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INTRODUCTION  

Employee Welcome Message  

Article Revised: 12/2/2015 

 
 

Drunken Fish team member! 
 
First of all, I want to welcome you to your first day of orientation and 
progressing forward with the Drunken Fish. It is difficult to find 
outstanding individuals, but it is even more difficult to find individuals who 
will complement and synergistically push our team to newer and higher 
levels. Congratulations, you are one of the few. 

This handbook was developed for our employees and to communicate the 
expectations of our policies, programs, and benefits. Employees should 
fully understand the contents of this employee handbook, for it will 
answer many questions about your employment with Drunken Fish. 
 
Our Mission Statement: 
“We define the paramount dining experience through a culture comprised 
of empowered individuals with a shared vision for world-class Japanese 
cuisine and lifestyle.” 

 
Today, Drunken Fish is in a great position. We are the favorite Japanese 
restaurant and a leader in our market. We are not just a good company, 
but striving to be a GREAT company. In addition to our Mission Statement, 
our “Perfect Ten” shared core values are a set of values and beliefs that 
our organization lives by. 

 
Perfect Ten Shared Core Values: 

Integrity  Innovation 

Teamwork Leadership 

Quality  Performance 

Passion  Delivering the “WOW” 

Loyalty  Developing People 
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The cornerstone of any great company has a set of beliefs that govern their 

respected people; these are ours. I believe that our Perfect Ten shared 

core values in tandem with our Mission Statement will have a significant 

and a major role for our future success. We must understand and accept 

these values and know what we can do in a manner consistent with them. 

So I encourage you to train extensively be successful. 

 
Again, I congratulate you and I leave you with this definition of 
TEAMWORK: 
 
“Cooperative effort by the members of a group or team to achieve a 
common goal.” 
 
We hope that your experience here will be challenging, enjoyable, and 
rewarding.  
 
 
Sincerely, 

 
 
 
 
 

Munsok So – President and CEO 
Drunken Fish 
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INTRODUCTION  

Introductory Statement  
Article Revised: 12/2/2015 

 

 
This Handbook is designed to acquaint you with Drunken Fish and provide 
you with information about working conditions, employee benefits, and 
some of the policies affecting your employment and fulfilling our mutual 
expectations. You should read, understand, and comply with all provisions 
of the handbook. It describes many of your responsibilities as an employee 
and outlines the programs developed by Drunken Fish to benefit 
employees. One of our objectives is to provide a work environment that is 
conducive to both personal and professional growth. 
 
No Employee Handbook can anticipate every circumstance or question 
about policy. As Drunken Fish continues to grow, the need may arise and 
Drunken Fish reserves the right to revise, supplement, or rescind any 
policies or portion of the Handbook from time to time as it deems 
appropriate, in its sole and absolute discretion. The only exception to any 
changes is our employment-at-will policy permitting you or Drunken Fish 
to end our relationship for any reason at any time. Employees will, of 
course, be notified of such changes to the Handbook as they occur. 
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INTRODUCTION  

Customer Relations  
Article Revised: 12/2/2015 

 

 
Customers are among our organization's most valuable assets. Every 
employee represents Drunken Fish to our customers and the public. The 
way we perform our jobs presents an image of our entire organization. 
Customers judge all of us by how they are treated with each employee 
contact. Therefore, one of our first business priorities is to assist any 
customer or potential customer. Nothing is more important than being 
courteous, friendly, helpful, and prompt in the attention you give to 
customers. 
 
Drunken Fish will provide customer relations and services training to all 
employees with extensive customer contact. Customers who wish to lodge 
specific comments or complaints should be directed to the Manager in 
charge or the Corporate Office for appropriate action. Our personal 
contact with the public, our manners on the telephone, and the 
communications we send to customers are a reflection not only of 
ourselves, but also of the professionalism of Drunken Fish. Positive 
customer relations not only enhance the public's perception or image of 
Drunken Fish, but also pay off in greater customer loyalty and increased 
sales and profit.  
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INTRODUCTION  

Employee Acknowledgement Form  
Article Revised: 12/2/2015 

 

 
The Employee Handbook describes important information about Drunken 
Fish, and I understand that I should consult the Human Resources 
Department regarding any questions not answered in the Employee 
Handbook.  
 
I have entered into my employment relationship with Drunken Fish 
voluntarily and acknowledge that there is no specified length of 
employment. Accordingly, either I or Drunken Fish can terminate the 
relationship at will, with or without cause, at any time, so long as there is 
no violation of applicable federal or state law. 
 
Since the information, policies, and benefits described here are necessarily 
subject to change, I acknowledge that revisions to the handbook may 
occur, except to Drunken Fish's policy of employment-at-will. All such 
changes will be communicated through official notices, and I understand 
that revised information may supersede, modify, or eliminate existing 
policies. Only the President and Chief Executive Officer of Drunken Fish has 
the authority to adopt any revisions to the policies in this handbook. 
 
Furthermore, I acknowledge that this handbook is neither a contract of 
employment nor a legal document. I have received the handbook, and I 
understand that it is my responsibility to read and comply with the policies 
contained in this handbook and any revisions made to it. Revisions will be 
presented to employees as they occur as addendums and may require an 
additional signature. 
 
(THIS FORM IS FOR YOUR RECORDS. A SEPARATE COPY MUST BE SIGNED 
AND TURNED IN UPON READING THE EMPLOYEE POLICY HANDBOOK.) 
 
_________________________________________________ 
EMPLOYEE'S NAME (printed) 
 
_________________________________________________ 
EMPLOYEE'S SIGNATURE 
 
_______________________ 
DATE
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EMPLOYMENT 1.01 
Nature of Employment  

Article Revised: 12/2/2015 
 

 
This handbook is intended to provide employees with a general 
understanding of our personnel policies. Employees are encouraged to 
familiarize themselves with the contents of this handbook, for it will 
answer many common questions concerning employment with Drunken 
Fish. 
 
However, this handbook cannot anticipate every situation or answer every 
question about employment. It is not an employment contract and is not 
intended to create contractual obligations of any kind. Neither the 
employee nor Drunken Fish is bound to continue the employment 
relationship if either chooses, at its will, to end the relationship at any 
time. 
 
In order to retain necessary flexibility in the administration of policies and 
procedures, Drunken Fish reserves the right to change, revise, or eliminate 
any of the policies and/or benefits described in this handbook, except for 
its policy of employment-at-will. The only recognized deviations from the 
stated policies are those authorized and signed by the chief Executive 
Officer of Drunken Fish. 
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EMPLOYMENT 1.02 

Employee Relations  
Article Revised: 12/2/2015 

 

 
Drunken Fish believes that the work conditions, wages, and benefits it 
offers to its employees are competitive with those offered by other 
employers in this area and in this industry. If employees have concerns 
about work conditions or compensation, they are strongly encouraged to 
voice these concerns openly and directly, in writing, to their supervisors. 
 
Our experience has shown that when employees deal openly and directly 
with supervisors, the work environment can be excellent, communications 
can be clear, and attitudes can be positive. We believe that Drunken Fish 
amply demonstrates its commitment to employees by responding 
effectively to employee concerns. 
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EMPLOYMENT 1.03 

Equal Employment Opportunity  
Article Revised: 12/2/2015 

 
In order to provide equal employment and advancement opportunities to 
all individuals, employment decisions at Drunken Fish will be based on 
merit, qualifications, and abilities. Drunken Fish does not discriminate in 
employment opportunities or practices on the basis of race, color, religion, 
sex, national origin, age, or any other characteristic protected by law. This 
policy governs all aspects of employment, including selection, job 
assignment, compensation, discipline, termination, and access to benefits 
and training. 
 
Any employees with questions or concerns about any type of 
discrimination in the workplace are encouraged to bring these issues, in 
writing, to the attention of their immediate supervisor. 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. 
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EMPLOYMENT 1.04 

Business Ethics and Conduct  
Article Revised: 12/2/2015 

 
The successful business operation and reputation of Drunken Fish is built 
upon the principles of fair dealing and ethical conduct of our employees. 
Our reputation for integrity and excellence requires careful observance of 
the spirit and letter of all applicable laws and regulations, as well as a 
scrupulous regard for the highest standards of conduct and personal 
integrity. 
 
Our continued success is dependent upon our customer's trust and we are 
dedicated to preserving that trust. Employees owe a duty to Drunken Fish, 
our customers, and shareholders to act in ways that will merit the 
continued trust and confidence of the public. 
 
As an organization, Drunken Fish will comply with all applicable laws and 
regulations and we expect our directors, officers, and employees to 
conduct business in accordance with the letter, spirit, and intent of all 
relevant laws and to refrain from any illegal, dishonest, or unethical 
conduct. 
 
In general, you should find that using good judgment, based on high ethical 
principles, will guide you to act appropriately. If you are unsure about the 
proper course of action, you should discuss the matter openly with your 
supervisor. If necessary, you may also contact the Human Resources 
Department for advice and consultation. 
 
It is the responsibility of every drunken fish employee to comply with our 
policy of business ethics and conduct. Disregarding or failing to comply 
with this standard of business ethics and conduct could lead to disciplinary 
action, up to and including possible termination of employment. 
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EMPLOYMENT 1.05 

Personal Relationships in the Workplace  
Article Revised: 12/2/2015 

 
The employment of relatives or individuals involved in a dating relationship 
in the same area of an organization may cause serious conflicts and 
problems with favoritism and employee morale. In addition to claims of 
partiality in treatment at work, personal conflicts from outside the work 
environment can be carried over into day-to-day working relationships. 
 
For purposes of this policy, a relative is defined as any person who is 
related to you by blood or marriage, or whose relationship with you is 
similar to that of a relative. A dating relationship is defined as a 
relationship that may be reasonably expected to lead to the formation of a 
consensual "romantic" or sexual relationship. This policy applies to all 
employees regardless of their gender or sexual orientation.  
 
You may not occupy a position that works directly for or supervises a 
relative. You may not be involved in a dating relationship with an 
employee who either works directly for you or supervises you. Drunken 
Fish also reserves the right to take prompt action if an actual or potential 
conflict of interest arises involving relatives or individuals involved in a 
dating relationship who occupy positions at any level (higher or lower) in 
the same line of authority that might affect the review of employment 
decisions.  
 
If two people who are in a reporting situation described above 
subsequently develop a relative relationship or dating relationship, the 
person in the relationship who is the supervisor is responsible and 
obligated to disclose the existence of the relationship to management. We 
will then ask the individuals involved to decide which one of them is to be 
transferred to another available position. If that decision is not made 
within 30 calendar days, Drunken Fish will decide who is to be transferred 
or, if necessary, terminated from employment. 
 
If there is a situation where a conflict or the potential for conflict arises 
because of the relationship between employees, even if there is no line of 
authority or reporting involved, the employees may be separated by 
reassignment or terminated from employment. If you are in a close 
personal relationship with another employee, we ask that you refrain from 
displays of affection or excessive personal conversation at work. 
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EMPLOYMENT 1.06 

Immigration Law Compliance  
Article Revised: 12/2/2015 

 

 
Drunken Fish is committed to employing only United States citizens and 
aliens who are authorized to work in the United States and does not 
unlawfully discriminate on the basis of citizenship or national origin. 
 
In compliance with the Immigration Reform and Control Act of 1986, each 
new employee, as a condition of employment, must complete the 
Employment Eligibility Verification Form I-9 and present documentation 
establishing identity and employment eligibility. Former employees who 
are rehired must also complete the form if they have not completed an I-9 
with Drunken Fish within the past three years, or if their previous I-9 is no 
longer retained or valid. 
 
Employees with questions or seeking more information on immigration law 
issues are encouraged to contact the Human Resources Department. 
Employees may raise questions or complaints about immigration law 
compliance without fear of reprisal. 
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EMPLOYMENT 1.07 

Outside Employment  
Article Revised: 12/2/2015 

 

 
Employees may hold outside jobs as long as they meet the performance 
standards of their job with Drunken Fish. All employees will be judged by 
the same performance standards and will be subject to the Drunken Fish's 
scheduling demands, regardless of any existing outside work requirements. 
 
If Drunken Fish determines that an employee's outside work interferes 
with performance or the ability to meet the requirements of Drunken Fish 
as they are modified from time to time, the employee may be asked to 
terminate the outside employment if he or she wishes to remain with 
Drunken Fish. 
 
Outside employment that constitutes a conflict of interest is prohibited. 
Employees may not receive any income or material gain from individuals 
outside Drunken Fish for materials produced or services rendered while 
performing their jobs. 
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EMPLOYMENT 1.08 

Non-Disclosure  
Article Revised: 12/2/2015 

 

 
The protection of confidential business information and trade secrets is 
vital to the interests and the success of Drunken Fish. Such confidential 
information includes, but is not limited to, the following examples: 

 Company Documents  

 Promotional Material  

 Recipes  

 Training Material  

 Computer Processes  

 Computer Programs And Codes  

 Customer Lists  

 Customer Preferences  

 Financial Information  

 Marketing Strategies  

 Pending Projects And Proposals  

 Research And Development Strategies  

 Compensation, and  Company Benefits Package 

 
All employees shall be required to sign a non-disclosure agreement as a 
condition of employment. Employees who improperly use or disclose trade 
secrets or confidential business information will be subject to disciplinary 
action, up to and including termination of employment and legal action, 
even if they do not actually benefit from the disclosed information.  
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EMPLOYMENT 1.09 

Disability Accommodation  
Article Revised: 12/2/2015 

 

 
Drunken Fish is committed to complying fully with the Americans with 
Disabilities Act (ADA) and ensuring equal opportunity in employment for 
qualified persons with disabilities. 
 
All employment practices and activities are conducted on a non-
discriminatory basis. Our hiring procedures have been reviewed and 
provide persons with disabilities meaningful employment opportunities. 
Pre-employment inquiries are made only regarding an applicant's ability to 
perform the duties of the position. 
 
Reasonable accommodation is available to an employee with a disability if 
the disability affects the performance of job functions. We make all 
employment decisions based on the merits of the situation in accordance 
with defined criteria, not the disability of the individual. 
 
Qualified individuals with disabilities are entitled to equal pay and other 
forms of compensation (or changes in compensation) as well as job 
assignments, classifications, organizational structures, position 
descriptions, lines of progression, and seniority lists. We make leaves of all 
types available to all employees on an equal basis. 
 
Drunken Fish is also committed to not discriminating against any qualified 
employee or applicant because the person is related to or associated with 
a person with a disability. Drunken Fish will follow any state or local law 
that provides individuals with disabilities greater protection than the ADA. 
 
This policy is neither exhaustive nor exclusive. Drunken Fish is committed 
to taking all other actions necessary to ensure equal employment 
opportunity for persons with disabilities in accordance with the ADA and 
all other applicable federal, state, and local laws. 
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SECTION 2 

EMPLOYMENT STATUS & RECORDS 
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EMPLOYMENT STATUS & RECORDS 2.01 

Employment Categories  
Article Revised: 12/2/2015 

 

 
It is the intent of Drunken Fish to clarify the definitions of employment 
classifications so that employees understand their employment status and 
benefit eligibility. These classifications do not guarantee employment for 
any specified period of time. Accordingly, the right to terminate the 
employment relationship at will at any time is retained by both the 
employee and Drunken Fish. 
 
Each employee is designated as either NONEXEMPT or EXEMPT from 
federal and state wage and hour laws. NONEXEMPT employees are 
entitled to overtime pay under the specific provisions of federal and state 
laws. EXEMPT employees are excluded from specific provisions of federal 
and state wage and hour laws. An employee's EXEMPT or NONEXEMPT 
classification may be changed only upon written notification by Drunken 
Fish management. 
 
In addition to the above categories, each employee will belong to one 
other employment category: 
 
REGULAR FULL-TIME employees are those who are not in a temporary or 
introductory status and who are regularly scheduled to work the Drunken 
Fish's full-time schedule. Generally, they are eligible for the Drunken Fish's 
benefit package, subject to the terms, conditions, and limitations of each 
benefit program.  
 
REGULAR PART-TIME employees are those who are not assigned to a 
temporary or introductory status and who are regularly scheduled to work 
less than the full-time work schedule, but at least 30 hours per week. 
Regular part-time employees are eligible for some benefits sponsored by 
Drunken Fish, subject to the terms, conditions, and limitations of each 
benefit program.  
 
INTRODUCTORY employees are those whose performance is being 
evaluated to determine whether further employment in a specific position 
or with Drunken Fish is appropriate. Employees who satisfactorily 
complete the introductory period will be notified of their new employment 
classification. 
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EMPLOYMENT STATUS & RECORDS 2.02 

Access to Personnel Files  
Article Revised: 12/2/2015 

 

 
Drunken Fish maintains a confidential personnel file on each employee. 
The personnel file includes such information as the employee's job 
application, resume, records of training, documentation of performance 
appraisals and salary increases, and other employment records. 
 
Personnel files are the property of Drunken Fish, and access to the 
information they contain is confidential. Generally, only supervisors and 
management personnel of Drunken Fish who have a reason to review 
information in a file are allowed to do so. 
 
Employees who wish to review their own file should contact the Human 
Resources Department. With reasonable advance notice, employees may 
review their own personnel files in the Drunken Fish's offices and in the 
presence of an individual appointed by Drunken Fish to maintain the files. 
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EMPLOYMENT STATUS & RECORDS 2.03 

Employment Reference Checks  
Article Revised: 12/2/2015 

 

 
To ensure that individuals who join Drunken Fish are well qualified and 
have a strong potential to be productive and successful, it is the policy of 
Drunken Fish to investigate the employment references of all applicants.  
 
Human Resources Department will respond to all reference check inquiries 
from other employers. Responses to such inquiries will be limited to 
factual information that can be substantiated by Drunken Fish's records. 
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EMPLOYMENT STATUS & RECORDS 2.04 

Personnel Data Changes  
Article Revised: 12/2/2015 

 

 
It is the responsibility of each employee to promptly notify Drunken Fish of 
any changes in personnel data. Personal mailing addresses, telephone 
numbers, number and names of dependents, individuals to be contacted in 
the event of an emergency, educational accomplishment, and other such 
status reports should be accurate and current at all times. If any personnel 
data has changed, notify the Human Resources Department. 
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EMPLOYMENT STATUS & RECORDS 2.05 

Introductory Period  
Article Revised: 12/2/2015 

 

 
The introductory period is intended to give new employees the 
opportunity to demonstrate their ability to achieve a satisfactory level of 
performance and to determine whether the new position meets their 
expectations. Drunken Fish uses this period to evaluate employee 
capabilities, work habits, and overall performance. Either the employee or 
Drunken Fish may end the employment relationship at will at any time 
during or after the introductory period, with or without cause or advance 
notice. 
 
All new and rehired employees work on an introductory basis for the first 
120 calendar days after their date of hire. Employees who are promoted or 
transferred within Drunken Fish must complete a secondary introductory 
period of the same length with each reassignment to a new position. Any 
significant absence will automatically extend an introductory period by the 
length of the absence. If Drunken Fish determines that the designated 
introductory period does not allow sufficient time to thoroughly evaluate 
the employee's performance, the introductory period may be extended for 
a specified period.  
 
In cases of promotions or transfers within Drunken Fish, an employee who, 
in the sole judgment of management, is not successful in the new position 
can be removed from that position at any time during the secondary 
introductory period. If this occurs, the employee may be allowed to return 
to his or her former job or to a comparable job for which the employee is 
qualified, depending on the availability of such positions and Drunken 
Fish's needs. 
 
Upon satisfactory completion of the initial introductory period, employees 
enter the "regular" employment classification.  
 
Employment status is not changed during the secondary introductory 
period that results from a promotion or transfer within Drunken Fish. 
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EMPLOYMENT STATUS & RECORDS 2.06 

Employment Applications  
Article Revised: 12/2/2015 

 

 
Drunken Fish relies upon the accuracy of information contained in the 
employment application and questionnaires, 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 the exclusion of the individual from 
further consideration for employment or, if the person has been hired, 
termination of employment. 
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EMPLOYMENT STATUS & RECORDS 2.07 

Performance Evaluation  
Article Revised: 12/2/2015 

 

 
Supervisors and employees are strongly encouraged to discuss job 
performance and goals on an informal, day-to-day basis. Formal 
performance evaluations are conducted at the end of an employee's initial 
period in any new position. This period, known as the introductory period, 
allows the supervisor and the employee to discuss the job responsibilities, 
standards, and performance requirements of the new position. Additional 
formal performance evaluations are conducted to provide both supervisors 
and employees the opportunity to discuss job tasks, identify and correct 
weaknesses, encourage and recognize strengths, and discuss positive, 
purposeful approaches for meeting goals.  
 
The performance of all employees is generally evaluated according to an 
ongoing 6 month interval cycle, beginning at the calendar-year end. 
 
Merit-based pay adjustments are awarded by Drunken Fish in an effort to 
recognize truly superior employee performance. The decision to award 
such an adjustment is dependent upon numerous factors, including the 
information documented by this formal performance evaluation process. 
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EMPLOYMENT STATUS & RECORDS 2.08 

Job Descriptions  
Article Revised: 12/2/2015 

 

 
Drunken Fish makes every effort to create and maintain accurate job 
descriptions for all positions within the organization. Each description 
includes a job information section, a job summary section (giving a general 
overview of the job's purpose), an essential duties and responsibilities 
section, a supervisory responsibilities section, a qualifications section 
(including education and/or experience, language skills, reasoning ability, 
and any certification required), a physical demands section, and a work 
environment section. 
 
Drunken Fish maintains job descriptions to aid in orienting new employees 
to their jobs, identifying the requirements of each position, establishing 
hiring criteria, setting standards for employee performance evaluations, 
and establishing a basis for making reasonable accommodations for 
individuals with disabilities. 
 
Human Resources Department and the hiring manager prepare job 
descriptions when new positions are created. Existing job descriptions are 
also reviewed and revised in order to ensure that they are up to date. Job 
descriptions may also be rewritten periodically to reflect any changes in 
the position's duties and responsibilities. All employees will be expected to 
help ensure that their job descriptions are accurate and current, reflecting 
the work being done. 
 
Employees should remember that job descriptions do not necessarily cover 
every task or duty that might be assigned, and that additional 
responsibilities may be assigned as necessary. Contact the Human 
Resources Department if you have any questions or concerns about your 
job description. 
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EMPLOYMENT STATUS & RECORDS 2.09 

Salary Administration  
Article Revised: 12/2/2015 

 

 
The salary administration program at Drunken Fish was created to achieve 
consistent pay practices, comply with federal and state laws, demonstrate 
our commitment to Equal Employment Opportunity, and offer competitive 
salaries within our labor market. Because recruiting and retaining talented 
employees is critical to our success, Drunken Fish is committed to paying 
its employees equitable wages that reflect the requirements and 
responsibilities of their positions and are comparable to the pay received 
by similarly situated employees in other organizations in the area. 
 
Compensation for every position is determined by several factors, 
including job analysis and evaluation, the essential duties and 
responsibilities of the job, and salary survey data on pay practices of other 
employers. Drunken Fish periodically reviews its salary administration 
program and restructures it as necessary. Merit-based pay adjustments 
may be awarded in conjunction with superior employee performance 
documented by the performance evaluation process. 
 
Employees should bring their pay-related questions or concerns to the 
attention of their immediate supervisors, who are responsible for the 
administration of departmental pay practices. Human Resources 
Department is also available to answer specific questions about the salary 
administration program. 
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EMPLOYMENT STATUS & RECORDS 2.10 

Medical Information Privacy  
Article Revised: 12/2/2015 

 

 
This Medical Information Privacy policy describes how health information 
about employees may be used and disclosed by Drunken Fish and how 
employees can get access to this information. Drunken Fish is committed 
to maintaining and protecting the confidentiality of our employees' 
personal information in compliance with the Health Insurance Portability 
and Accountability Act (HIPAA). Human Resources Department is the 
designated Privacy Officer for all employee medical information. 
 
This policy of privacy practices applies to the health plans of Drunken Fish 
that are covered by privacy regulations, for example health benefit plans, 
dental plans, employee assistance plans, and pharmacy benefit programs 
(collectively referred to as the Benefit Plans). The Benefit Plans are 
required by federal and state law to protect the privacy of employees' 
individually identifiable health information and other personal information 
and to provide employees with notice about their policies, safeguards, and 
practices. When the Benefit Plans use or disclose employees' protected 
health information, the Benefit Plans are bound by the terms of this policy, 
or a revised policy, if applicable. 
 
 
The Benefit Plans will not use employees' protected health information 
or disclose it to others without the employees' authorization, except for 
the following purposes: 
 
Treatment 
The Benefit Plans may disclose employees' protected health information, 
or employees' covered dependents' protected health information, to a 
health care provider or administrator for its provision, coordination, or 
management of the employees' health care and related services. For 
example, prior to providing a health service to an employee, the 
employee's doctor may ask for information concerning whether and when 
the service was previously provided to the employee. The Benefit Plans 
may use and disclose employees' protected health information for 
treatment activities of a health care provider. 
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Payment 
The Benefit Plans may use and disclose employees' protected health 
information to facilitate payment of premiums for employees' coverage, 
and to determine and fulfill their responsibility to provide employees' 
medical, dental, and EAP benefits. For example, employees' protected 
health information may be used to make coverage determinations, 
administer claims, and coordinate benefits with other coverage employees 
may have. The Benefit Plans may also disclose employees' protected health 
information to a health plan or administrator to determine employees' 
eligibility for coverage, or for the health care provider to obtain payment 
for health care services provided to the employee. 
 
Health Care Operations 
The Benefit Plans may use and disclose employees' protected health 
information for their health care operations, or the health care operations 
of a third party administrator of the Benefit Plans. For example, the Benefit 
Plans may use protected health information to conduct quality assessment 
and improvement activities. Other health care operations may include 
providing appointment reminders, or sending employees information 
about treatment alternatives or other health-related benefits and services. 
The Benefit Plans also may disclose employees' protected health 
information to another health plan or provider that has a relationship with 
an employee, so that it can conduct quality assessment and improvement 
activities (for example, to perform case management). 
 
Disclosure to Employer or Operating Company 
The Benefit Plans may disclose employees' protected health information to 
Drunken Fish, or to a company acting on the behalf of Drunken Fish, so 
that it can monitor, audit, and otherwise administer the employee health 
benefit plan in which employees participate. Drunken Fish and its 
operating companies are not permitted to use protected health 
information for any purpose other than administration of employees' 
health, dental, and EAP benefits. The Benefit Plans will not disclose 
protected health information to Drunken Fish for the purposes of 
employment-related actions or decisions, or in connection with any other 
benefit or employee benefit plan. The Benefit Plans will identify employees 
who are authorized to receive and use protected health information. 
 
Disclosure to Health Care Vendors and Accreditation Organizations 
The Benefit Plans may disclose employees' protected health information to 
companies with whom they contract, if they need it to perform requested 
services. For example, the Benefit Plans may provide protected health 
information to vendors who provide important information and guidance 
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to plan members with chronic conditions such as diabetes and asthma. 
Protected health information may be disclosed to accreditation 
organizations such as the National Committee for Quality Assurance 
(NCQA) for quality measurement purposes. When the Benefit Plans enter 
into these arrangements, they will obtain a written agreement to protect 
employees' protected health information. 
 
Public Health Activities 
The Benefit Plans may disclose employees' protected health information 
for the following public health activities and purposes: 1) to report health 
information to public health authorities that are authorized by law to 
receive such information for the purpose of controlling disease, injury, or 
disability; 2) to report child abuse or neglect to a government authority 
that is authorized by law to receive such reports; 3) to report information 
about a product or activity that is regulated by the U.S. Food and Drug 
Administration (FDA) to a person responsible for the quality, safety, or 
effectiveness of the product or activity; and, 4) to alert a person who may 
have been exposed to a communicable disease, if the Benefit Plans are 
authorized by law to give this notice. 
 
Health Oversight Activities  
The Benefit Plans may disclose employees' protected health information to 
a government agency that is legally responsible for oversight of the health 
care system or for ensuring compliance with the rules of government 
benefit programs, such as Medicare or Medicaid, or other regulatory 
programs that need health information to determine compliance. 
 
For Research  
The Benefit Plans may disclose employees' protected health information 
for medical research purposes, subject to strict legal restrictions. 
 
To Comply with the Law  
The Benefit Plans may use and disclose employees' protected health 
information to comply with the law. 
 
Judicial and Administrative Proceedings  
The Benefit Plans may disclose employees' protected health information in 
a judicial or administrative proceeding or in response to a legal order. 
 
Law Enforcement Officials  
The Benefit Plans may disclose employees' protected health information to 
the police or other law enforcement officials, as required by law or in 
compliance with a court order or other process authorized by law. 
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Health or Safety 
The Benefit Plans may disclose employees' protected health information to 
prevent or lessen a serious and imminent threat to employees' health or 
safety or the health and safety of the general public. 
 
Government Functions 
The Benefit Plans may disclose employees' protected health information to 
various departments of the government such as the U.S. military or the 
U.S. Department of State. 
 
Workers' Compensation 
The Benefit Plans may disclose employees' protected health information 
when necessary to comply with workers' compensation laws. 
 
Other 
The Benefit Plans may disclose employees' protected health information 
when necessary to file claims with re-insurers or stop-loss carriers, or to 
obtain coverage with re-insurers or stop-loss carriers. The Benefit Plans 
may also disclose employees' protected health information to subrogation 
vendors to recoup payments made by the Benefit Plans that were 
reimbursed by other insurance arrangements. 
 
Uses and Disclosures with Employees' Written Authorization 
The Benefit Plans will not use or disclose employees' protected health 
information for any purpose other than the purposes described in this 
policy without the employees' written authorization. For example, the 
Benefit Plans will not supply protected health information to another 
company for its marketing purposes or to a potential employer with whom 
an employee is seeking employment without the employee's signed 
authorization. Employees may revoke an authorization that has previously 
been given by sending a written request to the Human Resources 
Department, but not with respect to any actions the Benefit Plans have 
already taken. 
 
Disclosure to Others Involved in an Employee's Care 
The Benefit Plans may disclose protected health information about 
employees to a relative, a friend, the subscriber of employees' benefits, or 
any other person employees identify, provided the information is directly 
relevant to that person's involvement with employees' health care or 
payment for that care. For example, if a family member or a caregiver calls 
Drunken Fish with knowledge of an employee's protected health 
information, Drunken Fish may confirm protected health information or 
answer questions. Employees have the right to stop or limit this type of 
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disclosure by contacting the Human Resources Department. If an 
employee is a minor, the employee also may have the right to block 
parental access to the employee's protected health information in certain 
circumstances, if permitted by state law. 
 
Employees may request restrictions on the use and disclosure of the 
employee's protected health information for the treatment, payment, and 
health care operations purposes explained in this policy. While the Benefit 
Plans will consider all requests for restrictions carefully, the Benefit Plans 
are not required to agree to a requested restriction. Employees may ask to 
receive communications of their protected health information from the 
Benefit Plans by alternative means of communication or at alternative 
locations. While the Benefit Plans will consider reasonable requests 
carefully, they are not required to agree to all requests. 
 
Employees may ask to inspect or to obtain a copy of their protected health 
information that is included in certain records the Benefit Plans maintain. 
Under limited circumstances, the Benefit Plans may deny employees 
access to a portion of their records. If employees request copies, the 
Benefit Plans may charge employees copying and mailing costs. 
 
Employees have the right to ask the Benefit Plans to amend protected 
health information that is contained in the Benefit Plans records. If the 
Benefit Plans determine that the record is inaccurate, and the law permits 
the Benefit Plans to amend it, the Benefit Plans will correct it. If the 
employee's doctor or another person created the information that the 
employee wants to change, the employees should ask that person to 
amend the information. 
 
Upon request, employees may obtain an accounting of disclosures the 
Benefit Plans have made of their protected health information. The 
accounting that the Benefit Plans provide will not include disclosures made 
before April 14, 2003, disclosures made for treatment, payment or health 
care operations, disclosures made earlier than six years before the date of 
the request, and certain other disclosures that are exempted by law. If 
employees request an accounting more than once during any 12-month 
period, the Benefit Plans will charge those employees a  fee for each 
accounting statement after the first one. 
 
Employees may contact the Human Resources Department to obtain a 
paper copy of this policy, even if the employees previously agreed to 
receive notices electronically. Employees must contact the HR Department 
if they wish to make any of the requests listed previously. 
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If employees want more information about privacy rights, do not 
understand their privacy rights, are concerned that the Benefit Plans have 
violated their privacy rights, or disagree with a decision that the Benefit 
Plans made about access to protected health information, they may 
contact the Human Resources Department. Employees may also file 
written complaints with the Secretary of the U.S. Department of Health 
and Human Services. Drunken Fish will not take any action against 
employees if they file a complaint. 
 
Drunken Fish may change the terms of this policy at any time. If Drunken 
Fish changes this policy, Drunken Fish may make the new policy terms 
effective for all protected health information that the Benefit Plans 
maintain, including any information the Benefit Plans created or received 
before Drunken Fish issued the new policy. If Drunken Fish makes any 
changes to the Medical Information Privacy policy, notice of the changes 
will be provided to employees. 
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EMPLOYMENT STATUS & RECORDS 2.11 

Social Security Number Policy  
Article Revised: 12/2/2015 

 

 
To protect employees' personal information, Drunken Fish prohibits the 
use of employees' Social Security numbers for identification purposes, 
except as allowed by law. Drunken Fish will not: 

 Publicly post or publicly display in any manner an employee's Social 
Security number. "Publicly post" or "publicly display" means to 
intentionally communicate or otherwise make available to the general 
public. 

 Print an employee's Social Security number on any card required for the 
employee to access products or services provided by Drunken Fish. 

 Require an employee to transmit his or her Social Security number over 
the Internet, unless the connection is secure or the Social Security 
number is encrypted. 

 Require an employee to use his or her Social Security number to access 
an Internet web site, unless a password or unique personal identification 
number or other authentication device is also required to access the 
Internet web site. 

 Print an employee's Social Security number on any materials that are 
mailed to the employee, unless state or federal law requires the Social 
Security number to be on the document to be mailed. 

 
However, Social Security numbers may be included in applications and 
forms sent by mail, including documents sent as part of an application or 
enrollment process; or to establish, amend, or terminate an account, 
contract, or policy; or to confirm the accuracy of the Social Security 
number. 
 
Drunken Fish will continue to collect, use, or release Social Security 
numbers as required by state or federal law, and may use Social Security 
numbers for internal verification or administrative purposes. 
 
Employees who have questions about this policy or who feel that their 
Social Security number has been used inappropriately by Drunken Fish 
should contact the Human Resources Department. 
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SECTION 3 

EMPLOYEE BENEFIT PROGRAMS 
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EMPLOYEE BENEFIT PROGRAMS 3.01 

Vacation Benefits  
Article Revised: 12/2/2015 

 

 
Drunken Fish will provide vacation with pay to any EXEMPT employees. 
Vacations are to be scheduled at times that are convenient to the 
organization and with consideration of the employee’s preference. 

Note: Drunken Fish encourages an employee to schedule at least five days 
of vacation leave consecutively, resulting in at least one full week of 
meaningful time off. In addition to this, the following is also imperative: 

 If the EXEMPT employee wants and desires to take more time off than is 
allotted, the employer reserves the right to not provide vacation time or 
time off pay. If the employee is a valuable member of the team, it is the 
sole discretion of management to give this time off without pay. 

 If the EXEMPT employee wants to take a leave of absence without pay, it 
needs to be approved at least 30 days in advance with management. 

 
Vacation Allowances 
Regular EXEMPT employees in the following groups who are employed on 
or after 01/02/12 are provided annual vacation allowances.  Refer to 
section MANAGEMENT ONLY 9.04 for more details. 
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EMPLOYEE BENEFIT PROGRAMS 3.02 

Holidays  
Article Revised: 12/2/2015 

 

 
Drunken Fish will grant holiday time off to all employees on the holidays 
listed below: 
 
Corporate: 

 New Year Day 

 Memorial Day 

 4th of July 

 Labor Day 

 Thanksgiving (fourth Thursday in November)  

 Day After Thanksgiving 

 Christmas (December 25)  

 
Operations: 

 Thanksgiving (fourth Thursday in November)  

 Christmas (December 25)  
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EMPLOYEE BENEFIT PROGRAMS 3.03 

Workers' Compensation Insurance  
Article Revised: 12/2/2015 

 

 
Drunken Fish provides a comprehensive workers' compensation insurance 
program at no cost to employees. This program covers any injury or illness 
sustained in the course of employment that requires medical, surgical, or 
hospital treatment.  Subject to applicable legal requirements, workers' 
compensation insurance provides benefits after a short waiting period or, 
if the employee is hospitalized, immediately. 
 
Employees who sustain work-related injuries or illnesses should inform 
their supervisor immediately. No matter how minor an on-the-job injury 
may appear, it is important that it be reported immediately.  This will 
enable an eligible employee to qualify for coverage as quickly as possible.  
 
Neither Drunken Fish nor the insurance carrier will be liable for the 
payment of workers' compensation benefits for injuries that occur during 
an employee's voluntary participation in any off-duty recreational, social, 
or athletic activity sponsored by Drunken Fish. 
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EMPLOYEE BENEFIT PROGRAMS 3.04 

Sick Leave Benefits  
Article Revised: 12/2/2015 

 

 
Paid sick time provides financial assistance to regular full-time and part-
time employees working 30 hours or more per week on a regularly 
scheduled basis who are unable to work due to personal illness or injury. It 
is not to be used for absences resulting from intemperance, personal 
negligence, or the illness of another family member, nor is it to be used for 
routine medical or dental appointments. “Routine” appointments would 
include annual health or dental exams and tests that are scheduled to 
make sure an employee is healthy (such as colonoscopies, blood pressure 
checks, mammograms). 
 
Time that employees spend away from work for the purpose of caring for 
family members is not reimbursable as sick time. 

The remainder of sick time granted per year requires acceptable medical 
verification that includes certification that the employee is being treated, is 
unable to work and indicates the approximate amount of time necessary 
to be away from work. Management may request, at any time, that 
employees turn in a statement, signed by a physician, stating the employee 
was unable to work with the applicable dates.  

 

 
Abuse of Sick Time 
Paid sick time is a privilege extended by Drunken Fish. Employees who 
abuse this privilege may be subject to disciplinary action up to and 
including termination of employment. 
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EMPLOYEE BENEFIT PROGRAMS 3.05 

FMLA  
Article Revised: 12/2/2015 

 

 
Federal Family and Medical Leave (FMLA): The Drunken Fish recognizes 
that a leave of absence from active employment may be necessary for 
family or medical reasons.  The following leave of absence policy complies 
with the provisions of the Family and Medical Act of 1993 ("FMLA"). 

Eligible Employees 

Employees eligible for family and medical leave are those who:  (1) are one 
of 50 employees within a 75-mile radius; (2) have been employed for at 
least twelve months; and (3) have worked at least 1,250 hours during the 
previous twelve-month period.   Employees should have no expectation of 
coverage unless the proceeding coverage requirements are met. 

An eligible employee may take unpaid leave for the following reasons: 

(1) the birth of the employee's child; (2) the placement of a child with the 
employee for adoption or foster care;  (3) the care of a child, spouse, or 
parent ("family member") who has a serious health condition;  (4) the 
serious health condition of the employee;  (5) because your parent, 
spouse, son or daughter is a current member of the Armed Forces who has 
a serious injury or illness incurred in the line of duty on active duty for 
which he or she is undergoing medical treatment, recuperation, or 
therapy, or otherwise is in outpatient status, or otherwise on the 
temporary disability retired list; or  (6) because of a qualifying exigency 
arising out of the fact that your spouse, parent, son, or daughter is a 
covered military member on active duty (or has been notified of a call or 
order to active duty) in support of a contingency operation. 

Length of Leave 

An eligible employee may be entitled to up to twelve weeks of unpaid 
leave within a twelve-month period without loss of seniority or benefits, 
with the exception of the type of leave described in # 5 above, in which 
case the employee is eligible for a maximum of 26 weeks of leave.  With all 
types of leave except that described in # 5 above, the amount of leave 
available to an employee at any given time will be calculated by looking 
backward at the amount of leave taken within the twelve-month period 
immediately preceding the requested leave.  For employees taking military 
caregiver leave as described in # 5 above, the 12-month period during 
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which leave may be taken is measured from the first day the employee 
takes leave to care for the covered service member.  An employee who 
fails to return to work immediately following expiration of the authorized 
leave period will be considered to have voluntarily resigned.  All leave 
taken under this policy and leave for any other reason which would qualify 
under FMLA, e.g., workers’ compensation leave, will be counted against 
the employee's leave entitlement under FMLA. 

Substitution of Paid Leave 

During a family or medical leave provided under this policy, an employee 
shall first exhaust all accrued and unused vacation, personal days, and then 
sick days before continuing such leave on an unpaid basis.  During a leave 
related to the employee's serious health condition, unless prohibited by 
law, the employee shall also exhaust any available sick pay or other paid 
leave before continuing such leave on an unpaid basis.   

Certification 

If an employee takes a leave of absence because of the serious health 
condition of the employee or the employee's family member, the 
employee must submit to Human Resources in the Corporate Office with 
written medical certification from a health care provider of the serious 
health condition.  Failure to provide such certification upon request may 
result in a denial or delay of leave.  The Drunken Fish reserves the right to 
require that the employee receive a second (and possibly a third) opinion 
from another health care provider (at the Drunken Fish’s expense) 
certifying the serious health condition of the employee or the employee’s 
family member.  The Drunken Fish reserves the right to require that an 
employee provide the Drunken Fish with recertification of the medical 
condition for which leave is taken. 

Before being returned to work, an employee who is on leave of absence as 
a result of his or her own serious health condition must submit a health 
care provider's written certification that the employee is able to return to 
work.  Failure to provide such certification may result in the delay or denial 
of job restoration. 

During the employee's leave, the Drunken Fish may also periodically 
inquire as to the employee’s intent to return to work. 
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Intermittent or Reduced Leave 

Leave taken because of the employee’s or family member’s serious health 
condition may be taken on an intermittent or reduced schedule basis when 
medically necessary.  If an employee seeks leave on an intermittent or 
reduced schedule basis, the employee must submit medical certification, 
as discussed above, and additional certification from the health care 
provider that the intermittent or reduced schedule leave is medically 
necessary.  The Drunken Fish may require an employee taking intermittent 
or reduced schedule leave to transfer temporarily to an alternative 
available position for which the employee is qualified or may modify the 
employee’s current position to better accommodate the employee’s 
recurring periods of leave. 

Insurance Premiums 

During the employee’s family or medical leave of absence, Drunken Fish 
will continue to provide health insurance coverage for the employee if the 
Drunken Fish companies provided such coverage to the employee before 
the beginning of said leave; however, the employee will remain personally 
responsible for paying the employee’s portion of the insurance premium.  
Such payments may be made prior to the leave and must be submitted 
directly to the office manager.  Failure to pay premiums in a timely manner 
may result in lapse of coverage. 

Payments for all other benefits must be paid in full by the employee during 
the period of leave.  If the employee chooses not to make such payments, 
the employee will nevertheless be restored to the plan with no break in 
service upon return from leave.  An employee who does not return may be 
required to repay any insurance premiums paid by the Drunken Fish during 
leave. 

Fitness-For-Duty Statement 

If the reason for FMLA leave is for your own serious health condition, a 
fitness-for-duty statement will be required in order for you to return from 
a medical leave. This Healthcare Providers Work Release Form must state 
you are capable of returning to work and performing the essential 
functions of your position, with or without reasonable accommodation.  
Failure to provide the statement will result in a delay in your return to 
work. 

If you wish to return to work before the scheduled expiration of an FMLA 
leave, you must notify the Drunken Fish of the changing circumstances as 
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soon as possible but no later than two working days prior to your desired 
return date. 

An employee who fails to return to work immediately after the expiration 
of the leave period will be considered to have voluntarily terminated 
his/her employment. 

Job Restoration 

Upon return from family or medical leave in accordance with this policy, 
the employee will be returned to the same or an equivalent position with 
no loss in benefits which accrued prior to the leave of absence.  An 
employee who does not return to work at the end of an authorized leave 
will be considered to have voluntarily resigned. 

Certain “key employees” may not be eligible to be restored to the same or 
an equivalent job at the conclusion of their leave.  The Drunken Fish will 
notify such employees of their "key employee" status and the conditions 
under which job restoration may be denied, if applicable. 

Employee Notification 

An employee who expects or anticipates taking a family or medical leave is 
required to notify his or her supervisor of the date of commencement and 
the expected duration of the leave at least 30 days in advance of the leave, 
or, if the need for the leave is not foreseeable, as soon as practicable.  In 
cases where the need for leave is foreseeable, an employee’s failure to 
provide 30 days’ notice prior to taking leave may result in denial or delay 
of leave.  An employee requesting leave under this policy should submit a 
complete application for leave form to the owner-operator. 

Contact Human Resources 

If you anticipate the possibility of taking family or medical leave, or if you 
have any questions about the application of this policy to your particular 
situation, contact Human Resources. 
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EMPLOYEE BENEFIT PROGRAMS 3.06 

Bereavement Leave  
Article Revised: 12/2/2015 

 

 
Only EXEMPT employees may be allowed up to two (2) days off, including 
the day of the funeral, without loss of pay, for a death occurring in the 
immediate family. Funeral leave is to be requested when time off is 
required during scheduled work hours. Immediate family includes a 
spouse, domestic partner, child, stepchild, grandchild, parent, stepparent, 
parent-in-law, daughter-in-law, son-in-law, brother, sister or half brother 
or sister. 

In the case of the death of an employee’s own grandparent, great-
grandparent, great-grandchild, brother-in-law, sister-in-law, stepbrother, 
stepsister, aunt, uncle, nephew, niece or first cousin, only the day of the 
funeral may be granted as a day without loss of pay. 

It is the employee’s responsibility to notify his or her supervisor of the 
absence. Funeral leave may be granted on more than one occasion during 
the year. Funeral leave will only be time off with pay from regularly 
scheduled work. 
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EMPLOYEE BENEFIT PROGRAMS 3.07 

Jury Duty  
Article Revised: 12/2/2015 

 

 
Full-time and part-time employees working 20 hours or more per week on 
a regularly scheduled basis who are called for jury duty will be excused 
from work without loss of pay during the time spent as a juror. Employees 
may also keep any compensation received from the Court while on jury 
duty. Time spent serving as a juror is not considered time worked when 
computing overtime. 

An employee should notify the supervisor immediately upon receipt of a 
summons for jury duty. 
 



Drunken Fish Employee Handbook
  

39 

EMPLOYEE BENEFIT PROGRAMS 3.08 

Employee Meals and Discounts  
Article Revised: 12/2/2015 

 

 
Employee Meals are to be consumed before or after the shift, and only 
with a manager’s approval.  
 
Front of house (FOH) employees receive a 50% discount when working at 
your location (up to $20).  
 
All FOH and BOH employees receive a 30% discount when not working or it 
is not immediately before/after a shift (up to $20) or when dining at 
another location, but must show your employee check stub to verify 
employment.  
 
It will be the responsibility of the employee to notify the server of his/her 
employment status if he/she is employed at a different location. Advise 
your server to notify the manager. The server will ask the staff member if 
they have a current check stub prior to taking their order. Check stubs 
must be current—void if older than 1 month. If staff member does not 
have a check stub, server will reiterate to staff member that he/she will 
not receive any discount on their meal. If there is a check stub, server will 
present check stub to the manager on duty at the time of payment. Server 
will then inform the manager of the employee’s table and seat number. 
 
Manager will discount staff meal 30% off up to $20.00 worth of food. No 
discounts on alcohol or food for guests. Manager will then return the check 
stub to the staff member to verify. 
 
Employee discount will not be given on carry-out orders, lunch specials, or 
Happy Hour. You are not allowed to take discounted food home with you. 
 
Front of house staff are never allowed to use Styrofoam or glassware to 
drink out of. Please use paper cone-cups and dispose of when finished.  
 
Back of house staff must use Styrofoam cups with lids at all times. No 
glassware is permitted in the back of house or on the cook-line for any 
reason. 
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EMPLOYEE BENEFIT PROGRAMS 3.09 

Perfect Ten Dollar  
Article Revised: 12/2/2015 

 

 

Perfect Ten vouchers are used to reward good behavior within Drunken 
Fish restaurants. They are to be distributed by management at any time to 
individuals who meet the following criteria: 
 

 Demonstrates our Perfect Ten shared core values 

 Consistent out of the ordinary behavior 

 Exhibits consistent delivery of “WOW” to our guests  
 
It is a Ten Dollar value that can be redeemed at any of our stores by 
current employees. 
 
“Perfect 10 Dollar” 

 



Drunken Fish Employee Handbook
  

41 

SECTION 4 

TIMEKEEPING & PAYROLL 
 



42 
 
Drunken Fish Employee Handbook 

TIMEKEEPING & PAYROLL 4.01 

Timekeeping  
Article Revised: 12/2/2015 

 

 
Accurately recording time worked is the responsibility of every nonexempt 
employee. Federal and state laws require Drunken Fish to keep an 
accurate record of time worked in order to calculate employee pay. Time 
worked is all the time actually spent on the job performing assigned duties. 
 
Nonexempt employees will accurately record the time they begin and end 
their work. They should also record the beginning and ending time of any 
split shift or departure from work for personal reasons. Overtime work 
must always be approved before it is performed. 
 
Altering, falsifying, tampering with time records, or recording time on 
another employee's time record may result in disciplinary action, up to and 
including termination of employment.  
 
Nonexempt employees should report to work at their scheduled starting 
time and stay no longer than their scheduled stop time without expressed, 
prior authorization from their supervisor.  
 
It is the employees' responsibility to present their clock-out slips to their 
supervisor prior to leaving. 
 
Never work off the clock. You will be paid only for the hours shown on the 
time clock. As a tipped employee, it is mandatory that you declare your 
tips to ensure that proper payroll and IRS requirements are met.  
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TIMEKEEPING & PAYROLL 4.02 

Paydays  
Article Revised: 12/2/2015 

 

 
All employees are paid bi-weekly on every other Friday. Each paycheck will 
include earnings for all work performed through the end of the previous 
payroll period.  
 
In the event that a regularly scheduled payday falls on a holiday, 
employees will be paid on the first day of work following the regularly 
scheduled payday.  
 
If a regular payday falls during an employee's vacation, the employee's 
paycheck will be available upon his or her return from vacation. 
 
Paychecks are available for pick up on payday (Friday) from 9am - 11am 
and 2pm - 4pm.  Days following payday, paychecks are available during the 
same time periods  
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TIMEKEEPING & PAYROLL 4.03 

Employment Termination  
Article Revised: 12/2/2015 

 

 
Termination of employment is an inevitable part of personnel activity 
within any organization, and many of the reasons for termination are 
routine. Below are examples of some of the most common circumstances 
under which employment is terminated: 
 
Resignation  
Voluntary employment termination initiated by an employee 
 
Discharge 
Involuntary employment termination initiated by the organization 
 
Layoff  
Involuntary employment termination initiated by the organization for non-
disciplinary reasons.  
 
Since employment with Drunken Fish is based on mutual consent, both the 
employee and Drunken Fish have the right to terminate employment at 
will, with or without cause, at any time. 
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TIMEKEEPING & PAYROLL 4.04 

Administrative Pay Corrections  
Article Revised: 12/2/2015 

 

 
Drunken Fish takes all reasonable steps to ensure that employees receive 
the correct amount of pay in each paycheck and that employees are paid 
promptly on the scheduled payday. 
 
In the unlikely event that there is an error in the amount of pay, the 
employee should promptly bring the discrepancy to the attention of the 
Human Resources Department so that corrections can be made as quickly 
as possible. 
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TIMEKEEPING & PAYROLL 4.05 

Pay Deductions and Setoffs   
Article Revised: 12/2/2015 

 

 
The law requires that Drunken Fish make certain deductions from every 
employee's compensation. Among these are applicable federal, state, and 
local income taxes. Drunken Fish also must deduct Social Security taxes on 
each employee's earnings up to a specified limit that is called the Social 
Security "wage base."  
 
Pay setoffs are pay deductions taken by Drunken Fish, usually to help pay 
off a debt or obligation to Drunken Fish or others.  
 
If you have questions concerning why deductions were made from your 
paycheck or how they were calculated, your supervisor can assist in having 
your questions answered. 
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TIMEKEEPING & PAYROLL 4.06 

Tip-Out System   
Article Revised: 12/2/2015 

 

The "Tip-Out System" is an important part of our dining room service 
success for many different reasons. Tips are the basic salary for most 
Drunken Fish service employees, and must be divided with utmost respect 
and care. The staff's reputation, morale, and income depend on a proper 
and fair tip-out system. 
 
During any given sales year, Drunken Fish markets itself with many 
different promotions to bring our valued guests through the doors to 
increase frequency and regularity.  Some of these items are listed below: 

• Coupons 
• Groupon 
• Living Social 
• Happy Hour 
• Drink Specials 
• Complimentary or Free Items 

 
All tips collected from each server/bartender are distributed based on our 
tip-out percentages below: 

• 2.5% of ONLY Food Sales goes to “Sushi Chefs” 
• 4.0% of ONLY Bar Sales goes to “Bartenders” 
• 2.0% of Total Sales goes to “Server Assistants” 

 
NOTE:  These types of marketing promotions are meant to help generate 
more revenue; therefore, this will result in higher overall tip-outs 
compared to if we did not run these promotions at all.  These marketing 
promotions can alter your tip-out percentages and your overall take home 
money.  The tip-out percentage will be based on the total amount, less 
promotions.  Having these marketing promotions will ALWAYS bring more 
money in tip-outs to all tipped employees. 

• For example:  If there was a $40 off $100 coupon collected and a 
guest spent $100.00 exactly, the tipped-out employees will collect 
based on $60.00 in total sales. 

• Another example:  If there was a 10% off your entire bill 
promotion and a guest spent $200.00 exactly, the tipped-out 
employees will collect based on $180.00 in total sales. 
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SECTION 8 

WORK CONDITIONS & HOURS 
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WORK CONDITIONS & HOURS 5.01 

Safety  
Article Revised: 12/2/2015 

 

 
To assist in providing a safe and healthful work environment for 
employees, customers, and visitors, Drunken Fish provides information to 
employees about workplace safety and health issues through regular 
internal communication channels such as supervisor-employee meetings, 
bulletin board postings, memos, or other written communications.  
 
Some of the best safety improvement ideas come from employees. Those 
with ideas, concerns, or suggestions for improved safety in the workplace 
are encouraged to raise them with their supervisor, or with another 
supervisor or manager, or bring them to the attention of the Human 
Resources Department. Reports and concerns about workplace safety 
issues may be made anonymously if the employee wishes. All reports can 
be made without fear of reprisal. 
 
Each employee is expected to obey safety rules and to exercise caution in 
all work activities. Employees must immediately report any unsafe 
condition to the appropriate supervisor. Employees who violate safety 
standards, who cause hazardous or dangerous situations, or who fail to 
report or, where appropriate, remedy such situations, may be subject to 
disciplinary action, up to and including termination of employment. 
 
In the case of accidents that result in injury, regardless of how insignificant 
the injury may appear, employees should immediately notify the Human 
Resources Department or the appropriate supervisor. Such reports are 
necessary to comply with laws and initiate insurance and workers' 
compensation benefits procedures. 
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WORK CONDITIONS & HOURS 5.02 

Work Schedules  
Article Revised: 12/2/2015 

 

 
Work schedules for employees vary throughout our organization. 
Supervisors will advise employees of their individual work schedules. 
Staffing needs and operational demands may necessitate variations in 
starting and ending times, as well as variations in the total hours that may 
be scheduled each day and week. 
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WORK CONDITIONS & HOURS 5.03 

Use of Telephones  
Article Revised: 12/2/2015 

 

 
Personal use of telephones for outgoing calls, including local calls, is not 
permitted. Employees may be required to reimburse Drunken Fish for any 
charges resulting from their personal use of the telephone. The restaurant 
phone is meant only for restaurant use. Only in the case of an emergency, 
or with a supervisor's approval, may the employee use the restaurant 
phone for personal use. 
 
There is absolutely no use of cell phones in the restaurant. Employees 
must keep cell phones turned off and out of sight. Cell phones found in use 
in the restaurant will be kept in the office until the end of their shift.  
 
To ensure effective telephone communications, employees should always 
use the approved greeting and speak in a courteous and professional 
manner. Please confirm information received from the caller, and hang up 
only after the caller has done so. 
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WORK CONDITIONS & HOURS 5.04 

Smoking  
Article Revised: 12/2/2015 

 

 
To protect and enhance our indoor air quality and to contribute to the 
health and well-being of all employees, Drunken Fish shall be entirely 
smoke free. Additionally, the use of all tobacco products, including 
chewing tobacco, is banned.   

Smoking is prohibited in all of the enclosed areas within Drunken Fish 
worksites, without exception. This includes the corporate office, patios, 
conference and meeting rooms, private offices, hallways, kitchens, stairs, 
restrooms; employer owned or leased vehicles, and all other enclosed 
facilities. 

The only designated smoking area in Drunken Fish is outdoors. Each 
restaurant will have an approved designated area only to be used per 
approval basis.  Please confer with your local management team on where 
the designated smoking areas are. No one may smoke along any path way 
or walk way leading to or from the designated smoking area, nor can 
employees smoke at visible areas where guests can see.  

While Drunken Fish makes these areas available to smokers, it in no way 
has any legal responsibility to do so. Employees who choose to use these 
smoking areas do so at their own risk. No additional breaks are allowed to 
any employee who smokes. Finally, smokers and users of tobacco products 
must dispose of the remains in the proper containers. This helps to keep a 
neat and clean environment for all employees and our visiting partners and 
guests. 

Failure to comply with all of the components of this policy will result in 
disciplinary action that can lead up to and include employment 
termination. 

http://humanresources.about.com/od/policiesandsamples1/a/smoke_policy.htm
http://humanresources.about.com/od/glossaryt/g/termination.htm
http://humanresources.about.com/od/glossaryt/g/termination.htm
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WORK CONDITIONS & HOURS 5.05 

Meal Periods   
Article Revised: 12/2/2015 

 

 
All full-time kitchen employees are provided with one meal period each 
workday. Supervisors will schedule meal periods to accommodate 
operating requirements. Employees will be relieved of all active 
responsibilities and restrictions during meal periods. 
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WORK CONDITIONS & HOURS 5.06 

Overtime  
Article Revised: 12/2/2015 

 

 
All overtime work must receive the supervisor's prior authorization. 
Overtime assignments will be distributed as equitably as practical to all 
employees qualified to perform the required work. 
 
Overtime compensation is paid to all nonexempt employees in accordance 
with federal and state wage and hour restrictions. Overtime pay is based 
on actual hours worked.  
 
Employees who work overtime without receiving prior authorization from 
the supervisor may be subject to disciplinary action; up to and including 
possible termination of employment. 
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WORK CONDITIONS & HOURS 5.07 

Emergency Closings  
Article Revised: 12/2/2015 

 

 
At times, emergencies such as severe weather, fires, power failures, or 
earthquakes, can disrupt company operations. In extreme cases, these 
circumstances may require the closing of a work facility. 
 
When operations are officially closed due to emergency conditions, the 
time off from scheduled work will be unpaid.  
 
In cases where an emergency closing is not authorized, employees who fail 
to report for work will not be paid for the time off. Failure to show up for 
work may result in disciplinary action, up to and including termination of 
employment. 
 
Employees in essential operations may be asked to work on a day when 
operations are officially closed. In these circumstances, employees who 
work will receive regular pay. 
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WORK CONDITIONS & HOURS 5.08 

Workplace Monitoring  
Article Revised: 12/2/2015 

 

 
Workplace monitoring may be conducted by Drunken Fish to ensure 
quality control, employee safety, security, and customer satisfaction.  
 
Employees who regularly communicate with customers may have their 
telephone conversations monitored or recorded. Telephone monitoring is 
used to identify and correct performance problems through targeted 
training. Improved job performance enhances our customers' image of 
Drunken Fish as well as their satisfaction with our service.  
 
Drunken Fish may conduct video surveillance of non-private workplace 
areas. Video monitoring is used to identify safety concerns, maintain 
quality control, detect theft and misconduct, and discourage or prevent 
acts of harassment and workplace violence.  
 
Employees can request access to information gathered through workplace 
monitoring that may impact employment decisions. Access will be granted 
unless there is a legitimate business reason to protect confidentiality or an 
ongoing investigation. 
 
Because Drunken Fish is sensitive to the legitimate privacy rights of 
employees, every effort will be made to guarantee that workplace 
monitoring is done in an ethical and respectful manner. 
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WORK CONDITIONS & HOURS 5.09 

Workplace Violence Prevention  
Article Revised: 12/2/2015 

 

 
Drunken Fish is committed to preventing workplace violence and to 
maintaining a safe work environment. Given the increasing violence in 
society in general, Drunken Fish has adopted the following guidelines to 
deal with intimidation, harassment, or other threats of (or actual) violence 
that may occur during business hours or on its premises. 
 
All employees, including supervisors and temporary employees, should be 
treated with courtesy and respect at all times. Employees are expected to 
refrain from fighting, "horseplay," or other conduct that may be dangerous 
to others. Firearms, weapons, and other dangerous or hazardous devices 
or substances are prohibited from the premises of Drunken Fish without 
proper authorization. 
 
Conduct that threatens, intimidates, or coerces another employee, a 
customer, or a member of the public at any time, including off-duty 
periods, will not be tolerated. This prohibition includes all acts of 
harassment, including harassment that is based on an individual's sex, 
race, age, or any characteristic protected by federal, state, or local law. 
 
All threats of (or actual) violence, both direct and indirect, should be 
reported as soon as possible to your immediate supervisor or any other 
member of management. This includes threats by employees, as well as 
threats by customers, vendors, solicitors, or other members of the public. 
When reporting a threat of violence, you should be as specific and detailed 
as possible. 
 
All suspicious individuals or activities should also be reported as soon as 
possible to a supervisor. Do not place yourself in peril. If you see or hear a 
commotion or disturbance near your workstation, do not try to intercede 
or see what is happening. 
 
Drunken Fish will promptly and thoroughly investigate all reports of threats 
of (or actual) violence and of suspicious individuals or activities. The 
identity of the individual making a report will be protected as much as is 
practical. In order to maintain workplace safety and the integrity of its 
investigation, Drunken Fish may suspend employees, either with or 
without pay, pending investigation. 
Anyone determined to be responsible for threats of (or actual) violence or 
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other conduct that is in violation of these guidelines will be subject to 
prompt disciplinary action up to and including termination of employment. 
 
Drunken Fish encourages employees to bring their disputes or differences 
with other employees to the attention of their supervisors or the Human 
Resources Department before the situation escalates into potential 
violence. Drunken Fish is eager to assist in the resolution of employee 
disputes, and will not discipline employees for raising such concerns. 
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SECTION 6 

PERFORMANCE EXPECTATIONS & 
EVALUATIONS 
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PERFORMANCE EXPECTATIONS & EVALUATIONS 6.01 

Star Rating System (Staff)  
Article Revised: 12/2/2015 

 

 

Star Rating System 
The primary purpose of Performance Evaluation is to provide an 
opportunity for open communication about performance expectations and 
feedback. Most employees want feedback to understand the expectations 
of their employer and to improve their own performance for personal 
satisfaction. They prefer feedback that is timely and given in a manner that 
is not threatening. Evaluations are conducted monthly for Employee of the 
Month Evaluations (EOM) and bi-annually by the immediate direct report 
or manager. It is a vital part of Drunken Fish organization and it is done for 
the following additional reasons: 

 Measure actual performance against expected performance 

 Provide an opportunity for the employee and the supervisor to 
exchange ideas and feelings about job performance 

 Identify employee training and development needs, and plan for 
growth 

 Identify skills and abilities for purposes of promotion, transfer, 
and reduction in force 

 Support alignment of organization and employee goals 

 Provide the basis for determining compensation adjustments 
based on merit 

 A way to set specific goals for success 

 
More specifically, the Star Rating System is a set of guidelines and 
expectations that Drunken Fish has established for both the FOH and BOH 
to ensure exceptional customer service through: Integrity, Culture, 
Positive Attitude, Teamwork, Dependability, Respect of Peers, Skill-sets, 
Product Knowledge, Cleanliness, Opening Duties, Closing Duties, 
Evaluations and Reporting with its employees. These Perfect Ten criteria 
will be the measurement parameter to be evaluated on a regular cycle to 
determine the employee’s current Star Rating. Our goal is to be an 
organization of 5 Star employees who fully embrace the challenge of their 
responsibilities necessary for consistent high performance. 
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Scoring Star Rating 

Rating will be done on a scale of 1 to 5 Stars and applies to monthly EOM 
and bi-annual  

 

A 5 Star employee is the definition of an exceptional employee that always 
meets expectations. Five Star employees set the bar for all others to follow 
and helps facilitate all training for the local stores. When it comes to skill-
sets and delivering the wow, a 5 Star employee demonstrates and 
performs consistently.  

 
  

SCORE STAR RATING AND DEFINITION 

60 or 
below 

1 
Un-Satisfactory 
does NOT meet expectations 

61 – 70 2 
Needs Improvement 
Occasionally meet expectations 

71 – 80 3 
Satisfactory 
Sometimes meets expectations 

81 – 90 4 
Outstanding 
Routinely meet expectations 

91 – 100 5 
Exceptional  
Always meet expectations  
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Employee Involvement in Evaluations 
Performance evaluation is most effective when employees are actively 
involved in open discussion about their own performance expectations and 
about how they are doing in meeting those expectations. 
 
Involving the employee in the performance evaluation process will make it 
a meaningful, worthwhile experience for you, the employee, and the 
organization because employees: 

 Need and want to have their voices heard 

 Are more likely to consider the system as being fair if they have 
involvement and understand the process 

 Are more likely to demonstrate genuine commitment to goals and 
performance 

 
Ultimate benefits realized by the organization will be increased 
productivity, efficiency, job satisfaction, morale, and decreased turnover. 
 
On the following pages you will find a detailed outline of the FOH Star 
Rating System Evaluation Criteria. 
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Star Rating System - Evaluation Criteria – Front of House Employee 

Front of House (FOH) will be evaluated on the following ten Star Rating 
System criteria adding up to 100 total possible points: 

 
Integrity -5 Points 

 Keeps promises 

 Having good ethical and moral principles 

 Honest and trustworthy 

 Doing the right things for the right reasons 

 Open and candid behavior 
Culture and Positive Attitude - 5 Points 

 Demonstrates strong work ethic and initiative 

 “Can Do” mentality and positive attitude 

 Going beyond what is expected 

 Exemplifies the DF shared core values and teaches it down to 
others 

 Doesn’t complains or make excuses 
Teamwork - 5 Points 

 Work together as a group toward a common goal 

 Support team members with their responsibilities 

 Works independently and inter-dependently 

 Cooperative and open minded to team oriented goals and 
projects 

 Willingness to pick up or cover shifts for other team members 
Dependability - 5 Points 

 Prompt or early for all shifts and checks schedule meticulously 

 Does not call in to miss work 

 Has regular and flexible availability 

 Doing the right things all of the time with little direction 

 Responsible performer on the team 
Respect of Peers - 5 Points 

 Respect of peers is high 

 Other team members want to work with you and for you 

 Team members perceive efforts as genuine and authentic 

 Demonstrates leadership capabilities and teamwork 
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Skill-sets and Product Knowledge - 25 Points 

 Follows the "Sequence of Service" exactly how it is written in the 
protocol consistently 

 Demonstrates the proper competencies or skill sets with no guest 
complaints 

 Multi-tasks well with multiple tables, bar guest, or guests at the 
door with no guest complaints 

 Consistent high performer on the team and strives to be EOM  

 Verbally demonstrates 100% product knowledge eloquently and 
enthusiastically 

 Trains all new employees and facilitates with field interviews 
 
Cleanliness - 10 Points 

 Keeps sections, stations and restaurant meticulously CLEAN at all 
times 

 Dress code is within DF Standards; shirts, pants, shoes, hair, 
aprons, belts, socks, undershirts, ETC. 

 Routinely assists in keeping and maintaining cleanliness and does 
not miss scheduled mandatory cleanings 

 Practices sanitation and cleanliness in line with Personal 
Appearance policy 

 Pays close attention to the visible surface areas as well as hard to 
reach places 

 Maintains cleanliness during downtime when business is slow 
 
Opening Duties - 15 Points 

 Exhaustively completes all opening duties in line with DF 
expectations 

 Ensures that the restaurant is setup 15 minutes prior to opening 

 Tables, bars, hostess stand, and patio is SET UP to DF standards 

o Hostess area are clean of debris and clutter free and mastery 
of OpenTable 

o Tables are set up and free of debris, soy sauce, masago, etc.; 
Menus are clean, the inserts current and not missing pages 

o Bars are set up and free of debris, soy sauce, masago, etc.; 
Beer and liquor are stocked and labels are facing the guests 

o Glassware is free of water spots; Linens and silverware are 
clean of debris 

 Mops and vacuums thoroughly 
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 Systematically checks all marketing materials; Menus are current 
and in good condition prior to opening 

 High standard of quality and does not take short cuts when 
setting up 
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Closing Duties - 15 Points 

 Exhaustively completes all closing duties in line with DF 
expectations 

 Ensures that the restaurant is closed down and cleaned in a timely 
fashion 

 Tables, bars, hostess stand, and patio is CLOSED DOWN to DF 
standards 

o Hostess area are clean of debris and clutter free 

o Tables are set up and free of debris, soy sauce, masago, etc.; 
Menus are clean and the inserts are current and not missing 
pages 

o Bars are set up and free of debris, soy sauce, masago, etc.; 
Beer and liquor are stocked and labels are facing the guests 

o Glassware is free of water spots; Linens and silverware are 
clean of debris 

 Mops and vacuums thoroughly 

 Systematically checks all marketing materials; Menus are current 
and in good condition prior to closing 

 Quality is of high standard and does not take short cuts when 
closing 

 
Evaluations and Reporting - 10 Points 

 FOH Evaluations are scored above 95% consistently 

 Training tests for both verbal and written are scored above 95% 
consistently 

 Survey scores are above 93% 

 Collects a minimum of 5 valid surveys per lunch shift and 10 valid 
surveys per dinner shift 
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Star Rating System - Evaluation Criteria – Back of House Employee 

Back of House (BOH) will be evaluated on the following ten Star Rating 
System criteria adding up to 100 total possible points: 

 

Integrity - 5 Points 

 Keeps promises 

 Having good ethical and moral principles 

 Honest and trustworthy 

 Doing the right things for the right reasons 

 Open and candid behavior 
 
Culture and Positive Attitude - 5 Points 

 Demonstrates strong work ethic and initiative 

 “Can Do” mentality and positive attitude 

 Going beyond what is expected 

 Exemplifies the DF shared core values and teaches it down to 
others 

 Doesn’t complains or make excuses 
 
Teamwork - 5 Points 

 Work together as a group toward a common goal 

 Support team members with their responsibilities 

 Works independently and inter-dependently 

 Cooperative and open minded to team oriented goals and 
projects 

 Willingness to pick up or cover shifts for other team members 
 
Dependability - 5 Points 

 Prompt or early for all shifts and checks schedule meticulously 

 Does not call in to miss work 

 Has regular and flexible availability 

 Doing the right things all of the time with little direction 

 Responsible performer on the team 
 
Respect of Peers (5 Points) 

 Respect of peers is high 

 Other team members want to work with you and for you 
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 Team members perceive efforts as genuine and authentic 

 Demonstrates leadership capabilities and teamwork 
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Skillsets and Product Knowledge - 25 Points 

 Execution of products is 100% consistent with the DF recipe book 

 Presentation of products is within DF recipe book 

 Moves diligently with speed in preparing dishes that are in line 
with DF standards 

 Consistent high performer on the team and strives to be EOM 
(Employee of the Month) 

 Proper preparation and storage is followed, minimizing waste 

 Utilizes checklists from the Culinary Manager on a regular basis 

 Trains all new employees and facilitates with field interviews 

 Demonstrates mastery in the following stations: 

o Sushi Chef 

 Prep 

 Makimono 

 Nigiri 

 Sashimi 

 Cutting Fish and Proper Storage 

o Line Cook 

 Prep 

 Pantry 

 Fry 

 Wok 

 Sauté 

o Dishwasher 

 Dishes 

 Bathrooms 

 Floors 

 Trash 

 Prep 
 
Cleanliness - 10 Points 

 Deep cleans kitchen equipment and utensils on a nightly basis 

o Walk-in or reach-in coolers are organized and thoroughly 
cleaned 

o Maintains an environment free of grease and debris (Fryers, 
Woks, Sauté, Sushi Cases, Rice Cooker, Rice Warmer, ETC.) 

o Dish station is maintained and cleaned within DF standards 

 Dress code is within DF Standards; chef coats, head cover, pants, 
shoes, hair, aprons, belts, socks, undershirts, ETC. 
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 Practices cleanliness in line with Personal Appearance policy 

 Pays close attention to the visible surface areas as well as hard to 
reach places 

 Maintains cleanliness during downtime when business is slow 
 
Opening Duties - 15 Points 

 Exhaustively completes all opening duties in line with DF 
expectations 

 Ensures that the BOH is setup 15 minutes prior to opening 

 Sushi, Pantry, Wok, Sauté, Fry, Dish stations are SET UP to DF 
standards 

o Sushi cases spotless - area is clean of debris and clutter free  

o Proper containers and storage techniques are in line with 
Optimum Control Inventory Protocol 

o All stations are setup according to the Line Check Document 

o Proper preparations are setup according to the Prep List 

 Sweeps and mops thoroughly 

 Assists management with Inventory Counts 

 Quality is of high standard and doesn’t take short cuts when 
setting up 

 
Closing Duties - 15 Points 

 Exhaustively completes all closing duties in line with DF 
expectations 

 Ensures that the BOH is closed down and cleaned in a timely 
fashion 

 Sushi, Pantry, Wok, Sauté, Fry, Dish stations are CLOSED DOWN to 
DF standards 

o Sushi cases area are clean of debris and clutter free (Spotless 
for the display) 

o Proper containers and storage techniques are in line with 
Optimum Control Inventory Protocol 

o All stations are setup according to the Line Check Document 

o Proper preparations are setup according to the Prep List 
Document 

 Sweeps and mops thoroughly 

 Assists management with Inventory Counts 

 Seeks approval of the MOD (Manager on Duty) prior to clocking 
out 
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 Quality is of high standard and does not take short cuts when 
closing 
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Evaluations and Reporting - 10 Points 

 FOH Evaluations are scored above 95% consistently on food 
quality and presentation 

 Training tests for both verbal and written are scored above 95% 
consistently 

 Survey scores are above 93% on food quality and presentation 

 Health Inspections are within DF Standards of 95% or higher 

 Waste Variance report on Optimum Control is within DF standards 

 Works within scheduled hours per the BOH Labor Reports 

 DM Site Evaluations are within DF standards with regard to 
cleanliness, setup, culture, ETC. 
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PERFORMANCE EXPECTATIONS & EVALUATIONS 6.02 

Evaluation Schedule (Staff)  
Article Revised: 12/2/2015 

 

 

How Often Are Evaluations Given? 
Star Rating Evaluations for both FOH and BOH will be conducted on the 
following cycle, and the scores from those evaluations will dictate the Star 
Rating for each employee.   

Employee of the Month (EOM) Evaluation is conducted monthly utilizing 
the Star Rating Evaluation and turned in to the General Manager (GM) with 
scores posted at the local level. Please refer to the EOM Protocol for 
additional information. 

Bi-Annual Evaluations which will yield your increased or decreased STAR 
Ratings are as follows: 

 August – is the Mid-Year evaluation (first half evaluation) 

o Measuring performance from February – July 
 

 February – is the End-Year evaluation (second half evaluation) 

o Measuring performance from August - January 

 
NOTE: Bi-Annual Evaluations will be the ONLY times where an employee may move up the 
STAR Chart. Additionally, there may be times where a monthly EOM Evaluations may 
move someone down the STAR Chart prior to the 6 month evaluation cycle if the score 
consistently is lower than the employee’s ACTUAL rating.  
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PERFORMANCE EXPECTATIONS AND EVALUATIONS 6.03 

EOM & Star Rating Incentives  
Article Revised: 12/2/2015 

 

 
Monthly EOM Incentives 

At the end of each calendar month, the management team will chose one 

Front of the House (FOH) individual and one Back of the House (BOH) 

individual with highest rating on the Star Rating Evaluation. One winner 

from the FOH will be chosen at each local Drunken Fish, and one winner 

from the BOH will be chosen across the entire company, for the following 

rewards from a grab bag! Incentives will be picked by the Administrative 

Assistant at the corporate office at the end of each month and coordinated 

via email. Each item picked will be re-distributed to the grab bag for the 

remaining months. Some of the EOM Incentive include, but not limited to: 

 Front of House (FOH) Incentives 

o $100 in CASH  

o $25 CASH  

o $40 Gift Card to Drunken Fish  

o $20 Gift Card to Drunken Fish  

o Make your own schedule for a month  

o Make your own schedule for a two weeks  

o Make your own schedule for a one week  

o Bottle of Red Wine (Vendor to supply) 

o Bottle of White Wine (Vendor to supply) 

o Free Employee Meals for 4 shifts, 3 shifts or 2 shifts 
 

 Back of House (BOH) Incentives 

o $100 in CASH  

o $25 CASH  

o $40 Gift Card to Drunken Fish 

o $20 Gift Card to Drunken Fish  

o Bottle of Red Wine (Vendor to supply) 

o Bottle of White Wine (Vendor to supply) 

o New Chef Coat 

o $30 Gas Card 

o $25 Gas Card 
 
Please refer to the EOM Protocol for additional information regarding EOM 
Protocol. Also note that all incentives are subject to change.  
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5 Star Employee Incentives 

All current 5 STAR employees for both FOH and BOH that are evaluated 
during the Mid-Year or End of Year evaluation with an active 5 STAR rating 
will be entered into a Drunken Fish lottery consisting of these following 
items: 

 Mid-Year Evaluation 

o 2 Winners at each market 

 $50 Gift Card to local mall 

 $50 Gift Card to Drunken Fish 
 

 End-Year Evaluation 

o 2 Winners 

 $50 Gift Card to local mall 

 $50 Gift Card to Drunken Fish 
 

Eligibility:  Have been a 5 STAR employee for 5 consecutive months leading 

into the evaluation and current evaluation rating of 5 STAR after 

evaluation. 

 Excludes, management, CMs, ACMs, and FOH Trainers 

 

NOTE:  Mid-Year drawings will take place on the last Monday of June.  End-

Year drawings will take place on the last Monday of December at the 

Corporate Office.  Announcements will be made the following week.
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SECTION 7 

EMPLOYEE CONDUCT & 
DISCIPLINARY ACTION 
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EMPLOYEE CONDUCT & DISCIPLINARY ACTION 7.01 

Personal Appearance  
Article Revised: 12/2/2015 

 

 
Dress, grooming, and personal cleanliness standards contribute to the 
morale of all employees and affect the business image Drunken Fish 
presents to customers and visitors. 
 
During business hours or when representing Drunken Fish, you are 
expected to present a clean, neat, and tasteful appearance. You should 
dress and groom yourself according to the requirements of your position 
and accepted social standards. This is particularly true because your job 
involves dealing with customers or visitors in person. 
 
Your supervisor is responsible for monitoring a reasonable dress code 
appropriate to the job you perform. If your supervisor feels your personal 
appearance is inappropriate, you may be asked to leave the workplace 
until you are properly dressed or groomed. Under such circumstance, you 
will not be compensated for the time away from work. Consult your 
supervisor if you have questions as to what constitutes appropriate 
appearance. Where necessary, reasonable accommodation may be made 
to a person with a disability.  
 
Without unduly restricting individual tastes, the following personal 
appearance guidelines should be followed: 

 Shoes must provide safe, secure footing, and offer protection 
against hazards. 

 Canvas or athletic type shoes are not appropriate professional 
attire. 

 Tank tops, tube or halter tops, or shorts may not be worn under 
any circumstances. 

 Mustaches and beards must be clean, well-trimmed, and neat. 

 Hairstyles are expected to be in good taste. 

 Unnaturally colored hair and extreme hairstyles, such as spiked 
hair and shaved heads, do not present an appropriate 
professional appearance. 

 Long hairstyles should be worn with hair pulled back off the face 
and neck to avoid interfering with job performance. 

 Excessive makeup is not permitted. 
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 Offensive body odor and poor personal hygiene is not 
professionally acceptable. 

 Perfume, cologne, and aftershave lotion should be used 
moderately or avoided altogether, as some individuals may be 
sensitive to strong fragrances. 

 Jewelry should not be functionally restrictive, dangerous to job 
performance, or excessive. 

 Facial jewelry, such as eyebrow rings, nose rings, lip rings, and 
tongue studs, is not professionally appropriate and must not be 
worn during business hours. 

 Multiple ear piercings (more than one ring in each ear) are not 
professionally appropriate and must not be worn during business 
hours. 

 Torso body piercings with visible jewelry or jewelry that can be 
seen through or under clothing must not be worn during business 
hours. 

 Visible excessive tattoos and similar body art must be covered 
during business hours. 
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EMPLOYEE CONDUCT & DISCIPLINARY ACTION 7.02 

Dress Code  
Article Revised: 12/2/2015 

 

 
Proper and professional attire at work is essential to our brand when you 
are entering in to work or for other reasons. Every employee is required to 
strictly adhere to the general dress code policy when entering the Drunken 
Fish store.  
 
General Dress Code 

 Grooming – All Employees 

o Take showers and/or baths prior to entering the premises 

o Keep hair clean and properly cut 

o Hair should always be brushed and/or combed and styled to 
be presentable and fashionable 

 Avoid excessive facial hair and mustache 

o All hair styles should be business-appropriate in both style 
and color 

o No colors that are wild or colorful will be permitted 

o No styles that are wild or colorful will be permitted 

o Keep nails clean and properly trimmed 

o It is never acceptable to come to work looking tired or “like 
you just rolled out of bed” 

o ALL employees should always strive to look their best 

o Remember, when you look good…you FEEL good! 
 

 Jewelry– All Employees 

o Limited jewelry is permitted but restricted to the following: 

 1 ring for the hand 

o 1 watch or bracelet 

o No excessive fashion of eyewear or eyeglasses not intended 
for prescription glasses are allowed 

o All jewelry must be simple and tasteful – NOT detracting from 
uniforms 

o No jewelry is permitted for BOH employees 
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 Piercing– All Employees 

o Facial piercings are prohibited 

 No nose rings are allowed 

 No lip rings are allowed 

 No eyebrow rings are allowed 

 No plugs are allowed 

o Body piercings are prohibited 

o 1 pair of earrings are allowed 

 May not hang more than ½ inch below ear lobe 
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EMPLOYEE CONDUCT & DISCIPLINARY ACTION 7.03 

Uniform  
Article Revised: 12/2/2015 

 
 
Proper and complete uniforms will be required for an employee to begin a 
shift. If an employee is not in uniform, they must take action to correct the 
situation immediately. Hence, all uniforms MUST be worn prior to entering 
any Drunken Fish establishments.  This means, all uniforms must be worn 
to its entirety before engaging any of Drunken Fish premises.  Disciplinary 
action may be taken with repeat offenses can result in termination.  
 
Items issued by Drunken Fish will be provided to each employee at cost. 
Lost, stolen, forgotten or damaged uniforms must be replaced at the 
employee’s expense. Drunken Fish is not responsible for belongings on 
premises. Upon completing training, each new employee will be issued the 
following items, based on the employee’s position:  

 Front of House ONLY 

o 2 Shirt (FOH only) 

o 2 Tie (servers, bartenders and server’s assistants only) 

o 1 Apron (servers and server’s assistants only) 

o 1 Server Book (servers only) 

 Back of House ONLY 

o 2 Chef Coat (BOH only) 

o 2 Headband (BOH only) 
 

Front of House Uniform (Bartenders, Servers, SA, Expo) 
Uniforms are the same for both male and female servers. To be considered 
“in-uniform”, ALL of the following elements must be worn. 

 Shirt: Black collared, button-down 

o Must be issued by Drunken Fish – NO Substitutions 

o Must be the appropriate size 

o Clean, pressed and wrinkle-free 

o Tucked neatly into pants and buttoned to the neck 

o May NOT be stained, faded or torn 

o Sleeves may be neatly rolled  
 

 Necktie: Red polyester 

o Must be issued by Drunken Fish – NO Substitutions 

o Must be properly and neatly tied at collar 

o May NOT be stained, faded or torn 
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 Apron: Black bistro-style 

o Must be issued by Drunken Fish – NO Substitutions 

o Clean, pressed and wrinkle-free 

o Tied neatly around the waist 

o No rolling, shortening, folding of the apron 

o May NOT be stained, faded or torn 
 

 Pants: Black dress slacks 

o Clean, pressed and wrinkle-free; may NOT be stained, faded 
or torn 

o Pant length cannot drag on the ground when walking 

o If it is dirty, the MOD may ask you to leave to purchase a new 
pant 

o Belt loops and front button/zipper required; limited pockets 
are optional (no pockets on leg) 

o Hemmed to break at the ankle; covering shoe tops 

o No cuffs or pleats; flat-front only 

o Denim or elastic/spandex materials are NOT acceptable 

o Leggings, athletic, skirts shorts, crops, skinny-fit, cargo, skirts, 
etc. are NOT allowed 

 

 Socks: Black  

o Must cover the ankle 

o May NOT be any other color; solid black only 

 If a different color sock is worn, the MOD may ask you to 
leave to purchase new socks 

 

 Shoes: Black, slip-resistant dress shoes  

o Must be approved by management 

o Must be slip resistant to avoid falls and accidents 

o Tennis shoes, sandals, loafers, boots, clogs, etc… are NOT 
acceptable 

o Must be kept in good condition – preferably polished; may 
NOT be tattered, worn, ripped or faded 
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 Belt: Black leather 

o Must be solid black; no other color or embellishments 

o Proportionate and simple silver buckle 

o Must be worn in pant belt loops 
 

 Server Book 

o Must be kept neat and free of tears, marks, stickers, etc. 
 

 Pens/Change/Etc… 

o Minimum of 4 plain/unbranded black pens 

o $20.00 Cash 

 Smaller bills 
 
Front of House Uniform (Female Hostess) 
The host and hostess at Drunken Fish are the first and last impressions a 
guest receives upon visiting our establishment.  That impression should be 
friendly, welcoming and professional.  In an attempt to increase our 
professionalism, Drunken Fish has decided to move forward with the 
following dress code for all hostesses. While these examples are not all-
inclusive, they are intended to provide visual cues towards the acceptable 
attire.  Any questionable attire should be presented to your GM/RM for 
approval, PRIOR to wearing to work.  
 

 Dresses: Black  

o All dresses must be of business attire 

o No logos on dresses 

o Dresses should be appropriate for the climate in the 
restaurant 

o Dresses should fall no shorter than 3” above the knee 

o Dresses should not drag the ground or prohibit employee 
from moving swiftly throughout the restaurant  

 Shirt/Blouse: Black  

o All shirts and blouses must be of business attire 

o Blouses and button-down shirts are encouraged 

o No t-shirts, tank tops, or casual wrap-around tops 

o No tops with hoods or multiple pockets are allowed 

o No logos on shirt/blouse 

o Tops should be appropriate for the climate in the restaurant 

o Outerwear is not allowed 

 Skirts: 

o Black or conservative-colored skirts are required 
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o Skirts should fall no shorter than 3” above the knee 

o Clean, pressed and wrinkle-free; may NOT be stained, faded 
or torn 

o Denim or elastic/spandex materials are NOT acceptable 

 Slacks: Black 

o Clean, pressed and wrinkle-free; may NOT be stained, faded 
or torn 

o Belt loops and front button/zipper required; limited pockets 
at the waist are optional (no pockets on leg) 

o Hemmed to break at the ankle; covering shoe tops 

o No cuffs or pleats; flat-front only 

o Denim, Leggings or elastic/spandex materials are NOT 
acceptable 

 Shoes: Black 

o Black  

o Close-toed, slip-resistant dress shoes are required 

o Tennis shoes, and sandals are not acceptable 

o Slip resistant boot/booties are acceptable 

 Socks: Black 

o Black dress socks are required if chosen shoe requires socks. 

 Belts: Black 

o Belts should be professional. No colors or garnishes will be 
allowed. Any and all metal on the belt should be chrome or 
silver 

 
Front of House Uniform (Male Host) 

 Management Attire 
 
 
 
 
 

NOTE:  Keep in mind that it is mandatory to wear our two-way radio for 

communication purposes.   
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Back of House Uniform (Sushi, Cook, Dish) 
Uniforms are the same for both male and female. To be considered “in-
uniform”, ALL of the following elements must be worn. 

 Chef Coat  

o Must be issued by Drunken Fish – NO Substitutions 

o Must be the appropriate size 

o Clean and wrinkle-free 

o May NOT be stained, faded or torn 
 

 Pants: Black slacks 

o Clean and wrinkle-free; may NOT be stained, faded or torn 

o Belt loops and front button/zipper required; limited pockets 
at the waist are optional (no pockets on leg) 

o Hemmed to break at the ankle; covering shoe tops 

o No cuffs or pleats; flat-front only 

o Denim or elastic/spandex materials are NOT acceptable 

o Leggings, athletic, skirts shorts, crops, skinny-fit, cargo, skirts, 
etc. are NOT allowed 

 

 Socks: Black  

o May NOT be any other color; solid black only 

o Must cover the ankle 
 

 Shoes: Black, slip-resistant  

o Must be approved by management 

o Tennis shoes, sandals, loafers, boots, clogs, etc… are NOT 
acceptable 

o Must be kept in good condition – preferably polished; may 
NOT be tattered, worn, ripped or faded 

 
o Headband 

 Must be issued by Drunken Fish – NO 
substitutions  

 Must cover head completely and tie in the back  
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EMPLOYEE CONDUCT & DISCIPLINARY ACTION 7.04 

Employee Conduct and Work Rules  
Article Revised: 12/2/2015 

 

 
To ensure orderly operations and provide the best possible work 
environment, Drunken Fish expects employees to follow rules of conduct 
that will protect the interests and safety of all employees and the 
organization. 
 
It is not possible to list all the forms of behavior that are considered 
unacceptable in the workplace. The following are examples of infractions 
of rules of conduct that may result in disciplinary action, up to and 
including termination of employment: 

 Theft or inappropriate removal or possession of property  

 Falsification of timekeeping records  

 Working under the influence of alcohol or illegal drugs  

 Possession, distribution, sale, transfer, or use of alcohol or illegal 
drugs in the workplace, while on duty, or while operating 
employer-owned vehicles or equipment  

 Fighting or threatening violence in the workplace  

 Boisterous or disruptive activity in the workplace  

 Negligence or improper conduct leading to damage of employer-
owned or customer-owned property  

 Insubordination or other disrespectful conduct  

 Violation of safety or health rules  

 Smoking in prohibited areas  

 Sexual or other unlawful or unwelcome harassment  

 Possession of dangerous or unauthorized materials, such as 
explosives or firearms, in the workplace  

 Excessive absenteeism or any absence without notice  

 Unauthorized absence from work station during the workday  

 Unauthorized use of telephones, mail system, or other employer-
owned equipment  

 Unauthorized disclosure of business "secrets" or confidential 
information  

 Violation of personnel policies  

 Unsatisfactory performance or conduct  
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Employment with Drunken Fish is at the mutual consent of Drunken Fish 
and the employee, and either party may terminate that relationship at any 
time, with or without cause, and with or without notice. 
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EMPLOYEE CONDUCT & DISCIPLINARY ACTION 7.05 

Workplace Etiquette  
Article Revised: 12/2/2015 

 

 
Drunken Fish strives to maintain a positive work environment where 
employees treat each other with respect and courtesy. Sometimes issues 
arise when employees are unaware that their behavior in the workplace 
may be disruptive or annoying to others. Many of these day-to-day issues 
can be addressed by politely talking with a co-worker to bring the 
perceived problem to his or her attention. In most cases, common sense 
will dictate an appropriate resolution. Drunken Fish encourages all 
employees to keep an open mind and graciously accept constructive 
feedback or a request to change behavior that may be affecting another 
employee's ability to concentrate and be productive. 
 
The following workplace etiquette guidelines are not necessarily intended 
to be hard and fast work rules with disciplinary consequences. They are 
simply suggestions for appropriate workplace behavior to help everyone 
be more conscientious and considerate of co-workers and the work 
environment. Please contact the Human Resources Department if you 
have comments, concerns, or suggestions regarding these workplace 
etiquette guidelines. 

 Avoid public accusations or criticisms of other employees. Address 
such issues privately with those involved or your supervisor.  

 Try to minimize unscheduled interruptions of other employees 
while they are working.  

 Be conscious of how your voice travels, and try to lower the 
volume of your voice when talking on the phone or to others in 
open areas.  

 Keep socializing to a minimum, and try to conduct conversations 
in areas where the noise will not be distracting to others.  

 Try not to block walkways while carrying on conversations.  

 Refrain from using inappropriate language (swearing) that others 
may overhear.  

 Avoid discussions of your personal life/issues in public 
conversations that can be easily overheard.  

 Clean up after yourself.  
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EMPLOYEE CONDUCT & DISCIPLINARY ACTION 7.06 

Attendance and Punctuality  
Article Revised: 12/2/2015 

 

 
To maintain a safe and productive work environment, Drunken Fish 
expects employees to be reliable and to be punctual in reporting for 
scheduled work. Absenteeism and tardiness place a burden on other 
employees and on Drunken Fish. In the rare instances when employees 
cannot avoid being late to work or are unable to work as scheduled, they 
should notify their supervisor as soon as possible in advance of the 
anticipated tardiness or absence. 
 
Poor attendance and excessive tardiness are disruptive. Either may lead to 
disciplinary action, up to and including termination of employment. 
 
In the event of a shift-change, a shift-change form must be completed 
using the shift-change/request off book, and must be signed by both 
parties involved in the switch and approved with management’s signature. 
 
All requested time off must be documented using the request-off form 
located in the shift-change/request off book, and must be submitted at 
least 3 weeks in advance. These are “requests” and not all requests will be 
granted. 
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EMPLOYEE CONDUCT & DISCIPLINARY ACTION 7.07 

Drug and Alcohol Use  
Article Revised: 12/2/2015 

 

 
It is Drunken Fish's desire to provide a drug-free, healthful, 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. 
 
While on Drunken Fish premises and while conducting business-related 
activities off Drunken Fish premises, no employee may use, possess, 
distribute, 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 safe manner that does not endanger other individuals in the 
workplace. 
 
Violations of this policy may lead to disciplinary action, up to and including 
immediate termination of employment.  
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EMPLOYEE CONDUCT & DISCIPLINARY ACTION 7.08 

Drug Testing  
Article Revised: 12/2/2015 

 

 
Drunken Fish is committed to providing a safe, efficient, and productive 
work environment for all employees. Using or being under the influence of 
drugs or alcohol on the job may pose serious safety and health risks. To 
help ensure a safe and healthful working environment, job applicants and 
employees may be asked to provide body substance samples (such as urine 
and/or blood) to determine the illicit or illegal use of drugs and alcohol. 
Refusal to submit to drug testing may result in disciplinary action, up to 
and including termination of employment. Questions concerning this policy 
or its administration should be directed to the Human Resources Director. 
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EMPLOYEE CONDUCT & DISCIPLINARY ACTION 7.09 

Sexual and Other Unlawful Harassment  
Article Revised: 12/2/2015 

 

 
Drunken Fish is committed to providing a work environment that is free 
from all forms of discrimination and conduct that can be considered 
harassing, coercive, or disruptive, including sexual harassment. Actions, 
words, jokes, or comments based on an individual's sex, race, color, 
national origin, age, religion, disability, sexual orientation, or any other 
legally protected characteristic will not be tolerated. 
 
Sexual harassment is defined as unwanted sexual advances, or visual, 
verbal, or physical conduct of a sexual nature. This definition includes 
many forms of offensive behavior and includes gender-based harassment 
of a person of the same sex as the harasser. The following is a partial list of 
sexual harassment examples: 

 Unwanted sexual advances. 

 Offering employment benefits in exchange for sexual favors. 

 Making or threatening reprisals after a negative response to 
sexual advances. 

 Visual conduct that includes leering, making sexual gestures, or 
displaying of sexually suggestive objects or pictures, cartoons or 
posters. 

 Verbal conduct that includes making or using derogatory 
comments, epithets, slurs, or jokes. 

 Verbal sexual advances or propositions. 

 Verbal abuse of a sexual nature, graphic verbal commentaries 
about an individual's body, sexually degrading words used to 
describe an individual, or suggestive or obscene letters, notes, or 
invitations. 

 Physical conduct that includes touching, assaulting, or impeding 
or blocking movements. 

Unwelcome sexual advances (either verbal or physical), requests for sexual 
favors, and other verbal or physical conduct of a sexual nature constitute 
sexual harassment when: (1) submission to such conduct is made either 
explicitly or implicitly a term or condition of employment; (2) submission 
or rejection of the conduct is used as a basis for making employment 
decisions; or, (3) the conduct has the purpose or effect of interfering with 
performance or creating an intimidating or hostile work environment. 
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If you experience or witness sexual or other unlawful harassment in the 
workplace, report it immediately to your supervisor. If the supervisor is 
unavailable or you believe it would be inappropriate to contact that 
person, you should immediately contact the Human Resources 
Department or any other member of management. You can raise concerns 
and make reports without fear of reprisal or retaliation. 
 
All allegations of sexual harassment will be quickly and discreetly 
investigated. To the extent possible, your confidentiality and that of any 
witnesses and the alleged harasser will be protected against unnecessary 
disclosure. When the investigation is completed, you will be informed of 
the outcome of the investigation. 
 
Any supervisor or manager who becomes aware of possible sexual or other 
unlawful harassment must immediately advise the Human Resources 
Department or any member of management so it can be investigated in a 
timely and confidential manner. Anyone engaging in sexual or other 
unlawful harassment will be subject to disciplinary action, up to and 
including termination of employment. 
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EMPLOYEE CONDUCT & DISCIPLINARY ACTION 7.10 

Racial Harassment  
Article Revised: 12/2/2015 

 

 
Drunken Fish is committed to providing a work environment that is free 
from all forms of discrimination and conduct that can be considered 
harassing, coercive, or disruptive, including racial harassment. Actions, 
words, jokes, or comments based on an individual's race will not be 
tolerated. 
 
The individual who feels that he or she has been exposed to any racially 
discriminating advances or verbal gestures defines racial harassment. 
Notify a manager immediately. Complete Incident Report Form. 
Consequences will reflect the action. 
 
If you experience or witness racial harassment in the workplace, report it 
immediately to your supervisor. If the supervisor is unavailable or you 
believe it would be inappropriate to contact that person, you should 
immediately contact the Human Resources Department or any other 
member of management. You can raise concerns and make reports 
without fear of reprisal or retaliation. 
 
All allegations of racial harassment will be quickly and discreetly 
investigated. To the extent possible, your confidentiality and that of any 
witnesses and the alleged harasser will be protected against unnecessary 
disclosure. When the investigation is completed, you will be informed of 
the outcome of the investigation. 
 
Any supervisor or manager who becomes aware of possible racial 
harassment must immediately advise the Human Resources Department or 
any member of management so it can be investigated in a timely and 
confidential manner. Anyone engaging in unlawful harassment will be 
subject to disciplinary action, up to and including termination of 
employment. 
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EMPLOYEE CONDUCT & DISCIPLINARY ACTION 7.11 

Resignation  
Article Revised: 12/2/2015 

 

 
Resignation is a voluntary act initiated by the employee to terminate 
employment with Drunken Fish. Although advance notice is not required, 
Drunken Fish requests at least 2 weeks' written resignation notice from all 
employees.  
 
If an employee does not provide advance notice as requested, the 
employee will be considered ineligible for rehire. 
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EMPLOYEE CONDUCT & DISCIPLINARY ACTION 7.12 

Security Inspections  
Article Revised: 12/2/2015 

 

 
Drunken Fish wishes to maintain a work environment that is free of illegal 
drugs, alcohol, firearms, explosives, or other improper materials. To this 
end, Drunken Fish prohibits the possession, transfer, sale, or use of such 
materials on its premises. Drunken Fish requires the cooperation of all 
employees in administering this policy. 
 
Drunken Fish prohibits theft or unauthorized possession of the property of 
employees, Drunken Fish, visitors, and customers. To facilitate 
enforcement of this policy, Drunken Fish or its representative may inspect 
persons entering and/or leaving the premises and any packages or other 
belongings. Any employee who wishes to avoid inspection of any articles 
or materials should not bring such items onto Drunken Fish's premises. 
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EMPLOYEE CONDUCT & DISCIPLINARY ACTION 7.13 

Solicitation  
Article Revised: 12/2/2015 

 

 
In an effort to ensure a productive and harmonious work environment, 
persons not employed by Drunken Fish may not solicit or distribute 
literature in the workplace at any time for any purpose. 
 
Drunken Fish recognizes that employees may have interests in events and 
organizations outside the workplace. However, employees may not solicit 
or distribute literature concerning these activities during working time. 
(Working time does not include lunch periods, work breaks, or any other 
periods in which employees are not on duty.) 
 
In addition, the posting of written solicitations on company bulletin boards 
is prohibited. Bulletin boards are reserved for official organization 
communications on such items as:  

 Employee Announcements 

 Internal Memoranda 

 Organization Announcements 
 



98 
 
Drunken Fish Employee Handbook 

EMPLOYEE CONDUCT & DISCIPLINARY ACTION 7.14 

Progressive Discipline  
Article Revised: 12/2/2015 

 

 
The purpose of this policy is to state Drunken Fish's position on 
administering equitable and consistent discipline for unsatisfactory 
conduct in the workplace. The best disciplinary measure is the one that 
does not have to be enforced and comes from good leadership and fair 
supervision at all employment levels. Drunken Fish's own best interest lies 
in ensuring fair treatment of all employees and in making certain that 
disciplinary actions are prompt, uniform, and impartial. The major purpose 
of any disciplinary action is to correct the problem, prevent recurrence, 
and prepare the employee for satisfactory service in the future.  
 
Although employment with Drunken Fish is based on mutual consent and 
both the employee and Drunken Fish have the right to terminate 
employment at will, with or without cause or advance notice, Drunken Fish 
may use progressive discipline at its discretion. Disciplinary action may call 
for any of four steps -- verbal warning, written warning, suspension with or 
without pay, or termination of employment -- depending on the severity of 
the problem and the number of occurrences. There may be circumstances 
when one or more steps are bypassed. 
 
Progressive discipline means that, with respect to most disciplinary 
problems, these steps will normally be followed: a first offense may call for 
a verbal warning; a next offense may be followed by a written warning; 
another offense may lead to a suspension; and, still another offense may 
then lead to termination of employment. 
 
Drunken Fish recognizes that there are certain types of employee 
problems that are serious enough to justify either a suspension, or, in 
extreme situations, termination of employment, without going through the 
usual progressive discipline steps. While it is impossible to list every type of 
behavior that may be deemed a serious offense, the Employee Conduct 
and Work Rules policy includes examples of problems that may result in 
immediate suspension or termination of employment. However, the 
problems listed are not all necessarily serious offenses, but may be 
examples of unsatisfactory conduct that will trigger progressive discipline. 
 
By using progressive discipline, we hope that most employee problems can 
be corrected at an early stage, benefiting both the employee and DF. 
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EMPLOYEE CONDUCT & DISCIPLINARY ACTION 7.15 

Problem Resolution  
Article Revised: 12/2/2015 

 

 
Drunken Fish is committed to providing the best possible working 
conditions for its employees. Part of this commitment is encouraging an 
open and frank atmosphere in which any problem, complaint, suggestion, 
or question receives a timely response from Drunken Fish supervisors and 
management. 
 
Drunken Fish strives to ensure fair and honest treatment of all employees. 
Supervisors, managers, and employees are expected to treat each other 
with mutual respect. Employees are encouraged to offer positive and 
constructive criticism. 
 
If employees disagree with established rules of conduct, policies, or 
practices, they can express their concern through the problem resolution 
procedure. No employee will be penalized, formally or informally, for 
voicing a complaint with Drunken Fish in a reasonable, business-like 
manner, or for using the problem resolution procedure. 
 
If a situation occurs when employees believe that a condition of 
employment or a decision affecting them is unjust or inequitable, they are 
encouraged to make use of the following steps. The employee may 
discontinue the procedure at any step. 
 

 Employee presents problem to immediate supervisor after 
incident occurs. If supervisor is unavailable or employee believes 
it would be inappropriate to contact that person, employee may 
present problem to Human Resources Department or any other 
member of management. 

 Supervisor responds to problem during discussion or after 
consulting with appropriate management, when necessary. 
Supervisor documents discussion. 

 Employee presents problem to Human Resources Department if 
problem is unresolved. 

 Human Resources Department counsels and advises employee, 
assists in putting problem in writing, visits with employee's 
manager(s), if necessary, and directs employee to President for 
review of problem. 

 Employee presents problem to President in writing. 
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 President reviews and considers problem. President informs 
employee of decision and forwards copy of written response to 
Human Resources Department for employee's file. The President 
has full authority to make any adjustment deemed appropriate to 
resolve the problem. 

 Not every problem can be resolved to everyone's total 
satisfaction, but only through understanding and discussion of 
mutual problems can employees and management develop 
confidence in each other. This confidence is important to the 
operation of an efficient and harmonious work environment, and 
helps to ensure everyone's job security. 
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EMPLOYEE CONDUCT & DISCIPLINARY ACTION 7.16 

Personal Belongings  
Article Revised: 12/2/2015 

 

 
It is the policy of Drunken Fish to ask employees to refrain from bringing 
unnecessary or inappropriate personal property to work.  
 
Drunken Fish recognizes that employees may need to bring certain 
personal items to work. However, personal property that is not related to 
the employee’s job performance may disrupt work or pose a safety risk to 
other employees and is highly forbidden. With this said there is no reason 
to bring large backpacks, laptop bags, over-sized purses, large coats or 
jackets etc. into the Drunken Fish premises and highly prohibited.  
 
Employees are expected to exercise reasonable care to safeguard personal 
items brought to work. Drunken Fish is not responsible for the loss, 
damage, or theft of personal belongings, and employees are advised not to 
carry unnecessary amounts of cash or other valuables with them when 
they come to work.  
 

Drunken Fish is not responsible for any belongings lost/stolen while 
employee is working.  
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EMPLOYEE CONDUCT & DISCIPLINARY ACTION 7.17 

Tipped Employee Reporting  
Article Revised: 12/2/2015 

 

As an employee of the Drunken Fish, all of the tips you receive, whether in 
cash or included in a credit card transaction are taxable income.  You are 
required by federal law to report and record your actual tips for each and 
every shift. 
 
At the end of each shift, tipped employees must disclose when they clock 
out, into the POS computer.  Your tips will be recorded and reflected in 
total on your paycheck stub.  
 
It is the employee’s responsibility to comply with IRS requirements of 
reporting all of your tip income.  While you are responsible for reporting all 
of your tip income, the Drunken Fish may be required to allocate additional 
tip income to any tipped employee that does not declare at least 15% of 
their gross sales as tip income.  For example, bartenders, servers, server 
assistants, and sushi chefs. 
 
We strongly encourage you to accurately report your tip income.  This will 
reduce the probability of you being audited by the IRS and allows you to 
qualify for greater social security, unemployment and worker’s 
compensations benefits. 
 
Failure to report tips will result in disciplinary action. This information is 
necessary to compute paychecks correctly. 
 
 



Drunken Fish Employee Handbook
  

103 

EMPLOYEE CONDUCT & DISCIPLINARY ACTION 7.18 

Social Media  
Article Revised: 12/2/2015 

 

 
The Drunken Fish social media policy outlines for employees the corporate 
guidelines or principles of communicating online via Facebook, Twitter, 
blogs, and other forms of social media: 

 Drunken Fish reserves the right to request that certain subjects are 
avoided, withdraw certain posts, and remove inappropriate 
comments if deemed inappropriate. Be thoughtful about how you 
present yourself online. If you identify yourself as a Drunken Fish 
employee or are known to be one, you are now connected to your 
co-workers, managers, and Drunken Fish customers.  
 

 You are personally responsible for the content you publish on 
blogs, wikis or any other form of user-generated social media. 
Everything you publish will be visible to the world for a very, very 
long time. If you are unsure and it is related to Drunken Fish and its 
brands, talk to your manager or the HR Department. 
 

 Familiarize yourself with the Employment Agreement and 
Employee Handbook policies. See the following policies for 
guidelines: 
o EMPLOYMENT 1.04 Business Ethics and Conduct 

o EMPLOYEE CONDUCT & DISCIPLINARY ACTION 7.04 

Employee Conduct and Work Rules 

o EMPLOYEE CONDUCT & DISCIPLINARY ACTION 7.05 

Workplace Etiquette 

o EMPLOYEE CONDUCT & DISCIPLINARY ACTION 7.09 

Sexual and Other Unlawful Harassment  

o EMPLOYEE CONDUCT & DISCIPLINARY ACTION 7.10 

Racial Harassment 
 

 Internet postings should not disclose any information that is 
confidential or proprietary to Drunken Fish or to any third party 
that has disclosed information to the company. Make sure that 
what you’re saying is factually correct, and also that it doesn’t 
violate any legal guidelines that prohibit revealing information that 
is confidential to the company. 
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 Employees must clearly identify themselves as an employee of 
Drunken Fish and include a disclaimer. The disclaimer should be 
something like "the views expressed are mine alone and do not 
necessarily reflect the views of Drunken Fish." 
 

 Internet postings should not include company logos or trademarks 
unless permission is asked for and granted. 
 

 Internet postings must respect copyright, privacy, fair use, financial 
disclosure, and other applicable laws. It is a priority that we 
respect the privacy of our customers. Do not use or discuss any 
information regarding customers for any purpose, including 
contacting customers for social reasons or soliciting outside 
business.  

 

 Blogs, social networks, and other tools should not be used for 
internal communications among fellow employees. Don’t use your 
external blog or other online social media to air your differences. 
Do not discuss your co-workers without their permission, and ask 
permission before posting their picture.  

 

 Employees should neither claim nor imply that they are speaking 
on the company's behalf. 

 

 Corporate blogs, Facebook pages, Twitter accounts, etc., could 
require approval when the employee is posting about the company 
and the industry. 

 

 Do NOT post pictures of receipts; make remarks of good or bad 
tips, etc. 

 

 You are legally liable for anything you write or present online. 
Employees can be disciplined by the company for commentary, 
content, or images that are defamatory, pornographic, proprietary, 
harassing, libelous, or that can create a hostile work environment. 

 

 Speak respectfully about the company and our current and 
potential employees, customers, partners, and competitors. Do 
not engage in name calling or behavior that will reflect negatively 
on your company's reputation. Note that the use of copyrighted 
materials, unfounded or derogatory statements, or 
misrepresentation is not viewed favorably by your company. 
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Any employees with questions or concerns about any type of 
discrimination in the workplace are encouraged to bring these issues, in 
writing, to the attention of their immediate supervisor. 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. 

Since employment with Drunken Fish is based on mutual consent, both the 
employee and Drunken Fish have the right to terminate employment at 
will, with or without cause, at any time. 
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EMPLOYEE CONDUCT & DISCIPLINARY ACTION 7.18 

Confidentiality of Salary and Benefit Information  
Article Revised: 12/2/2015 

 

Employees are prohibited from discussing their salary or wage levels and 
company benefits with other employees. Such information is confidential 
and may not be discussed in the workplace or anywhere else. Any 
employee violating this policy will be considered to have committed a 
breach of confidentiality and will be subject to disciplinary action, up to 
and possibly including termination of employment. 
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EMPLOYEE CONDUCT & DISCIPLINARY ACTION 7.19 

Receiving Gifts or Favors  
Article Revised: 12/2/2015 

 

Each of us is expected to act in a way that promotes the Company’s best 
interests. Personal relationships with suppliers, dealers, and customers 
must not affect your ability to act in a manner that is best for the 
Company. Those relationships must not harm the Company’s reputation by 
creating the appearance of impropriety. One good test is to ask yourself 
how others might view your actions if they were disclosed to Company 
management or reported in the media. Accepting gifts or favors from a 
business contact, such as a supplier or dealer, can cloud your judgment 
when making decisions for the Company, or give the appearance that the 
supplier or dealer is “buying” favorable treatment. Always follow the 
Company’s limitations and conditions on accepting gifts or favors from 
individuals or organizations that do business with the Company, or that are 
actively seeking to do business with the Company. 
 
• Do not use your position at the Company to privately enrich yourself or 
others (such as family or friends). In fact, you should avoid situations that 
could even look to outsiders as if you are doing something improper. 
• Never ask for a gift or favor from an individual or organization that does 
business with the Company, or is actively seeking to do business with the 
Company. 
• Accept a gift or favor that is freely offered by suppliers, dealers, and 
others only if it is of nominal value, involves a normal sales promotion, 
advertising, or publicity, and there is a legitimate business purpose. In the 
United States, $50 is considered to be nominal value.  
• Never accept any of the following types of gifts or favors from an 
individual or organization that does business with the Company, or is 
actively seeking to do business with the Company: 

o Cash, gift certificates, or a gift of packaged alcohol (including beer 
or wine) 

o Tickets to any event, unless the supplier is in attendance and the 
situation meets all other entertainment limitations 

o A loan, unless it is from a regular financial institution on normal 
terms 

o Discounts on goods or services, unless the supplier makes them 
generally available to all employees in the Company 

o Gifts or other donations for parties or social events attended 
 principally by Company personnel (for example, retirement or holiday 
parties) 
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• Return inappropriate gifts with a polite note explaining the Company’s 
Policy. If it is not possible or practical for you to return the gift, consult 
your local Human Resources representative to determine what to do with 
the gift. 
• Ask if you are not sure if something is appropriate. You may ask your 
manager, or your Human Resources representative. 
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EMPLOYEE CONDUCT & DISCIPLINARY ACTION 7.19 

MISCELLANEOUS 
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MISCELLANEOUS 8.01 

Suggestion Program  
Article Revised: 12/2/2015 

 

 
As employees of Drunken Fish, you have the opportunity to contribute to 
our future success and growth by submitting suggestions for practical 
work-improvement or cost-savings ideas. 
 
All regular employees are eligible to submit suggestions. 
 
A suggestion is an idea that will benefit Drunken Fish by solving a problem, 
reducing costs, improving operations or procedures, enhancing customer 
service, eliminating waste or spoilage, or making Drunken Fish a better or 
safer place to work. Statements of problems without accompanying 
solutions, or recommendations concerning co-workers and management 
are not appropriate suggestions. 
 
All suggestions should contain a description of the problem or condition to 
be improved, a detailed explanation of the solution or improvement, and 
the reasons why it should be implemented. If you have questions or need 
advice about your idea, contact your supervisor for help. 
 
Submit suggestions to the Human Resources Department. You will be 
notified of the adoption or rejection of your suggestion. 
 
Special recognition will be given to employees who submit a suggestion 
that is implemented. 
 
To make any comments or suggestions, please call our employee hotline 
(Fish Line) at 347.921.FISH or email humanresource@drunkenfish.com. If 
you choose to leave contact information, your message will be returned 
within 48 hours. 
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MISCELLANEOUS 8.02 

Counterfeit Bills  
Article Revised: 12/2/2015 

 

 
Why should you be concerned about counterfeit money? If you or one of 
your staff unknowingly accepts a counterfeit bill, you will lose the face 
value of that money. You may even be investigated for passing counterfeit 
money.  
 
How can you tell if it is counterfeit money? The feel will usually alert you to  
the fact that something is wrong with the bill. Take a real good look at any  
bill that feels different. If it looks suspicious, compare it with a genuine 
one. In a genuine bill, the paper is very high quality rag paper with small 
red and blue threads throughout. It has a distinctive texture and color. In a 
counterfeit, paper may feel different or may be a different white than 
genuine paper. Red and blue lines may be drawn to imitate the fibers. 
Counterfeit bills are typically smooth, much like a photograph which no 
raised ink can be felt. The color may be faded because counterfeits lose 
their color easily.  
 
If you receive a counterfeit bill, here are the steps to follow: 

 Use a counterfeit currency detection pen, which is easy to use and  
requires no training 

 Put a small mark on the bill. If the bill is counterfeit and the paper 
is wood-based, the iodine in the pen solution will react with the 
starch and leave a dark brown or black mark. If the bill is authentic 
and the paper is fiber-based, there won't be any starch and the 
pen will not leave a mark 

o If the bill is counterfeit, then notify a manager right away 
so that the proper action can be taken 

 Amber color means bill is good, black means bill is suspect 

 If you can remember where or from whom you got the bill record 
this information with the time and date of the incident 

 
You are ultimately responsible for taking in counterfeit bill at Drunken Fish.  
Please be very thorough in checking the bills taken in from our guest. If 
there are any questions, the proper procedure and a currency detection 
pen must be use.  If you violate this policy and take in counterfeit bills, you 
will have to pay Drunken Fish the amount taken in. 
  

http://www.amazon.com/exec/obidos/ASIN/B0006VO360/allfoodbusi0f-20/102-8020867-4056142?creative=327641&camp=14573&link_code=as1
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MISCELLANEOUS 8.03 

Corporate Parking  
Article Revised: 12/2/2015 

 

 
 
Full-time employees working in the Drunken Fish Corporate Office will be 
eligible to request an assigned parking space subject to availability for 
$60.00 per month or whatever the going rate. A description of the vehicle 
and license number will be required before a permit will be issued. 
Employees are required to notify the corporate office of any vehicle 
changes and must display their permit at all times.  
 
If HR approves, available parking spaces will be allocated to employees 
across from the Drunken Fish Corporate Office located at 612 North 2

nd
 

Street, Saint Louis, Missouri 63102 (Suite 310).  
 
When the number of employees wishing to have a space exceeds the 
number of available spaces, their names will be placed on a waiting list in 
order of seniority and will be notified once a space becomes available.  
 
Employees with valid state issued permits for the disabled will be provided 
appropriate parking regardless of seniority.  
 
Drunken Fish assumes no responsibility for any automobile or its contents 
parked on any lots near the corporate office. 
 
All visiting employee’s parking will pay a discounted parking at $3.00 at 
CitiPark and Arch Parking.  There is FREE parking available at the Landing 
location.  Please reach out to the corporate office for details. 
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MISCELLANEOUS 8.04 

Corporate Dress Code  
Article Revised: 12/2/2015 

 

 
 
Proper and professional attire at work is essential to our brand when you 
are entering in to work or for other reasons. Every employee is required to 
strictly adhere to the general dress code policy when entering the 
Corporate Office 
 
General Dress Code 

 Grooming – All Employees 

o Take showers and/or baths prior to entering the premises 

o Keep hair clean and properly cut 

o Hair should always be brushed and/or combed and styled to 
be presentable and fashionable 

 Avoid excessive facial hair and mustache 

o All hair styles should be business-appropriate in both style 
and color 

o No colors that are wild or colorful will be permitted 

o No styles that are wild or colorful will be permitted 

o Keep nails clean and properly trimmed 

o It is never acceptable to come to work looking tired or “like 
you just rolled out of bed” 

o ALL employees should always strive to look their best 

o Remember, when you look good…you FEEL good! 
 

 Jewelry– All Employees 

o Limited jewelry is permitted but restricted to the following: 

 1 ring for the hand 

o 1 watch or bracelet 

o No excessive fashion of eyewear or eyeglasses not intended 
for prescription glasses are allowed 

o All jewelry must be simple and tasteful – NOT detracting from 
uniforms 

o No jewelry is permitted for BOH employees 
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 Piercing– All Employees 

o Facial piercings are prohibited 

 No nose rings are allowed 

 No lip rings are allowed 

 No eyebrow rings are allowed 

 No plugs are allowed 

o Body piercings are prohibited 

o 1 pair of earrings are allowed 

 May not hang more than ½ inch below ear lobe 
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MISCELLANEOUS 8.5 

Corporate Breaks   
Article Revised: 12/2/2015 

 

 
 
Corporate break and lunch policy. 

 Breaks 

o Take no more than 15 minutes per full shift 

 Lunch  

o 45 minutes or less for lunch if dining at the Drunken Fish 
 

Refer to the management meal plan if it applies to your respective position 
for discounts and incentives at the Drunken Fish. 
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SECTION 9 

MANAGEMENT (ONLY) 
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MANAGEMENT ONLY 9.01 

Male Manager Dress Code  
Article Revised: 12/2/2015 

 
 
Male manager attire should be professional and conservative, yet 
fashionable; adhering to the following guidelines: 

 Shirt/Blouse 

o Button-down dress shirt with a collar and long-sleeves is 
required 

o Patterns should be subtle; solid rich, deep tones are 
preferred 

o Sweaters/vests may be worn over shirt 

o No polo’s, t-shirts, hooded shirts or outerwear will be 
permitted 

o No logos on shirt/blouse 

o Must be clean, pressed, wrinkle-free and worn tucked in 

o Shirt sleeves may be rolled up (not under) to below the elbow 
 

 Slacks/Skirts 

o Black or conservative-colored slacks are required 

o Slacks should be hemmed to break at the top of the shoe 

o No cuffs, pleats or excessive pockets 

o Clean, pressed and wrinkle-free; may NOT be stained, faded 
or torn 

o Denim or elastic/spandex materials are NOT acceptable 

o Athletic-wear, shorts, skinny-fit, cargo, etc. are NOT 
acceptable 

 

 Shoes 

o Black dress shoes are required 

o Shoes should be designated as slip-resistant 
 

 Socks 

o Black dress socks are required at all times 
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 Necktie 

o Neckties are required 

o Must tastefully match shirt in color; again, rich, deep tones 
are preferred 

o Current fashions and widths are preferred 

o The shirt collar should completely cover the portion of the tie 
that is around the neck, with the necktie tied in a customary 
manner 

o No fluorescent or brash colors or patterns 

o No clip-on ties 
 

 Belt 

o Must be solid black leather; no other color or embellishments 

o Proportionate and simple silver buckle 
 

 Hat 

o No hats of any kind are allowed.  This includes, but not 
limited to, baseball hats, headbands, driving caps, cowboy 
hat, fedora, beanies, etc. 
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MANAGEMENT ONLY 9.02 

Female Manager Dress Code  
Article Revised: 12/2/2015 

 
 
Female manager attire should be professional and conservative, yet 
fashionable; adhering to the following guidelines: 

 Shirt/Blouse 

o All shirts and blouses must be of business attire with sleeves 

o Blouses and button-down shirts are encouraged 

o No t-shirts, tank tops, sleeveless shirts, or casual wrap-around 
tops 

o No tops with hoods or multiple pockets are allowed 

o No logos on shirt/blouse 

o Tops should be appropriate for the climate in the restaurant 

o Outerwear is not allowed 
 

 Slacks/Skirts 

o Black or conservative-colored slacks/skirts are required 

o Slacks should be hemmed to break at the top of the shoe 

o Skirts should fall no shorter than 3” above the knee 

o Clean, pressed and wrinkle-free; may NOT be stained, faded 
or torn 
 

 Slacks/Pants 

o Pant belt loops and front button/zipper required; limited 
pockets are optional (no pockets on leg) 

o Denim or elastic/spandex materials are NOT acceptable 

o Leggings, athletic, shorts, crops, skinny-fit, cargo, skirts, etc. 
are NOT acceptable 
 

 Shoes 

o Black or conservative-colored 

o Close-toed, slip-resistant dress shoes are required 

o Tennis shoes, flats and sandals are not acceptable 

o Heels are permitted but not mandatory 
 

 Socks 

o Black dress socks are required 
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 Hat 

o No hats of any kind are allowed.  This includes, but not 
limited to, baseball hats, headbands, driving caps, cowboy 
hat, fedora, beanies, etc. 
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MANAGEMENT ONLY 9.03 

Culinary Manager Dress Code  
Article Revised: 12/2/2015 

  
Culinary manager and Assistant Culinary manager attire should be 
professional; adhering to the following guidelines: 

 Red Corporate Chef Coat 

o Must be issued by Drunken Fish – NO Substitutions 

o Must be the appropriate size 

o Clean and wrinkle-free 

o May NOT be stained, faded or torn 

  

 Pants: Black slacks 

o Clean and wrinkle-free; may NOT be stained, faded or torn 

o Belt loops and front button/zipper required; limited pockets 
at the waist are optional (no pockets on leg) 

o Hemmed to break at the ankle; covering shoe tops 

o No cuffs or pleats; flat-front only 

o Denim or elastic/spandex materials are NOT acceptable 

o Leggings, athletic, skirts shorts, crops, skinny-fit, cargo, skirts, 
etc. are NOT allowed 

  

 Socks: Black 

o May NOT be any other color; solid black only 

o Must cover the ankle 

  

 Shoes: Black, slip-resistant 

o Must be approved by management 

o Must be kept in good condition – preferably polished; may 
NOT be tattered, worn, ripped or faded 

  

 Belt: Black leather 

o Must be solid black; no other color or embellishments 

o Proportionate and simple silver buckle 

o Must be worn in pant belt loops 

  

 Headband 

o Must be issued by Drunken Fish – NO Substitutions 

o Must be rolled and tied around forehead 
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MANAGEMENT ONLY 9.04 

Vacation Benefits  
Article Revised: 12/2/2015 

 

 
Drunken Fish will provide vacation with pay to any EXEMPT employees. 
Vacations are to be scheduled at times that are convenient to the 
organization and with consideration of the employee’s preference.  It is on 
a first come first serve basis.  Meaning, if two employees ask off during the 
same or similar times, the employee that request off first may be granted 
off first. 

Note: Drunken Fish encourages an employee to schedule at least five days 
of vacation leave consecutively, resulting in at least one full week of 
meaningful time off. In addition to this, the following is also imperative: 

 If the EXEMPT employee wants and desires to take more time off 
than is allotted, the employer reserves the right to not provide 
vacation time or time off pay. If the employee is a valuable 
member of the team, it is the sole discretion of management to 
give this time off without pay. 

 If the EXEMPT employee wants to take a leave of absence without 
pay, it needs to be approved at least 30 days in advance with 
management. 

 
Vacation Allowances 
Regular EXEMPT employees in the following groups and employed on or 
after 01/02/12 are provided annual vacation allowances as follows. 
 

Any management receives vacation as follows: 
Regional Manager (REG) 

 20 days (4 weeks) of vacation days and 2 personal days 

 2 sick days are allotted per year 

 Any additional sick days will be taken from vacation/personal days 
 
District Manager (DM) 

 15 days (3 weeks) of vacation days and 2 personal days 

 2 sick days are allotted per year 

 Any additional sick days will be taken from vacation/personal days 
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General Manager (GM) 

 10 days (2 weeks) of vacation days and 2 personal days 

 2 sick days are allotted per year 

 Any additional sick days will be taken from vacation/personal days 
 
Culinary Manager (CM) 

 5 days (1 weeks) of vacation days and 1 personal days 

 2 sick days are allotted per year 

 Any additional sick days will be taken from vacation/personal days 
 
Restaurant Manager (RM) 

 5 days (1 week) of vacation days and 1 personal days 

 2 sick days are allotted per year 

 Any additional sick days will be taken from vacation/personal days 
 
Assistant Restaurant Manager (ARM) 

 5 days (1 week) of un-paid vacation days  

 2 un-paid sick days are allotted per year 
 
Any corporate office staff employee receives vacation as follows: 
Marketing Director (MD) 

 10 days (2 weeks) of vacation days and 2 personal days 

 2 sick days are allotted per year 

 Any additional sick days will be taken from vacation/personal days 
 
Administrative Assistant (AA): 

 5 days (1 week) of un-paid vacation days 

 2 un-paid sick days are allotted per year 
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MANAGEMENT ONLY 9.05 

Management Meal Incentives  
Article Revised: 12/2/2015 

 
 
Meal Plans start on first day of hire and includes the amounts listed below 
per shift, based on position. 
 
Operations 

 District Manager (DM) 

o $20.00 food tab per day 

 Assistant District Manager (ADM) 

o $20.00 food tab per day 

 Corporate Culinary Director (CCD) 

o $20.00 food tab per day 

 Corporate Culinary Manager (CCM) 

o $20.00 food tab per day 

 General Manager (GM) 

o $20.00 food tab per day 

 Assistant General Manager (AGM) 

o $20.00 food tab per day 

 Restaurant Manager (RM) 

o $20.00 food tab per day 

 Culinary Manager (CM) 

o $20.00 food tab per day 

 Assistant Culinary Manager (ACM) 

o $20.00 food tab per day 

 Assistant Restaurant Manager (ARM) 

o $20.00 food tab per day 
 
Marketing 

 Marketing Director (MD) 

o 50% off food tab per day 

 Assistant Marketing Director (AMD) 

o 50% off food tab per day 
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Sales 

 Catering Manager (CAM) 

o 50% off food tab per day 

 Sales Manager (SM) 

o 50% off food tab per day 
 
Human Resource 

 Human Resource Director (HRD) 

o 50% off food tab per day 

 Human Resource Manager (HRM) 

o 50% off food tab per day 
 
Administrative 

 Administrative Assistant (AA) 

o 50% off food tab per day 
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MANAGEMENT ONLY 9.06 

Star Rating System (Management)  
Article Revised: 12/2/2015 

 

 
 
Management Star Rating System 
The primary purpose of Performance Evaluation is to provide an 
opportunity for open communication about performance expectations and 
feedback. Most employees want feedback to understand the expectations 
of their employer and to improve their own performance for personal 
satisfaction. They prefer feedback that is timely and given in a manner that 
is not threatening. Evaluations are conducted bi-annually by the immediate 
direct report or supervisor.  It is a vital part of the Drunken Fish 
organization and it is done for the following additional reasons: 

 Measure actual performance against expected performance 

 Provide an opportunity for the employee and the supervisor to 
exchange ideas and feelings about job performance 

 Identify employee training and development needs, and plan for 
career growth 

 Identify skills and abilities for purposes of promotion, transfer, 
and reduction in force 

 Support alignment of organization and employee goals 

 Provide the basis for determining compensation adjustments 
based on merit 

 A way to set specific goals for success 
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Scoring Management Star Ratings 

Scoring is done on a TOTAL of 200 points. Each category based on the 
position will be weighed the same, higher, or lower. Certain categories are 
4X (quadruple) the points due to the importance of mastery of that 
category within the position for the employee. Once the evaluation is 
completed by both the evaluator and the employee, please fill in the 
Evaluation Star Rating History document. 
 

 

A 5 Star manager is the definition of exceptional and always meeting 
expectations. Five Star managers set the bar for all others to follow and 
help in facilitating all training. When it comes to skillsets, execution and 
delivering the wow, a 5 Star manager demonstrates and performs 
consistently.  

 
Employee Involvement 
Performance evaluation is most effective when employees are actively 
involved in open discussion about their own performance expectations and 
about how they are doing in meeting those expectations. 
 
Involving the employee in the performance evaluation process will make it 
a meaningful, worthwhile experience for you, the employee, and the 
organization because employees: 

 Need and want to have their voices heard, 

 Are more likely to consider the system as being fair if they have 
involvement and understand the process, and 

 Are more likely to demonstrate genuine commitment to goals and 
performance. 

SCORE STAR RATING AND DEFINITION 

120 or 
below 

1 
Un-Satisfactory 
does NOT meet expectations 

121 - 140 2 
Needs Improvement 
Occasionally meet expectations 

141 - 160 3 
Satisfactory 
Sometimes meets expectations 

161 - 180 4 
Outstanding 
Routinely meet expectations 

181 - 200 5 
Exceptional  
Always meet expectations  
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Ultimate benefits realized by the organization will be increased 
productivity, efficiency, job satisfaction, and morale and decreased 
turnover. 

 
How Often Are Management Evaluations Given? 
Evaluations are given bi-annually. 

 July – is the Mid-Year evaluation (first half evaluation) 

o Measuring performance from January through June 

 January – is the Year-End evaluation (second half evaluation) 

o Measuring performance from July through December 
 

Management Goal Planning and Core Message 
As discussed earlier within this handbook, each employee must be 
informed of the level of performance that is needed to successfully 
perform his or her work. These are performance expectations describing 
the conditions that exist when a job is done well. They are communicated 
within the evaluation sheet per individual employees and the ratings that 
are given per the position.  Some aspects of the position will be weighted 
higher or lower based on the specific positions. Performance expectations 
should tie in with essential functions and qualifications required for the 
position as stated in the position description. Expectations should be 
SMART: Specific, Measurable, Achievable, Realistic, and Time-bound.   
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MANAGEMENT ONLY 9.07 

Management Evaluation Incentives/De-Incentives  
Article Revised: 12/2/2015 

 
 
Manager of the Year (MOTY) 
This highly sought-after award will be given to one member of our team 
that lives and consistently demonstrates our organizational mission 
statement, perfect ten shared values, and shows consistent high 
performance, including the highest evaluation score and STAR rating at the 
end of year evaluation cycle. 

 
Qualifications: 
Individual team member with the highest evaluation score and STAR rating 
at the ‘end of year evaluation cycle’ and the person that performs the BEST 
within that level of responsibilities will be awarded. Everyone has a chance 
to win, if they score the highest evaluation rating from their respective 
positions: 
 
District Manager (DM) 

 Personalized plaque with his or her name and year recognized 

 Automatic membership to Fred Pryor continuing education 

 3 days of extra vacation 

 A choice of the following: 

o 4 day trip to New York City for two people (Hotel and Air)  

o 4 day trip to Cancun for two people (Hotel and Air)  

o 4 day trip to Vegas for two people (Hotel and Air)  

o $1,500.00 CASH 
 
Marketing Director (MD) 

 Personalized plaque with his or her name and year recognized 

 Automatic membership to Fred Pryor continuing education 

 2 days of extra vacation 

 A choice of the following: 

o 4 day trip to New York City for two people (Hotel and Air)  

o 4 day trip to Cancun for two people (Hotel and Air)  

o 4 day trip to Vegas for two people (Hotel and Air)  

o $1,250.00 CASH 



130 
 
Drunken Fish Employee Handbook 

General Manager (GM) 

 Personalized plaque with his or her name and year recognized 

 Automatic membership to Fred Pryor continuing education 

 2 days of extra vacation 

 A choice of the following: 

o 4 day trip to Cancun for two people (Hotel and Air)  

o 4 day trip to Vegas for two people (Hotel and Air)  

o A brand new PC Laptop (valued at $1200) 

o $1,000.00 CASH 
 
Restaurant Manager (RM) and Culinary Manager (CM) 

 Personalized plaque with his or her name and year recognized 

 Automatic membership to Fred Pryor continuing education 

 A choice of the following: 

o 4 day trip to Cancun for two people (Hotel and Air)  

o 4 day trip to Vegas for two people (Hotel and Air)  

o A brand new PC Laptop (valued at $1,000) 

o $750.00 CASH 
 
Assistant Restaurant Manager (ARM) 

 Personalized plaque with his or her name and year recognized 

 Automatic membership to Fred Pryor continuing education 

 A choice of the following: 

o 3 day trip to Vegas for two people (Hotel and Air)  

o $400.00 CASH 
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MID-Year Management Evaluation Rating Incentives 

Managers with the following 5 STAR rating on their MID-Year evaluations 
will receive: 

 District Manager (DM) 

o $500.00 Incentive Check (one time) 
 

 Marketing Director (MD) 

o $500.00 Incentive Check (one time) 
 

 General Managers (GM) 

o $500.00 Incentive Check (one time) 
 

 Restaurant Manager (RM) 

o $500.00 Incentive Check (one time) 
 

 Culinary Manager (CM)  

o $500.00 Incentive Check (one time) 
 

 Assistant Restaurant Managers (ARM) 

o $500.00 Incentive Check (one time) 
 
 
End-Year Management Evaluation Rating Incentives 
Managers with the following ratings on their Year End evaluations receive: 

 Receiving a 5 Star rating on a single evaluation  

o 4% Incentive Check (one time) 

 Receiving a 4 Star rating on a single evaluation  

o 2% Incentive Check (one time) 
 

 

PLEASE NOTE: 
 Full year of work need to be completed for this incentive structure to be put in place; 

effective day of January 1st. 
 All salary increases are privileged to the 4 and 5 STAR performance STAR rating, 

excluding bonuses, rewards, awards, and other incentives through the year.  We are an 
organization that rewards high performance and recognizes effort. 
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Under-Performance 

While there are many benefits for high performers, we also have 
consequences for those managers who fall short of expectations. 

 Receiving a 2 Star Rating (or lower) for two consecutive evaluations will 
result in: 

o 2.5% loss on current salary 

o For Example, if you are making $30,000/year salary 

o Salary would be reduced to $29,250/year  

o Or, if you are making $12.00/hour 

o Hourly rate would be reduced to $11.70/hour  
 

 Receiving a 1 Star on a single evaluation will result in: 

o 5% loss on current salary  

o For Example, if you are making $30,000/year salary, you would 
make $28,500/year after an UN-SATISFACTORY rating 

o Two consecutive 2 STAR Ratings or worse, back to back will result in 
immediate termination 
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MANAGEMENT ONLY 9.08 

Conduct and Disciplinary Action  
Article Revised: 12/2/2015 

 

 

As Mangers of Drunken Fish, you are responsible for all cash handling 
practices that contribute to the following: 

 Employee Cash-outs 

 Daily Shift Drops, both Lunch and Dinner 

 Nightly Deposits 

 Bar Drawers 

 Petty Cash 

 Employee Tips 
 
The following policy in is to eliminate the careless negligence of managers 
handling cash: 

 All members of management are required to assume full 
responsibility of their cash by confirming the exact amount of 
money present prior to and at the conclusion of their shift.  

o This is done by having the manager on duty (MOD) do a cash 
verification prior to any shift they work (cash should match 
indicated amounts on deposit ledgers and managers logs) 

o Any discrepancies +/- must be brought to the general 
manager’s (GM) attention otherwise the manager on duty 
(MOD) will be held responsible for the cash discrepancy at 
the end of the shift. 

 No employee, including managers are allowed to handle any cash 
if not assigned to it. 

o The closing MOD is responsible for all cash once they have 
started their shift 

 Requested change will only be made by the closing MOD for that 
shift 

 In case of a robbery, the money has to be given up without a 
struggle and/or argument 
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Cash shortages by the MOD will be handled as follows: 

 Cash shortages or overages up to $2.00 will not warrant corrective 
action unless it is a repetitive behavior 

 Cash shortages above $2.00 not exceeding $5.00 will be issued a 
written warning 

 Cash shortages above $5.00 not exceeding $20.00 will be given a 
written warning and continued shortages can lead to the final 
written warning. 

 Cash shortages above $20.00 may warrant immediate 
termination. 

 
GM is responsible for resolving all cash discrepancies at their local store 

 Any discrepancies +/- that are not resolved within 24hrs are the 
responsibility of the GM 

 Unresolved Cash shortages will be handled as follows: 

o Cash shortages or overages up to $2.00 will not warrant 
corrective action unless is a repetitive offense 

o Cash shortages above $2.00 not exceeding $5.00 will be 
issued a written warning 

o Cash shortages above $5.00 not exceeding $20.00 will be 
given a final written warning. 

o Cash shortages above $20.00 may warrant immediate 
termination. 

o All unresolved cash shortages will be logged in the GM file 
and deducted from their incentive and/or bonus package at 
their bi-annual reviews. 

 
The following policy is to eliminate the careless negligence of managers 
handling their point of sale manager cards and restaurant keys  

 All managers are to assume full responsibility of their managers 
cards and restaurant keys at all times 

 Under no circumstances should a managers card or restaurant 
keys be used by anyone else.  This means: 

o No loaning of keys or card to employees for any reason 

o No leaving your keys or card around the restaurant where 
another employee could access them 

 Should there ever be any abuse caused by the negligence of the 
manager on duties (MOD) card or restaurant keys, the MOD will 
be held fully responsible   

 

 


