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Policy Code and Procedure 


Policy [noun] a definite course of action adopted for the sake of expediency. 


In order for the restaurant to have order and not chaos, we need to closely follow a structured 

format. By doing so, we help to create something pleasant, comfortable and recognized. 

Recognized for the ability to produce consistency. 

Entering and leaving the building 

All staff must enter and exit the building by way ofthe side door entrance. There are no 

exceptions to this rule. 

Schedule 

The schedule for the following week be posted each Friday. Your scheduled time in, is the time 

you need to be on the floor and in full uniform. There are no exceptions or excuses. 

Lateness 

Staff members are to be clocked in by scheduled time in uniform ready to work. This requires 

individuals choosing to come to work out of uniform to arrive 10-15 minutes early to allow for 

changing. lateness of more than 10 minutes without notification to manager will result in a 

disciplinary verbal warning. The third verbal warning win result in a written warning after which 

further instances will incur diSciplinary action up to and including suspension and termination. 

Lateness will also be taken into consideration by management when assigning sections and 

cutting employees. 

Requesting time off 

All requests for time off or away from work need to be presented in writing two weeks ahead of 

time. Keep in mind requests are just that, a request. 

Locker room 

Staff needs to arrive to work before their scheduled time, change into uniform and lock their 

personal items in a locker. Kali's Restaurant Group is not responsible for any items lost or 

stolen. 

Cell phones 

No employees are to have a cell phone on their person during service. Any employee found to 

be using said device during service will be disciplined as follows: First time: Warning. Second 

time: Dismissal. 



Smoking 


Employees are not allowed to smoke during their shift. Smoking is allowed before and after 


service only. There are no exceptions or changes to this policy and it extends to management as 


well. 


Bathrooms 


Emplyees are never to use the guest bathrooms. This includes the restrooms in the hotel lobby. 


There are bathrooms located downstairs in the Admiral Fell Inn for employee use. 


Eating 


Employees receive a 50% discount (up to $20) when working one shift. If an employee works a 


double shift they will receive a 100% discount (up to $20). Employees including management 


are not to eat, drink or sit in guest areas during service unless clocked out and not in uniform. 


If an employee wants to bring in food purchased from another establishment, they cannot eat 


at the bar or any place visible to guests. 


Employee Dining 


We encourage the staff to come and enjoy all of the Kali's Restaurant Group establishments. 


We only ask the staff to clear all reservations with the management of the restaurant they wish 


to dine in advance. Employees and one guest will receive a 50% discount. 


Appearance/Personal Hygiene 


For us to maintain a consistent atmosphere, we need to maintain ourselves first. The following 


are not guidelines. They are required. 


Female employees 

Make-up needs to be kept minimal. No colored eye shadow. No lipstick. No excessive 

blush. 

Earrings are not to be larger than the size of a quarter. 

No facial piercings will be allowed. If you have facial piercings, you will be allowed to 

wear clear inserts. 

One bracelet and one conservative watch are allowed to be worn. 

One conservative necklace is allowed to be worn. 

No perfume/cologne is allowed. 

Only clear nail polish is allowed to be worn. 



Our current uniform calls for a black button down shirt, black pants, black socks and 


black shoes. A black bistro apron will be supplied by the restaurant. 


Hair color is allowed to be natural tones only. 


Male employees 


Earrings are not permitted for the male staff. 


No facial piercings will be allowed. If you have facial piercings, you will be allowed to 


wear clear inserts. 


No bracelets are allowed. 


No cologne/perfume is allowed to be worn . 


No make-up is allowed to be worn by male employees. 


One conservative watch is allowed to be worn. 


One conservative necklace is allowed to be worn. 


Male employees need to be clean shaven for every shift. If you are hired with a clean 


kept b'i~ard, goat~e ustache, YJ)U must maintain the same appearance as wnen you --­
were hired. Growing a beard, mustache or goatee after your hire date must be done on 


your own time. 


Our current uniform calls for a black button down shirt, black pants, black socks and 


black shoes. A black bistro apron will be supplied by the restaurant. 


Friends and Family 

Friends and family of employees are invited to stop in and enjoy the restaurants. Please 

keep contact to a minimum. Excessively standing around and conversing with friends 

will not be tolerated and deprives your guests of a wonderful experience. Friends and 

family are not to be in areas other then what we provide for the guest. 


