Introduction and Welcome to Espresso Yourself
About this Handbook
[bookmark: _GoBack]What this Handbook Is
Your Espresso Yourself Employee Handbook is a resource for company history and knowledge, procedures, policies, and benefits. The handbook helps you understand what to do, when to do it, and who to talk to about it. It is frequently updated, which is why your copy is in a ring binder—it’s easier to swap out pages when a revision or addition is made. 
What this Handbook is Not
This Handbook is not a legal or binding contract or agreement of any kind between Espresso Yourself and you. Signing the statement that you have read and understood what’s in the handbook does not mean you have entered into any contract or agreement with Espresso Yourself.
Revisions to the Handbook
Revisions to the handbook will appear first online at the intranet news blog. Revisions will be printed and made available to anyone who asks for them. This handbook also resides on the company intranet (saves a lot of paper and time this way). You will find it on the intranet at http://internal.esspressoyourself.com/handbook. 


Statement of Equal Opportunity Employment 
We really believe in this stuff, but our lawyers wrote it, so it sounds like lawyers.
Espresso Yourself Equal Opportunity Employment Statement
Espresso Yourself is an Equal Employment Opportunity Employer. The policy of Espresso Yourself is to affirm and dedicate itself to a primary principle of affirmative action and non-discrimination. To this end, Equal Employment Opportunity is a policy required in actions of recruitment, employment, transfers, promotions, compensation, benefits, and other terms and conditions of employment. Espresso Yourself  does not discriminate on the basis of race, sex, sexual orientation, religion, color, national origin, age, disability, disabled veteran or Vietnam Era veteran status.
Espresso Yourself will make efforts to assure that all building and purchase contracts are with firms or contractors subscribing to Equal Employment Opportunity Regulations. It is the intent of Espresso Yourself, consistent with this policy of Equal Employment Opportunity, to be fair and impartial in all of its relations with employees and to recognize and respect the individual. In furtherance of this policy, Espresso Yourself maintains an environment insuring utilization and reward of the individual employee’s effort, achievement, and cooperation. 
Espresso Yourself  will afford each and every employee impartial treatment and a fair opportunity for advancement without prejudice in the organization as the employee’s ability and performance warrant and as vacancies occur. All administrative, management and supervisory personnel provide leadership in support of this policy.


Employment Eligibility and Status
Employment Eligibility
Age
You must be at least 16 years old to work at Espresso Yourself. 
Citizenship/Legal Status
You must be a legal resident of the United States or be a naturalized citizen.
Relationships to Current Employees
Referrals are a great way to hire talented employees, but you cannot work for Espresso Yourself with another person if any of the conditions below apply:
A person is in your family by marriage or by biological relations works for Espresso Yourself
A person has lived with you at the same residence/address for more than 6 months works for Espresso Yourself
Part-time Work
You are considered a regular part-time employee if you work a regular schedule of less than 40 hours per work week. As a regular, part-time employee working 20 hours or more per week, you are eligible for some benefits.
Full-time Work
You are considered a regular full-time employee if you are normally scheduled to work a regular work week of 40 hours. As a regular, fulltime employee, you are entitled to full benefits. 
Overtime Work
If you are a regular full-time employee and you work more than 40 hours in a work week, you will receive overtime pay at the rate of 1.5 times your normal pay rate.
Trial Period
During the first 90 days of your employment with Espresso Yourself, you are on probation. This means that even if you work full-time, you do not yet receive any benefits nor do you accrue any leave time. At the end of the trial period, your performance will be evaluated. A successful evaluation will allow you to continue your employment with us. An unsuccessful evaluation can result in two outcomes: 
Immediate termination of employment
An extension of the trial period, during which your performance will be monitored for improvement
A trial period can only be extended once.
Work Information and Guidelines
Breaks
Breaks for 5-hour Shifts 
A shift of 5 hours allows for one meal period break of 30 minutes. You are paid during this break time, so do not clock out.
Breaks for 8-hour Shifts
A shift of 8 hours allows for two 15-minute breaks and one meal period break of 30 minutes. You are paid during these break times, so do not clock out.
Time Keeping 
Beginning Your Shift
You may not begin your shift any more than 5 minutes ahead of or after your shift start time. To start your shift, simply swipe your employee badge in the time clock. Be ready to work when you swipe your card. You must arrive in time to be prepared to begin working immediately after you clock in.
Ending Your Shift
Although your shift ends at a specified time, always check with your supervisor before clocking out. Do not clock out without your supervisor knowing about it. Unless you are a full-time employee, you cannot stay beyond your stated shift time any later than 5 minutes. It may be possible in certain circumstances for you to end your shift before its stated end time, but only with supervisor approval. To clock out, swipe your employee badge through the time clock a second time (the first time was when you started your shift).
Pay Periods/Pay Day 
You are paid on the 1st of the month, or the nearest weekday prior; and on the 15th of the month, or the nearest weekday prior. There is a one-pay period delay from the end of the pay period to when you receive your paycheck.
Attendance & Punctuality 
Punctuality for your Shift
You are expected to be ready to start working as soon as you clock in for your shift. Your clock in and clock out times are recorded electronically. If you clock in or out at variance with the guidelines specified above under “Time Keeping” more than three times, your supervisor will be notified and you will be issued a warning. Your punctuality is vital to the well-being of your coworkers and to the smooth operation of Espresso Yourself. 
Meeting Attendance
Once per month, each Espresso Yourself café will hold an employee meeting. Your attendance is mandatory. Even if you do not participate in the meeting (although we value it highly), you still need to stay informed of what’s going on where you work.
Performance Appraisals
Trial Performance Evaluation
At the end of your trial period, either as a new hire or because of an extension of your first trial period, your performance will be evaluated. You are paid for the evaluation meeting, which you are required to attend with your supervisor.
Ongoing Performance Evaluations
After you pass your trial period evaluation, you will be evaluated every 9 months by your supervisor and your coworkers. You will be evaluating your coworkers, too, as well as your supervisors, when their evaluations are due. Evaluations are not anonymous. We believe in transparency and accountability at Espresso Yourself. You will know how others evaluate your performance, and others will know how you evaluate their performance.
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