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POLICIES AND PROCEDURES

BOSTON PIZZA UXBRIDGE

Probationary Period: All employees of Boston Pizza Uxbridge (herein referred to as Boston Pizza) are
subject to a 90-day probationary period as per Provincial Employment Standards. During this period,
the company and the employee can evaluate one another and decide whether or not to continue the
working relationship. The employee may be dismissed without prior notice at any time during this
period, but will be accorded a fair review process if conduct or inability to perform the job could
jeopardize his/her chances of continued employment.

Resignation of Employment: If you choose to discontinue your employment with Boston Pizza,
please provide a manager with a minimum of 2 weeks notice in writing, as well as an explanation as
to your reasons for leaving. Your final pay will be provided, along with a record of employment (and
any accrued vacation pay) at the end of the subsequent pay period.

Employee Evaluations: All employees will be subject to a formal performance evaluation a minimum
of twice annually. The review will be a written document which will be presented by one or more of
the managers to each employee on an individual basis. The purpose of this review is to provide each
team member with both positive and constructive feedback on his/her performance. It will also afford
each employee an opportunity to ask questions and provide feedback to the restaurant management.
Upon completion of the review, a copy will be signed by all parties present and will be placed in the
employee’s file. In addition, each employee will participate in an informal on the spot evaluation with
their immediate supervisor at least once a month.

UNIFORM AND DRESS CODE POLICY:

All Boston Pizza staff are required to be in full uniform at all times while working. Our dress code is
based on our guests’ perception, your own personal comfort and safety, and health and safety
legislation.

While in uniform, all employees are expected to behave in an appropriate and professional manner.
Any violation of this policy will result in disciplinary action, up to and including suspension and/or
termination of employment. This includes the following:

No smoking, eating, drinking or gum chewing in areas visible to guests
No sitting down in areas that may be visible to guests

No use of guest washrooms (use staff washrooms only)

No use of obscene language in or around the restaurant

No consumption of drugs or alcohol

P

The expectations for your everyday dress and appearance are detailed below:

Heart of House (HOH) Uniform
(bold type indicates items that must be purchased through Boston Pizza Uxbridge):

A Black Boston Pizza jacket (Grey jacket for Managers and Supervisors)
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Boston Pizza Uxbridge

Black chef pants

Boston Pizza ball hat or skull cap

Black kitchen apron

Name Tag (first one is free, replacements cost $5.00 each)
Black non-slip shoes (no open-toed footwear)

Black Socks

Hairnet

Pen and Sharpie

Front of House (FOH) Uniform

(bold type indicates items that must be purchased through Boston Pizza Uxbridg):
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Approved Boston Pizza shirt

Black Boston Pizza apron

Name Tag (first one is free, replacements cost $5.00 each)

Positouch swipe card for all servers and bartenders (first one is free, replacements
cost $5.00 each)

Black dress pants and black leather belt

Clean (totally) black non-slip shoes (no open-toed footwear)

Black socks

A minimum of 3 working pens for all servers and bartenders

Serving pad or notepad, pens, wine opener

Cash float made up of small bills and coin for all servers (minimum amount $30)

Appearance: Personal hygiene and appearance of our staff are essential in providing a first class
experience for our guests. Failure to comply with the following criteria will not be tolerated under any
circumstances:
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All employees must be clean, neat and well-groomed at all times

All male staff must be clean shaven; any facial hair must be neat and trimmed on a regular
basis

Any hair that is shoulder-length or longer must be tied back

Nail polish is not permitted (due to health regulations)

No facial jewellery (piercing) except ears

All Jewellery removed except wedding bands (due to safety) — in Heart of House

Nose rings and other facial accessories are not permitted (unless for religious reasons)
Tattoos must not be visible while in uniform

Uniform must be clean and ironed before every shift

No gum chewing

Uniform Deduction: All staff are required to sign a uniform deduction sheet for uniforms received.

Payment will be made via payroll deduction. For health reasons, uniforms are not returnable once
they have been used.
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GENERAL EMPLOYEE CONDUCT:

As a member of the Boston Pizza team, you are expected to exercise good judgment while on our
property. This not only refers to your scheduled shifts, but also includes any time that you spend in
the restaurant while not on duty. Our policies have been established to ensure the best possible
experience for our guests and our staff.

Parking: The parking spots closest to the front door of the restaurant are for the use of our
guests. Please park in the designated staff areas at all times. If you are working after dark, park
in a well lit area, and have a co-worker or manager escort you to your car.

Telephones: The phones in the restaurant are for business and emergency use only. You are
not to place or receive personal calls in the restaurant without prior permission from a
manager.

Smoking: Smoke breaks will be given at managers discretion — 5 minute time limit. Breaks are
not allowed from 11-2pm/5-9pm regardless of volume. Smoking is only allowed in the
designated area and buts must only be extinguished in can. You are expected to follow
appropriate hand washing procedures before returning to work.

Cell Phones/Pagers: These are to be turned off at all times while on shift. If you have to bring
them into the restaurant, they are to be stored in the staff lockers, and are not to be on your
person under any circumstances.

Front Door Policy: All employees are to enter and exit the building through the front door.
The back door will be kept locked at all times, and may only be used to receive deliveries, or to
take trash to the garbage disposal area.

staff Lockers: |
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