
NORTHWOODS GENERAL POLICIES 
FOR ALL EMPLOYEES 

 

 
The following pages offer instructions, policies, and rules that are applicable to all 
Northwoods employees.  If you have any questions about any of this material, your 
manager will be able to answer them. 



Uniform  
           All staff of Northwoods are expected to arrive for their shift in full uniform. 

Uniforms should be in good repair, clean and presentable. Staff should also be well 

groomed and neat and tidy. Northwoods uniform consists of the following: 

FRONT OF HOUSE  

•  Northwoods Logo Shirt, clean, wrinkle-free  

•  Blue denim jeans, clean rolled or hemmed. NO RIPS OR FRAYS! 

•  Clean gym shoes, boots or equivalent (BLACK ONLY) 

•  Summer: Denim shorts, black shorts, or khakis 

 

COOKS 

• Northwoods issued burgundy chef coat 

• Northwoods issued striped chef pants 

• Northwoods issued matching chef cap 

• Non-skid work shoes 

 

Northwoods Hand Washing Policy 
 
 It is obvious that in the restaurant industry hygiene and proper hand washing are 

the most important things we can do to prevent the spread of germs and disease. All 

Northwoods employees are required to maintain the highest standard of cleanliness. Em-

ployees must always wash their hands thoroughly after using the rest room, smoking or 

handling trash.  The following are the proper steps to take when washing your hands. 

1.   Wet hands with warm water. 

2.   Apply a generous amount of soap. Rub hands together for at least 20 

seconds. Be sure to wash between and under finger nails, as well as  

forearms. 

3.   Rinse hands thoroughly under warm running water. 

4. Dry hands thoroughly with a clean paper towel. Dispose of paper towel. 
 

 Please be sure to turn off taps using a paper towel to prevent the spread of germs 

or any other bacteria.  

 

Staff Meals 
All employees of Northwoods are entitled to 50% of all meals while on or off 

shift at Northwoods (excluding certain high cost low profit items. ) 

      Staff may have unlimited pop and coffee while on shift (this excludes milk products)  

           All staff must eat prior to shift, after shift or during a designated break time. At 

no time during shift should staff members be eating.  

 

Leaving Work 
▪    Staff members should NEVER leave the floor without letting 

management know where they are going  

▪    At the completion of a shift, it is the responsibility of the staff 

member to ensure all side duties have been completed. 

▪    Staff members must report to closing management before leaving the 

floor to be signed out. 

 



Uniform and Appearance  
  
All employees of Northwoods are expected to arrive for each shift looking their best. 

This means adhering to the following: 

♦ Staff members should be clean and free from heavy colognes or scents. 

♦ Fingernails should be trimmed, clean and if polished neat and not chipped  

♦ Hair should be clean and styled. Any hair longer then shoulder length must be 

tied back. 

♦ NO hats are to be worn UNLESS they are authorized Northwoods Logo hats  

♦ All front of house staff members are to wear the logo Northwoods shirts  

♦ Staff must wear blue denim jeans free from rips or frays. In summer months, 

Front of house staff members may wear blue denim shorts or black shorts.  

♦ Shoes must be black, clean, and in good repair with a non-slip sole. No open 

toe or open back shoes are to be worn. 

 

Storing Personal Items 
 

All personal items including purses, jackets, sweaters, cell phones, bags or any 

other items must be stored out of site on shelves designated for this purpose. At no time 

should personal items be stored on any work counters or bar counters. 

 

Alcohol, Illegal Substances and Smoking 

 
  Alcohol 

♦ Employees may only drink at Northwoods on days off or after a scheduled 

shift, never before!! 

♦ At no point during any shift may an employee of Northwoods consume 

alcohol while on shift. This includes prior to an on call shift. 

♦ If an employee is caught consuming or under the influence of alcohol 

prior to or while on shift, it will be immediate cause for termination. 

♦ Employees must always be out of uniform when consuming alcohol. 

Drugs 

♦ If an employee is caught consuming, distributing, or under the influence of  an 

illegal substance while on shift, it will be immediate cause for termination 

Smoking 

♦ If a staff member must smoke while on shift, it must be during the designated break 

periods, or with the consent of management  

♦ The staff members station must be covered during the smoke break 

♦ Employees must always return smelling so fresh and so clean clean, and must 

always wash their hands 

 

 



Telephone Calls 

 
   Business Calls: Staff members who are authorized to answer the phones are expected 

to be courteous and polite , Thank you for calling Northwoods  _______ speaking, how 

may I help you?”  If management is unavailable to take the call, a detailed message with 

the name, phone number, time and reason for calling must be written down.  

 Under no circumstances are staff members to take reservations. 
 

Personal Calls: At no time are staff members to make or receive phone calls 

for personal reasons while on shift. This includes cell phones, text message and 

Northwood’s phone line. 

           If there is an emergency, staff members may use the phone with the 

permission of management 

 

Cell Phones 

 
Cell phones are not allowed to be used for any reason during normal busi-

ness hours of 11am-1am except during manager approved breaks.  We have found 

that many people have developed a compulsive behavior that compels them to use, 

view, or text on their cell phones randomly and uncontrollably. If you are unable to 

comply with the rule set forth here,  we will assume that you are one of these so afflicted 

individuals and you may be requested to remove your device from the premises so as 

not to be tempted nor distracted by it.   

 

Schedule, Time Off, Breaks and Employee Absence 

 
Schedule: 

Northwoods will post bi-weekly employee schedules . Employees are expected to 

know their schedule in advance of their shift. Generally the average length of server 

shift will be 5-6 hours, unless otherwise specified. All shifts are subject to alteration or 

cancellation based on management discretion and volume of sales. 

At no time may a staff member switch a shift with someone else without consent 

from management. 

 

Time off: 

All requests off must be presented in writing to management by at least the Mon-

day  before the schedule is created. Employees must remember book offs are by request 

only and may not always granted, especially during busier seasons or holidays. 

 

 



Breaks:  

           Every staff member is entitled to two 15 minute breaks per 5+hour shift. Breaks 

must be taken during slow periods (i.e. one before dinner service and one after prior to 

cocktailing). Breaks must also be approved by your shift manager.  

 Before taking a break employees must communicate any pertinent information to 

whoever is covering the station or section during the absence. (34 has finished dinner 

and are sipping on their drinks, keep an eye on them in case they would like their 

check”). 

 

Employee Absence:  

           If an employee must be absent from a shift for any reason, it is the responsibility 

of the employee to cover their shift. Employees must call at the earliest possible moment 

to notify management of absence. Text message or e- mail will not be considered a form 

of notification. 

           In the event an employee must miss a shift due to illness, a doctor note must be 

brought in on the next scheduled shift. 

Failure to show up for a scheduled shift without documentation will result in 

suspension and possible termination of employment. 

 

Payroll 

 
  It is the responsibility of all staff members to ensure they sign in at the beginning 

of a shift and have management sign them out at the end of each shift. Failure to sign 

in or out will result in non payment of the hours in question until the following payroll.  

           Payroll occurs each week on Wednesdays. Paychecks will be available for pick 

up after 2:00 pm. 

In order for payroll to be properly processed the following information must be 

submitted to management. 

✓ Current mailing address  

✓ Social Insurance Number  

✓ Home telephone number  

✓ Birth date 

 
 


