Bazil – A Casual Italian Kitchen

Standard Guidelines and general policies (The cliff notes to the handbook)

· The Bazil philosophy is TEAM WORK – everything is everyone’s job.  Everyone helps each other out.

· Tour the facility!  Be familiar with where everything is.  And know the quickest exit ways in case of emergencies.

· Employees may purchase items from the menu at 50% off after working a shift of 3 or more hours.  Take-out is always at 20% off, anytime.

· As an employee coming in as a guest in the dining room, you will always receive a 20% discount on your meals at Bazil.

· Employees may not consume any type of alcohol while on the premises while working or within 24 hours after a shift.  Only when you are seated in the dining room as a customer with an open check under the proper service.  

· It is against health regulations to touch any prepared food with bare hands.  Always use utensils or wear the proper gloves.

· Visitors are not allowed into the kitchen at anytime for liability reasons - please do not bring friends or family into the kitchen.

· Personal phone calls are not allowed during business hours unless it is a dire emergency.  (Wait until you get home to say I love you.)

· Cell phones and pagers must be completely out of site and only on vibrate or silent mode.  No phone calls while on the clock.

· The company is not responsible for lost or stolen items.  Please leave your valuables at home.  This isn’t Fort Knox.

· The back door should be locked at all times.  All employees must enter and exit from the front doors.  Please dress appropriately.  

· Employee parking is basically as far away from the building as possible.  We try to reserve the good spots for paying customers.

· Employees may only punch in during your posted scheduled hours.

· All employees must be in full uniform while on the time clock.  Clock in only after your in uniform, and clock out before changing.

· Dining Room Employee Uniform – (Please follow it exactly to avoid being written up for not following company policy)

1. Clean unwrinkled black pants.  No bell-bottoms, flare bottoms, boot-cut, tight fitting or spandex pants allowed.  Pants bottom lengths must go beyond your ankle, but may not be touching the floor.  Remember, this is not a fashion show….

2. Clean unwrinkled tan short sleeve collared shirt.  You may purchase the Bazil shirts for $13.00 each.

3. Solid black shoes or sneakers, no open toe shoes.  No decals or color accents of any kind – just solid black.

4. Hair must be neatly trimmed and combed, tied back, no hair in face, and never past shoulder length.  Keep it neat and tight.

5. No facial hair of any kind.  No mustaches, goat-tees, scruff or evening shadow.  Please shave before your shift.

6. No more than one ring per hand.  No more than one necklace and it must be metallic, no thicker than 1/8 inch.  No chokers or hemp necklaces, or colored necklaces of any kind.  No pendants larger than a dime.

7. No earrings for men.  One earring per ear for woman, non-dangling and no larger than a dime.

8. No excessive make-up or perfume.  Only natural colored nail polish.  No Spice Girls colors please.

9. No facial piercing or visible tattoos.  No tongue, nose or eyebrow or any other visible piercing other than female ears.

10. Clean hands and nails.  No body odor, please shower and use deodorant.

11. Everyone must wear a nametag at all times.  If you have lost your issued nametag you may purchase another for $3.00.

· Kitchen Employee Uniform - (Please follow it exactly to avoid being written up for not following company policy)

1. Clean black pants.  No shorts.  The bottom of the pants must cover the ankles and not touch the ground.

2. Clean white shirt.  Shirtsleeve must reach to at least just before your elbow.  Undershirts are suggested.

3. Closed toe, non-slip shoes, black.  Clean paper chef hat, Bazil baseball cap, or solid black baseball cap or visor.

· Employees working 6 hours or more must take a 30-minute unpaid break.

· Bazil is a non-smoking building.  Smoking is not permitted anywhere in the building at anytime.  You may smoke in the semi-enclosed areas near the dumpsters out of site of any customers.  And for the love of God, never let a customer see you smoking.  

· Employees may not take smoke breaks during the peak operating hours of 11am-2pm and 5pm-10pm.  Servers must never smoke while still having any tables – otherwise You WILL smell like smoke when you return to your customers!  

· Dining room employees may not drink from a cup between the hours of 5pm and 10pm.  Too many cups clutter the kitchen.  Use the provided water fountain for cool refreshing water which is perhaps the best thing for your body anyways.

· Employees must punch out while taking any type of break.  Post your time slip on the wall to show you have punched out.

· Absolutely no employee may give away food or beverage without the written approval of a manager or owner.  The item must then be ordered through the computer on a guest check and then comp’d by a manager.

· The payroll week starts on Mondays and ends on Sundays.  Paychecks are distributed on the following Friday after 3:00pm.

· If you are unable to work a shift, you must personally call a manager at least 3 hours prior and cover the shift on your own.

We thank you for choosing to work at Bazil.  Please be considerate to your 

managers and fellow employees.  These policies are for your own benefit as well as others.  We hope you will enjoy working with our team!  We look forward to working with you!
