is intended to create a contract of employment.  All employees are employees-at-will.  “Employment-at-will” means that either the employee or the employer may terminate the employment relationship at any time, for any or no reason, and without prior notice.  Any representation to the contrary will not be binding on Millstone Family Restaurants unless signed in writing by its president. 


Any disciplinary or discharge procedures contained herein are merely guidelines and are not mandatory.  Millstone Family Restaurants  is free to exercise its own judgment as to the appropriate course of action in any situation, and may alter or disregard any suggested procedure.  


Nor shall any reference to grounds for dismissal set forth in this manual constitute an exclusive or exhaustive list.  Employees may be discharged for any reason or for no reason at all and without prior notice; 


This manual and all the policies and procedures it contains supersedes any and all past practices, oral or written representations, or any other statements concerning conditions of employment.  Millstone Family Restaurants reserves the right to amend or modify the contents of this manual at any time without notice to employees.  
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WELCOME:

Welcome to the Millstone Family Restaurant.  We hope your employment with us is both exciting and rewarding.  Our goal is to provide a professional, courteous, fun environment for our guests.  Our success can be mainly attributed to our friendly atmosphere and excellent food.  As a member of our team, we expect you to work well with your fellow employees and show them the same courtesy you expect from them.  Please read our employee handbook carefully and use it as a helpful guide to understanding our operation.  If you have any questions, contact your supervisor for answers.  
We hope your future at the Millstone is a successful and enjoyable one.  

EMPLOYEE PACKET:
As a new employee at the Millstone, you shall receive an Employee Packet.  This packet will include the following items:  

A. Employee Handbook with receipt

B. Application with W-4 Form

C. Sexual Harassment Form

D. Child Labor Laws Form

E. Reporting Tips Form

F. Employment Verification Form (Must get photocopy of Driver’s License and Social Security Card as soon as possible.)  

Please fill out forms #B through #F and return them to a supervisor or manager within five working days.  Failure to do so may result in termination of employment.  

SECTION A:

EMPLOYEE POLICIES:

*EQUAL OPPORTUNITY EMPLOYER:
The Millstone Family Restaurant provides equal employment opportunities to all applicants, without regard to unlawful considerations of or discrimination against race; religion; color; national origin; sex, including pregnancy, childbirth, or related medical conditions; sexual orientation; genetic information; age; physical or mental disability; or any other classification prohibited by applicable local, state or federal laws. This policy is applicable to hiring, termination and promotion; compensation; schedules and job assignments; discipline; training; working conditions, and all other aspects of employment with the Corporation. All employees are expected to honor this policy and to take an active role in keeping unlawful harassment and discrimination out of the workplace. 

*NON-DISCRIMINATION, ANTI-HARASSMENT AND ANTI-RETALIATION POLICY:

1. Policy. The Corporation is committed to providing a work environment free of unlawful discrimination. The Corporation strives to allow each individual the ability to work in a professional atmosphere that promotes equal employment opportunities and prohibits unlawful discriminatory practices including harassment. Therefore, the Corporation expects that all relationships among persons in the workplace will be business-like and free of unlawful bias, prejudice and harassment. 
2. Equal Employment Opportunity. It is the policy of the Corporation to ensure equal employment opportunity without discrimination or harassment on the basis of race; color; religion; sex, including childbirth, pregnancy or related medical conditions; sexual orientation; national origin; age; disability; or any other protected classification as established by federal, state, or local law. The Corporation prohibits and will not tolerate any such unlawful discrimination or harassment. 
3. Definitions of Harassment: 
Sexual harassment constitutes discrimination and is illegal under federal and state laws. Sexual harassment may include a range of subtle to overt behaviors and may involve individuals of the same or different gender. Depending on the circumstances, these behaviors may include but are not limited to unwanted sexual advances or requests for sexual favors; sexual jokes and innuendo; verbal abuse of a sexual nature; commentary about an individual’s body, sexual prowess or sexual deficiencies; leering, catcalls or touching; insulting or obscene comments or gestures; display or circulation in the workplace of sexually suggestive objects or pictures (including through email); and other physical, verbal or visual conduct of a sexual nature. Sex-based harassment, such as harassment not involving sexual conduct or language (i.e., male manager yells only at female employees and not males), may also constitute discrimination if it is severe and pervasive and directed at employees because of their sex.
Such conduct may constitute sexual harassment when it is unwelcome and: (i) submission to such conduct is made explicitly or implicitly a term or condition of employment; (ii) submission or rejection of such conduct is used as the basis for decisions affecting an individual’s employment; or (iii) such conduct has the purpose or effect of substantially interfering with an individual’s work performance or creating an intimidating, hostile or offensive work environment.

4. Harassment on the Basis of any Other Protected Classification is Also Strictly Prohibited. Under this policy, harassment may include verbal or physical conduct that denigrates or shows hostility or aversion toward an individual because of his/her race, color, religion, national origin, or any other protected classification as established by law and that: (i) creates an intimidating, hostile or offensive work environment; (ii) has the purpose of unreasonably interfering with an individual’s work performance; or (iii) otherwise adversely affects an individual’s employment opportunities. 
Harassing conduct includes but is not limited to epithets, slurs or negative stereotyping; threatening, intimidating or hostile acts; demeaning jokes; and display or circulation in the workplace of written or graphic material that shows hostility or aversion toward an individual or group (including through email). 
5. Individuals and Conduct Covered. These policies apply to all applicants and employees, and prohibit harassment, discrimination and retaliation whether engaged in by fellow employees, or by a supervisor, manager, or owner. 
Conduct prohibited by these policies is unacceptable in the workplace and in any work-related setting outside the workplace, such as during business trips, business meetings and business-related social events. 
6. Retaliation is Prohibited. The Corporation prohibits retaliation against any individual who reports discrimination or harassment or participates in an investigation of such reports. Retaliation against an individual for reporting harassment or discrimination or for participating in an investigation of a claim of harassment or discrimination is a serious violation of this policy and, like harassment or discrimination itself, will be subject to disciplinary action. 
7. Complaint Procedure (Reporting an Incident of Harassment, Discrimination or Retaliation)
a. The Corporation strongly urges the reporting of all incidents of discrimination, harassment, or retaliation, regardless of the offender’s identity or position. Individuals who have experienced conduct that they believe is contrary to the Corporation's policy or who have concerns about such matters should file their complaints with their immediate General Manager, or if the General Manager is the offender, the Area Supervisor. Individuals should not feel obligated to file their complaints with their immediate General Manager first before bringing the matter to the attention of the Area Supervisor.
b. Employees who have experienced conduct they believe is contrary to this policy have an obligation to take advantage of this complaint procedure. An employee’s failure to fulfill this obligation could affect his or her rights in pursuing legal action. 
c. Early reporting and intervention have proven to be the most effective method of resolving actual or perceived incidents of harassment. Therefore, while no fixed reporting period has been established, the Corporation urges the prompt reporting of complaints or concerns so that rapid and constructive action can be taken. The Corporation will make every effort to stop alleged harassment but can only do so with the cooperation of its employees. 
d. The availability of this complaint procedure does not preclude individuals who believe they are being subjected to harassing conduct from promptly advising the offender that his or her behavior is unwelcome and requesting that it be discontinued. 
8. The Investigation. Any reported allegations of harassment, discrimination or retaliation will be investigated promptly, thoroughly, and impartially. The investigation may include individual interviews with the parties involved and, where necessary, with individuals who may have observed the alleged conduct or may have other relevant knowledge. 
Confidentiality will be maintained throughout the investigatory process to the extent consistent with adequate investigation and appropriate corrective action. 
9. Responsive Action. Misconduct constituting harassment, discrimination or retaliation will be dealt with promptly and appropriately. Examples of responsive action include training, referral to counseling, monitoring of the offender, and/or disciplinary action such as warning, reprimand, withholding of a promotion or pay increase, reduction of wages, demotion, reassignment, or temporary suspension with or without pay or termination, as the Corporation believes appropriate under the circumstances. 
If an employee making a complaint does not agree with its resolution, the employee may appeal to the Area Supervisor.
Individuals who have questions or concerns about these policies should talk with their General Manager or Area Supervisor.

10. Finally, these policies should not and may not be used as a basis for excluding or separating individuals of a particular gender, or any other protected classification, from participating in business or work-related social activities or discussions in order to avoid allegations of harassment. The law and the policies of the Corporation prohibit disparate treatment on the basis of sex or any other protected characteristic, with regard to terms, conditions, privileges and perquisites of employment. The prohibitions against harassment, discrimination and retaliation are intended to compliment and further these policies, not to form the basis of an exception to them. 
11. The Corporation is an equal opportunity employer who does not discriminate in employment opportunities or practices on the basis of race; color; religion; sex, including pregnancy, childbirth and related medical conditions; sexual orientation; national origin; age; disability; or any other characteristic protected by applicable law.  
12. Any employee with questions or concerns about any type of discrimination in the workplace is encouraged to bring these issues to the attention of their General Manager or Area Supervisor.  Employees can raise concerns and make reports without fear of reprisal.  Anyone found to be engaging in unlawful discrimination will be subject to disciplinary action, up to and including termination of employment.
*Disability Accommodations:
The Americans with Disabilities Act (ADA) prohibits employers from unlawfully discriminating against employees or job applicants with disabilities when making employment decisions. Its purpose is to make sure that people with disabilities have the same rights and opportunities as everyone else. The Millstone will provide reasonable accommodation to otherwise qualified disabled employees or applicants. Accommodations will be considered on a case-by-case basis to determine whether it would cause an undue hardship on our business. 
*PERSONNEL RECORDS:
Because of social security, payroll, insurance, income tax and other requirements, it is particularly important to keep the Millstone informed of any following changes:  

Name, address, telephone number, marital status, number of dependents and emergency contacts.  Every employee is required to promptly report any changes. 
Company personnel records are Company property.  

SECTION B:
GENERAL POLICIES

*Employment Classifications and Exemption Status:
For purposes of salary administration and eligibility for overtime payments and employee benefits, the Company classifies its employees as described in this section. The Company has established the following employee classifications for compensation and benefit purposes only. Each Company position is classified as either non-exempt (eligible for overtime pay) or exempt (not eligible for overtime pay) for pay purposes according to the Fair Labor Standards Act.
Your General Manager will inform you of your classification, status, and responsibilities at the time of hire, re-hire, promotion or at any time a change in status occurs. These classifications do not alter the employment at-will status.

A. Employment Classification

Full-Time Employees. Employees hired to regularly work 30 hours or more in each workweek.  Such employees may be "exempt" or "non-exempt" as defined below.

Part-time Employees. Employees hired to regularly work less than 30 hours in each workweek.  Such employees may be "exempt" or "non-exempt" as defined below.

B. Exemption Status


Non-Exempt Employees. Employees who receive an hourly wage and who are required to be paid overtime at the rate of one and one-half times their regular hourly wage for all hours worked over forty in a workweek, in accordance with applicable federal wage and hour laws.


Exempt Employees. Employees who receive a fixed salary and are not eligible for overtime pay, in accordance with applicable federal wage and hour laws for work performed beyond forty hours in a workweek.  They are expected, under supervision of their Supervisor, to discharge their job duties responsibly and efficiently and to schedule their work hours according to the needs of their position and department.

Please direct any questions regarding employment classification or exemption status to the General Manager.

*SCHEDULES: 
The schedules are made for the week from Monday through Sunday.  

A. ABSOLUTELY NO SCHEDULE CHANGES unless approved and initialed on the schedule itself by the manager for that shift.  Requests for changes are limited to emergency situations only! 

B. No matter what time you are scheduled “in” it does not guarantee your “out” time.  (6-3 or 3-close).  Plan on staying on duty for the entire scheduled shift.  

C. Every employee must check with supervisor when leaving his or her shift (day or evening).

*LUNCH AND BREAK PERIODS:

A. All employees who work a 6-8 hour shift may receive a half-hour unpaid break. 

1. When an employee goes on break, a ticket must be written up, and the employee must pay for exactly what is on that ticket before the items will be cooked.  
2. You must punch out and punch in on the time clock for your 30-minute break.  

3. We strongly encourage everyone to take a half-hour break.  

B. Breastfeeding employees will be provided reasonable break time to express milk during work hours for up to one year after their child’s birth.  Break time that may be needed beyond the usual break times may be unpaid.  We will make available a clean and private area to express milk.  You will be expected to keep your manager informed of your needs so that appropriate arrangements can be made for you and the Company.

C. If you and your family come into the restaurant on a non-working day, you may receive a 10% discount on the ticket if the employee pays the check.  

D. A pop policy is enforced immediately.  

1. If you are a “Free Meal” employee, you are entitled to one free pop on your break with no refills once you are off your prescribed break. 

2. All other employees must pay 50 cents for a glass of pop, again with no refills. 

3. Coffee and iced tea are available at no charge to each employee while on duty.  

E. The following menu items are exempt from the “Free Meal” Program:  Ribs, Tips, Steaks, Buffalo, Shrimp and Walleye.  If you would like to order one of these meals, you may do so if you pay half price. 

F. Breaks are limited to 30 minutes.  Do not wait until your meal is prepared to clock out.  

G. No leaving the building on break or at any other time unless approved by manager on duty.  

*TIME CARDS:

All employees are given a time card.  The workweek begins on Monday and ends on Sunday.  

A. Time cards must be signed by manager on duty for every shift that is worked.  

1. All employees should arrive 15 minutes before their shift. 

2. Please be on the floor ready to work 5 minutes before your scheduled time.  

B. Please sign your time card at the end of each week.  
*PAYROLL POLICIES:
You will be paid on a bi-weekly schedule every other Monday. You will be paid for all time worked for the previous two weeks. Your payroll check, or earnings statement if you participate in direct deposit, will be available at the restaurant on pay day..  

A. Paydays are on the 7th and 22nd of each month.  

1. Paychecks are given on these dates regardless of the day it falls upon. 

2. No one can get his or her check on an earlier date or before 2:00 p.m. that day.  

*PROMOTIONS AND PAY RAISES: 

Promotions and pay raises will be made on an individual basis in recognition of outstanding performance, increased responsibility and continued motivation.  Your performance will generally be periodically reviewed, by management, to determine your status within our restaurant.  

*TERMINATION OF EMPLOYMENT:

If, for any reason, you must leave the restaurant’s employment, you are asked to give a 2-week advance notice.  Upon leaving your employment, you will be advised as to the possibility of continuing certain insurance benefits at your own cost. All keys, pagers, and other Company property including uniforms, must be returned prior to or on your last day of employment. You must provide all passcodes and log-in information to any Company systems. Your last paycheck will be paid on the next scheduled pay period.
*MISCELLANEOUS: 

The following information should give attention to various aspects of general “do’s and don’ts” from day to day.  

A. No chewing gum or tobacco while on duty. 

B. No smoke breaks are allowed. (State law prohibits any person from smoking on the premises).  

C. All employees should have a telephone.  

D. No personal phone calls. 

E. Office phone is for management only. 

F. Do not give out other employee’s phone numbers or work schedules.  

G. Absolutely no “off duty” employees are allowed to loiter in the kitchen or behind the counter.  

H. All employees must enter and exit through the front door of the restaurant.  

I. No cell phones while working.  

J. Employees may be assigned extra cleaning duties during slow times at the restaurant.
SECTION C:

EXTRAS:

*HOLIDAYS:
The restaurant(s) may be closed for Easter, the Fourth of July, Thanksgiving Day and/or Christmas Day.  This is to allow each and every employee to spend these holidays with his or her family. Employees will not be paid for days that the restaurant is closed. 

Employees may take their birthday as a paid holiday. If an employee chooses to work on their birthday, they will receive double their regular rate for the actual time worked.
*VACATIONS: 

A. All employees must request any vacation time at least two weeks in advance.  

B. Time off requests are evaluated on an individual, case-by-case basis and are approved at the discretion of the manager.

C. There will be limited vacations allowed from June 15 through August 15 for all personnel, as this is the restaurant’s busiest time of year.  

*FAMILY AND MEDICAL LEAVE:

1. Leave Entitlements.  Eligible employees who work for a covered employer can take up to 12 weeks of unpaid, job-protected leave in a 12-month period for the following reasons:
• 
The birth of a child or placement of a child for adoption or foster care;

• 
To bond with a child (leave must be taken within one year of the child’s birth or placement);

• 
To care for the employee’s spouse, child, or parent who has a qualifying serious health condition;

• 
For the employee’s own qualifying serious health condition that makes the employee unable to perform the employee’s job;

• 
For qualifying exigencies related to the foreign deployment of a military member who is the employee’s spouse, child, or parent.
An eligible employee who is a covered servicemember’s spouse, child, parent, or next of kin may also take up to 26 weeks of FMLA leave in a single 12-month period to care for the servicemember with a serious injury or illness.

An employee does not need to use leave in one block. When it is medically necessary or otherwise permitted, employees may take leave intermittently or on a reduced schedule.

Employees may choose, or an employer may require, use of accrued paid leave while taking FMLA leave. If an employee substitutes accrued paid leave for FMLA leave, the employee must comply with the employer’s normal paid leave policies.

2. Benefits & Protection. While employees are on FMLA leave, employers must continue health insurance coverage as if the employees were not on leave.
Upon return from FMLA leave, most employees must be restored to the same job or one nearly identical to it with equivalent pay, benefits, and other employment terms and conditions.

An employer may not interfere with an individual’s FMLA rights or retaliate against someone for using or trying to use FMLA leave, opposing any practice made unlawful by the FMLA, or being involved in any proceeding under or related to the FMLA.

3. Eligibility Requirements. An employee who works for a covered employer must meet three criteria in order to be eligible for FMLA leave. The employee must:
• 
Have worked for the employer for at least 12 months;

• 
Have at least 1,250 hours of service in the 12 months before taking leave; and

• 
Work at a location where the employer has at least 50 employees within 75 miles of the employee’s worksite.

4. Requesting Leave. Generally, employees must give 30-days’ advance notice of the need for FMLA leave. If it is not possible to give 30-days’ notice, an employee must notify the employer as soon as possible and, generally, follow the employer’s usual procedures.
Employees do not have to share a medical diagnosis, but must provide enough information to the employer so it can determine if the leave qualifies for FMLA protection. Sufficient information could include informing an employer that the employee is or will be unable to perform his or her job functions, that a family member cannot perform daily activities, or that hospitalization or continuing medical treatment is necessary. Employees must inform the employer if the need for leave is for a reason for which FMLA leave was previously taken or certified.

Employers can require a certification or periodic recertification supporting the need for leave. If the employer determines that the certification is incomplete, it must provide a written notice indicating what additional information is required.

5. Employer Responsibilities. Once an employer becomes aware that an employee’s need for leave is for a reason that may qualify under the FMLA, the employer must notify the employee if he or she is eligible for FMLA leave and, if eligible, must also provide a notice of rights and responsibilities under the FMLA. If the employee is not eligible, the employer must provide a reason for ineligibility.
Employers must notify its employees if leave will be designated as FMLA leave, and if so, how much leave will be designated as FMLA leave.

6. Enforcement. Employees may file a complaint with the U.S. Department of Labor, Wage and Hour Division, or may bring a private lawsuit against an employer.
The FMLA does not affect any federal or state law prohibiting discrimination or supersede any state or local law or collective bargaining agreement that provides greater family or medical leave rights.

*GENERAL LEAVE: 
All non-essential leave of absences of one (1) week or more must be limited.  If requests for time off become excessive, the company may take disciplinary action up to or including termination of employment.  

*MILITARY LEAVE:
All regular full-time employees and part-time employees who are National Guardsmen or Reservists are eligible for an unpaid leave of absence while absent due to training duties and military service and will retain all legal re-employment rights under applicable state and federal laws. Please notify your manager as soon as you are notified of your service dates so that arrangements can be made to cover your duties during your absence. If you have questions about military or reserve leave, please see your supervisor.    

*JURY DUTY: 

Any employee who is summoned to jury duty during regular working hours will be granted unpaid leave time.  Advance notice should be provided to your supervisor. Proof of service must be submitted to your supervisor when your duty is completed.  
Employees who are absent from work due to jury duty will not be dismissed or suspended from employment and shall retain and be entitled to the same job status and pay as he/she had prior to performing jury duty. Employees who are to be absent due to jury duty must notify their supervisor in advance. 

When an employee's presence for jury duty is not officially required during regular working hours, the employee shall return to work.  Compensation payable for jury duty under this policy will apply only to those times when the employee is officially required to be present for jury duty.  An employee may not be eligible for compensation under this policy during any other time
*VOTING:

We urge you to go to the polls before or after regular working hours. If that is not possible, the election code allows up to two hours’ time off, without loss of pay, for elections. Please give us at least two working days’ notice that you will need the time off. 

*EMPLOYEE BENEFITS:
Millstone reserves the right to amend or terminate any of its benefit programs or to require or increase employee premium contributions toward any benefits with or without advance notice at its discretion.  This reserved right may be exercised in the absence of financial necessity.  Whenever an amendment is made to any of the Company’s benefits programs, the General Manager will notify plan participants of all approved amendments or plan terminations, in accordance with the requirements of applicable federal law.

*MEDICAL INSURANCE:

Group medical coverage is available to full-time employees on the first of the month following 60 days of employment. Medical insurance coverage is available in single and family plans. This plan is subject to copayments and deductible. Please refer to your plan summary for coverage detail. The cost of the premium is shared by both you and the Company, and deductions from your paycheck are taken pre-tax.

Once made, elections are fixed for the remainder of the year.  Changes in employment status, family status or other qualifying event may allow employees to make mid-year changes in coverage consistent with the change.  At the end of each calendar year during open enrollment, employees may change medical elections for following calendar year.
*CONTINUATION OF MEDICAL COVERAGE (COBRA):
You may have the right to continue coverage under our group medical plan after termination or departure from our employment. 

A. Please see your supervisor for details. 

B. This coverage will stay in effect for up to 18 months at 100% cost to you, as the employee. 

*RETIREMENT PLAN (401K):
The restaurant offers a retirement plan for employees who are at least 21 years old and who has completed a year of service in which the employee worked 1,000 hours.  

A. This plan allows you to save for your retirement. 

1. The 401K Plan is tax deductible. 

2. The restaurant will match 35 cents to the dollar on the first 3% of your contributions. 

B. Signing up for the 401K Plan is January 1st and again on July 1st of each year.  These are the only times allotted for signing up as a new participant or for making any changes.  
C. Full details of the retirement plan can be obtained from the General Manager.

*Anniversary Bonus:
To qualify for an anniversary bonus, you must accumulate 1000 hours in your first year of employment. The anniversary bonus is based off (1) your continuous years of employment with Millstone; (2) your weekly average hours worked for Millstone during the preceding 12 months; and (3) your regular base rate of pay on the date of your one year anniversary, excluding overtime, bonuses, or other special compensation. 
Your anniversary bonus is initially calculated as your weekly average hours worked multiplied by your regular base rate of pay. This number is then increased based on the following table:
	Continuous Employment Completed
	Anniversary Bonus

	1 year
	1 week of your average hours

	3 years
	2 weeks of your average hours




As an example: an employee has been employed with Millstone continuously for 3 years. In the preceding 12 months, the employee has averaged 30 hours a week. The employee’s anniversary bonus would be equal to 30 hours of pay at the employee’s regular base rate of pay.
In calculating the anniversary bonus, the weekly average hours worked for the prior year cannot exceed 40 hours per week. Your anniversary bonus is subject to applicable federal, state, and local payroll taxes and other withholdings required by law and will be paid in accordance with the Company’s customary payroll practices. The anniversary bonus will be paid within 30 days of your anniversary date.

Employees whose employment terminates for any reason prior to payment of their anniversary bonus will not receive their anniversary bonus. 

*CREDIT UNIONS:

As a Millstone employee, you are automatically eligible to become a member of: 

A. The Black Hills Federal Credit Union and/or 

B. The Highmark Federal Credit Union. 

See your store’s manager for more information.  

*WORKER’S COMPENSATION: 

Any employee hurt on the job must report the injury to a shift supervisor immediately and see a doctor within 24 hours of the accident.  If you fail to report an injury, you may jeopardize your right to collect Workers’ Compensation payments as well as health benefits (if applicable).
*DELTA DENTAL: 

An individual policy for dental insurance is available for full-time and part-time employees.  Contact management for application and details.  

SECTION D:

EMPLOYEE CONDUCT:

The Millstone Restaurants take pride in their customers, service and food.  This pride should be shown through each employee’s professionalism while on duty. 

*ABSENTEEISM AND TARDINESS:

A. The schedules that are assigned to each employee are very important for the successful operation of our establishment.  

1. When you are unable to work due to illness, you must call the restaurant at least 3 hours prior to your shift.  This allows the restaurant ample time to find a suitable replacement for your shift.  
2. If you are unable to get to work at your scheduled time, please call the restaurant to inform the manager/supervisor on duty what time you will be arriving for work.  

B. Tardy employees create tremendous pressure on the restaurant.  Continuous tardiness is not acceptable and may result in disciplinary action, up to and including termination of employment.  

*NO SOLICITATIONS:

In the interest of maintaining a proper business environment, preventing interference with work and inconvenience to others, employees may not: 

A. Distribute literature or printed materials of any kind; 

B. Sell merchandise; 

C. Solicit financial contribution; or 

D. Solicit for any cause during work time.  

Employees who are not on working time may not solicit employees who are on working time for any cause or distribute literature of any kind to them.  

Non-employees are likewise prohibited from soliciting any Millstone Restaurant. 

*DRUGS AND ALCOHOL: 

A. Since the Millstone is committed to having a safe work environment, we prohibit the following: 

1. Illegal sale, use or possession of narcotics, drugs or controlled substances on company premises.  
2. Any improper use of physician prescribed drugs on company premises. 

3. Possession or consumption of alcoholic beverages or being under the influence of alcohol of alcohol during work hours.

4. Being under the influence of narcotics, drugs or controlled substances while on duty, on company premises, or during work hours.

As used in this policy, “drug” includes, but is not limited to, any controlled substance listed in Schedules I through V of the Federal Controlled Substance Act, including marijuana that may otherwise be lawful to use under state law.
B. Prescription Medication and Medical Marijuana. An employee who uses prescription or over-the-counter drugs that may impair the employee’s ability to safely perform the job, or that may affect the safety or well-being of others, must notify the General Manager of such use immediately before starting or resuming work.  This includes, without limitation, medical marijuana.  Employees who use medical marijuana in connection with a disability should discuss with the General Manager other means of accommodating the disability in the workplace, as Millstone will not agree to allow an employee to use medical marijuana as an accommodation. (See “Disability Accommodation Policy”).

C. Testing. Millstone reserves the right to:

a. subject applicants who are given a conditional offer of employment to a drug and/or alcohol test;

b. test employees reasonably suspected of using drugs or alcohol in violation of this policy;

c. discipline or discharge employees who test positive or otherwise violate this policy; and 

d. test employees after an on-the-job accident.

The phrase “reasonable suspicion” (or in any variation) used in this policy means an articulable belief based on specific facts and reasonable inferences drawn from those facts that an employee is more likely that not under the influence of controlled substances or alcohol, or has used drugs or alcohol in violation of this policy.  Circumstances which can constitute a basis for determining “reasonable cause” may include, but are not limited to:

· a pattern of abnormal or erratic behavior;

· information provided by a reliable and credible source;

· a work-related accident;

· direct observation of drug or alcohol use;

· presence of the physical symptoms of drug or alcohol use (i.e., glassy or bloodshot eyes, alcohol odor on breath, slurred speech, poor coordination and/or reflexes);

· unexplained significant deterioration in individual job performance; 

· unexplained or suspicious absenteeism or tardiness;

· employee admissions regarding drug or alcohol use; and

· unexplained absences from normal work areas where there is reason to suspect drug or alcohol related activity.

Managers should detail in writing the specific facts, symptoms or observations that form the basis for their determination that reasonable cause exists to warrant alcohol or controlled substance testing of an employee or a search.  This documentation shall be forwarded to the General Manager.  Whenever possible, managers should locate a second employee or witness to corroborate his/her “reasonable cause” findings.

D. Search of Property. When reasonable cause exists to believe an employee possesses alcohol or a controlled substance on company property, or has otherwise violated provisions of this rule regarding possession, sale or use of drugs, controlled substances or alcohol, the company may search the employee’s possessions located on company property, including but not limited to, clothes, locker, lunchbox, toolbox, and desk.  Employees should have no expectation of privacy in any items they bring on to company property, or in property, equipment or supplies provided by Millstone to the employee.

E. Employee Refusal to Test/Search. A employee who refuses to consent to a test or a search when there is reasonable cause to suspect that the employee has violated this policy is subject to disciplinary action up to and including termination.  The reasons for the refusal shall be considered in determining the appropriate disciplinary action.

A employee who refuses to cooperate with any and all tests required by this policy is also subject to discipline, up to and including termination.  This includes, but is not limited to, tampering with, or attempting to tamper with, a specimen sample, using chemicals or other ingredients to mask or otherwise cover up the presence of metabolites, drugs or alcohol in a specimen, or providing a blood or urine specimen that was produced by anyone or anything other than the employee being tested.

F. Drug and Alcohol Treatment. Millstone recognizes that alcohol and drug use may be a sign or chemical dependency and the employees with alcohol and drug problems can be successfully treated. Millstone is willing to help such employees obtain appropriate treatment.

Although Millstone recognizes that alcohol and drug use can be successfully treated and is willing to work with employee who may suffer from such problems, it is the employee’s responsibility to seek assistance before drug or alcohol problems lead to disciplinary action.  Once a violation of this policy is discovered, the employee’s willingness to seek company or outside assistance will not “excuse” the violation and generally will have no bearing on the determination of appropriate disciplinary action.

G. Confidentiality. All information from an employee’s drug and alcohol evaluation is confidential and only those with a need to know are to be informed of test results.  Disclosure of such information to any other person, agency, or organization is prohibited unless written authorization is obtained from the employee.
*UNIFORM AND DRESS CODE: 

The Millstone is dedicated to being recognized as a professional place of employment.  

Clothing for all personnel must be kept clean and ironed (if needed) and neat in appearance, whether an assigned uniform is worn or your own clothing. 

A. Shoes should have a slip-resistant sole, completely enclosed on the toes as well as the heels.  

B. All employees are required by law to wear hair pulled up and off of the shoulders. If you have very long hair, it must be either in a braid or up in a bun.
C. Dark slacks are required, leggings are not permitted. Jeans are allowed on Fridays. If your uniform includes a skirt, the skirt must be no shorter than at the kneecap.
D. All men must come to work clean-shaven.  A well-trimmed mustache is acceptable.

E. Waitresses and Hosts must wear nametags.

F. Dining Room Personnel:
a. Dining Room Staff are supplied with a company uniform and a waist style apron.
b. Waiters are required to wear appropriate neck ties.  
G. Kitchen Personnel:

a. All kitchen personnel are supplied with a hat and company t-shirt.  
b. Do not wash your uniform clothing in the restaurant’s washing machine.  These items are your responsibility to keep clean. 
c. Whenever working in the dining room (sweeping, mopping, etc.) a clean apron must be worn over T-shirt. 
*TIPPED EMPLOYEES:  

Tips must be recorded on your time card on a daily basis. 

A. Deductions for withholding and social security on tips are completed every pay period. 

B. Federal law requires ALL tips be reported to the employer. 

C. Tip counting must be done “OFF” the clock. 

*PROFESSIONAL CODE OF CONDUCT: 

The break room is for Millstone employees only.  No “off duty’ employees are allowed to loiter anywhere in the restaurant or parking areas.  

*PARKING: 

All employees must park in the last row behind the restaurant(s).  This allows the customers the convenience they deserve to have access to the front entrance.  

CONCLUSION
Welcome to the Millstone restaurants.  We hope your employment with us is long and profitable.  We have an “open-door” policy at the Millstone, so, please feel free to visit with us about any issue at any point in time. 

If we cannot give you answers to your questions immediately, we will make every effort to find an answer for your. 

Good Luck and Thank You for becoming a member of our Millstone family.  

RECEIPT
I hereby acknowledge receipt of the Employee Handbook of the Millstone Family Restaurants and agree to read it and comply with it and any other rules and policies of the Millstone.  I understand that the handbook and all other written or oral material provided is intended for informational purposes only.  Neither it, company practices nor other communications create an employment contract or term.  I understand that the policies and benefits in the handbook are communicated to me in any fashion are subject to interpretation, review and change by management at any time without prior notice. 
I further agree that neither this document nor any other communication shall bind the company to employ me now or hereafter, and that my employment may be terminated by myself or the company without notice at any time.  I further agree that if my employment is terminated by the company, it can be done without liability to me for wages or salary, except such as may have been earned at the time of termination, or which may be due by virtue of then applicable law.  I understand no representative of the company has any authority to enter into any agreement for employment for any specified period of time or to assure any other personnel action or to assure any benefits or terms or conditions of employment, or make any agreement contrary to the foregoing.  I also understand and agree that this at-will employment relationship may not be modified orally and that only the president of the company may make a commitment for employment and that if such an agreement is made, it must be in writing and signed by the president of the company. 

I acknowledge that a violation of any policy in this handbook, or any policy included as an addendum, may be grounds for discipline, up to and including termination. I understand that this handbook does not include every process, policy, and expectation applicable to employees, or my position specifically; I may be counseled, disciplined, or terminated for poor behavior or performance even if the behavior or performance issue is not addressed in the handbook. I also understand that should any provision in this handbook be in conflict with federal, state, or local law, that provision only will be considered ineffective, while the rest of the handbook remains effective.
I agree that if I have questions regarding any policy in this handbook, or other expectations related to my behavior or performance, it is my responsibility to speak with my General Manager.

______________________________________

_____________________________

Employee signature





Date 

______________________________________

Employee name (please print name) 
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