Staff Handbook

“We are what we
repeatedly do.
Excellence then,
is not an act,
but a habit.”
—ARISTOTLE
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Let’s Get Started

H

Mission
Through our focus on fantastic food, a relaxed coastal
casual

i! Welcome to Clearwater!

On behalf of Clearwater Restaurant Group, we are very
excited to introduce you to the Clearwater family. We are a
family owned and operated business that opened June,
2016. The main reason we have been successful in such
a short amount of time can be contributed to the
outstanding people we employ. We believe every member
of the Clearwater Family (that’s you) has the ability to
contribute directly to our mission and values.

atmosphere,

extraordinary

service

professional growth of our staff, we are the “restaurant of
choice” for individuals and families alike. We embrace our
communities through volunteerism, donations, and the
preservation of our family culture.

Our Values
• Work hard, play hard
• Build up our communities

Our Mission: Through our focus on fantastic food, a
relaxed coastal casual atmosphere, extraordinary service

• Embrace our guests with killer service

and professional growth of our staff, we are the
“restaurant of choice” for individuals and families alike. We

• Acknowledge and reward

embrace our communities through volunteerism,
donations and the preservation of our family culture.
Every job at Clearwater is important to fulfilling our
mission. We achieve success by delivering incredibly
delicious and beautifully prepared food, acknowledging
and rewarding our crew, embracing our guests with VIP
service, building up our communities, providing incredible
staff development opportunities and of course working
hard and playing hard.
We have prepared this handbook to answer some of
the questions you may have concerning Clearwater and
our policies. You should use this handbook as a reference
as you grow in the Clearwater family. It should ensure
good management and fair treatment of everyone we
employ. If you have questions about anything, please
contact the Manager on Duty, Assistant Manager,
Executive Chef Doublas, or either one of us. We want you

• Incredible staff development opportunities
• Deliver fantastic food

Settling In
We want you to be comfortable saying “I don’t know.”
There are no dumb questions. At times, we all may run
across situations where the right choice is unclear or there
is conflicting information. If you are ever not sure about
something, always ask before acting.
We’re all about having a great time at work and we’re
proud of our relaxed environment and committed longtime staff, but we have to say it here at least once,
violating any policy in this handbook can lead to
disciplinary action, up to and including possible separation
of employment.
Okay, now let’s get started!

Clearwater

to enjoy your time at Clearwater and are committed to
helping you succeed in your new job.
Welcome to our family!

Hans and Janell Goplen
Owners
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Who Am I?
Personnel Data Changes

Employment Classifications
All

staff

are

designated

as

either

NONEXEMPT

Please promptly notify Clearwater of any changes in
personnel data. Personal mailing addresses, telephone

(typically hourly) or EXEMPT (typically salaried) according

numbers,

to federal and state wage and hour laws. NONEXEMPT

dependents and individuals to be contacted in the event of

staff are entitled to overtime pay under the specific

an emergency, should be accurate and current at all
times.

provisions of federal and state laws. EXEMPT staff are
excluded from specific provisions of federal and state
wage and hour laws. Staff’s EXEMPT or NONEXEMPT
classification may be changed only upon written
notification by Clearwater Management.
In addition to the above categories, each staff will
belong to one other employment category:
REGULAR FULL-TIME staff are those who are not in a
temporary or introductory status and who are regularly
scheduled to work at least 30 hours per week. They
receive all legally mandated benefits such as workers’

marital

names

of

Prior to your departure, an exit interview may be
scheduled to discuss the reasons for resignation and the
effect of the resignation on benefits. We value your honest
feedback.

REGULAR PART-TIME staff are those who are not

ON-CALL staff are those who are hired as interim
replacements, to temporarily supplement the work force or
to assist in the completion of a specific project. On-Call
staff retain that status until notified of a change. While OnCall staff receive all legally mandated benefits (such as
workers’ compensation insurance and Social Security),
they are ineligible for all of Clearwater other benefit
programs.
SEASONAL staff are those who are hired for specified
periods of time during periods of peak demand. Seasonal
staff receive all legally mandated benefits (such as
workers’ compensation insurance and Social Security),
and some of Clearwater benefit programs.

Reference Checks
All inquiries pertinent to verification of your employment
should be referred to your manager. This will help
expedite the verification more effectively and efficiently.

Handbook

and

Resignation is a voluntary act initiated by you to
terminate employment. We hate to lose you but if you
really must go, we ask for at least two weeks written
notice. Leaving a job on great terms can open doors for
you in the future and build profitable relationships.

assigned to a temporary or introductory status and who
are regularly scheduled to work less than 30 hours per
week. They receive all legally mandated benefits such as
workers’ compensation insurance, Oregon Sick Leave and
Social Security.

Restaurant Group

number

Resignation/Termination

compensation insurance, Oregon Sick Leave and Social
Security.
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Staff Discounts
We like to share the goods with our staff and offer some
discounts as a way to say “thank you” for all their hard
work!
On the days you work a shift, you are eligible for a free
meal family meal. Family meal is provided twice a day at
10:30AM and again at 4:30PM. On the days you work you
may come in before your shift to enjoy family meal. If family
meal is not provided, on the day you work, you are eligible
for a meal discount of $10. If you do not want the family
meal we provide you may purchase a meal with a 10%
discount. If you dine with us on your days off, you will get a
20% discount on your meal, and 10% off the rest of your
table.
We also offer discounts for all retail apparel. Hat’s are
$10, Sweatshirts $20 and Blankets $25.
Please reach out to your manager to find out more about
the staff discounts.

Holidays
In our coastal locations, Clearwater is closed for
business on Christmas Day. Clearwater is open on The
Thanksgiving Holiday. Staff paid on an hourly basis who
work on Thanksgiving will receive a pay rate of one and a
half times their regular hourly rate of pay for all hours
worked as Premium Holiday Pay.

Extra Fun
Clearwater hosts two company wide fun days for staff to
enjoy eachothers company outside of the restaurant. A
cpmpanywide Beach Bonfire with food, drink and games,
and a companywide half day excursion.

10
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Show Me the Money
Break Time for Nursing Mothers

Pay Schedule

We support and recognize the importance of
breastfeeding. We also support nursing mothers with a

K

A-CHING. KA-CHING. All staff are paid semi-monthly

on the 5th and 20th of the month. Our workweek is from
Monday to Sunday. Each paycheck will include earnings for
all work performed through the end of the previous payroll

period.

In the event that a regularly scheduled payday falls on
a day off such as a weekend or holiday, you will receive
pay on the last day of work before the regularly
scheduled payday.
Clearwater will issue your paycheck each pay period.
You will receive a live check from your manager, unless
you opt to receive your check electronically via direct
deposit. If you do, this means your money will be in your
bank account on pay day (times may vary depending
upon banking systems). You may come to the restaurant
on pay days to pick up your check, except between the
hours of 12 - 2 pm or 5 - 7 pm. Staff may not call
Clearwater prior to payday to see if paychecks have

flexible schedule for nursing or pumping. Nursing mothers
are entitled to one unpaid rest period of 30 minutes during
each four-hour work period. Insofar as feasible, the rest
period should be taken approximately midway through the
four-hour work period and at the same time as the rest or
meal breaks otherwise provided to you.
We will make reasonable efforts to provide a room in
close proximity to your regular work area to allow you to
express milk in private.
We ask that mothers who intend to express milk give
reasonable advance notice to their manager before
returning to work.

Attendance and Punctuality
Being on time and in uniform, every time, conveys far
more than just a good sense of timing. It tells people that
you’re on top of things, that you’re organized, that you can

arrived.

be counted on, that you value them and your work, and,
ultimately, that you value yourself. In the rare instances

Work Schedules/Rest & Meal Periods

when you cannot avoid being late to work or are unable to
work as scheduled, you should notify your manager as

Your brain performs better when in a positive vs.
neutral or stressful state. So we DON’T want you to work
all the time. Schedules are typically prepared weekly and
posted to staff five days in advance. Managers will advise
staff of any changes to their schedules as soon as
possible, as staffing needs and operational demands may
necessitate variations in starting and ending times, as
well as variations in the total hours that may be
scheduled each day and week. This means that at times
staff may be required to work past their scheduled time
and may be sent home earlier than the schedule time
posted.
Prior approval from your manager is also required
before trading shifts with other staff. When requesting
planned time off, please give at least 10 days’ notice prior
to the upcoming schedule.
Each workday, nonexempt staff who work more than

soon as possible by phone in advance of the anticipated
tardiness or absence. Your direct manager must also be
contacted by phone on each additional day of absence.
Please remember, a one-time “no call, no show” may lead
to termination.
If you are absent for more than three consecutive days
due to illness or injury, a physician’s statement must be
provided verifying the reason and its beginning and
expected ending dates. Such verification may be
requested for other paid and unpaid leaves that are used
for illnesses and injury as well and may be required as a
condition to receiving paid leave benefits. Additionally,
before returning to work from an absence of more than
three calendar days you must provide a physician’s
verification that you can safely return to work.

six hours in one work period are provided with two rest
periods of ten minutes in length. We allow our staff to
take breaks when they prefer to, and are committed to
ensuring that they are provided on every shift. Since this
time is counted and paid as time worked, we expect staff
to take the 10 minutes only and return to work when they
are expected to.
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Timekeeping
Accurately recording time worked is the responsibility
of every nonexempt staff. It is our intent to pay each staff,
exempt or nonexempt, the proper and appropriate pay.
We encourage every staff to immediately report any
pay or benefit inaccuracies to your manager. Our
managers want to ensure that we correct mistakes as
quickly as possible.

Nonexempt Staff
Nonexempt (typically hourly) staff should record the
beginning and ending time of any split shift or departure
from work for personal reasons.

Overtime
Occasionally, we all need to chip in. There will be busy
seasons when operating requirements or other needs
cannot be met during regular working hours. This means
staff may be required to work overtime. All overtime work
must be approved by your manager in advance. For
purposes of overtime, the work week runs from Saturday
to Friday.
Overtime compensation is paid to all nonexempt staff
who work more than 40 hours in a workweek in
accordance with federal and state wage and hour laws.
Overtime pay is based on actual hours worked. Time off

Exempt Staff
In general, salaries of exempt (typically salary) staff are
not subject to reduction because of the quality of work
performed or the quantity of work performed. An exempt

on PTO, or any leave of absence, will not be considered
hours worked for purposes of performing overtime
calculations.

Certain

administrative,

professional,

staff will usually receive his or her full salary (including any
PTO or other accrued leave taken during that week) for

executive and outside sales personnel are exempt from

any week in which they perform any work. There are
certain exceptions to this rule. If you have a concern of an
improper deduction please contact your manager

you have any questions regarding your status, discuss

the overtime provisions of the Fair Labor Standards Act. If
this with your manager.

immediately.
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their immediate manager or Human Resources. Our anti-

Facts that Matter

harassment policy is described in more detail later in this
handbook.

Employment At-Will

Immigration Law Compliance
Your Handbook is a general guide to Clearwater current
employment policies, forms, procedures and your benefits
as staff of Clearwater at time of publication. It is

informational only, and is not intended to be, and should
not be, construed as a contract of employment or a
promise of specific treatment in specific situations. From
time to time, we review our policies, procedures and
benefits and make revisions based on the need for and
desirability of changes, so be sure your copy is updated
and maintained. We may at any time change, alter,
modify, interpret, apply, add to or delete any provision of
this Handbook.

Employment with the Clearwater is at-will which
means the employment relationship may be

The Immigration Reform and Control Act of 1986 prohibits
Clearwater from employing any person not legally authorized to
work in the United States. As a condition of employment, you
must complete the USCIS Employment Eligibility Verification
Form I-9 and present documentation establishing identity and
employment eligibility.

Sexual and Other Unlawful Harassment
Our desire is to create a work environment where every staff
feels productive and comfortable. It’s our policy that all staff be
able to work in a setting free from all forms of unlawful
discrimination including; harassment on the basis of race, color,

terminated with or without cause and with or without
notice at any time by you or Clearwater. In addition,

religion, gender (sex), national origin, age, veteran status,

Clearwater may alter staff’s position, duties, title or
compensation at any time, with or without notice and

or retaliation.

with or without cause. Nothing in this Handbook or in
any document or statement and nothing implied from

Harassment

any course of conduct shall limit Clearwater or staff’s
right to terminate employment at-will. Only the

shows hostility or aversion toward an individual because of
his/her race, color, religion, gender (sex), national origin, age,

President is authorized to modify the Company’s atwill employment policy or enter into any agreement

veteran status, sexual orientation, gender identity, disability,

contrary to this policy. Any such modification must be
in writing and signed by the staff and the President.

associates and that:

In order to provide equal employment and
advancement opportunities to all individuals,
employment decisions at Clearwater will be based on
merit, qualifications and abilities. Clearwater does not
discriminate in employment opportunities or practices
on the basis of race, color, religion, gender (sex),
national origin, age, veteran status, sexual
orientation, gender identity, disability, genetic
information or any other characteristic protected by
applicable law.
Clearwater will make reasonable accommodations
for qualified individuals with known disabilities unless
doing so would result in an undue hardship. This
policy governs all aspects of employment including:
selection, job assignment, compensation, discipline,
termination and access to benefits and training.
Any staff with questions or concerns about any
of

discrimination

in

the

workplace

Harassment is verbal or physical conduct that demeans or

genetic information or that of his/her relatives, friends or

•

Equal Employment Opportunity

type

sexual orientation, gender identity, disability, genetic information

are

Has the purpose or effect of creating an
intimidating, hostile or offensive working
environment

•

Has the purpose or effect of unreasonably
interfering with an individual’s work performance

•

Otherwise adversely affects an individual’s
employment opportunities.

Harassing conduct includes, but is not limited to the following:
(1) epithets, slurs, negative stereotyping, demeaning comments
or labels, or threatening, intimidating or hostile acts that relate
to race, color, religion, gender (sex), national origin, age,
veteran status, sexual orientation, gender identity, disability,
genetic information; and (2) written or graphic material that
demeans or shows hostility or aversion toward an individual or
group because of race, color, religion, gender (sex), national
origin, age, veteran status, sexual orientation, gender identity,
disability, genetic information and that is placed on walls,
bulletin boards, computers or elsewhere on the employer’s

encouraged to bring these issues to the attention of
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premises, or circulated in the workplace. Sexual
harassment is a form of gender (sex) discrimination.
The Equal Employment Opportunity Commission has
defined sexual harassment as follows:
*Unwelcome sexual advances, requests for sexual
favors and other verbal or physical conduct of a sexual
nature constitute sexual harassment when:
•

take no action against staff who in good faith reports
harassment to the Company or participates in an investigation.
Such retaliation will not be tolerated in our workplace.
Reports of harassment or retaliation will be investigated
fairly. Clearwater will attempt to maintain confidentiality,
consistent with the Company’s need to conduct an adequate

Submission to such conduct is made

investigation and to take prompt corrective action in response

either explicitly or implicitly a term or

to any harassment or retaliation.

condition of an individual’s employment;
•

You may report harassment to the Regional Manager or the
President without first contacting your manager. Clearwater will

Submission to or rejection of such conduct by
an individual is used as the basis for

Our desire is to
create a work
environment
where every staff
feels productive
& comfortable.

employment decisions affecting such
individual;
•

Such conduct has the purpose or effect of
unreasonably interfering with an individual’s
work performance;

•

Creates an intimidating, hostile or offensive
working environment.

Prohibited sexual harassment may include, but is not
limited to: sexual jokes, calendars, posters, cartoons,
magazines, derogatory or physically descriptive
comments about or toward another staff; sexually
suggestive comments; inappropriate use of company
communications including E-mail and telephone;
unwelcome touching or physical contact; punishment or
favoritism on the basis of staff’s sex; sexual slurs;
negative sexual stereotyping.
Harassment will not be tolerated in our workplace. It is
against the policies of Clearwater for any staff to harass
another staff. This includes acts between managers and
staff; it also includes acts between one staff and another,
or inappropriate workplace conduct between a third party
(such as a visitor, vendor, customer or independent
contractor) and staff.

Complaints of Harassment
If you believe that you have been harassed, report the
harassment immediately. The report should be either:
1. To your manager.
2. To Executive Chef Doublas.
3. To Hans or Janell.
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Keeping it Real
Reporting of Workplace Concerns

W

hen we say we want to hear from you, we really

mean it. Our Reporting Procedure has been developed to
assist staff in resolving all types of disputes no matter how
small. Use this procedure to voice concerns regarding
work rules, working conditions, disputes with other staff,
unfair practices and any type of harassment. Concerns
filed will be held in confidence and information will only be
released on a “need to know” basis for the
purpose of conducting an investigation.

Step 1:
Bring your concern to your immediate manager. This
should be done within 72 hours of the situation causing
the concern. Explain the complaint in detail and offer any
solutions you may have. If applicable, outline what actions
you would like management to consider to correct the
situation. Your manager will provide an answer to you
immediately or within ten calendar days (depending on the
severity of the complaint) from the date the complaint was
filed.
Note: If for some reason you feel that you cannot take
your complaint to your immediate manager, take it to the
next higher level of management. Again the complaint

Don’t be shy...when
we say we want to
hear from you, we
really mean it!

should be presented within 72 hours.

Step 3:
If you are still not satisfied with the results from Step 1,
you may appeal to the Owners. To appeal, you must
present the grievance in writing to management within ten
calendar days after the Step 1 discussion. Clearwater will
answer your appeal within ten calendar days of receipt. All
decisions made at this level are final and binding upon
both the Company and staff.
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What We Ask of You & What We Believe

Clothing must fit properly and not be baggy or extreme. All

Personal Appearance

O

CLOTHING
All clothing must be clean, pressed and in good repair.
shirts must be tucked in.

ur dress code balances our desire to project a professional
image to guests while allowing staff

HAIR
Hair must be restrained at all times. No extreme styles

to be comfortable, engaged and expressive.
Dress, grooming and personal cleanliness standards
contribute to the morale of all staff and affect the business
image we present to customers and visitors.

or colors are allowed. Hair must be well maintained and

During business hours, you are expected to present a
clean and neat appearance and to dress according to the
requirements of your position. Staff who appear for work
inappropriately dressed will be sent home and directed to
return to work in proper attire. Under such circumstances,
you will not be compensated for the time away from work
and you may be subject to further discipline.

JEWELRY
Jewelry will be limited to one earring per ear. No

Please consult your manager if you have questions as
to what constitutes appropriate attire.

groomed. Facial hair must also be groomed.

Please

refrain from using hair decorations, including flowers.

tongue rings, eyebrow rings, cheek rings, neck rings, or
body jewelry. Nose piercings must be no larger than a
pupil.
HANDS AND NAILS
Hands shall be clean and neat. Fingernails shall be
short and properly manicured.

DRESS CODE AND UNIFORMS

MAKEUP AND FRAGRANCES

Staff will be provided with a Clearwater uniform
depending on position. It can include; hat and or apron.
Each staff will be required to wear the appropriate uniform
while working.
Uniforms furnished by Clearwater are expected to be
kept neat and clean. Staff are expected to arrive at work
properly attired and ready to begin work. Staff are not
allowed to wear clothing other than designated uniform
shirts and appropriate pants without the approval of a
manager. Extra shirts are available for purchase.
All Front Of The House Staff are required to wear
pressed dark jeans, a pressed Clearwater uniform shirt,
closed-toed non-skid shoes and a nametag. Servers and
Bussers are also required to wear an apron.
All Back Of The House are required to wear clean
pressed jeans, a clean pressed Clearwater uniform shirt,
closed-toed shoes, clean Clearwater hat, a name tag and
an apron.
Staff are allowed to clock in four minutes prior to their
scheduled shift, only if they are in proper uniform and
ready to report to their department and start working.
HYGIENE
Staff are required to bathe or shower before coming to
work. Body odor is unacceptable.

Makeup will be worn in a natural fashion with no
extremes. Excessive use of scented products including
perfume, shaving lotion or other fragrant personal
products are prohibited while on duty.
TATTOOS
Clothing must cover tattoos at all times.
OTHER ITEMS
Proper supportive undergarments must be worn at all
times and may not be of a color easily visible through
clothing.
Management will make the final decision on any
question regarding appearance. Failure to practice high
standards of personal hygiene or adhere to standards of
appearance and grooming may be cause for disciplinary
action up to and including termination.

Emergency Closings
At times, emergencies such as severe weather, fires,
power failures, or earthquakes, can disrupt company
operations. In extreme cases, these circumstances may
require the closing of a work facility.
When operations are officially closed due to emergency
conditions, the time off from scheduled work will be unpaid
if the decision to close is made before the workday has
begun.
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In cases where an emergency closing is not authorized,
staff who fail to report for work will not be paid for the time off.
You may request available paid leave time such as unused
PTO benefits.

Performance Improvement &
Corrective Action
We seek to manage and administer equitable and
consistent corrective action and coaching for unsatisfactory
performance in the workplace. The best corrective measure
is one that does not have to be enforced and comes from
good leadership at all employment levels.
Clearwater own best interest lie in ensuring fair treatment
of all staff and in making certain that corrective actions are
prompt, uniform and impartial. The major purpose of any
corrective action is to correct the
recurrence and prepare you for success.

problem,

prevent

Work Conduct
We base our work culture on a foundation of mutual
trust and respect. As such, we expect staff to conduct
themselves with a high regard of professionalism and
respect in all workplace interactions. If we feel that your
conduct or behavior is not reflective of our cultural values,
we will discuss our concerns with you and outline
necessary behavior shifts for alignment with our company
values.
To ensure orderly operations and provide the best
possible work environment, we expect staff to follow rules
of conduct that will protect the interests and safety of all
staff and the business.
Nothing in this policy is intended to prevent staff from
discussing their wages, hours, and working conditions and
is not intended to prohibit any communication otherwise
allowed by law.

Although employment with Clearwater is based on mutual
consent and both the staff and employers have the right to
terminate employment at will, with or without cause or
advance notice, Clearwater may use corrective action and
coaching at its discretion.
Corrective action may call for any of four steps - verbal
warning, written warning, suspension with or without pay or
termination of employment—depending on the severity of the
problem and the number of occurrences. There may be
circumstances when one or more steps are bypassed and
management at their discretion may use any corrective step
they determine is warranted.
Corrective action means that, with respect to most
disciplinary problems, these steps will normally be followed:
the first offense may call for a verbal warning; the second
offense may be followed by a written warning; the third
offense may lead to a suspension; and the fourth offense
may then lead to termination of employment.
Clearwater recognizes that there are certain types of staff
problems that are serious enough to justify either a
suspension, or depending on the circumstances, termination
of employment, without going through the usual progressive
discipline steps.

Social Media, Networking &
ElectronicCommunications
We recognize the immense potential of social media to
facilitate and enhance the performance of our business.
Staff who may change or switch shifts via HotSchedules
must have all scheduling changes approved by a manager
in advance of the shift. Both parties must confirm to the
manager they agree with the change prior to manager
approval.
We also realize that social media presents a significant
opportunity for abuse, reduced staff productivity and
potential liability for both Clearwater and individual staff. In
general, the same principles and guidelines found in our
other policies apply to their activities online, and all staff
are ultimately responsible for ensuring that their social
media activity is consistent with these policies.
“ S o c i a l M e d i a ” includes all means of
communicating or posting information or conte nt of any
sort on the Internet, including to your own or someone
else’s web log or blog, journal or diary, personal web
site, social networking or affinity web site, web bulletin
board or a chat room.

By using corrective action, we hope that most staff
problems can be corrected at an early stage, benefiting both
the staff and Clearwater.

We base our work culture on a
foundation of mutual trust & respect.
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Staff & Company Use of Social Media

Workplace Monitoring

Please refrain from using social media during working
time or on equipment provided by Clearwater, unless such
use is work-related as authorized by your manager. Do not
use Clearwater email addresses to register on social
networks, blogs or other online tools utilized for personal use.

Staff Personal Use of Social Media
Personal use includes your use outside of working time
and/or on personal technology and/or personally obtained
Internet service providers.
Staff making use of social media to discuss matters via
social media related to Clearwater, and who identify
themselves as Clearwater staff, should be clear that the
staff’s statements do not represent the views of Clearwater.
One way to make this clear is to include a disclaimer such
as: “The postings on this site are strictly my own and do not
necessarily represent Clearwater
strategies, and/or opinions.”

positions,

policies,

Staff are reminded that as staff of Clearwater they are
professionals. Always be fair and courteous to fellow
associates, customers, members, or suppliers. If posting
comments on a social media site, please avoid using
statements, photographs, video or audio that are malicious,
obscene, threatening or intimidating, or that constitute
harassment. Examples of such conduct would include
maliciously false posts meant to intentionally harm
someone’s reputation or posts that violate our harassment
policy.
No staff should suggest or represent that they are
authorized to comment on a company legal matter on behalf
of Clearwater unless they have been specially designated in
writing by Clearwater President to do so. Staff may not post
on social media information regarding Clearwater that is
protected by the attorney-client privilege, or that constitutes a
trade secret, protected proprietary or confidential information
about Clearwater business (e.g. marketing plans and
strategies, product preparation or customer service
techniques, or non-public company financial data), or
confidential customer information.
Nothing in this policy is intended to prevent staff from
discussing their wages, hours, and working conditions and is
not intended to prohibit any communication otherwise
allowed by law.

Workplace monitoring of E-mail, Internet use,
telephone calls and voice mail may be conducted with or
without notice at any time by Clearwater to ensure quality
control, staff safety, security and customer satisfaction.
Although staff may have their own passwords for
accessing computers, the computers and telephones
furnished to staff are the property of Clearwater. As such,
staff should have no expectation of privacy while using
company computers or telephones. All communications
and files are subject to monitoring. We have access to all
files, even those files that have been deleted from the
system.
We will conduct workplace monitoring consistent with
applicable law. We are not obligated to monitor staff
communications.

Solicitation
In an effort to ensure a productive and harmonious
work environment, persons not employed by Clearwater
may not solicit or distribute literature in the workplace at
any time for any purpose.
We recognize that staff may have interests in events
and organizations outside the workplace. However, you
may not solicit or distribute literature concerning these
activities during working time. (Working time does not
include lunch periods, work breaks or any other periods in
which staff are not on duty.)

Use of Personal Cell Phones
Sorry Chatty Cathy, personal cell phone use is not
permitted while working. Cell phone use should be limited
to lunches and breaks, unless required by your job or with
prior Management approval. If staff need to make a phone
call, they may use their personal cell phones in the locker
room or outside with the approval of the manager, keeping
in mind it is a business phone and calls must be short.
Personal cell phones should be kept on “silent” or
“vibrate” mode during work hours in order to limit
disruptions in your work area. Cell phones should be kept
in the locker room or off premises.
Company policy and Oregon law prohibit the use of cell
phones while driving without hands-free devices. You are
prohibited from taking business calls or texting
while driving if you don’t have a hands-free device. For
everyone’s sake, please pull over before answering a call
or texting without a hands-free device.

22 | C l e a r w a t e r

Restaurant

Group

Handbook

January 2017

Company/Personal Property
You are expected to treat any and all company property,
property belonging to fellow staff, or any other third-party
property with care and respect. Be a good friend - theft,
misappropriation, misuse or willful destruction of property or
unauthorized removal of such is prohibited.
You are responsible for the custody and care of any
company property that has been issued or assigned to you. If
you are terminated, whether voluntarily or involuntarily, you
are required to return such property immediately.
In accordance with applicable law, Clearwater at its sole
discretion, may request that you consent to and permit an
inspection of including, but not limited to: personal property
brought onto or taken from the premises, any work, rest or
storage area, all company vehicles, desks, lockers,
computers, etc. that are within your possession or control.

Individuals Involved in Dating
Relationships
For purposes of this policy, a dating or married
relationship is defined as a relationship that may be
reasonably expected to lead to the formation of a
consensual “romantic” or sexual relationship, and/or
marriage. This policy applies to all staff without regard to
the gender (sex), gender identity or sexual orientation of
the individuals involved.
Individuals involved in dating relationships may occupy
a position that will be working directly for or supervising
their relative or the individual with whom they have a
dating relationship or are married. However, Clearwater
reserves the right to take prompt action if an actual or
potential conflict of interest arises in the same line of
authority.

Before you remove company products, samples or any

If a dating relationship or marriage is established after

other items belonging to the Company from the premises,

employment between staff who are in a reporting situation

you must obtain a signed receipt or an authorization form

described above, it is the responsibility and obligation of
the manager involved in the relationship to disclose the

from your manager.

existence of the relationship to management. Staff

Confidentiality/Non-Disclosure

involved in a close personal relationship should refrain

The protection of confidential business information and

from public workplace displays of affection and excessive

trade secrets is vital to the interests and the success of
Clearwater. Such confidential information includes; but is not
limited to, the following examples: computer programs and
codes, customer financial information, customer lists,
customer preferences, financial information (to the extent
such disclosure may violate financial disclosure laws),
intellectual property, marketing strategies, pending projects
and proposals, proprietary production processes and

personal language.

research and development strategies.

out guests that have consumed alcoholic beverages must

Staff who improperly use or disclose trade secrets or
confidential business information will be subject to potential

Serving Alcohol to Guests
It is the policy of Clearwater to ensure that service of
alcoholic beverages is in compliance with State Law and
with standards that ensure a safe and pleasant
environment for all guests. All staff that take orders of
alcoholic beverages, deliver alcoholic beverages or cash
have a current OLCC License on their person at all times
during their shift along with a copy kept in the staff file.

disciplinary action, even if they do not actually benefit from
the disclosed information.

• No “Stacking of Drinks.” Serve only one at a time.

Inappropriate disclosure of information to people outside the
Company could cost us competitive advantage and
thousands of dollars. As you work at Clearwater, you may
become aware of information that is considered proprietary to
Clearwater. Because of this, all Clearwater staff may be
asked to sign a non-disclosure agreement that would require
you to agree not to disclose confidential business or

• Communicate consumption at shift change.

customer information and trade secrets of Clearwater.
Any staff with questions or concerns about this policy are
encouraged to consult with their manager.

• Offer complimentary coffee, tea or soft drinks
to intoxicated guests.
• Always offer a menu to guests to go along with
alcohol consumption. Alcoholic beverages
stimulate the appetite.
• Watch for signs of intoxication and inform the
manager immediately of a decision on further service
to a guest.
• Know the local cab company and phone number. If
a guest is intoxicated, it is our policy to see that they
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leave safely. If a guest does not have the money for a
cab fare, management will pay the fare.
It is vital that managers and servers know and can
recognize the signs of intoxication, which are as follows:
•

Over friendliness or sullenness.

•

Bragging or loud talking.

•

Sudden mood changes.

•

Annoying other guests; arguing and or
using foul language.

•

Complaints about the strength of the
drinks or slow service.

•

Consuming drinks faster than usual.

•

Buying rounds for strangers.

•

Eyes that appear glassy, dilated or lack focus.

•

Loss of train of thought.

Back Door Policy

•

Slurred, slow or too deliberate speech patterns.

•

Spilling drinks or missing the mouth with the glass.

Only current staff and vendors are allowed to use the
back door. Inactive staff members must use the front door.

•

Head bobbing, drooping eyelids or appearing
sleepy.

•

Clearwater reserves the right to inspect any and all
items brought onto or taken off the premises.
Unauthorized possession or removal of the property of
Clearwater, of any customer, of any staff or of any vendor

Staggering or swaying while standing.

may be prosecuted to the fullest extent of the law at the
sole discretion of the Manager.

Procedure for Refusing Service:
•

Never serve alcoholic beverages to anyone

Staff are prohibited to park on Clearwater property.

showing visible signs of intoxication.
•

Inform the manager immediately of anyone
showing visible signs of intoxication.

•

The manager on duty is responsible for terminating
service if necessary.

•

Parking
These parking spots are designated for Clearwater
customers only. Staff must park on the street or in near by
parking lots. During the height of summer staff may not
park on the Bay Rd. near the restaurant, please leave
these spots for visitors to the bayfront.

Under no circumstances will we serve an
intoxicated person another alcoholic beverage. It is
illegal to serve alcohol to an intoxicated person.
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Conduct that threatens, harasses or bullies another

How We Keep You Safe

staff, a customer or a member of the public at any time,
including off-duty periods, will not be tolerated.

S

afety is based on knowledge, skill and an attitude of

care

and concern. Each staff must:

•

Comply

with

safety

policies

and

manager instructions

All threats of, or actual violence, (both direct and indirect)
should be reported as soon as possible to your immediate
manager or any other member of management. This
includes; threats by staff, as well as threats by customers,
vendors, solicitors or other members of the public. When
reporting a threat of violence, please be as specific and

•

Report unsafe conditions or equipment

•

Report all injuries and “close calls” to

detailed as possible.

their manager immediately

All suspicious individuals or activities should also be
reported to a manager as soon as possible. Do not place
yourself in peril. If you see or hear a commotion or
disturbance near your work station, do not try to intercede

•

Refrain
behavior

from
or

unsafe

endangering

other staff

or see what is happening.

•

Assume responsibility for their conduct and
actions

Clearwater will promptly and thoroughly investigate all
reports of threats of, or actual violence, and of suspicious

•

Ask questions when unsure of
safe work procedures

individuals or activities.
Clearwater encourages staff to bring their disputes or

Use all safety equipment/devices provided

differences with other staff to the attention of their

•

for their protection
•

Report activities occurring in the workplace
when considered unsafe or illegal

•

staff disputes and will not discipline staff for raising such
concerns.

Not jeopardize their safety through

Safety is based

drug or alcohol use
•

managers before the situation escalates into potential
violence. Clearwater is eager to assist in the resolution of

Demonstrate a positive verbal and visual

on knowledge, skill

example for other staff to follow.
All accidents, including those resulting in injury, must
be reported to your manager or to Clearwater immediately.
In most cases this must be done in writing using the
appropriate state-required form.
Please properly notify your manager of any job-related
illness or injury, otherwise your workers’ compensation

and an attitude of
care and concern.

claim could be jeopardized. Notify your manager promptly
of any job-related accident or injury to you or to any of

Weapons

your teammates. In all cases, do this on the day the
accident occurs; never wait until the next day!

but not limited to, any firearms or other weapons;

Workplace Violence Prevention

explosive devices and/or hazardous materials on
company premises or off company premises while

All staff should be treated with courtesy and respect at
all times. You are expected to refrain from fighting,
“horseplay” or other conduct that may be dangerous to
others. Firearms, weapons and other dangerous or
hazardous devices or substances are prohibited from the
premises of Clearwater without proper written

Possession of dangerous or deadly weapons including,

performing job-related duties is strictly prohibited.

authorization.

26 | C l e a r w a t e r

Restaurant

Group

Handbook

January 2017

Alcohol & Drug-Free Workplace

Staff who voluntarily request assistance in dealing with

We are committed to maintaining an alcohol and drug-free
workplace. Staff who work under the influence of
intoxicating beverages or controlled or illegal substances
or who are impaired by such beverages or substances in
the workplace may also be a danger to themselves and
others. Accordingly, while on our premises or work time,
including breaks and lunch periods, you are prohibited
from being under the influence of alcohol or any
substance that is controlled or illegal under federal or
state law (including marijuana, which is illegal under
federal law). For purposes of this policy, under the
influence means (a) having any detectable level of alcohol
or an illegal or controlled drug under federal or state law in
one’s system while covered by this policy, or (b) a
noticeable or perceptible impairment of your mental or
physical faculties while covered by this policy.
This policy also prohibits the sale, possession, use,
consumption or distribution of alcohol or illegal or
controlled drugs on Clearwater premises or while on duty
or in a Clearwater vehicle or engaged in Clearwater
activities. Where we have a reasonable basis to believe
that staff are in violation of this policy, they will be required
to submit to testing to determine presence of, use of, or
involvement with alcohol or drugs. We reserve the right to
determine whether a reasonable basis exists.
When alcoholic beverages are served in conjunction
with our business or social events, staff may drink
alcoholic beverages in moderate amounts. You must be fit
to perform your duties and other responsibilities in a safe
and efficient manner and take care that alcohol
consumption does not lead to impaired performance,
inappropriate or unprofessional behavior, unsafe conduct
or violations of law. Staff who are 21 years of age and

a personal drug and/or alcohol problem may do so without
jeopardizing employment as long as this assistance is
requested before work performance is affected or
disciplinary problems have begun or a violation of this
policy occurs. Treatment programs may be available
through our insurance coverage. Staff are responsible for
any treatment costs not covered through health insurance.
No staff will be discriminated or retaliated against for
seeking assistance; however, performance issues that
arose before assistance was requested will continue to be
addressed.

Post-Accident and Reasonable Suspicion
Testing
Any staff involved in or otherwise causing a job-related
accident which causes personal injury to the staff, clients,
staff or others, that requires medical treatment by a
physician or by hospital/clinic medical personnel, and
whose behavior/actions may, as determined in the
Company’s sole discretion, have caused or contributed to
the accident, may be required to take an alcohol and/ or
drug test immediately following the accident or at the time
of initial treatment by a medical care facility.
Any staff involved in or otherwise causing an accident
resulting in what Clearwater deems substantial damage to
company property or to another’s property while they are
conducting company business may be required to take an
alcohol and/or drug test. Also, “near miss” incidents,
where there is no personal or physical damage or injuries
will be evaluated and Clearwater will make a
determination as to whether or not to test for drugs or
alcohol for any or all staff involved.

older are allowed to consume alcoholic beverages
following the completion of a shift, but are asked to cover
up or take off their uniform.
Staff who are 21 years of age and older are allowed to
participate in tastings in accordance of the OLCC rules.
Staff medically authorized to use prescription drugs or
over-the-counter medications in the workplace are
responsible for ascertaining from a physician whether
such use can impair workplace safety. If it can impair
workplace safety, you must report the use to your
immediate manager and provide proper written medical
authorization from a physician to work while using such
drugs. Abuse of prescribed medications and over-thecounter drugs outside of their prescribed or intended use
will not be tolerated at the Company.
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Time Away

We understand that this information

FMLA/OFLA Leave
Clearwater recognizes that there are times when you may
require a leave of absence from work. Certain reasons for
absence will qualify for job protection and benefit
continuation under the Family and Medical Leave Act
(FMLA) and the Oregon Family and Medical Leave Act
(OFLA). Even though these legal leaves are an unpaid
benefit, you will be eligible to access your PTO accruals to
continue your pay. Even if you run out of PTO, Clearwater
paidhealth and life insurance coverage may continue.
Please see the break room bulletin board for more
information regarding FMLA and OFLA benefits (a copy of the
FMLA/OFLA poster is provided at the end of this handbook).
A FAQ guide explaining these benefits in more detail is also
available from Human Resources. To apply for one of these
leaves, please submit the Leave Request form at least 30
days before your leave begins unless it is an emergency
situation. Depending on the type of leave, you may be
required to submit one of the applicable certification forms
from your healthcare provider.

We use a “rolling forward year” to determine staff’s
FMLA and OFLA leave entitlement. This means that we
look forward on the calendar for one year from the first
day of your leave. This method tells us if you are eligible
for FMLA and/or OFLA leave and how much of this jobprotected time you have available to use. If you are
entitled to paid leave under another benefit plan or policy,
you must take the paid leave first and your FMLA/OFLA
leave entitlement will run concurrently.
We understand that all this information is complicated
and sometimes is difficult to understand. Please do not
hesitate to contact your manager if you have questions,
for the applicable forms or to help you through the
process.

Oregon Domestic Violence Leave
We provide a domestic violence leave of absence without
pay to Oregon staff who wish to take time off from work
duties if he/she is a victim of domestic violence, sexual
assault or stalking or is a parent orguardian of a minor
child or dependent who is a victim. Eligible staff may
choose to use accrued PTO during this leave so the leave
will be paid.
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can be complicated and sometimes
difficult to understand. Please do not
hesitate to contact us with questions.
All information and documentation pertaining to the leave,
including the fact you requested or obtained leave, will be
kept strictly confidential.
We also provide reasonable safety accommodations to
staff who are victims of domestic violence, sexual assault
or stalking, including but not limited to transfer,
reassignment, a modified schedule or unpaid leave,
unless to do so creates an undue hardship for us.
Please see the posted requirements on the staff
bulletin board or contact your manager for further details
or to request leave.

Oregon Crime Victims’ Leave
Staff who are the victim of a crime may be eligible for
unpaid leave in order to assist in the prosecution and trial
of the accused. Staff taking qualifying Crime Victims’
Leave may choose to use PTO during this leave so the
leave will be paid.
In order to be eligible to take this leave, you must have
worked for the Company at least 25 hours per week for
the 180 days immediately preceding the leave. You must
also be the victim of the crime.
Please provide no less than three days notice of the
intention to take leave to attend a court hearing. Please
also provide a copy of any hearing notice prior to taking
the leave.

Military Leave
A military leave of absence will be granted to staff who
are absent from work because of service in the U.S.
Uniformed Services in accordance with the Uniformed
Services Employment and Reemployment Rights Act
(USERRA). Advance notice of military service is required,
unless military necessity prevents such notice or it is
otherwise impossible or unreasonable. Discrimination and

January 2017

retaliation in employment based on your military service
is prohibited, and you will retain all your legal rights for
continued employment under USERRA.

Jury Duty
We encourage staff to fulfill their civic responsibilities
by serving jury duty when required. You may request
unpaid jury duty leave for the length of absence. If
desired, you may use any available paid time off (for
example, PTO benefits).
Please show the jury duty summons to your manager
as soon as possible so that the manager may make
arrangements to accommodate your absence. Of course,
you are expected to report for work whenever the court
schedule permits.
Either Clearwater or you may request an excuse from
jury duty if, in Clearwater judgment, your absence would
create serious operational difficulties. We recognize your
right to serve on a jury as an important civic duty, and will
not retaliate or discriminate against staff taking jury duty
leave.
PTO benefits will continue to accrue during unpaid jury
duty leave.

Bereavement Leave
One of the difficult certainties of life is that, at various
times, we are touched by loss. Staff who wish to take time
off due to the death of an immediate family member
should notify their manager immediately. Unpaid time off
will be granted to allow you to attend the funeral and make
any necessary arrangements associated with the death.
Bereavement leave will normally be granted unless
there are unusual business needs or staffing
requirements. For staff eligible for Oregon Family Leave,
up to two weeks of bereavement leave per family member
may run concurrently with, and qualify as, OFLA. You may,
with your managers’ approval, use any available paid
leave for additional time off as necessary.
For purposes of bereavement leave, we define
“immediate family” as the staff’s spouse, parent, child,
sibling; the staff’s spouse’s parent, child, or sibling; the
staff’s child’s spouse; grandparents or grandchildren.
Special consideration will also be given to any other
person whose association with the staff was similar to any
of the above relationships.
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Clearwater will be a different company a few years
from now because you are going to change it for the
better. We can’t wait to see where you take us. The
products, features, and experiences that you decide to
create for customers are things that will define us. We
can’t wait to see what kind of future you choose to
build at Clearwater!
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FAMILY LEAVE ACT
The Oregon Family Leave Act (OFLA) requires employers of 25 or more employees to provide

NOTICE TO

eligible workers with protected leave to care for themselves or family members in cases of death, illness, injury,

EMPLOYERS AND EMPLOYEES
When can an
Employee take
Family Leave?

childbirth, adoption and foster placement. ORS 659A.150-659A.186

Employees can take family leave for the following reasons:
•

•

•
•
•
•

Parental Leave during the year following the birth of a child or adoption or foster placement of a child under 18, or a
child 18 or older if incapable of self-care because of a mental or physical disability. Parental leave includes leave to
effectuate the legal process required for foster placement or adoption.
Serious health condition leave for the employee’s own serious health condition, or to care for a spouse, same-gender
domestic partner, custodial parent, non-custodial parent, adoptive parent, foster parent, biological parent, step parent,
parent in law, parent of same-gender domestic partner, grandparent, grandchild, a person whom the employee is or was a
relationship of in loco parentis, biological, adopted, foster or step child of an employee or the child of an employee’s
same-gender domestic partner.
Pregnancy disability leave (a form of serious health condition leave) taken by a female employee for an incapacity
related to pregnancy or childbirth, occurring before or after the birth of the child, or for prenatal care.
Sick child leave taken to care for an employee’s child with an illness or injury that requires home care but is not a serious
health condition.
Bereavement leave to deal with the death of a family member.
Oregon Military Family Leave is taken by the spouse or same gender domestic partner of a service member who has
been called to active duty or notified of an impending call to active duty or is on leave from active duty during a period of
military conflict.

Who is Eligible? To be eligible for leave, workers must be employed for the 180 day calendar period immediately preceding the leave and
have worked at least an average of 25 hours per week during the 180-day period.
Exception 1: For parental leave, workers are eligible after being employed for 180 calendar days, without regard to the
number of hours worked.
Exception 2: For Oregon Military Family Leave, workers are eligible if they have worked at least an average of 20 hours per
week, without regard to the duration of employment.
Exception 3: For compensable Workers Compensation injuries, for certain Workers Compensation injuries involving denied
and then accepted claims and for certain accepted claims involving more than one employer.
Exception 4: When an employee is caring for a family member with a serious health condition and the same family member
dies, the employee need not requalify with the 25 hour per week average to be eligible for bereavement leave.

How much
Leave can an
Employee take?

•
•
•
•
•

Employees are generally entitled to a maximum of 12 weeks of family leave within the employer’s 12-month leave year.
A woman using pregnancy disability leave is entitled to 12 additional weeks of leave in the same leave year for any
qualifying OFLA purpose.
A man or woman using a full 12 weeks of parental leave is entitled to take up to 12 additional weeks for the purpose of
sick child leave.
Employees are entitled to 2 weeks of bereavement leave to be taken within 60 days of the notice of the death of a covered
family member.
A spouse or same gender domestic partner of a service member is entitled to a total of 14 days of leave per deployment
after the military spouse has been notified of an impending call or order to active duty and before deployment and when
the military spouse is on leave from deployment.

What Notice is
Required?

Employees may be required to give 30 days notice in advance of leave, unless the leave is taken for an emergency.
Employers may require that notice is given in writing. In an emergency, employees must give verbal notice within 24 hours
of starting a leave.

Is Family Leave
paid or unpaid?
Benefits?

•

Although Family Leave is unpaid, employees are entitled to use any accrued paid vacation, sick or other paid leave.

•

Employees are entitled to group health insurance benefits during family leave as if they continued working.

How is an
Employee’s job
Protected?

Employers must return employees to their former jobs or to equivalent jobs if the former position no longer exists. However,
employees on OFLA leave are still subject to nondiscriminatory employment actions such as layoff or discipline that would
have been taken without regard to the employee’s leave.

FOR ADDITIONAL INFORMATION:
www.oregon.gov/BOLI
Employer Assistance . .
Portland . . . . . . . . . . . .
Eugene . . . . . . . . . . . . .
Salem . . . . . . . . . . . . . .

.971-673-0824
.971-673-0761
541-686-7623
503-378-3292

BOLI
Civil Rights Division
800 NE Oregon, #1045
Portland, OR 97232

This is a summary of laws relating to Oregon Family Leave Act. It is
not a complete text of the law.
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This acknowledges I have received a copy of the Clearwater (Clearwater Restaurant Group) Staff Handbook and Alcohol
& Drug Free Workplace Policy. As staff of Clearwater, I agree to read this Handbook, and to ask my manager about any
portion of this Handbook I do not understand. I understand and agree that Clearwater has the right to add, delete or
otherwise modify the policies, procedures or other information provided in this Handbook at any time. I also understand and
agree that Clearwater has the right to interpret and apply the policies and procedures in this Handbook in their discretion. I
agree to abide by these policies, procedures and other requirements of this Handbook. I understand that my failure to do so
will lead to disciplinary action, up to and including immediate termination for the first offense.
I understand that neither this Staff Handbook nor any verbal statements made by Clearwater constitute an agreement or
promise of continued employment and that the provisions of this Handbook may be changed at any time. I understand that I
am employed at will and that Clearwater reserves the right to terminate my employment at any time for any reason, with or
without cause or notice, and that I also reserve the right to terminate my employment at any time for any reason, with or
without cause or notice. Only the President of Clearwater is authorized to modify this at-will employment policy or enter into
an agreement contrary to this policy. Any such modification must be in writing and signed by me and the President.
If I have any questions about this employment relationship, I understand that I can contact my manager.

Print Name

Staff’s Signature

Date
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