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-RESTAURANT INFORMATION-

LOWER MILLS TAVERN
2969 Dorchester Ave, Lower Mills

Boston, MA 02124

TELEPHONE
857967446

WEBSITE

www.LowerMills Tavern.com

SOCIAL
O @LowerMilsTavern

O @LowerMillsTav
CONTACTS

Brian O'Donnell, Managing Partner Brian@LowerMills Tavern

Mike Batliner, General Manager ~ Mike@LowerMills Tavern.com
Cara Nance, Executive Chef Cara@LowerMillsTavern.com
Bianca Feola, Social Media Bianca@LowerMillsTavern.com

HOUJSS llam - lam

Monday - Thurs
Fyridoy: llam - 2am
Satu ro|oy: 10am - 2am

Sundc:y: 10am - lam
WEEKEND BRUNCH SERVED 10am-3pm

DELIVERY

erEats; link on our website.

Offered throu g h

GIFT CARDS

Available at LMT or online @ www LowerMillsTavern.com




-WELCOME MESSAGE-

Welcome to Lower Mills Tavernl
We are so excited to add you fo the team. Lower Mills Tavern is the
result of our vision to create a p|oce that serves the community by
offering great food in a comfortable atmosphere from o
know|eo|geob§€e and ﬂieno”y staff. We're very prouo| of what Lower
Mills Tavern has become Jrhrough the hard work and dedication of

our amazing feam-we look forward to working with you!

CARA NANCR —WHO'S WHO—

Nance is a se F-procbimed purist in the kitchen who is passionate about moking

ood food for everyone, cho”enging herself and ’rhinking outside the box. Her
%ve of food and creative culinar opprooch has also driven her o be ocu+e|y
aware of how tfo cater fo even JrKe most specific dieJrOry needs and restrictions,
best summed up by her commitment to "Feed you when other eop|e tell you
they won't” Nance is especio”y excited to illustrate her skills ono!oexcenence of
cooKing omerhing and ever Jrhmg for anyone - from a succulent pork chop to
her signoJru re vegan specio\ﬁry, a seared, chickpeo gnocchi.

‘AJr Lower Mi”s Tavern, Nance will continue to evolve the farm-to-table,

hometown cu|inory phi|osophy reflected in its eclectic, g|o|oo|| comfort food

oﬁceringf. A +ru|y hands-on leader, she lorings a Fosiﬁve attitude and passion o
S

the kitchen, the dining room and the Lower Mil cu|inory community.

When she's not in the kitchen, she is spending time with her husband and son
or fulfilling other passions in phoJro rophy, guitar |o|0|ying and creating
mu|’rimeo%o art. She is also an avid tattoo collector, many of which represent her
passion for food (figs, golden beets, artichoke hearts and fiddleheads!) Her
experience performing with the N0p|es Philharmonic Chorale also means you
may hear her singing in the kitchen. Music to our ears!



WHO'S WHO- o

MIKE BA '.INER
ADD BIO!

GHANA FOLEY
ADD BIO!

éNDRE T0T0

eneral Manager of Yellow Door Taqueria, our sister restaurant down the
street, Andrew %os over 15 years experience in the hospi+o|i+y indus+ry. From
tattoo shops, fo yachts- his passion has always been creating an experience for
others. When not at Yellow Door, he is woJrching his dough’rer's many sportfing
events, or wo”<ing his o|og Everett on the NeponseJr trail.

BRIAN O'DONNELL

|_oca y born, Brian has been a part of the Boston nithhCe & restaurant scene
since before Boston was cool. He has worked every posiﬁon, and set the
standard- not only in business, but guest experience in dll of his projects. He
and wife, Taniya Nayak design every space with fine attention to detail and
style. When Taniya isn't filming with HGTV, ABC, and every other network-

she and Brian love to speno| time in the neighborhood with their bu||o|og, F|ynn.

KEN CASFY
A man of many passions, Ken Casey is a hometown hero. A founding member
of the Dropkick Murphys, Ken spends a lot of time on the road. That aasrﬁ
s’ropped him from starting The aoddogh Fund, running his own boxing
Eromoﬁon group—Murphy's Boxing, owning mu|+ip|e restaurants, and being a
omi|y man.



-TAMILY BUMINESY-

YELLOW DOOR TAQUERIA | 2297 DORCHESTER AVE, BOSTON
Voted Boston's Best Taco in 2019 by Boston Magazine, the staff ot YDT works

I’]OI’CI CiﬂCl |o|0ys l’]OI’CI. TCICOS are |I](€

LION'S TA!!. @® INK BLOCK | 354 HARRISON AVE, BOSTON _ |
Considered one of Boston's "Hottest Bars y Zogcﬁr, Lion's Tail boasts live

music, great food, and amazing cocktail creations. Located in the South End,
the p|c1ce IS Q|Woys buzzing.

MCGREEVY'S | 911 BOYLSTON STREET, BOSTON
America's First Sports Bar, re-opened by Ken Casey in 2008; this Red Sox-

centric spot is the reima ining of the "3rd Base Saloon’, popu|or in the 1890s.
Then and now, itis TH p|c1ce for Sox fans to blow off steam after a game.
From comedy nithrs, to boxing Weigh—ins, McGreevys is Q|woys up to

something!



o CTHERSICS:

Authorized to work in the country? Do we have your documents?
Did you fill out your 1-9 and W-I? ,
If you onswerngES to all of the above youre goocl to go!

Itis LMT!s po/icy to hire on/y United States citizens and aliens who are authorized to
work in this country. As requireo’ by law, emp/oyees will be required to provio’e original
documents that establish this authorization within three o/ays o(z their date of hire. If the
documents are not /orovic/ed within the three c/cry period, we have no choice, under the
law, but to ferminate the emp/oyee until the appropriate documents are provio’ed.
Em/o/oyees and emp/oyers are both requirec/ to complete a form furnished by the
Deporfmenf of L abor, form |-9. In Section Seven of form |I-9, the information providec/ by
the emp/oyee must be valid and authentic. If at any time durmg an emp/oyee's fenure, it
is discovered that any document used was invalid or not authentic, the emp/oyee must,
by law, be immec/iafe/y terminated.

NOI‘tDISCRIMINATION
We

ire based upon your quc|ifica’rions. In order to serve, you must be older than 18.

LMT. is an equo/ opportunity emp/oyer. We will not tolerate discrimination based on
race, sex, age, national origin, re/igion, sexual orientation, or c/isc:bi/ify, Emp/oymem‘
c/ecisions, such as hiring, promoh’on, compensaﬁon, fraining and o’isci,o/ine will be made
on/y for /egifimofe business reasons based upon qua/ificoﬁons and other non-
discriminafory factors.

All servers, as per the law, must be at least 18 years of age. Emp/oyees under the age of
18 must comp/y with all federal wage and hour guic/e/ines, no excepfions, The requireo’

WOI’[( ,oermifs must be sup/o/iec/ W/’)eﬂ Opp/iCOb/@.

ORIENTATION PERIOD
T bt

here's no dou youre great. However, there is a 90-day window to see if this is a

good fit. Ask questions, seek he|p and let's make this work.

You have been Jrhrough our emp|oyee selection process, have been selected for
emp|oymen’r and appear to have the po+en+io| to o|eve|op info a successful emp|oyee.
However, we want the opportunity to begin the training period, get fo know you, see
how you fit in with your co-workers and gefermine if you are Wiﬁin and able to carry
out the responsibihﬁes for the position in which you were hired. It's o?so important for you
to get fo know us and become familiar with how we operate to find out if this job is right
for you. We, therefore, have a QO—doy Orientation Period for that purpose referred to
above. The QO—doy period allows both you and the company to see WE@H’]QF or not it's a
good fit. During the Orientation Period you will train and be observed |oy management.
Also, during this time if you feel you do not understand what's expeded of you or that

ou need additional training, we encourage you to ask questions and seek additional he|p
zrom our management 51’0%.



-THE BASICS- o™

e want you to be confident & hoppy working herel Trqining is a crucial part of that.

To he/p you be successful, we will offer adequate training. You will not be expecfec/ fo

be on your own until you are reoo’y. You \/\/I7/ participate in detailed training programs

and receive training materials to help you perform your job the right W(?/. his is all to
f

ensure you WI// be a /movv/eo’gec:b/e Oﬂd proc/ucﬁve member O{ our sta

AND THEN..
AT-WILL EMPLOYMI;NT

uring the course o your emp/oymenf, you are free to end your em/o/oymenf with
LMT. ot any time for any or no reason, and we simi/ar/y may terminate the re/oﬁonshi/o
for any reqson or no reason. Both you and LMT. will have the righf to terminate your
em/o/oymenf at any time, with or without nofice and with or without cause. This is called
”emp/oymem‘ at will'. In fact, every aspect of your emp/oymem‘ with us is on an at-will
basis. As part of your at-will emp/oyment we express/y reserve our inherent oufhorh‘y fo
manage and control the business and to exercise sole discretion to determine all
manogemenf—re/afec/ decisions, inc/uc/ing (but not limited to) promotion, job assignment,

the size of the workforce, demotion, transfer and o’isci,o/ine.

EQUAL EMPLOYMENT OPPORTUNITY POLICY

We are dn equc| oppori‘unii‘y emp|oyer in G" ways, shqpes cmd Forms.

L.MT. is an equo/ opportunity emp/oyer. We are dedicated to ensuring that all of our
decisions regordmg all aspects of the emp/o ment re/ah’onship, inc/uc/ing hires, promotions,
assignment, o’ischorge, compensation and the terms, conditions and privi/eges of
employment are in accordance with our principles of equal opportunity. It is our policy
that in exercising our management responsibiih’es, we will not discriminate against
c:pp/icomfs on the basis of race, color, national origin, re/igion, age, sex, morifo?sforfus,
sexual orientation, veteran or mi/ifory status, p/’; sical or mental c/isobi/ify, medical
condition, genetic information, or on the basis o(vcmy other status profecfec/ by law, in
Com/o/iance with op/o/icob/e federal, state and local laws. I+is LM.Ts objech've to hire and
promote individuals quo/ified or trainable for positions so;e/y bf/ virtue of job-related

i

standards of education, training, experience and personal qua fications.



-[HE BASICY- o™

AMERICANS WITH DISABILITIES ACT
We do not discriminate against peop|e with disabilities.

[tis LMT!s po/icy to com/o/y with all relevant and op/o/icab/e federal, state or local laws,
statutes and regu/aﬁons prohibiﬁng discrimination against quo/ified individuals with
disabilities, including the A mericans with disabilities act of 1990, as amended. We do not
discriminate against any qua/ified associate or job opp/iconf with respect to the terms,
privi/eges or conditions of emp/oymenf because of his or her physico/ or mental c/isobi/ify.
We will reasonably accommodate an associate or ap,o/icomf with a o’isab/'//'fy, provio’ec/
the individual is otherwise qualified to sofe/y ,oerform the essential functions of the job,
unless any such accommojoﬁon would impose an undue horo’ship on the restaurant or
its associates.

All information regorc/ing a c/isabi/ify shall be kepf comp/efe/y confidential with certain
exceptions. An associate who has a c//'scrbi/ify and who is in need of a certain
accommodation, should contact the General /\//onoger so that an appropriate assessment
can fake p/oce with the associate to determine what accommodations, if any, can be
made to enable the associate to perform his or her essential job functions.

OPEN DOOR/PROBLEM-SOLVING PROCEDURE

We are here to listen.

L MT. believes all emp/oyees have the righf fo voice any prob/ems or concerns fhey may
have. W hile we may not be able to correct every prob/em broughf fo our attention, it is
our desire to listen to our emp/oyees and to responc/ c:ppropriofe/y to all /egiﬁmcﬁe
concerns. Most of the time an emp/oyee‘s immediate manager is the person best
qua/ifiec/ fo solve an issue broughf to his or her attention. However, if an em /oyee feels
the issue is not resolved or if he or she would be uncomfortable c/iscussing fﬁe issue with
the immediate manager, then the issue should be brougfn‘ fo the attention of the next-
higher—/eve/ manager.

(NOTE: Comp|oin+s where discrimination or harassment is bein o||egeo| should be
brough’r using the Compony's Discrimination/Harassment Comp?oin’r Resolution Procedure

set forth in the Prohibited Harassment po|icy on the Fo||owing poges.)



-HARANSMENT-FREE WORK SPACE-

SEXUAL HARASSMENT

All of our em/o/oyees have a righf to be free from sexual harassment. L. M.T. does not
condone actions, words, jokes or comments that a reasonable person would regorc/ as sexuo//y
horossing or coercive.

DEFINITION OF SEXUAL HARASSMENT

Sexual harassment encompasses any sexual attention, from either genc/er, that is unwanted
and is defined as unwelcome advances, requests for sexual favors, or other verbal or physico/
conduct of a sexual nature when:

e Submission is made in an expressed or imp|ieo| term or condition of emp|oymen’r or status in
a class, program or activity.

o Submission to or rejection of the behavior is used to make an emp|oymen’r or educational
decision (such as hiring or promo’rion).

e The conduct has the purpose or effect of unreqsonob|y inJren(ering with a person‘s work or
‘oerformonce or creates an inﬁmidcﬁng, hostile or offensive environment for work or
earning, inc|uo|ing harassment in the workpbce from an outside por’ry, such as a vendor.

SGXUG' horassmeni‘ may +c|<e many Forms, 'FOF exqmp|e:

. Physico| assault.

e Direct or imp|ieo| threats that submission to sexual advances will be a condition of

emp|oymen’r, work schedule, promotion, job assignments, evaluation, wages or any other

condition of emp|oymen+.

Direct propositions of a sexual nature.

Comments of a sexual nature.

Sexuo”y exp|iciJr statements, questions, jokes or anecdotes.

Unnecessory Jrouching, patting, hugging or brushing against a person’s boo|y.

Remarks of a sexual nature oﬂoou’r a person's c|o+hing,?ooo|y, sexual activity or previous

sexudal experience.

. Emp|oyees need to be concerned not on|y with the intent of their actions of this kind but
also the effects; while sexual harassment involves repeoJred, unwanted sexual attention,
persons involved in isolated or inadvertent incidents demonstrate insensitivity toward others.
Repeo’red occurrences will be considered intentional violations of the po|icy.

Anyone who feels it necessary fo discuss what may appear to be sexual harassment should
report the harassment prompHy to at least two peop|e who are in a supervisory or
management capacity. Your report will be keer as confidential as possib|e. A prompt and
Jrhorough investigation will be made. If a claim is substantiated, we will take immediate and 9

dppropriate action, inc|uding disciphne and possib|e termination.



-AFEIY IN THE WORKPIACE-

SAFETY DOESN'T HAPPEN BY ACCIDENT.
GENERAL SAFETY

Wipe up spi||s immedio+e|y.

Never run in the restaurant, 0|Woys walk corefu”y. Even when it's busy, take small steps
and pay attention.

Use restaurant verbioge, "behind” “next to you".

ReporJr defective equipment or hazards to a manager immedi0+e|y.

Never stack and carry g|osswore.

Poy specio| attention when in the kitchen, s|icing fruit, or using heat.

Never try to catch a fo”ing knife.

| et peo le know when you're carrying an Jrhing hot. Don't be shy, ye” out some’rhing like,
"‘HOT COMING THROUGH or * EHH\Ig".

Don't put hot food or p|o’res in front of small children.

. /A\|Woys warn guests about warm p|O1’€S.

o Use proper |i10ring Jrechnkques. Never lift too much. If it's uncomfortable, make two trips or
get some he|p. Remember to o|woys bend at the knees, lift with your |egs, not your back.

FOOD SAFETY

Food safe’ry is a big deal. Beware of a"ergies, wash your hands and keep Jr|'1ings clean.

Due to the nature of the restaurant business, it is ABSOLUTELY ESSENTIAL that

EVERYONE follows safe food hono’/ing rocedures. This is one area of the restaurant where
there is obso/ufe/y no compromise. /\/E\/ER take shortcuts on food sofefy and hond/ing. Every
o’oy we are entrusted with the health and lives of our quests. This is a huge responsibi/ify, one

that we must never take /ighf/y.
KEEP YOUR HANDS WASHED

A|Woys wash your hands affer using the restroom, smoking, Jrouching your hair or face, eating,
sneezing or coughing. If you use g|oves, chonge them FrequenHy.

SANITIZE EVERYTHING

Besides clean hands, use sanitizing solution fo conercmHy keep the bar, tables, cutting su rfaces,
and utensils clean. This he|ps to keep food hondhng areas, bar and preporo’rion areas free of
bacteria.

PREVENT CROSS-CONTAMINATION

Cross-contamination occurs when raw meat comes in contact with other food that will be
served without further cooking. For example, never p|oce raw chicken on a cutting board and
then cut vege’rob|es for an uncooked product on the cutting board without first woshing an
sanitizing it. The same for utensils like knives and portioning tools; o|woys wash and sanitize
them affer every use. This also opp|ies to o||ergens.



-AFETY IN THE WORKPIACE-

QQ“\\N\\W
KEEP FOOD AT THE PROPER TEMPERATURES

Po+en’ri0||y hazardous foods like meat, pou|’rry, o|0iry and fish should OlWOyS be stored
below 45 degrees. Food that is cooking or in ho|ding should o|wc1ys be above 140
degrees. Bacteria count on food grows ropid|y between 45 and 140 degrees so if's
imperative that our food produc’rs spend a minimum amount of time in the “JremperoJrure
donger zone.

STORE FOOD CORRECTLY

Raw meat should o|woys be stored below cooked or prepored food. Raw pouHry is
o|woys p|oceo| on the bottom shelf of the walk-in. Keep chemicals and c|eoning produc’rs
away from food prodchrs.

ALWAYS NOTE ALLERGIES

Take extra care to inquire about all o||ergies. /A\|Woys communicate with fellow stoff,

kitchen, and management both ver|oc1||y and Jrhrough tickets.

-ACCIDENTY HAPPEN-

HERE'S WHAT TO DO.

Repor+ all accidents, no matter how minor H‘ley seem, o a manager. In the event of an
emergency, like an drpdren’r injury or c|10|<ing situation, notify a manager immedioi‘e|y.
Mcmcgers are responsib e for cdminis+ering CPR, choking procecfll,lres and appropria’re first aid.

CRIME & ROBBERY
If you are ever involved in a robbery, DO NOT RESIST. The SQFeer of you, your fellow

emp||oyees and guests are our highes’r priority. Don't be a hero, O|WOyS cooperate Fu”y and do not
resist!

I/]I'?E PROTECTION

emp|oyees must know the spech(ic location and operation of fire protection in the restaurant.
LMT s equipped with fire—ex’ringuishing systems in the ducts, hoocl[,) over the stoves and other
cooking equipment that contain a o|ry chemical. They can be set off immedia+e|y by |ou||ing the
rin10++ochec>| to each system. We also maintain handheld CO2 systems (by the bar, in the

kitchen, etc.)

Be very speciﬁc before setting off a fire alarm or noJrhCying someone to take action. If the fire alarm
sounds, assist guests to the nearest door and out of the |oui|ding immedia’re|y. Tell

them the restaurant is under “Fire Alarm Status” and it is their responsibih’ry to leave the
restaurant H’lrough the nearest exit.



-LIVIN LA VIDA WITHOUT THE LOCGA-

It is the po|icy of LMT. to maintain a WOI’l(p|O1C€ free of unlawful drugs and alcohol and to discouroge
drug and alcohol abuse by its emp|oyees. We have a vital inferest in maintaining safe and efficient
Wor(iing conditions for our emp|oyees. Substance abuse is incompo’rib|e with health, soFeer, eﬁficiency—
and our mission. Emp|oyees who are under the influence of unlawful drugs or alcohol on the job
compromise our inferests, enddnger their own health and sarce’ry and the health and sqrfe’ry of others,
and create an inefficient, unproducﬁve or disruerive Working environment. Unlawful drugs are
controlled substances that are not being used or possessed under the supervision of a doctor or other
licensed health care professiono|. As an emp|oyee, it is very important to be reody to work sorCe|y,

prod uc+ive|y and eﬁcicienHy every ddy.

The abuse of alcohol or prescription medication, or the use of illegal drugs greoHy reduces one's o|oi|i+y
to work produc+ive|y and eﬁ(icienHy and threatens the scheer ong security of all emp|oyees.

NO DRINKING OR DRUGS AT WORK
L.M.T. erricHyﬁrohibiJrs the unlawful manufacture, distribution, dispensing, Jrronsporrdrior\,

possession and/or use of any unlawful substance or of alcohol b emp|oyees while Jrhey
are workin , or perrcorming company business of any kind whether on the premises or
elsewhere. ?dowever, when authorized, such as when entertaining guests- emp|oyees 2]
years or older May consume or Possess alcohol at dpproved moments. Under no
circumstances, however, will abuse of alcohol be dcceprob|e. These privi|eges may be

withdrawn if abused.
USE YOUR PRESCRIPTION MEDS IN A SAFE WAY

Emp|oyees are expeched to use all lawfull prescribed medication in a safe and lawful
manner. If an ernp|oyee is prescribed medication that could interfere with the emp|o ee’s
d|oi|i+y to sofe|y perrcorm the essential functions of his or her job, the emp|oyee shoul
inform their manager so that the situation can be dpproprio+e|y assessed.

YOU CAN GET IN TROUBLE IF YOU DONT FOLLOW THESE RULES

Emp|oyees will be subject to discip|indry action, up to and induding termination of
emp|oymer1’r, for violations of this po|icy.

I you have a drug or alcohol pro|o|em, you're encouraged to let us know.

CONVICTED OF A CRIMINAL DRUG OFFENSE?

You need to tell us within 5 dcys.

In accordance with the Drug—/—_ree Workp/oee Act of 1988, emp/oyees must abide by the
terms of this po/icy and must noﬁfy the General /\//dnoger, in wrifing, of any conviction of
a violation of a criminal drug offense arising out of a violation of o jrug statute, no later
than five doys after such conviction. The term "conviction" includes a firvding of gui/f, a ho
contest or nolo contendere plea and the imposition of a sentence by a judicial body.

DRUG OFFENSE AT WORK?
We have 10 doys to report you to the po|ice. Amy ernp|oyee convicted of a
Workp|dce—re|d+ed drug offense may be repor’red by the company fo any appropriate

federal agency within 10 doys after receiving notice of conviction.



-POLICY VIOLATIONY-

All emp|oyees are required to meet occep’rab|e perrcormqnce standards and comp|y with
L.M.T's policies, procedures, rules and regulations ot all times. Management will provide
cooching to ensure all associates understand these expectations. However, corrective
disciphne will be used when an emp|oyee disp|oys unoccep’rob|e behavior or when his or
her performance is not meeting job requirements. W here appropriate, we follow @
progressive o|isci|o|ir1e procedure.

PROGRESSIVE DISCIPLINE

We will use increosing|y severe sfeps if you fail to correct a prob|em after being given an

opportunity fo do so.

IXRﬁT VIOLATI(?yé rY}ERBAL WARNING

ocumente al counse ing is genero”y the first step in progressive disciphne and is
issued when past cooching attempts have been ineffective or for po|icy violations.

SECOND VIOLATION: WRITTEN WARNING

written warning is Jrypicc1||y issued when an emp|oyee's perrcormcnce does not improve
o|espiJre rior documented verbal cou nse|ing or if a situation or po|icy violation is deemed too
serious E)r a documented verbal counse|ing. However, the imposi’rion of one form of o|isci|o|ir1e
in one instance does not mean that a different form of discip|ine is not warranted in another
instance. In certain circumstances or for serious po|icy violations, it may be necessary to
suspend an emp|oyee from his or her job duties until a full investigation of the o||egcrﬁons or
incident occurs. Discip|inory documentation should be signed by the emp|oyee to
ocknow|eo|ge that he or she has read and understands the severity of the situation and what
is expecred of him or her to rechhC\ﬂ it. Should an emp|oyee refuse to sign a disciphnory

document, a second manager will witness that the documentation was presenred.

THIRD VIOLATION: FINAL WRITTEN WARNING

This is the emp|oyee's final written warning. Any violations after this will result in termination.

FOURTH VIOLATION: SEE YA LATER

Emp|oyees may face termination for serious misconduct or conduct that has not been
remedied Jrrwrougr\ the use of documented verbadl counse|ing and written warnings.
However, consistent with the at-will nature of emp|oymer1+, LM.T reserves the rigrﬁr fo
terminate the emp|oymen+ of any emp|oyee upon the first offense, without prior warning.
Thus, the imp|erner1+o+ior1 of this procedure should not be construed as preventing, |imiﬁng or
o|e|cryir1g the restaurant from JrOking disciphnory action against any emp|oyee, up to and
inc|uo|ing immediate termination without prior warning, in circumstances where LMT in its

sole discretion, deems such action appropriate.



-SCHEDULING =2 ATTENDANCE-

CHEDULING

S

We understand the importance of scheduhng and the impact it has on your life. That being
said, ﬂexibi|i+y is key on both ends. Please let us know of any commitments and/or conflicts
you may have in your schedule and keep us in the |oop as chonges occur.

The number of emp|oyees schedu|eo|, and the amount of weekly hours schedu|eo|, is based on
our Qnﬁcipqﬁon of business an persono| needs. The restaurant business experiences highs
and |ows, and we must be able to schedule occording|y to ensure proper service, as well as to
manage our business proper|y. L M.T does not guoron+ee any spechcic schedule to any
emp|oyee regaro”ess of |eng’rh of emp|oymen+.

Any scheduhng requests need tfo be given to a manager 2 weeks prior. If an emp|oyee
neglects to request time off and is scheduled for a shiff they cannot work, they are required to
get their shift covered if, and on|y if it is opproved and signed off on |oy a manager.

It is your responsibthry to read and comp|y with the pos+eo| schedule. A deporfmenjroL

“all staff,” or training meeting pos’red on the schedule is considered a scheduled shift.
Attendance is mondo+ory af such meetings. Any conflicts that are discovered after a schedule
has been poerQd should be brought to your monoger‘s attention immedi0+e|y. /A\ny chonge or
switch that occurs after a schedlﬁe has been pos+eo| must be Qpproved b your manager.
Management has the discretion to defermine whether to approve the shizr change and may
deny Jr%e request for such reasons so as to avoid an emp|oyee Working overtime or otherwise.

ABSENCES
All

emp|oyees are expec’red to work on a regu|0r, consistent basis and comp|e’re their
regu|or|y scheduled hours. Absenteeism may result in o|iscip|inor action, up to and inc|uc|ing
termination. Disci |inory action taken because of absenteeism inI be considered on an
individual bosis, o||owing a review of the emp|oyee's absentee and overall work record.

THINGS TO KEEP IN MIND

o If you are going fo be late or miss work, emp|oyees are expected to call and talk o the
Monoger on Dquy at least 2 hours before Jrhey are schedu,{;d to work.

. Any emp|oyee who does not call or report to work for two consecutive shifts will be
considered to have vo|un+ori|y resi neofempbymerﬁ.

e Prior fo Jroking a leave of absence ?or purposes of vacation, persono| leave, mi|i’rory or jury
o|u’ry, or other |o|ormeo| absence, an Emp|oyee Leave Reques+ should be submitted to and
opproved |oy a Monager.

. Emp|oyee L eave Requeers should be submitted at least two weeks prior to the scheduled
leave date, unless the request is due to an unexpec’red emergency. %Dhe nature of the
emergency should then be shared with a Manager.

e To return to work from an accident or medical leave, dll emp|oyees must present a

doctor’s release. 1 ’ I



-SCHEDULING =2 ATTENDANCE-

TARDINESS Q(\““““w

If you're not early, you're late.

. Emp|oyees must be prepored to start work prompH at the beginning of the shift

. A|Woys arrive at the restaurant 10 to 15 minutes be%re your shift.

e Your scheduled time is the fime you are expected to be on the job, not arrive at the
restaurant.

. Repeo’red tardiness is grounds for termination.

o Ifitis not possilo|e for you tfo begin work at your scheduled time, call or text the Monoger.

5ESIGNATIONS

ou are reques+eo| to give a two-week notice of your p|ons to leave the restaurant. A notice is
important so that we have fime to hire someone to take your p|oce. Giving a two- week notice
is a professiono| courJresy and assures that you are e|igi|o|e for rehire and will not have a ‘left
without resignation notice” on your ernp|oyrnen+ record.

TIME CLOCK PROCEDURES ) I)AYRO ll—

ourly employees are given an employee ID number to clock in and out on the restaurant's
Jrimekeeping system. Failure fo do so violates |oo|icy. Tompering, altering, or Fc1|shcying time records
or recording time on another emp|oyee‘s ID number is not allowed an may result in o|iscip|inory
action, up to and inc|uding termination.

IEAYROLL CHECKS

rnp|oyees of LMT are ino| bi—weeHy for work pencormed o|uring a previous two-week period.
An ernp|oyee should address all questions about poycnecks or deductions to the manager.
Poycnecks are available atf the restaurant every other Fridoy after 4 p.m. After poydqy, ou
may pick up your|pg?/cneck during the same hours. Please understand that it may be di&/icuH for
a

anyone fo be available to obtain your poycneck during pegk business hours.

5AYROLL DEDUCTIONS

our paycneck will indicate your gross earnings as well as deductions for federal and state
Wi+nno|ding taxes and social secu rity and Megicore taxes. Federal and state Wi+nno|<3|ing taxes
are authorized by you based on the information you furnished to us on form W-4. If you want
an exp|ono’rion oZyour deductions or if you wish to cnonge them in any way p|eose inform the
manager on duty.

ernp|oyee poycnecks as directed by the proper authorities. You will be notified of any court-

As per state low, LM.T comp|ies with court orders in connection to gornisnmen’rs from
ordered poyro” deductions. 1 5



PAYROLL- gy
CHANGE OF ADDRESS

e ask that you report any address crionges to the manager on duty as soon as possi|o|e
5o your year end statement of income and deductions, form W-4, Wi|>( be mailed to the
correct address.

OVERTIME

In accordance with Federal Minimum Wage Law, empioyees are poid overfime when
they work more than 40 hours in one week. |—iour|y emp|oyees are poid at one and one-
half times their basic siroigrii time rate for all overtime hours worked. Tip credit will be

factored into the hou r|y rate for Jripped emp|oyees.

-PERRY-

Due to the nature of the restaurant business you may be required to work rioiidoys. It is
cu rren’riy our po|icy to close the restaurant for business on the Fo||owing rio|idoys:

Thonksgiving Doy and Christmas Doy.

EMPLOYEE MEALS

mp|oyees receive a 50% discount off the regu|or price of all menu items during each
shift Emp|oyee meals will be purcriosed with a monoger‘s permission.

OFF TIME

Staff are welcome to visit LM.T in their time off. There may be times, due to volume or
other variables, that the answer may be "No"

%TER RESTAURANT DISCOUNTS

employees will receive a discount at LM.T's sister restaurants. \When possible, please
let your i\/iomoger know ahead of time- to proper|y set up your dining experience.

BREAKS
A

[ emp|oyees Working a shift of more than six hours are provided with a medl period of
no less than Jrriiriy minutes each doy, unless the emp|oyee chooses fo waive the meal
p/epiod. If you are not provided with a medl period, p|eose contact your Generadl

anager.



-UNIFORM-

FRONT OF THE HOUSE DRESS CODE

e Shoes: Good, supportive shoes. C|ogs, vans, whatever. Dark and clean!
Pants: Jeans or black pants.

Shirts: Shirts must be in good condition. LMT. shirt or all black.

Appearonce: Clean and We||—groomeo| hair. Long hair will be worn up and back. Well
groomed rronds, Fingernoﬂs and Fingernoi| |oo|isr1. acial hair should be neat and well-
Frimmed.

Accessories: No excessive co|ogne or perrcu me.

KITCHEN DRESS CODE

e Shoes: Block work shoes with non—s|ip soles that permit Wo|king sofe|y on wet or
greasy floors. No tennis shoes.

Pants: Jeans or black pants.

Shirts: LMT provideo| kitchen shirts./chef coats. To be putin fo soiled linen bog o|oi|y.
Ap earance: C|eorr1, well groomed rroir, hands and Fingernoﬂs. Hair MUST be secure|y
pu|£d back, or hat Worn.?:ocio| hair should be neat and well trimmed.

Accessories: No excessive co|ogne, perFu me, mokeup or jewe|ry.

SOLICITATION _PRIVACY_

It is i||ego| to steal, copy, communicate or tfransmit a former emp|oyer's confidential or
proprietary information. Proprie’rory information is defined as “the whole or any part of
any scientific or technical irn(ormoﬁon, design, process, procedure, Formu|o, or improvemerﬁr
that has value and that the owner has taken measures to prevent from becoming
available to persons other than those selected |oy the owner to have access for limited

urposes.“ Qur infernal business practices, proceo|ures and recipes are of great value to

MT. Emp|oyees are not fo disclose any proprietary processes or recipes fo any person
unless directed to by LM.T (monogemen’r or owner).

EMPLOYEES
There should be no solicitation or distribution of literature of any kind by any emp|oyee

during actual Working time of the emp|oyee so|ici’ring or the em|o|oyee being solicited. Any
ern|o|oyee who violates any part of this po|icy will be subject fo cou nse|ing and o|isci|o|inory
action up fo and inc|uding dismissal.

NON-EMPLOYEES

Non-emp|oyees are |oror1i|oiJred from soliciting and disrribuﬁng literature at all fimes
onywr]ere on company property. Non—empgaéees have no rithr of access to any ared of

the premises other than areas open to the public, and then only in conjunction with the
area’s pub|ic use.



N A NUTSHELL —CONDUCI—

|

Be honest. Show up on time. Clock in and out. Clean |onguoge. No 0m|o|ir1g, drugs or alcohol
at work. Be po|i+e. Don't steal. No harassment or violence Jroworro?s staff or guests. Drink and
eat in permi’r’red areas. Wear opproved c|o+r1ing and make sure Jrhey are clean. If you get injured
or you see someone get injured tell management. Be decent human and follow the rules.

In order to follow the rules you must know the rules.
To be a feam and maintain a produc’rive and positive Working environment, everyone must
conform to standards of reasonable conduct and po|icies of the restaurant.

AN EMPLOYEE INVOLVED IN_ANY OF THE FOLLOWING CONDUCT MAY
RESULT IN DISCIPLINARY ACTION UP TO AND INCLUDING IMMEDIATE
TERMINATION WITHOUT A WRITTEN WARNING.

e Invalid Work Authorization (1-9 form)

. Supp|ying false or mis|e0dir1g information fo the restaurant, inc|uo|irrg information at the time
of app ication for emplo ment, leave of absence or sick pay.

o Not srrowing up for a SK]H’ without noJrhCyirr the Manager on du’ry. (No call, no show)

C|ocl<ir1g another emp|oyee in” or out’ on the restaurant Jrirrrekeeping system or r]ovirrg

another employee clock you either “in” or “out’

L eaving your job before the scheduled time without the permission of the Manager on o|u’ry.

Arrest or conviction of a Fe|ony offense.

Use of foul or abusive |onguoge.

Disoro|er|y or indecent conduct.

Gombhng on restaurant property.

Theft of customer, emp|oyee or restaurant property inc|uding items found on restaurant
remises.

%heﬂ, dishones’ry or mishcndhng of restaurant funds. Failure fo follow cash, guest check or

credit card processing procedures.

e Refusal to follow instructions.

e En aging in harassment of any kind toward another ernp|oyee or customer.

. Foﬁaure to consiererrHy perrcorrn job responsibih’ries in a so’risrﬁocrory manner within the QO—doy
orientation perioo|.

e Use, distribution or possession of i||eg0| o|rugs on restaurant property or being under the
influence of these substances when reporting to work or during work hours.

» Waste or destruction of restaurant property.

e Actions or threats of violence or abusive |ongucrge directed toward a custormer or another
staff member.

e Excessive tardiness.

e Habitual failure to punch in or out.

o Disc|osing confidential information inc|uding po|icies, procedures, recipes, manuals or any
roprietary information to anyone outside the restaurant.

Eude or improper behavior with customers inc|uding the discussion of tips.

Smoking, drinking or eoﬁng in undpproved areas or during unauthorized breaks.

Failure To comply with resfaurant’s persono| cleanliness and grooming standards.

Failure to comp|y with restaurant's uniform and dress requirements. ] 8



-CELL PHONEY-

Listen, it's 2019 and everyone is cons+an’r|y on their phones.
But it looks really unprofessional and we can't let it slide. Follow the rules.

EIELL PHONE USE DURING A SHIFT

on—monggemen’r level emp|oyees are prohibi’red from cell phone use while at work. This
prohibiﬁon includes receiving or p|<:1cing calls, text messaging, using the internet, receiving or
responding to email or checﬁing for phone messages in any pub|ic area of the space. Calls
and texts will be p|0ceo| downstairs and out of view. Abuse of this will result in discip|inory
action.

EMERGENCY USE OF CELL PHONES
LMT

. recognizes many of their emp|oyees use a cell phone as a means for emergency
notification Ey Fomi|y, schools, hospi+o|s and other persons or organizations for which
emergency contact is necessary. In accordance to this need |o|e05e no’rify all chi|y members,
teachers, etc. of the work number where you can be reached. Emp|oyees will be notified the
mﬁm{en’r an emergency call is received and will be allowed to do evererhing the situation
calls tor.

\EIIOLATION OF POLICY

mployees who violate these policies will be subject to disciplinary actions, up to and
including employment termination.

- #50CIALMEDIA -

THE INTERNET IS A POWERFUL TOOL, USE IT WISELY.

Please be smart with omerhing you post online regording us. Below are some guide|ines...

While L M.T encourages its employees to enjoy and make good use of their off-duty time,
certain activities on the part of emp|oyees may become a prob|em if Jrhey have the effect of
impairing the work of any emp|oyee; harossing, demeoning, or creo’ring a hostile workin
environment for any emp|oyee; disrupﬁng the smooth and oro|er|y flow of work within the
company; direcHy or indirecHy disc|osing confidential or proprietar information; or horming

the goodwi” and reputation of LMT among its customers or in the community at large. In

the area of social media (prin’r, broadcast, digi+o|, and online), emp|oyees may use suc%w

media in any way Jrhey choose as |ong as such use does not produce the adverse

consequences noted above. For this reason, we remind our emp|oyees of the Fo||owing
guidehnes opp|y in their use of social medio, both on and off du’ry: ] 9



- #S0CIALMEDIA - conn®

If an emp|oyee pub|isnes any persono| information about themselves, another ernp|oyee of LMT, or a guest in
any pubic medium print, broadcast, digi+c1|, or on|ine) that-

e has the poJren’rio| or effect of involving the emp|oyee, their co-workers, or LM.T. in any kind of dispu’re or
conflict with other emp|oyees or Jrhirc?pcir’ries;

o inferferes with the work of any emp|oyee;

e creatfes a harassin , demeanin , or hostile working environment for any emp|oyee,~

. disrupis the smooﬁw and order?y flow of work within the office, or the de|ivery of services fo the componyls
clients or customers;

e harms the goodwi” and reputation of LMT. among its customers or in the community at |grge;

o tends to p|gce in doubt the re|ig|oi|i+y, trustworthiness, or sound judgrnen’r of the person who is the subject of
the information; or

e reveals proprietary information or LM.T. trade secrets;

* the employee(s responsibe for such pro|o|erns will be su|ojec+ fo counse|ing and/or discip|inory action, up to
and po’reniig”y inc|uding termination of ernp|oymen’r, depending upon the circumstances.

-No emp|oyee of LMT. may use company equipment or facilities for furtherance of non-work-related activities
or re|o’rionsnips without the express advance permission of management.

Emp|oyees who conduct themselves in such a way that their actions and re|g’rionsnips with each other could
become the object of gossip among others in the office, or cause unfavorable publicity for LM.T. in the
community, should be concerned that their conduct may be inconsistent with one or more of the above
guide|ines. In such a situation, the emp|oyees involved should request guidcrnce from (a designg’red member
of rnonogemen’r) to discuss the possi|oi|i’ry of a resolution that would avoid such pro|o|ems. Depending upon the
circumstances, failure to seek such guidonce may be considered evidence of infent to conceal a violation of the
po|icy and tfo hinder an investigation into the matter.

Should you decide to create a persond| b|og, be sure fo provide a clear disclaimer that the views expressed in
the b|og are the author's alone, and do not represent the views of the restaurant group.

All information pub|isned on any emp|oyee |o|og(s) should comp|y with LMTs coni(idenﬁohiy and disclosure of
proprietary data po|icies. This also opp|ies to comments poered on other socidl ne’rworking sites, |o|ogs and

orums.

Be resped‘Fu| to LMT, co-workers, customers, clients, pgriners and competitors, and be mindful of your
pnysicg| soi(eiy when posting information about yoursei( or others on any forum.

Describing infimate details of your persong| and social life, or providing information about your detailed comings
and goings mign’r be inJrerpre’red as an invitation for further communication ---or even s’rgH(ing and harassment
that coul prove dgngerous to your pnysico| sgi(eiy.

Social media activities should never interfere with work commitments.

Your online presence can reflect on us. Be aware that your comments, posts, or actions ccrp’rured via digi+o| or

film images can offect the image of LMT.
Do not discuss company clients, custfomers or partners without their express consent to do so.

Do not ignore copyri ht laws, and cite or reference sources accu rg’re|y. Remember that the
pronibi’rion against p%giorism gpp|ies online.



- GUEST RELATIONS -

gUSTOMER COMPLAINTS

omp|0in+s are unenjoyob|e, but are to be expec’red as part of being in the hospi’ro|i+y
business. Comp|oin+s can even be viewed in a posi’rive |ig|’1’r if Jrhey are handled proper|y.
Complaints can give us insights as fo how to make our restaurant better. Demanding
customers force us to be our best and reso|ving comp|oin+s so’risfoc’rorﬂy can even increase

customer |oyc1|’ry IS Jrhey are handled proper|y.

WHEN FACED WITH A CUSTOMER COMPLAINT

Don't get defensive and try to exp|0in. Remove the oﬁcending item immedio+e|y.

Apo|o ize for the prob|em and fell the customer you will take care of the prob|em. If you
need the assistance of a manager, don't hesitate to ask.

Do evererhing you can to let the customer know you care and that this isn't the kind of

experience you want them to have at our restaurant.

TELEPHONE COURTESY

o Itis everyone's responsibih’ry to answer the phone.

. A|W0ys answer the phone prompHy, within a few rings.

o A|Woys answer in a Friend|y, po|i’re manner: | hank you for co||ing Lower Mills Tavern,
this is (your nome), how can | he|p you?"

. Responcl to any questions that you are Obso|u+e|y certain of the answer. If you are
uncertain, ask the person if you may put them on hold for a moment and quick|y refer
the call to a manager.

. A|W0ys thank the “oerson for co||ing.

. A|Woys ask the caller for their name when Jr|f1ey ask to speok to a manager or customer.

/1



- HANDBOOR RECEIPT -

TO SUMIT UP...

This Handbook is intended to give you a genero| summary of important topics at L ower
Mills Tavern. Please reach out 1o management with any additional questions. Agoin, we are
so excited to have you on the team.

POLICY STATEMENT

This handbook is a genero| guide and provisions of this handbook do not constitute an
emp|oymen+ agreement (contract) in whole or in part, or a guarantee of continued
emp|oymen+. It is simp|y infended to outline the work requirements of all em |oyees. It is
further understood that Lower Mills Tavern reserves the righ’r to chonge JrEe provisions in
this handbook at any fime. It is po|ic of the company that emp|oymen’r and compensation
of any employee is at will and can Ee terminated with or without cause, at any time, ot the
option of the emp|oyee or at the option of the Compcmy.

PRINT NAME:

PHONE/EMAIL RELEASE

| authorize Lower Mills Tavern to disp|oy or share my phone number for work purposes.

SIGN: DATE:

HANDBOOK RECEIPT

| acknowledge receipt of, and have read, the Employee Handbook that ouflines my
o|o|igo’rions as an emp|oyee of Lower Mills Tavern. | understand the Standards of
Conduct and each of the rules and regub’rions which | am ex’oec’red to follow, as well as
|

the additional po|icies. | agree to abide |oy all of them.

All emp|oyees are expected to conform their conduct to the rules and regu|oﬁons as set out
in this handbook, oncfu nderstand that Jrhey are at-will emp|oyees. The contents of an

Emp|oyee Handbook, inc|uo|ing this one, that may be distributed during the course of their
emp|oymen’r shall not be construed to be a contract or in any way binging. The Compcmy

reserves the rigH to chcmge, at its discretion, the contents of this handbook

MANAGER'S SIGNATURE: DATE:
EMPLOYEE'S SIGNATURE: DATE:
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