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[bookmark: _Toc226045347]I. Introduction – Mission Statement and Values
[bookmark: _Toc226045348]A. Mission Statement
Consistently serving quality food, customer service and cultivating a welcoming an environment for community building and eating good food. 
[bookmark: _Toc226045349]B. Core Values
1. Teamwork
1. Hospitality
1. Integrity
1. Consistency
1. Quality Customer Service
[bookmark: _Toc226045350]C. Purpose of the Handbook
This handbook outlines the policies, procedures, and expectations that guide employment at Gyro King. It serves as a reference for all team members and should be reviewed in full upon hire.
[bookmark: _Toc226045351]D. Company Culture Overview
Gyro King values a fun, positive work environment even during late hours. Team members are expected to deliver excellent customer service, maintain friendly relationships with coworkers and customers, and own their responsibilities. All employees must maintain politically neutral, non-biased behavior and attitudes while accommodating customers with professionalism.


[bookmark: _Toc226045352]II. At-Will Employment Statement
Employment with Gyro King is "at-will." This means the employment relationship is voluntary and is for no specified period of time.
Both the employee and Gyro King have the right to terminate the employment relationship at any time, with or without cause, and with or without advance notice.
Nothing in this handbook or any other document shall limit the right to terminate employment at-will. No supervisor or representative of Gyro King, other than the Owner, has the authority to enter into any agreement for employment for a specified period of time or to make any agreement contrary to this policy. Any such agreement must be in writing and signed by both the Owner and the employee.
(See Wisconsin Common Law At-Will Employment Doctrine; Fair Labor Standards Act (FLSA))


[bookmark: _Toc226045353]III. Workplace Culture and Conduct
[bookmark: _Toc226045354]A. Code of Conduct
1. Professionalism is expected at all times.
1. Teamwork and respectful communication are required.
1. Non-negotiable standards for Anti-Harassment/Nondiscriminatory behavior.
1. Open-Door Policy – Communication expected/encouraged
1. Consistent non-biased customer service maintained. 
[bookmark: _Toc226045355]B. Anti-Harassment and Nondiscrimination
1. Gyro King maintains a zero tolerance policy for harassment and discrimination.
1. Employees should report any concerns using the procedures outlined below.
1. Retaliation against any employee who reports a concern is strictly prohibited.
(See Title VII of the Civil Rights Act of 1964; Wisconsin Fair Employment Act (WFEA), Wis. Stat. § 111.31–111.395; EEOC Guidelines)
[bookmark: _Toc226045356]C. Open-Door Policy
Gyro King operates a 24-hour open-door policy. Owners are available for employee concerns unless on vacation or approved leave. All communication regarding concerns is preferred in writing to maintain a documented record.
Escalation Steps:
1. Raise the concern directly with an owner in writing.
1. If unresolved, request a formal meeting to discuss the issue.
[bookmark: _Toc226045357]D. Customer Service Standards
1. Greet every customer promptly and warmly.
1. Maintain positive guest interaction expectations at all times.
1. Handle complaints calmly, professionally, and with a focus on resolution.
1. Answer the phone with a professional and friendly greeting.


[bookmark: _Toc226045358]IV. The Shift – Operational Policies
[bookmark: _Toc226045359]A. Employee Classifications
1. Full-time
1. Part-time
1. Seasonal or temporary
[bookmark: _Toc226045360]B. Scheduling
1. Schedules will be posted via a digital calendar (platform to be determined) and a physical copy in-store.
1. Call-out procedure: Call one of the owners and supply your own shift cover for the designated period. Start with calling owners, then other available employees. 
[bookmark: _Toc226045361]C. Attendance and Punctuality
1. Tardiness is defined as arriving more than 10 minutes past your scheduled shift start time.
1. Employees may arrive for shift earlier than 10 minutes before but pay only begins at your scheduled start time.
1. A no-call/no-show is a first-time fileable offense but, running late is a different situation. 
[bookmark: _Toc226045362]D. Timekeeping Procedures
1. Employees are responsible for accurately reporting their hours using the clock-in/clock-out system in the P.O.S.
1. Overtime must be approved in advance by owners (ideally not scheduling for overtime.
1. Owners will review and finalize all hours logged by employees before pay period.
[bookmark: _Toc226045363]E. Dress Code and Grooming
Uniform Requirements:
1. Gyro King t-shirt with pants (regular season) or shorts (warmer seasons).
1. Jeans, Khakis, sweatpants of dark colors are all acceptable, no holes and no sagging. 
1. Nonslip close-toed shoes. 
1. Aprons are required in the back and during food preparation. 
(See Wisconsin Food Code ATCP 75 Appendix, Section 2-304.11, Page 41; FDA Employee Health and Personal Hygiene Handbook, Personal Hygiene, Page 14)

Hygiene and Grooming Standards:
1. Hair, nails, and general hygiene must be properly kept and maintained.
1. Piercings should be kept to a minimum. No face tattoos.
1. No jewelry, watches, bracelets, or rings (except smooth, plain bands).
1. Necklaces are permitted but must not dangle. No dangling earrings.
1. Hair beyond shoulder length must be tied back. Hats or hairnets are required during food preparation.
(See Wisconsin Food Code ATCP 75 Appendix, Section 2-302.11 Fingernails, Page 41; Section 2-303.11 Jewelry, Page 41; Section 2-402.11 Hair Restraints, Page 42; FDA Employee Health and Personal Hygiene Handbook, Personal Hygiene, Pages 12–13)
[bookmark: _Toc226045364]
F. Meal and Rest Breaks
1. Every 8-hour shift includes one complimentary meal.
1. Shifts shorter than 8 hours receive a 50% discount on one meal.
1. Employees receive a 15-minute break for every three hours worked. Breaks are subject to end upon customer arrival or when help is needed.
1. Complete stocking list before starting a formal break during the downtimes. 
There is generally plenty of downtime when tasks are completed.
[bookmark: _Toc226045365]G. Cell Phone Policy
1. Phones must be put away when customers are present in front-of-house areas.
1. If the restaurant is empty, phone use is acceptable if stocking & cleaning is complete.
1. When customers are seated and eating, phones are allowed, but employees must remain available for customer service.
[bookmark: _Toc226045366]H. Equipment and Property Use
1. Use all kitchen equipment properly, as intended, and with care. Do not use equipment you have not been trained on.
1. Cleaning policies will be trained by owners. Once trained, employees are responsible for maintaining cleanliness standards.
1. Employees responsible for damage to property or equipment will be expected to replace or fund the replacement of the broken item (up to employer discretion).


[bookmark: _Toc226045367]V. Money and Growth
[bookmark: _Toc226045368]A. Pay Periods
1. Pay is distributed on a bi-weekly schedule.
1. Direct deposit will be available (details to be determined).
1. Employees may bring up grievances about inaccurate payroll information and request corrections from owners.
(See Fair Labor Standards Act (FLSA); Wisconsin DWD Chapter DWD 272; Wis. Stat. § 109.01–109.12 Wage Payments)
[bookmark: _Toc226045369]B. Tips and Tip Pooling
Tip Distribution:
1. Owners receive 40% of tips (excluding cash tips) earned on a given day.
1. Employees split the remaining 60% of tips evenly.

Reporting Requirements:
1. During distribution, all tip earnings must be logged and recorded before being distributed. Recording method will be determined via the POS system.
1. Card tips are required to be reported. Cash tips are not required to be reported.
1. If late online/cashless tips will be withheld from paycheck/distribution for a week of the current pay period. 
(See Fair Labor Standards Act (FLSA) § 3(m); U.S. Department of Labor Tip Regulations; Wisconsin DWD Chapter DWD 272)
[bookmark: _Toc226045370]C. Overtime
Overtime policies will be addressed when applicable. This section is not applicable for the foreseeable future.
1. Eligibility rules will be defined as needed.
1. An approval process will be established.
1. Calculation methods will follow applicable labor laws.
(See Fair Labor Standards Act (FLSA) § 207; Wisconsin DWD Chapter DWD 271; Wis. Stat. § 103.02)
[bookmark: _Toc226045371]D. Performance Reviews
Performance reviews will be addressed when necessary.
1. An evaluation process will be established.
1. Potential raising opportunities will be tied to performance.
1. A review timeline will be communicated.
[bookmark: _Toc226045372]E. Training and Advancement
Owners will supply instructions and training details for all positions.
1. Required training will be provided upon hire.
1. Leadership pathways may be made available over time.
1. Cross-training across roles is encouraged.
(See Wisconsin Food Code ATCP 75 Appendix, Section 2-102.11 Person in Charge Knowledge Demonstration, Page 25; Section 2-102.20 Food Protection Manager Certification, Page 27; FDA Employee Health and Personal Hygiene Handbook, Employee Health Management Responsibilities, Page 5)


[bookmark: _Toc226045373]VI. Safety and Security
[bookmark: _Toc226045374]A. Food Safety (HACCP)
1. Maintain proper temperature control for all food items.
1. Follow all food storage rules and labeling requirements.
1. Report any illness immediately to owners before reporting to a shift.
(See Wisconsin Food Code ATCP 75 Appendix, Section 3-501.16 Hot and Cold Holding, Page 69; Section 3-305.11 Food Storage, Page 59; Section 3-602.11 Food Labels, Page 76; Section 2-201.11 Employee Illness Reporting, Page 29; FDA Employee Health and Personal Hygiene Handbook, Employee Health and the Food Establishment, Page 4)
[bookmark: _Toc226045375]B. Health and Sanitation Requirements
1. Handwashing must occur frequently and per Wisconsin Food Code guidelines.
1. Gloves and hair restraints are required during food preparation.
1. Sick employees must not work with food and should notify owners immediately.
(See Wisconsin Food Code ATCP 75 Appendix, Section 2-301.12 Handwashing Procedure, Page 38; Section 2-301.14 When to Wash Hands, Page 39; Section 3-304.15 Gloves Use Limitation, Page 57; Section 2-402.11 Hair Restraints, Page 42; Section 2-201.11 Employee Health Reporting, Page 29; Section 2-201.12 Exclusions and Restrictions, Page 31; FDA Employee Health and Personal Hygiene Handbook, Personal Hygiene, Pages 14–16; Employee Health Exclusions and Restrictions, Pages 8–9)
[bookmark: _Toc226045376]C. Drug and Alcohol Policy
1. No drugs or alcohol are permitted on-shift.
1. Employees taking prescription medication that may impair performance must notify owners.
1. Use or possession of prohibited substances on premises is grounds for immediate termination.
(See Wisconsin Food Code ATCP 75 Appendix, Section 2-401.11 Eating, Drinking, or Using Tobacco, Page 41; FDA Employee Health and Personal Hygiene Handbook, Employee Health Employee Responsibilities, Page 7)
[bookmark: _Toc226045377]D. Emergency Procedures
1. Fire evacuation routes are posted in the restaurant.
1. Severe weather procedures will be communicated by owners.
1. Power outage protocols will be established and communicated.
1. Active threat protocol will be reviewed during training.
[bookmark: _Toc226045378]E. Incident Reporting
1. All employee injuries must be reported to owners immediately, if not reported day of, owners are not liable for additional complications.
1. Guest accidents must be documented and reported.
1. Property damage must be reported at the time it occurs.


[bookmark: _Toc226045379]VII. Discipline and Corrective Action
1. Verbal warnings will be issued as a first step.
1. Written warnings will follow if behavior does not improve.
1. An attendance point system may be implemented.
1. Certain behaviors may result in automatic termination.
1. An improvement plan process may be offered at the discretion of ownership.


[bookmark: _Toc226045380]VIII. Handbook Acknowledgment
By signing below, I acknowledge that I have received and reviewed the Gyro King Employee Handbook. I understand the policies, procedures, and expectations outlined in this document. I understand that my employment with Gyro King is at-will and that this handbook does not constitute a contract of employment.


________________________________________
Employee Printed Name
________________________________________
Employee Signature
________________________________________
Date
________________________________________
Owner/Manager Signature
________________________________________
Date
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