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WELCOME TO

OUR TEAM!

Warm Welcome: Begin by expressing your sincere excitement and
appreciation for the employee joining your team. Let them know that their
skills, talents, and unique perspectives are valued and essential to the
success of your restaurant.



RESTAURANT MISSION,
VISION, AND VALUES

Emphasize the core values and culture that define your restaurant. Highlight the
importance of teamwork, respect, exceptional service, and a commitment to
excellence. Explain how these values guide your day-to-day operations and create a
positive work environment.

BRIEF HISTORY AND BACKGROUND
OF THE RESTAURANT

Provide a brief overview of your restaurant, its history, and the vision and mission that
drive your business. Share the story behind your establishment and how it has evolved
to become the special place it is today.



EMPLOYEE
HANDBOOK
ACKNOWLEDGMENT

EMPLOYEE NAME

EMPLOYEE SIGNATURE

SUPERVISOR SIGNATURE

DATE:




EMPLOYMENT
POLICIES

» Equal employment opportunity policy

* Anti-discrimination and harassment policy

« Employee classifications (full-time, part-time, temporary)
« Employment eligibility and documentation requirements
» Attendance and punctuality expectations

» Break and meal periods

 Dress code and hygiene

» Use of personal devices and social media policies




CODE OF CONDUCT

* Professionalism and workplace behavior expectations
» Respectful communication and teamwork

* Conflict resolution procedures

» Confidentiality and data protection

* Ethical guidelines

* Drug and alcohol policy

» Smoking policy



JOB RESPONSIBILITIES
AND EXPECTATIONS

« Job descriptions for each position

* Duties, responsibilities, and performance expectations
 Training and development opportunities

» Performance evaluation process

* Promotions and advancement guidelines




WORKPLACE SAFETY
AND SECURITY

» Health and safety guidelines

* Emergency procedures (fire, medical, evacuation)
 Accident reporting procedures

» Handling hazardous materials

» Security protocols and procedures




CUSTOMER
SERVICE

* Service standards and customer interaction guidelines
» Handling customer complaints and difficult situations

* Reservation and seating policies

 Service recovery procedures



OPERATIONAL
PROCEDURES

» Opening and closing procedures

» Cash handling and register policies
 Ordering and receiving inventory

» Food safety and sanitation procedures
» Food allergy protocols

 Cleaning and maintenance guidelines
» Equipment handling and maintenance




TIME OFF AND LEAVE
POLICIES

 Vacation and holiday policies

* Sick leave and medical absences
» Family and medical leave

» Bereavement leave

* Jury duty and military service



EMPLOYEE BENEFITS
AND PERKS

» Overview of employee benefits

(health insurance, retirement plans, etc.)
« Staff meals and discounts

* Employee referral programs

» Recognition and reward programs




MISCELLANEOUS
POLICIES

» Use of company-owned vehicles (if applicable)

» Travel and expense reimbursement policies (if applicable)
* Training and development opportunities

» Grievance procedures

» Termination and resignation processes
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	Mission, vision, values: Emphasize the core values and culture that define your restaurant. Highlight the importance of teamwork, respect, exceptional service, and a commitment to excellence. Explain how these values guide your day-to-day operations and create a positive work environment.
	History and background: Provide a brief overview of your restaurant, its history, and the vision and mission that drive your business. Share the story behind your establishment and how it has evolved to become the special place it is today.
	Date 2: 
	Employee name: 
	employment policies: • Equal employment opportunity policy
• Anti-discrimination and harassment policy
• Employee classifications (full-time, part-time, temporary)
• Employment eligibility and documentation requirements
• Attendance and punctuality expectations
• Break and meal periods
• Dress code and hygiene
• Use of personal devices and social media policies
	code of conduct: • Professionalism and workplace behavior expectations
• Respectful communication and teamwork
• Conflict resolution procedures
• Confidentiality and data protection
• Ethical guidelines
• Drug and alcohol policy
• Smoking policy
	job responsibilities: • Job descriptions for each position
• Duties, responsibilities, and performance expectations
• Training and development opportunities
• Performance evaluation process
• Promotions and advancement guidelines
	workplace safety: • Health and safety guidelines
• Emergency procedures (fire, medical, evacuation)
• Accident reporting procedures
• Handling hazardous materials
• Security protocols and procedures
	cusomer service: • Service standards and customer interaction guidelines
• Handling customer complaints and difficult situations
• Reservation and seating policies
• Service recovery procedures
	time off and leaves 2: • Opening and closing procedures
• Cash handling and register policies
• Ordering and receiving inventory
• Food safety and sanitation procedures
• Food allergy protocols
• Cleaning and maintenance guidelines
• Equipment handling and maintenance
	time off and leaves: • Vacation and holiday policies
• Sick leave and medical absences
• Family and medical leave
• Bereavement leave
• Jury duty and military service
	employee benefits: • Overview of employee benefits
(health insurance, retirement plans, etc.)
• Staff meals and discounts
• Employee referral programs
• Recognition and reward programs
	misc policies: • Use of company-owned vehicles (if applicable)
• Travel and expense reimbursement policies (if applicable)
• Training and development opportunities
• Grievance procedures
• Termination and resignation processes
	Date 3: 
	Restaurant Name 2: 


