
Dear Employee, 

 
We are glad to welcome you to the DLJ FOODS team! You will be working under a 
family owned franchise. As part of the DLJ FOODS system, our job is to provide our 
customers with a pleasant experience. To do this, we need to maintain quality, value, 
service and cleanliness through your efforts as a store employee. Whether you are 
joining the DLJ FOODS team for a part-time job, or desire a career in management, we are 
interested in you and need your interest, skills and enthusiasm. 
This employee handbook, which replaces all previous handbooks and other oral or written 
statements of employment policy, was written for you to answer some of the many questions 
you may have about the DLJ FOODS business. The handbook is yours to keep and refer to 
whenever needed, please print or save as PDF on your computer. You should understand that 
this handbook is provided for informational purposes only and is not a contract between the DLJ 
FOODS restaurant and any of our employees. Nothing in this handbook changes the basic 
premise that your employment is at-will, meaning that you have the right to terminate it at any 
time, for any reason, and we as your employer have the same right. No representative of the 
DLJ FOODS restaurant has the authority to enter an agreement contrary to this, except in a 
written contract of employment executed by the store owner David Jones and you. 
The success of each DLJ FOODS restaurant is the result of the attitudes, abilities and 
cooperation of each store employee. The most successful people motivate 
themselves. They do this best when they work at something they enjoy. Make this a job you 
enjoy. 
 
WELCOME TO THE DLJ FOODS TEAM AND FAMILY! 

 

“It All Starts with A Smile” 
 
General Job Description 
Functions of the Job 
Assemble all products per the correct procedures and guidelines, ensuring 
proper proportioning and quality. 
Perform cleaning duties to include all areas of the store: food preparation areas, 
storeroom, customer dining area, dumpster area, trash receptacles, walk-in coolers and 
freezers, parking lot, etc. 
Demonstrate a general working knowledge of all equipment located in food preparation 
areas. Have a basic understanding of the equipment needed to assure proper product 
preparation. 
Stock supplies as needed for normal days’ usage. 
Wok as a “team” member to assure constant and consistent customer satisfaction. 
Personal Qualifications 
Exhibit good manners, neat personal appearance, proper personal hygiene and ability to 
work as a “team” member. 
Have a positive attitude and desire to do the best possible job always. 
Adhere to the established food handling procedures and meet any local health 



regulations. 
Hours 
Work hours include daytime, evening and weekend shifts. 
They may start with setting up the store for the day’s operation or end with the complete 
cleanup of the store’s facilities. 
Attendance at employee meetings is mandatory. 
Responsibilities 
Ensure consistent product proportions and quality 
Quick efficient service to the customer, the customer always comes first 
Maintaining and restocking work area 
Creating and maintaining a positive work environment among employees and 
customers. 
Cleanliness in work area and general upkeep of the store’s surroundings 
Carrying out any other assigned duties. 
Opportunities 

As a DLJ FOODS Store employee, you will gain valuable business experience in a 
multifaceted billion-dollar industry. 

You will have the opportunity to work with a variety of people developing your 
interpersonal skills. 

 

DLJ FOODS RESTAURANT MANAGEMENT 
GUIDELINES 
 
The following are the guidelines that we ask all employees to follow during their shifts. 
Your primary function is to serve the public. Thus, you must constantly be aware of your 
personal appearance. Our customers demand clean, well-groomed, neat appearing 
employees and trainees. We require each employee to come to work in the proper 
uniform every day. The uniform is to be clean and neat. All employees are required to 
work only in the approved uniform as provided to you. You are responsible for following 
these uniform and other guidelines. 
 
Uniform 
1. A proper uniform includes the following: Pants, shirt, belt, hat or visor, approved 
shoes, and name tag. Everything must be worn. 
2. Pants/Slacks: All pants/slacks must be consistent in color. Denim, wind suit, yoga 
pants of any kind are not allowed. You will be responsible for providing your own 
pants. 
3. Shirt: each employee will be provided one approved uniform shirt. Any other shirt 
is not permitted. A clean and pressed uniform shirt is required at every shift. 
4. Undershirt: A white or black undershirt may be worn 
5. Head Gear: Hats or visors will also be provided and must be worn always. 
6. Footwear: Employees must wear clean, comfortable, non-skid, black, footwear at 
all times. No sandals or opened toed shoes are allowed 
7. Socks/Hosiery must be worn always 
8. Nametags must be worn by all employees always 



9. Shorts may not be worn at any time by any employee 
Personal Appearance 
10. Jewelry: for women, only post or hoop earrings (smaller than a dime) are 
allowed. Guys may not wear earrings of any kind. Do not wear necklaces or 
earrings that dangle. You may wear one ring per hand only. 
11. Fingernails must be no longer than ¼” from the fingertip. No extreme colored nail 
may be worn at any time. 
12. Personal Hygiene: All employees are expected to bathe regularly and use 
deodorant. Do not wear strong cologne or perfumes. 
13. Make-up: Facial make-up should not be applied heavily. Your skin should have a 
clean, fresh and natural look. Eye shadow, blush, and lipstick should be worn in 
very moderate amounts. 
14. Body Piercing: Ladies can wear earrings or other such material in 
ears only. Not in excess. 
15. Tattoos are not allowed unless they can be covered and you are still in uniform 
compliance. 
16. Hair must be restrained always. Girls hair must be neatly combed and pulled 
back under her hat/visor. No extreme hair styles are to be worn. Hair color 
should be kept to natural tones. No facial hair is permitted; you must be trimmed 
and neat always. 
Other Guidelines 
17. No gum will be allowed while working 
18. Cell phones: Cell phones are not allowed to be used while you are working. They 
should be kept out of sight and silenced or turned off. 
19. Use of Company phone: Employees need to get permission to use the phone for 
personal phone calls. Personal calls coming into the store should be limited, this 
is a place business. 
20. Respect: Be polite and considerate to customers and co-workers. Do not use 
profanity, or talk about inappropriate subjects. Use an “inside” voice; your 
conversations are heard in the dining room and this is a family atmosphere. 
21. Parking: As a rule, always leave the best parking spaces for customers. 
Generally, employees are asked to park in the back of the store in the parking 
spots provided. 
22. The company is NOT RESPONSIBLE for any personal property brought on to 
restaurant premises. 
23. Smoking: There is no smoking allowed in the restaurant building or parking lot. 
Employees may smoke only while on their break and only in their car. 
24. Food consumption: 

a. All food must be consumed during your break. 
b. If you are found to be stealing food you may have your discount taken 

away and be subject to immediate termination. 
c. A manager must ring up all employee purchases. 
d. Employees are prohibited from consuming any food products not 

purchased, including any waste created by mistakes made during product 
preparation. Any waste must be properly recorded and discarded, not 
consumed. 



25. Drinks/Beverages: 
Employees may help themselves to free beverages, which only include soft drinks 
provided they use a reusable cup. If an employee wishes to use a 
disposable cup they may do so but must purchase the drink at their discounted 
price. No dairy products, such as shakes or floats, arctic rushes or Julius 
products may be consumed for free. 
26. Accidents or Injuries: If you are hurt at work and need to go to the emergency 
room or to the doctor you will be required to take a mandatory drug test at that 
time. 

 
Harassment Policy 
 
All employees of this company are to be treated with respect and dignity. 
It is the policy of this company that discrimination or harassment of any employee by 
any other employee or supervisor based on race, color, national origin, sex, 
religion, age, or disability will not be tolerated. Failure by any individual to adhere to his 
policy will result in disciplinary action, up to and including termination. 
One form of prohibited harassment is sexual harassment. Sexual harassment included 
unwelcome sexual advances, requests for sexual favors, and other verbal or physical 
conduct or communication or a sexual nature when submission to such conduct is: 
A condition of employment; 
A basis for an employment decision affecting your job; 
Unreasonable interference with your job performance; 
Creating an intimidating, hostile, or offensive work environment. 
Some examples of conduct that may be sexual harassment under this policy include: 
Use of offensive or demeaning terms which have sexual connotations; 
Objectionable physical proximity or physical contact; 
Repeated, unwelcomed invitations to social engagements; 
Jokes, cartoons, pictures, or stories which have sexual content. 
If at any time you feel you are being harassed in violation of this policy, you should 
immediately contact: COURTNEY SCHUE 1-325-518-7497 
The company will investigate harassment complaints as appropriate, and take other 
appropriate action. Retaliation against any employee for making a complaint under this 
policy is strictly prohibited. This company wants to resolve any such problems but can 
do so only if we are aware of them. 

 
General Policies about… 
 
The Customer 
You should demonstrate a sense of urgency to the customer, a desire to see that 
they are served properly and efficiently and accurately. 
NEVER ARGUE WITH A CUSTOMER. THE CUSTOMER IS ALWAYS THE 
CUSTOMER. RIGHT OR WRONG! 
We try to make allowances for every customer’s order. However, unique 



situations do arise. If you are unsure how to handle a situation, consult your 
supervisor. Remember; use common sense as to what is best for the customer 
and fair to your employer. 
Never keep a customer waiting. 
Treat the customer as you would like to be treated. 
The Store 
Always remember the store is a place of business. 
Always wait on the customer first before fulfilling other responsibilities. 
There should be someone at the front counter always. If you are the only one 
at the front counter, do not leave it until another employee returns to the front 
counter. This is both a security and customer service measure. 
All wasted food is to be accounted for (not eaten). 
Employees are expected to stay at their proper station and not wander around 
the store. 
Sanitation and Cleanliness 
Proper sanitation and cleanliness is very important when working with food 
products. 
It is important to wash your hands frequently. They should be washed after going 
to the restroom, eating, coughing, sneezing, and touching your eyes, hair, or 
face. 
Compliments and Complaints 
When we get compliments from customers, no matter how small, please share it 
with your manager. 
Let the manager handle any complaints that you feel uncomfortable with, or are 
of a serious nature. 
Always thank customers for bringing their complaints to our attention. 
Never argue a complaint; ask the manager to remedy. 
Remember that facial expressions and tone of voice will communicate to the 
customer what the employee is thinking, and employees must be sincere in 
words, expressions and actions. 

 
Probationary Period 
 
When first starting your job here you will be placed in a 90-day probationary period. In 
that time, you will be evaluated on your job performance, work ethics, and tardiness or 
call offs. The purpose of this time is to let you know, up front, what we expect from you 
and what you can expect from us. The probationary period can also be used as a 
disciplinary action; it may be shorter or longer than the initial 90-day probation. By 
signing this you acknowledge all rules and policies set forth in this probationary period. 
If at any time within this probationary period you fail to comply with the terms, your 
performance will be reviewed and it will be determined if you are eligible to continue 
working at DQ Grill & Chill. These rules are to be followed during all times of your 
employment with DLJ FOODS INC including the 90-day probation period! 
1. No calling off on any shift. A doctor’s note will be accepted. 
2. No switching your schedule after posted unless approved through GM and VP of your 



area. 
3. No tardiness allowed, each tardy will be an immediate write up. After three write ups you 
will be subject to termination. 
4. Come prepared to work; have name tag, hat, belt, and a clean uniform. 
5. No insubordination, any insubordination will be an immediate termination. 
6. No cell phones allowed on floor. Only on breaks not behind the counter. 
7. When the training period ends you will be required to take a written test to show that you 
know your position and that you are qualified to be by yourself with little or no 
assistance. 
8. After your probationary period is up the managers will do a job review with you. You will 
then be given privileges that will be explained at that time. 

TO ANSWER YOUR QUESTIONS 

Pay Check 
Paid days? Bi-Weekly 
How are checks determined? The pay period is from Monday thru Sunday and 
the hours worked during this time will be used to determine the check. 
How do I get my check? We are only accepting Direct Deposits or Prepaid debit 
cards that have a routing and account number. If you are unable to open a bank 
account, please talk to our HR Department and she will work something out with 
you. 
Who do ask if I have questions about my check? Courtney Schue 
How is overtime Calculated? The work week is Monday thru Sunday. You 
receive overtime it you work more than 40 hours in that week. The overtime pay 
rate is time and a half. 
How do you keep track of hours worked? We keep track of your hour’s through 
you clocking in and clocking out. You will use your fingerprint to clock in and out. 

Uniform 
What is provided and what do I need to get for my uniform? You will be provided 
with 1 shirt, a name tag and a hat or visor. You will be responsible for getting 
your pants, belt and shoes, (black and slip resistant) before your first shift. 
How do I wash my uniform? You are responsible for washing your own uniform. 
They should be machined washed using warm or cold water. (Never use bleach!) 
Tumble dry on low dryer setting. 
What if I lose or forget a part of my uniform? You must be in full dress uniform 
before clocking in. If you lose or forget any part of your uniform, you must 
purchase that item before being allowed to clock in. 
What it I need a new shirt or pants? You can purchase a new shirt from GM, your 
pants must be purchased from the store. 

Work Schedules 
What are the hours of operation? 10:30am to 11:00pm Monday thru Sunday. 
What will my schedule be like? Will be based on your availability. 
How is the schedule determined? Based on everyone’s availability 



How far in advance is the schedule determined? One week 
How can I make a change to my schedule? If you need to change your schedule 
after it has already been posted you need to get with GM or manager on duty to 
see if there is someone who can take your shift, otherwise you will need to be 
there for your shift. 
Who do I see about changes to the schedule? GM, Sarah or David. 
Can I expect any overtime? Not unless otherwise approved by Courtney, Sarah, 
or David. 
How do I call in if I am sick? You should call 5 hours before your shift also it will 
be determined if you need to find your replacement. If you call in less than 5 
hours of your shift with no replacement you are subject to write up. 
What is the management policy on absenteeism? Excessive absenteeism for any 
reason can and will result in disciplinary action up to and including termination. 
What is the management policy on tardiness? Excessive tardiness for any 
reason can and will result in disciplinary action up to and including termination. 
Tardiness is considered 5 minutes after your shift is started. 

Holidays 
What holidays are we opened/closed? We are closed on Thanksgiving and 
Christmas. 

Breaks and Meals 
When are break times scheduled? The section manager will schedule the shifts 
per the schedule. 
How many and how long are breaks? 
Scheduled Break Time 
8 hours = 20 Minutes 
6-7 = 15 
5 = 10 
4 = 5 
Are breaks paid or unpaid? Unpaid 
May I leave during my break? No, management has the right to call you back 
during your break if it is necessary. If it is necessary to leave during your break, 
you must first receive permission from the manager. You will need to clock off 
for a minimum of 30 minutes and it will be unpaid. 
Where can I take my break? In the designated section of the restaurant. 
Do I pay for my meals on break? Yes. 
What if I’m thirsty? Coffee, water, soft drink can be consumed for free. You are to 
use the cup you are provided with. 

Using the Phone 
What is the phone policy? The phone can be used with a manager’s permission 
for personal calls. Personal calls coming into the store should be limited; this is a 
place of business. 
May I answer the phone? Yes, but the costumers that are in the store are the 



priority. When answering the phone, you should use proper phone etiquette: 
THANK YOU FOR CALLING (YOUR STORE NAME), THIS IS 
_____________HOW MAY I HELP YOU. 
How do I take messages? You should find out WHO IS CALLING, WHO THEY 
ARE CALLING FOR AND THEIR PHONE NUMBER. Write down the message 
and leave it on the office door. 
What is your policy on handing out employee numbers? No one can 
give out any personal information on any employee. All calls must to directed to 
COURTNEY SCHUE 1-325-518-7497. 

Safety and Emergency Procedures 
What are some safety precautions? SEE CHART FOR INSTRUCTIONS 
What should I do if there is an injured costumer? _________________________ 
Notify manager immediately and get names and phone numbers. 
Let the injured person decide if he/she needs medical assistance. If 
he/she is unable to so, call 911 for assistance 
Whenever possible, names and phone numbers of witnesses should be 
obtained. 
If a foreign object in the food causes the injury, make every attempt to 
retrieve it and attach it to the injury report. 
Above all be polite, but noncommittal. Document the accident by writing 
down what happened. Do not admit liability. This is for the insurance 
investigator to decide. 
Any other things I should know? 
Back door kept locked 
List of phone numbers located by the phone 

Salary and Performance Review 
When and how often will I receive a performance review? When first starting you 
will be put on a 90-day probationary period. After that time, you will be reviewed. 
After that you can expect to be reviewed at 180 days then on your 1-year 
anniversary. 
Who will I be reviewed by? Sarah or David and your GM. 
What are the criteria for my review? You will be reviewed based on job 
performance, flexibility, ability to perform all job functions, ability to work with your 
fellow co-workers and showing up for work on time on a regular basis. Your 
review will not be limited to the above and could include additional criteria. 
How will I be notified? Your manager. 
If a you a rehire any management is not allowed to rehire you without Vice President  
and CEO’s permission. 
When can I expect my raise? It will be at the manager’s discretion, but generally 
at 3,6 then annually after that. Your raise will be based on your review. 

Weapons, Firearms, Drugs and Ect. 



Any weapons or firearms are not allowed on company property, if you are caught with 
these items on you, the police department will be contacted immediately and you will be 
removed off company property by the authority. 
If you are drinking any alcohol before your shift, or during your shift you will be 
immediately terminated and the police will be contacted to escort you off company 
grounds.  
If you are in use of any illegal substances before or during your shift this contains any 
drugs, the company will immediately contact the police and have you escorted off our 
company grounds. 
If any sexual activity is going on at all on our company property, we will contact the 
police and press charges and have you escorted off our company property.  
 
Vacations/ Days off 
Who is eligible for paid vacations? Managers 
How much paid vacation do you get? 
You are entitled to 1 weeks’ vacation after you meet the qualifications 
(Pay is based on your average hours worked in a week). 
What about unpaid days off? 
Day off requests must be given to the Manager responsible for the 
schedule, Sarah or David, at least one week before the schedule is 
posted. We will make every effort to schedule your request, remembering 
it is first come, first serve based on your job description. Unfortunately, we 
will not be able to always accommodate your request. 

Quitting 
How do I give a notice if I’m quitting? You must give your notice in writing. 
How much of a notice is preferred? 2 weeks. If 2 weeks is not given your final 
check will be brought down to minimum wage and mailed to you. 
How and when will I receive my final check? If you give 2 weeks’ notice you may 
pick up your final check at the accounting firm where you will sign stating, you 
terminated/resigned your position. 
 
Write ups 
Tardiness after 5 minutes of scheduled shift. 
Not performing job duties that is assigned by management team. 
Disobeying Cell Phone policies. 
Not following DLJ FOODS INC policies listed in the handbook after receiving a 
verbal warning. 
Disrespecting customers an any way, shape, or form. Customers are always 
never wrong! 
If a drawer is to come up short on cash, any employee that was assigned to the 
drawer or using the drawer will be wrote up immediately. 
 
Subject for Termination 



Tardiness after three write ups. 
No call no show. 
Insubordination to management team, customers, corporate, or co-workers. 
Eating food or taking food with our proof of receipt or approval through 
management. 
Slandering DLJ FOODS INC on any social media websites. 
Discussing any confidential information outside work or discussing pay with any 
team member besides the General Manager. 
Not following DLJ FOODS INC policies listed in the handbook after having three 
write ups. 
No physical or verbal violence will be tolerated. 
If any DLJ FOODS INC employees including management is caught stealing 
money for the company will be an automatic termination and prosecuted. The 
police will be contacted immediately and DLJ FOODS INC will press charges. 
Any Public Display of Affection is shown will be automatic termination. 
Any Sexual Harassment to employees or management will be termination, this 
will be investigated by Human Resources and Corporate Staff. All areas of DLJ 
FOODS INC property is secured with camera. 

 
Signature Required before employment 
 
 
We appreciate your time reading our handbook and understanding our policies 
before you start your first shift with our company. At DLJ FOODS INC we want you 
to understand the importance of each policy due to the liability of the company and 
protect to your wellbeing. Please sign this document stating you understand all DLJ 
FOODS INC policies and procedures. This signature page will be sent to Human 
Resources to be filed in your individual folder, by law DLJ FOODS INC must hold 
on to this document. If you are uncertain or need clarity on any policies, please 
contact Human Resources before signing this document. 
 
 
_________________________________________ _________________ 
Signature of Employee Date 
 
 
_________________________________________ _________________ 
Signature of General Manager Date 


