


























Guide to Serving Beer Responsibly 

For: Alter Brewing Team Members           

Read, Understand ... Own it! 
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Welcome to the Alter team! 
 

You are about the read this very important manual because you believe in what 

we are doing at Alter Brewing Company (Alter) and we believe in you. What 

do we mean by ‘read, understand … own it’? Well … we mean that this 

document and its message are very important to the safety and wellbeing of 

employees, patrons, owners, and the public in general. As part of your training, 

you are required to read it and understand it. Please ask questions if you are 

unclear about anything.  

You acknowledge that you understand and accept the roles and responsibilities 

required of a beer server in the state of Illinois in the Village of Downers Grove 

and in the tasting room at Alter Brewing Company.   It is important that we get 

our message out safely and responsibly and within the guidelines established 

by the State of Illinois and the Village of Downers Grove. YOU MUST READ 

AND UNDERSTAND THE ENTIRE CONTENTS OF THIS MANUAL.  IF YOU 

HAVE QUESTIONS PLEASE DO NOT HESITATE TO ASK MANAGEMENT! 

 

IMPORTANT! EMPLOYEE ACKNOWLEDGMENT:   

You must sign and complete all necessary information contained in the Employee 

Acknowledgment Document attached herein (see Exhibit B) upon hire.   Return the signed 

Acknowledgment to Management. 

BASSET CERTIFICATION: 

BEFORE YOU CAN SELL OR SERVE BEER YOU MUST COMPLETE AN 

ILLINOIS STATE CERTIFIED ON PREMISE AND OFF PREMISE BASSET 

ALCOHOL CERTIFICATION PROGRAM. ASK YOUR MANAGER FOR DETAILS. 
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1. Responsible Selling and Serving of Beer 

This manual outlines the policies and procedures we have adopted in each of 

the following areas:  

1. Preventing underage sales and purchases; 
2. Selling and serving of alcoholic beverages to customers; and 
3. Handling customer disturbances.  

 

In the front-line position, licensees, (in our case - licensed by the State of 

Illinois and the Village of Downers Grove to sell beer at retail) such as our 

brewery and our employees play an important role in ensuring responsible 

selling and serving of alcoholic beverages. Beer servers must be much more 

than pourers and sellers of beer. Our best efforts must also be expended in 

prohibiting sales to minors, keeping intoxicated persons off the road, 

preventing disturbances, and lowering the number of injuries due to 

intoxication.  We have an obligation to the community and to customers to 

spot people who have over consumed alcohol. 

 

Selling and Serving Responsibly… 

Protects Our Customers; 

Protects Our Business; 

Protects the Public; and 

Protects You! 

 

 

 

IMPORTANT! EVERY EMPLOYEE IS EXPECTED TO 

STRICTLY ADHERE TO THESE POLICIES AND 

PROCEDURES.  FAILURE TO DO SO MAY RESULT    IN     

IMMEDIATE    DISMISSAL.  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2. Preventing Underage Sales and Purchases 

 a. Guidelines: 

▪ Customers buying beer for on premise consumption or purchasing to 

go packaged beer MUST BE 21 YEARS OF AGE. 

▪ If in doubt about a customer being over 21, proof-of-age identification 

must be requested.  See “Carding Procedures” in this section. 

Specifically, if a customer appears to be under the age of 40 request 

proper valid identification for verification.  

▪ Note: Employees of Alter Brewing Company’s tasting room MUST BE 

21 YEARS OF AGE as the job requirements include ringing up sales 

of beer and taking initial drink orders as well as inspecting 

identification of customers to ensure that the identification(s) are valid 

and that the customers are over 21. 

▪ You are subject to fines and immediate dismissal if you violate 

provisions of the Downers Grove ordinance, state liquor law, or 

requirements delineated within this manual.  

▪ You have the legal right to refuse to sell or serve beer to anyone 

unable to produce proper identification or who you feel is already 

intoxicated. 

▪ DON’T BE AFRAID TO ASK FOR ID, YOUR JOB IS ON THE 

LINE! 

 b. The Law  

i. In Illinois: Retail liquor licensees, their employees, individuals 

under the age of 21 and the general public must comply with the 

laws, which prohibit persons under the age of 21 from purchasing 

and consuming alcoholic beverages.  

o 235 ILCS 5/6-16(a)* It is illegal for retail liquor licensees and 

their employees to sell, give and/or deliver alcoholic beverages 

to anyone who is under 21 years of age.  

o 235 ILCS 5/6-16(a); 235 ILCS 5/6-20* It is illegal for persons 

under the age of 21 to buy, consume, possess and/or accept 

delivery of alcoholic beverages except in the performance of a 

religious ceremony or under the direct supervision of their 

parents, or person standing in loco parentis, in the privacy of a 

home.  

o 235 ILCS 5/6-16(a)* It is illegal for any person, after purchasing 

alcoholic beverages, to give, sell and/or deliver alcoholic 

beverages to a person under the age of 21.  



 6 

*
Illinois Liquor Control Act  

 

  ii. In the Village of Downers Grove: In the Downers Grove 

Municipal Code, Chapter 3 Alcoholic Liquor, you will find our 

local ordinances. Go to http://www.downers.us/govt/municipal-

code then click on Section 3. The entire section should be read.  

▪ Here are the ordinances pertaining to Alter Brewing Company’s 

License and specifically underage drinking that you must 

become familiar with: 

o Sec 3.13 CLASS “BF” BREWING FACILITY LICENSES 

Alter Brewing Company’s local license.  Key provisions:Product 

sampling shall be permitted in accordance with Illinois sate law 

at no charge. 235 ILCS 5/6-31 allows for “tastings” to be 

conducted. No more than 2oz of beer per free sample tasting 

and a total of 3 tastings in one day are permitted.  This does 

not preclude selling beer to adults 21 years and older. 

o On-premise consumption shall be limited to the retail portion of 

the licensed premises except during supervised tours and private 

events. It is imperative not to allow any customers or visitors in 

the brewing area without being accompanied by an authorized 

owner and/or manager.  

o Customers under the age of 21 shall be allowed on the premises 

when accompanied by an individual 21 years or older, however, 

classes and seminars shall be limited to customers 21 years of 

age or older.  

o Sec 3.28 MINIMUM AGE OF SELLERS Age of seller 

policies require the alcohol servers and clerks be a minimum age 

in order to legally serve or sell alcohol. Clerks must be at least 

21 years of age to ring up any sale of alcoholic liquor. Servers 

must be a minimum of 19 years of age; however, an under 21 

server MAY NOT take the initial order or make the 

determination that a customer is of age. Initial 

orders/determination of age (carding) must be done by another 

server who is over 21. As your job requirements at Alter 

Brewing Company include ringing up beer sales, taking initial 

orders, AND making age determinations you must be 21 years 

of age. 

o Sec 3.36 ADULTS SHARING DRINKS WITH MINORS 

ADULTS ARE NOT ALLOWED TO SHARE DRINKS WITH 
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MINORS. AGAIN, NO ONE UNDER 21 IS ALLOWED TO 

CONSUME BEER OR OTHER ALCOHOL.  Regardless if in 

the company of parents, those under 21 are not allowed alcoholic 

beverages. If an instance arises, tell the manager and he/she will 

immediately tell the party that such practices are not permitted. 

Make it understood any alcoholic beverage in front of a minor 

will be immediately removed. If the party persists, make the 

manager aware and he/she will remove the alcoholic beverage 

from the minor / adult and refuse to accept further orders. You 

will also refuse to accept further orders from the infringing 

party. IMPORTANT! IT IS ILLEGAL TO SELL OR SERVE 

ALCOHOL TO A PERSON UNDER THE AGE OF 21.  
 

c. Carding Procedures – Driver’s Licenses / State ID Cards 

In an effort to prevent the sale, service, or delivery of alcoholic beverages 

to persons under 21, all employees will follow a standard practice of 

carefully checking legal documents to verify proof of age.  

If there is any doubt about a person’s age, by law, you must check 

identification before you sell, serve and/or deliver alcoholic beverages.  

Rule of thumb: A customer who appears to be under 40 years of age must 

produce valid identification. ASK FOR IDENTIFICATION. 

 

i. The Law in Illinois: 

o 235 ILCS 5/6-20* If a licensee, the licensee’s agent or employee 

believes or has reason to believe that a sale or delivery of any 

alcoholic beverage is prohibited because of the non-age of the 

prospective recipient, they shall, before making the sale or 

delivery, demand presentation of some form of positive 

identification, containing proof of age, issued by a public officer 

in the performance of official duties. Legal proof of age and 

identity in Illinois is a document issued by a federal, state or 

municipal government.  Read further to see the forms of ID are 

acceptable and not acceptable. 

o 235 ILCS 5/6-16(a)* Any licensee or agent or employee, may 

refuse to sell or serve alcoholic beverages to any individual who 

is unable to produce adequate written evidence of identity and of 

the fact that they are 21 years of age or older.  
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o 235 ILCS 5/6-16(a)* Adequate written evidence of age and 

identity is a document issued by a federal, state, county or 

municipal government, or subdivision thereof, including but not 

limited to a motor vehicle operator’s license, a registration 

certificate issued under the Federal Selective Service Act or an 

identification card issued to a member of the Armed Forces.  

*
Illinois Liquor Control Act  

ii. The Law in the Village of Downers Grove - From the Downers Grove 

Municipal Code, Chapter 3 Alcoholic Liquor: 

o Sec 3.25 (c) Sale to certain persons prohibited.  For the 

purpose of preventing the violation of this section, any licensee, 

or its agent or employee, may refuse to sell or serve alcoholic 

beverages to any person who is unable to produce adequate 

written evidence of identity and of the fact that he or she is 

twenty-one (21) years of age or older. 

o Sec 3.26 Evidence of age of person attempting to purchase or 

receive alcoholic liquor.  

▪ (a) If a licensee or its agent or employee believes, has 

reason to believe, or should have reason to believe, that a 

sale or delivery of alcoholic liquor is prohibited because 

the prospective recipient is underage, then, before making 

such sale or delivery, the licensee or its agent or employee 

shall demand presentation of positive identification issued 

by a public officer in the performance of official duties, 

and containing proof of age and a picture of the holder 

thereof. A traffic citation shall not be accepted as 

identification or evidence of age.  

▪ (b) No person shall transfer, alter or deface an 

identification card issued by a federal, state, county or 

municipal government or subdivision or agency thereof, 

use the identification card of another, carry or use a false 

or forged identification card, or obtain an identification 

card by means of false identification.  

▪ (c) No person shall purchase, accept delivery or have 

possession of alcoholic liquor by the use of an altered, 

forged or defaced identification card or by the use of an 

identification card of another person.  

▪ (d) No person shall misrepresent his or her age for the 

purpose of purchasing or obtaining alcoholic liquor in any 

place in the Village where alcoholic liquor is sold at retail.  
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REMEMBER: YOU MUST REFUSE TO SERVE OR SELL ALCOHOL 

TO INDIVIDUALS WHO CANNOT PRODUCE VALID 

IDENTIFICATION WHICH SHOWS THEY ARE 21 YEARS OF AGE OR 

OLDER. THE BURDEN OF PROOF LIES WITH THE CUSTOMER!  

 

iii. Acceptable Forms of Identification 

✓ Valid Illinois Driver’s License (primary) 

✓ Valid State of Illinois Identification Card 

✓ Valid Out-of-State Driver’s License * 

✓ Out-of-State Identification Card * 

✓ Valid Passport (with photo) 

Note: Always use a 50 State ID checking guide to ensure the 

authenticity of any out of state identification. Ask Manager for the 

location of the 50 State ID Checking Guide. 

 

iv. Unacceptable Forms of Identification 

 Traffic Ticket 

 Hospital Birth Certificate 

 Baptismal Certificate 

 

v. Standard Procedures for Screening and checking ID 

Legal proof of age and identification (ID) presented by the customer 

must be carefully screened and checked to verify age, identity, and that 

the document is valid and authentic.  
Be alert for anyone who attempts to bypass minimum age laws by using 

a fake or altered ID, someone else’s ID, no ID, their own underage ID 

or documents that are not legal proof of age.  

The law gives you the right to refuse to serve, sell and/or deliver 

alcoholic beverages to persons who do not provide you with adequate 

proof of age.  

REMEMBER: PROHIBITING THE SALE, PURCHASE 

AND/OR CONSUMPTION OF ALCOHOLIC BEVERAGES BY 

PERSONS UNDER 21 PROTECTS THE BUSINESS 

EMPLOYEES FROM POSSIBLE LEGAL ACTIONS AND 

PROTECTS THE PUBLIC.  
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Carding Procedures: 

✓ If a customer appears to be under the age of 40 request proper valid 

identification for verification. DON’T BE AFRAID TO ASK FOR ID, 

YOUR JOB IS ON THE LINE! 

✓ WE DO NOT ACCEPT VERTICAL IDENTIFICATION (UNDER 21 

IDs)! 

✓ Check the ID for a birth date. Reference in house sign clearly posted 

identifying the cut-off date for 21.  Make sure to always know what 

year a person would have to be born in to be 21 years of age right now.  

✓ Verify that the ID belongs to the person presenting it. LOOK AT THE 

PICTURE! 

✓ Match picture IDs and descriptions – height, weight, and eye color – 

with the person presenting the ID.   

✓ If in doubt, ask for a second piece of identification and crosscheck the 

information. Ask the person to sign their name and crosscheck against 

the valid ID. 

✓ Do not accept a card because it is labeled as an identification card, even 

if it looks official and has a state name on it.  

✓ Quiz the person about their date of birth, address, zip code, county, 

social security  number, eye color, astrological sign, etc. If the person 

hesitates, or gives the wrong answer, do not accept the ID.  

✓ Examine the legal proof of identification to determine if it has been 

altered or is a fake. 

✓ Hold the ID up to the light. Look for crooked lines or changes in the 

shade or typestyle of lettering. 

✓ Touch the surface of the ID to find cutouts or razor cuts. 

✓ Check the expiration date. An expired ID is not a valid ID. Alcoholic 

beverages should  not be served, sold or delivered to anyone 

presenting an expired driver’s license or state  ID. 

✓ Reference the 50 State ID Checking Guide for out-of-state driver’s 

licenses. Compare the driver’s  license presented with the “secret 

details” outlined.  

✓ If any forms appear questionable, take them to the manager on duty for 

approval. 

REMEMBER: WHEN IN DOUBT, DO NOT MAKE THE SALE!   
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3. Selling and Serving Alcoholic Beverages to Customers  

a. Basic Guidelines 

✓ Before every day’s shift, sign the DAILY LIQUOR LOG (see Exhibit C). 

This log will be provided by management and must be filled out every day. 

✓ If you think a customer should not be served, or if you think a customer 

has had too much to drink, contact your manager immediately!  

✓ Hours and times when beer cannot be sold must be strictly enforced. 

✓ You are subject to fines and immediate dismissal if you violate 

provisions of the Downers Grove ordinance, state liquor law, or 

requirements delineated within this manual.  

✓ You have the legal right to refuse to sell beer to anyone unable to 

produce proper identification or who you feel is already intoxicated. 

✓ Give a last call 30 minutes prior to the official closing. Refer to posted 

hours of Alter Brewing for closing times. 

✓ Serve beer only within permitted hours. See THE LAW – DOWNERS 

GROVE below. 

✓ Never give away beer. See sampling in THE LAW – DOWNERS GROVE 

below. 

✓ Recognize signs of intoxication NEVER serve intoxicated individuals. 

✓ Advise customers about our designated driver program. 

✓ Rely on good judgment when someone at the tasting room has had too 

much to drink. Talk to the customer before anything bad happens, not 

after! 

 

b. The Law in Illinois 
Alter Brewing Company and all employees must comply with the law, 

which prohibits sale of alcoholic beverages to intoxicated persons. And, 

in Illinois, a licensee who causes the intoxication of a customer may be 

held responsible for injury or damage caused by that intoxicated 

person.  

▪ 235 ILCS 5/6-16(a)* It is illegal for retail liquor licensees and their 

employees to sell, give and/or deliver alcoholic beverages to any 

intoxicated person.  

▪ 235 ILCS 5/6-21(a)* Every person who is injured within Illinois, in 

person or property, by any intoxicated person has a right of action 

against any licensee who by selling or giving alcoholic liquor causes 

the intoxication of such person.  

*
Illinois Liquor Control Act  
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c. The Law in the Village of Downers Grove 
▪ Sec 3.25 SERVING INTOXICATED INDIVIDUALS Serving an 

obviously intoxicated person is strictly a violation of policy and may 

lead to civil or criminal responsibility. If an obviously intoxicated 

person leaves the premises and gets into an accident (car, bike, or 

other), a civil suit or criminal proceedings may be brought against both 

the company and the individual employee(s) responsible. Our best 

protection will come from the exercise of common sense by both 

management and employees. Employees serving beer must be aware of 

their responsibilities AND their potential personal liability. In addition 

to common sense, rely on required BASSET training, this manual and 

ongoing Alter Brewing Company training and informational sessions 

related to responsible alcohol selling and serving. Note: .08 is the 

Illinois Blood Alcohol Content (BAC) limit. Any person driving in the 

State of Illinois with a BAC of .08 or more risks being charged with 

Driving Under the Influence (DUI).  

▪ Sec 3.31 LEGAL SERVING HOURS Disregard of this law may 

bring stiff penalties.  

▪ Day of the Week Tap Room Hours 
Monday through Thursday 8:00am to 1:00am, the following day 

Friday and Saturday   8:00am to 2:00am, the following day 

Sunday     9:00am to 1:00am, the following day 

New Years Eve    8:00am to 2:00am, the following day 

St. Patrick’s Day    8:00am to 2:00am, the following day 

Thanksgiving Eve   8:00am to 2:00am, the following day 

▪ Sec 3.33.1 Limitations on the sale and promotion of alcoholic 

liquor on licensed premises.  Read through this section of the 

Municipal Code thoroughly.  Specifically, GIVING AWAY 

ALCOHOLIC LIQUOR (Sec 3.33.1(b) At no time is a licensee 

allowed to give away beer.  This includes offering free or 

complimentary alcohol whether to regular customers or to customers 

in a private party or function.  Alter will not advertise “free”, 

“complimentary” “open bar” or “unlimited drinks” in regard to beer. 

Again, however, 235 ILCS 5/6-31 allows for “tastings” to be 

conducted. No more than 2oz of beer per free sample tasting and 

a total of 3 tastings in one day are permitted.   

▪ Sec 3.33.3 MANDATORY CERTIFIED TRAINING Every Alter 

employee, manager, owner who serves, sells or distributes beer shall 

successfully complete a certified training program and maintain a 

current effective certification from said program. Certificate(s) shall 

be made available upon the licensed premises for inspection by the 

Village.  Every employee, manager, owner who serves beer in Alter 
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Brewing Company’s tasting room, must complete an approved 

BASSET training program.  

 

 

IF AN INTOXICATED PERSON CAUSES INJURY OR DAMAGE, THE 

ESTABLISHMENT AND EMPLOYEES ARE HELD RESPONSIBLE 

▪ The first person or place to serve the intoxicated person alcohol may be held 

as liable as the last person or place to serve or sell that person alcohol.  

▪ According to the Dram Shop Statute, recoveries may be made for injury to 

person(s), either loss of society or loss of means of support and/or property 

damage suffered. The statute specifically delineates maximum recoveries for 

each. 235 ILCS 5/6-21(a)- Illinois Liquor Control Act. 

REMEMBER: IT IS IMPORTANT FOR EVERYONE TO TAKE A 

COORDINATED APPROACH TO THE RESPONSIBLE SERVING 

AND SELLING OF BEER.  

d. Hours of Operation: Alter Brewing Company Tasting Room 

Day of the Week Tap Room Hours 

Monday through Thursday 12:00pm to 10:00pm 

Friday and Saturday 12:00pm to 11:00pm 

Sunday 12:00pm to 9:00pm 

Holiday hours: To be determined (but within legal Downers 

Grove serving hours) 

Alter Brewing Company tasting room hours are less than and within the 

boundaries of Section 3.31 hours.  Section 3.31 hours posted above are when 

you must stop serving, when all glasses must be off the table and bar, and 

when all customers and guests must be out of the establishment. If it 

becomes necessary in upholding the law, remove glasses from the tables. It is 

unlawful to permit customers to consume alcohol on premises later than one 

hour after the applicable closing time.  
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e. SEASONAL OUTDOOR PATIO 

Alter will operate a seasonal outdoor patio adjacent to the tasting room (see 

Exhibit D).  

• The outdoor area will operate with an enclosed area bounded by 

cement planters and fencing.  

• At least one dedicated staff member will monitor and serve the 

outdoor patio during the hours of operation which will, weather 

permitting, be the same hours of the tap room (see d. above). 

• The outdoor area will be cleaned, and all beverages and any food 

will be removed from the outdoor area at the end of day.  

• All liquor handling policies and manual guidelines pertaining to 

the tap room must be adhered to in the outdoor space including 

checking ID’s and safe serving as defined by BASSET and this 

manual. 

• No alcohol can be consumed outside unless the patron(s) is 

within the designated outdoor patio area.  

• All furniture must be secured nightly.  
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4. Handling Intoxicated Individuals  
Tap room servers, bartenders must not serve intoxicated persons. We have 

an obligation to help prevent intoxicated persons from leaving and 

subsequently injuring themselves and others. Do NOT deliver two or more 

drinks to any one person at one time. You will discourage intoxication and 

monitor guests by counting drinks and keeping track of alcohol consumed 

over a specific period of time. 

 

a. Blood Alcohol Concentration (BAC) and How Alcohol Affects the Body 

No matter what the size and body type of a person, the average body 

can only break down 1 ounce of alcohol per hour.  

It is important to know that, in general:  there is .6 oz. of pure alcohol 

in a 12ounce glass of 5% ABV beer. 

The more alcohol someone drinks beyond 1 oz. in an hour, the more 

quickly the blood alcohol concentration (BAC) will rise and the more 

quickly intoxication occurs.  

Understanding blood alcohol concentration (BAC) and the effects that 

alcohol has on a person can help in serving and selling responsibly.  

BAC is the amount of alcohol found in a person’s bloodstream and is 

used to determine legal intoxication. In Illinois, the BAC at which 

someone is legally intoxicated is .08.  

Illinois Department of Transportation (IDOT) stated effects on 

the body as BAC rises: 

▪ .02 BAC The area of the brain that controls a person’s 

inhibitions is affected.  

▪ .05 BAC A person may slur speech, or not make much sense 

while talking.  

▪ .08 BAC Motor skills and reaction times will be slow. 

Judgment and coordination are affected. LEGALLY 

INTOXICATED! CANNOT DRIVE SAFELY!!!  
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QUICK FACTS: ALCOHOL’S EFFECTS ON THE BODY  

▪ Alcohol enters the bloodstream quickly.  

▪ Within 5 minutes of drinking 1 ounce of alcohol, the BAC of 

a person can be accurately measured.  

▪ The more someone drinks, the higher their BAC will go.  

▪ Ninety five percent (95%) of alcohol enters the bloodstream 

from the stomach and small intestine.  

▪ How quickly alcohol enters the bloodstream, affecting a 

person’s BAC, is directly related to:  

o Body size and weight  

o What is being drunk 

o The speed at which alcohol is consumed  

o The amount of time that passes  

o What has or has not been eaten  

o Other considerations such as medications taken, age, etc.  

o Mood  

o Exhaustion 

▪ THE BODY CAN ONLY ELIMINATE 1 OUNCE OF 

ALCOHOL PER HOUR (per the American Medical 

Association) 

BE AWARE:  Be aware of how much alcohol is served to 

customers and look for behavioral changes as they drink.  Once 

alcohol enters the bloodstream, the passage of time is the only way 

to eliminate alcohol from the body.  

 
Realizing the myths about alcohol.  

▪ Coffee will NOT sober up a person. 

▪ A shower will NOT sober up a person  

▪ Fresh air and a walk will NOT sober up a person.  

Although the effects of alcohol are influenced by many 

factors, three are key: 

▪ The amount of alcohol a person consumes   
▪ The number of hours they have been drinking 

▪ Body weight 
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NOTE: The BAC in the above table is an estimate only. It should be 

used as a guide and is not accurate enough to be used for legal purposes.  

Note: .08 is the Illinois Blood Alcohol Content (BAC) limit. Any 

person driving in the State of Illinois with a BAC of .08 or more risks 

being charged with Driving Under the Influence (DUI).  

 

MORE IMPORTANT FACTS TO REMEMBER: 

▪ A small person, in general, cannot drink as much alcohol as a larger 

person.  

▪ Body fat does not absorb alcohol. Someone with higher amounts of 

fat versus muscle in their body will become intoxicated more 

quickly.  

▪ Because women generally have a higher fat and water content in 

their bodies than men, they tend to become intoxicated more quickly 

than men.  

▪ The faster a person drinks, the faster BAC will rise.  

▪ BAC can continue to rise after a person has stopped drinking. This 

is especially true for the person who drinks very quickly.  

▪ Alcohol can interact with or stop a medication from working. 

▪ Some medications can add to the effect of alcohol and increase the 

speed that alcohol enters the bloodstream or BAC. This is especially 

true for people taking cold medications (antihistamines), 

tranquilizers (Valium) and many other drugs. 

▪ Food can slow down the absorption of alcohol into the bloodstream. 

▪ A customer’s mood can also affect the rate at which alcohol enters 

the bloodstream. For example, if the person is upset, annoyed, tired 

or depressed, alcohol will enter the bloodstream faster.  
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WHAT CAN BE DONE TO AVOID PROBLEMS? 

To prevent problems from occurring, take action before a situation 

develops or gets out of control.  

 

It is often the person who has been drinking before arriving at an 

establishment that presents the most difficult challenge. Remember the 

following: Don’t sell alcohol to persons that appear to be intoxicated. Try 

in a safe manner to stop people who are intoxicated from leaving and 

getting back on the road.  

 

 

REMEMBER: TRY IN A SAFE MANNER TO PREVENT THE 

INTOXICATED CUSTOMER FROM DRIVING AND PUTTING 

THEMSELVES OR OTHERS AT RISK.  

  



 20 

TECHNIQUES FOR RECOGNIZING DRINKING LEVELS 

 

Green (GO), Yellow (SLOW DOWN), and Red (STOP) Levels of 

Drinking 

1. A GREEN level of drinking is reached after approximately one 12-

ounce beer at 5% (adjust accordingly for size of serving and ABV of 

particular beer). At a GREEN level most drinkers feel relaxed, 

comfortable, talkative, and happy. They are usually sociable and 

behave as they would if they were not drinking. 

 

2. A YELLOW level is where the first sizable changes begin to occur. 

Though specific behaviors or individual drinkers may vary, the 

progression of behavior is the same. This is because alcohol affects the 

body progressively. 

 

First, alcohol relaxes inhibitions, and then it impairs judgment. Behaviors 

that exhibit relaxed inhibitions and/or impaired judgment may signal a 

YELLOW drinking level. 

 

Drinkers who begin to talk or laugh louder are exhibiting a relaxation of 

inhibitions. These drinkers act with less restraint, possibly becoming 

overly talkative or overly friendly. Some drinkers may become so 

relaxed that they are giddy. Desire to enjoy oneself is a large part of 

alcohol’s appeal. 

 

Some people may begin to argue or bait others, use foul language, and 

annoy others. 

 

3. A RED level of drinking is a definite risk. NOW, alcohol is affecting 

reaction time and then motor coordination. 

Drinkers at a RED level may look glassy-eyed. They may also lose their 

train of thought and/or make irrational statements. They may spill 

drinks and/or fumble money or credit cards. 

Drinkers at the RED level cannot may not be able to walk a straight line 

and exhibit a reduction in motor coordination including stumbling or 

falling down. 
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USE THE GREEN YELLOW RED LEVELS as a guide in determining 

where customers are in the drinking spectrum.  Help monitor their 

drinking so that beer is not served too quickly. Use your judgment! 

 

Other techniques to implement: 

▪ Determine, based on body size and gender, how many drinks the 

customer can consume over a specific time period without becoming 

intoxicated. Keeping in mind that 48 ounces per day is the 

maximum. 

▪  Talk with customers to try to determine how much alcohol as 

already been consumed before additional sales of alcohol. 

▪ Watch customers for outward signs of intoxication.  

▪ If a potential problem is seen, discontinue selling and serving.  

▪ Be aware of the amount of alcohol being sold and served to all 

customers. 

▪ Slow down service to buy time.  

▪ Offer hot drinks such as coffee or tea. (These take longer to drink 

and give the body more time to break down alcohol. However, 

coffee or tea will not sober anyone up.)  

▪ If the establishment serves specialty, non-alcoholic drinks, suggest 

them to customers.  

 

If it is determined that a person is intoxicated: 

▪ Do NOT serve or sell more beer.  

▪ Alert the manager. 

▪ Offer food if available; alternative, non-alcoholic beverages 

including water; talk with them. Buy time.  

▪ Dial Downers Grove Police or 911 if necessary. Remember, use 

your judgment! 

▪ If intoxicated, try to prevent customers from driving. Offer to find a 

ride home, call a cab, have another person drive them home or make 

other arrangements.  

▪ Whether the customers stay or leave, alert the manager and 

document any problem situation and the preventative actions taken.  

REMEMBER: Alter Brewing Company and/or its employees (yes 
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you!) could be liable if an intoxicated guest causes injury to another 

person. 

 

If refusal of service to a customer is necessary:  

▪ If termination of liquor service is necessary, after manager deems 

cut off, advise other servers and staff so that this customer will not 

receive a beer from another employee. 

▪  Explain calmly, firmly and respectfully that, by law, it is illegal to 

sell or serve them more alcohol.  

▪ For sellers or servers, tell the customer that it is a job responsibility 

to serve responsibly – and the owner could lose the liquor license or 

even the business.  

▪ Don’t back down after a stand has been taken.  

▪ But never embarrass the customer!  

 

REMEMBER: ALWAYS COMPLETE AN INCIDENT REPORT IF 

IT IS DETERMINED THAT A CUSTOMER BECAME 

INTOXICATED! (Ask your manager where incidence reports are 

kept). 
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b. Designated Driver Program 

We have a Designated Driver Program. This program is a good way to 

prevent alcohol-related problems.  

The following sign is posted in the tasting room in a conspicuous location:  

DESIGNATED DRIVER PROGRAM 

IF YOU ARE A DESIGNATED DRIVER, PLEASE IDENTIFY YOURSELF 

TO THE BARTENDER AND ACCEPT, AS A TOKEN OF OUR 

APPRECIATION FOR YOUR EFFORTS, UNLIMITED 

COMPLIMENTARY FRESH WATER / COMPLIMENTARY COFFEE or 

1 COMPLIMENTARY SODA IF AVAILABLE.  

Make sure that the driver who is not drinking is identified and made 

to feel welcome.  

 

 

 

 

REMEMBER: ALWAYS PROTECT OUR CUSTOMERS AND 

OUR BUSINESS! 
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c. Handling Customer Disturbances 

Customer disturbances are unacceptable and not part of the culture we 

embrace at Alter Brewing Company. However, we are not always able to 

control the behavior of individuals even in an environment that instills 

moderation and friendliness. When a disturbance and/or an altercation 

occurs, there is more than a 90% chance that at least one of the persons 

involved is intoxicated. Obviously, the best method to handle this potential 

problem is to prevent the disturbance from occurring. Despite our best 

efforts, altercations may occasionally take place. In this circumstance, 

follow established procedures.  

Techniques for preventing disturbances/ fights from occurring:  

▪ Be Aware! Notice the signs that a disturbance may be starting. Refer to 

BASSET and TIPs training to identify signs that an individual may be 

intoxicated. 

▪ Intervene (but keep personal safety in mind)! Usually an argument 

precedes an altercation; explain in a friendly manner that fighting is not 

permitted!  

▪ It may be necessary to ask one or more of the persons involved to leave.  

▪ If you cannot calm them down or reach agreement that one of them will 

leave, call the police!  

▪ Never take sides.  

Procedures if an altercation occurs:  

▪ Move the other customers to a safe area. 

▪ Call the police immediately.  

▪ Never ask customers to help in breaking up the fight. 

▪ Do not engage in physical contact unless a life-threatening situation 

evolves.  

▪ Complete an incident report (see attached example), indicating events 

leading up to the altercation, state of intoxication witness names, etc.  
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d. Village of Downers Grove Alcohol Awareness Program 

Compliance Testing (Control Buy Program) The Downers Grove 

Police Department periodically conducts tests on establishment to 

ensure that minors are not being served alcohol. An Under 21 agent is 

sent into each establishment to attempt to purchase liquor. In the event 

staff serves or sells alcohol to the minor, the individual involved in the 

service/sale is immediately issued an administrative citation (ticket) for 

serving the minor. In addition, the licensee will be required to attend a 

public hearing on the violation. A finding of guilty with regard to the 

violation will result in fines, penalties and/or suspension of the liquor 

license and possible mandatory certified training for all employees. 

REMEMBER YOU WILL BE FIRED FOR SERVING TO 

MINORS. REMEMBER TO CHECK ID! 

▪ A $500 administrative citation to the individual involved in alcohol 

sales to a minor.  

▪ Up to $1,000 to cover costs of a disciplinary hearing 

▪ Up to $15,000 in fines 

▪ Suspension and/or revocation of liquor license 

There is NO UPSIDE to not carding. There is NO UPSIDE for 

serving to a minor. Follow the steps in this manual and learned at 

BASSET!!!!  

DUI Notification Program. The Downers Grove Police Department 

will notify an establishment in the event an individual arrested for a 

DUI names their establishment as where they have been drinking prior 

to the arrest.  Any establishment receiving numerous notifications will 

be subject to a license renewal hearing where the establishment’s liquor 

serving policies will be reviewed.  
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e. Retail Sale of Kegs in Downers Grove 

KEG TAG Registration Alter Brewing Company and all kegs sold by 

licensees in the Village of Downers Grove must be marked with a 

sticker containing unique identification numbers. At the time of keg 

purchase, the retailers are required to obtain the following information 

from the purchaser of the keg: 

1. Date of purchase 

2. Name 

3. Address and phone number 

4. Proper identification used (driver’s license, state ID) 

5. Date of Birth (remember purchaser must be at least 21) 

6. Signature of Purchase 

These records are to be retained by the retailer. This program exists to 

primarily identify and penalize adults and youth who purchase 

kegs and allow underage individuals to consume alcohol from 

them. Ask your manager for procedure for keg sales in the tap 

room.  
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5. Other Items  

a. Management Responsibilities: 

The Liquor Manager. Currently Mark Hedrick is the Liquor 

Manager at Alter. As required by Village law, Alter is required to have 

a liquor manager.  The manager will be responsible for liquor related 

matters, including training and retraining for proper service of alcohol.  

Please relay all material concerns to the liquor manager and where 

applicable, all procedures contained in this manual should be relayed, 

forwarded, documented and presented to the liquor manager. 

b. Training Programs and Alcohol Policy Awareness 

Alter will conduct MANDATORY “refresher” meetings held on a 

periodic but timely basis concerning our alcohol handling policies and 

the importance of responsible alcohol serving. 

In coordination with management the Liaison to the Liquor 

Commissioner of the Village of Downers Grove conduct training 

seminars onsite. Topics include local ordinance review, proper carding 

techniques, information on Village programs and recognizing signs of 

intoxication. The Village also has liquor training videos for check-out 

and management from time to time may use these videos to enhance 

periodic training sessions. 

The Liquor Manager will receive and share with our employees Liquor 

Newsletters which contain useful information about proper liquor 

service. These will be sent informing licensees of new laws and 

regulations concerning the sale/service of alcohol. Employees will be 

required to read and understand these changes when provided. 

c. Happy Hour Laws 

Alter Brewing Company as a licensee is not allowed to advertise and/or 

offer for sale an unlimited number of drinks during a set period of time, 

allow certain drink specials (such as “Open Bar”) or offer special drink 

prices to a particular group of people (such as “ladies night”). This is a 

violation of both State and local law. 

d. Posted Signs and Warnings 

Display of License Alter Brewing Company is required to display 

both state and local liquor licenses in a conspicuous place at all 
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times. Do NOT remove, obscure or otherwise interfere with the 

licenses. They must be visible at all times. 

Warning Signs A sign warning underage persons about purchasing 

alcohol or misrepresenting their age must and will be displayed. Note: 

this sign can be obtained from the Village. 

Other Signs These sign will include the following phrases: 

A perpetual calendar will be in a conspicuous area for servers and 

customers to see. This will aid in confirming legal age. 

“We will not sell beer to minors or intoxicated individuals” 

“We Card, We Card” 

“You must be over 21 to purchase liquor. TWO valid forms of I.D. are 

required.” 

“Alcoholic beverages can only be purchased from (see posted hours)” 

State law also requires the posting of the surgeon general’s pregnancy 

warning sign. Note: this sign can be obtained from the IL Liquor 

Control Commission. 

Liquor Product Identification Signs (brand specific banners, 

placards, poster streamers, balloons, or other attention getting devices) 

These signs designed or used to advertise , promote, or identify a 

particular brand of liquor – including, but not limited to, “beer signs” 

that may involve electronic or neon displays) shall not be permitted 

as any interior or exterior window sign or as any form of exterior 

sign.  
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6. Parting Remarks  

Responsible selling and serving of alcoholic beverages is a job requirement 

for each of our employees and owners. Your refusal to serve minors, your best 

efforts to prevent customers from becoming intoxicated, your adherence to 

our license requirement to limit individual daily consumption to 48oz. and 

your efforts to safely prevent injury or damage to others caused by intoxicated 

individuals are an integral part of your job responsibilities. Massive public 

awareness campaigns have drawn attention to the injuries and potential 

injuries caused by intoxicated individuals. Many of our customers may not 

fully understand or accept the measures necessary to resolve the issue. 

However, they need to understand our concern for the well being of all our 

customers and those with whom they may come in contact.   

Remember you are subject to fines should you violate provisions of the 

Village of Downer’s Grove Liquor Ordinance.  

  

 Read, Understand ... Own it!  
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Exhibit A 

INCIDENT REPORT 

Date of incident: ___/___/___ Time of incident: ______pm (or) 

______am  

Type: 

_____________________________________________________  

Name(s) or description of person(s) involved in incident: (indicate 

telephone numbers if possible) 

________________________________________________________

________________________________________________________

________________________________________________________

_____________________ 

Name(s) and telephone number(s) of beer servers(s) and wait staff on 

duty: 

________________________________________________________

________________________________________________________

________________________________________________________

________________________________________________________

____________________________ 

Name(s) and telephone number(s) of witnesses: 

________________________________________________________

________________________________________________________

________________________________________________________

_____________________ 

How many drinks had been served to the person(s)   involved? 

________________________________________________________

________________________________________________________

______________ 
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INCIDENT REPORT – Page 2 

 

Did they appear intoxicated? □ Yes □ No If yes, describe: 

________________________________________________________

________________________________________________________

________________________________________________________

_____________________ 

Was anyone injured? □ Yes □ No If yes, describe: 

________________________________________________________

________________________________________________________

________________________________________________________

_____________________ 

Explain, in detail, what occurred: (use back of this page if necessary) 

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________ 

Name of person completing incident report: ___________________________ 

Position: _______________________________________________________ 

Date report completed: ____________________________________________   
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Exhibit B 

EMPLOYEE ACKNOWLEDGMENT 
 

 

   Employee Name  ____________________________________________ 

   Address  ___________________________________________________ 

   Phone Number ______________________________________________ 

   Date of Birth _______________ Place of Birth ____________________ 

I, ___________________________, have read the Downers Grove Liquor 

License Guidelines and the Downers Grove Municipal Code, Chapter 3, and 

specifically Section 3-25 which deals with the sale of alcoholic beverages to 

minors, etc. and agree to comply with its specifications. 

 

I acknowledge that I personally have the discretionary right to refuse the sales 

of alcoholic beverages to anyone I feel is underage or intoxicated, and I, 

therefore, accept full responsibility for my actions. 

 

Furthermore, I acknowledge that I have read and understood the policies and 

procedures established by Alter Brewing Company for the responsible selling 

and serving of alcoholic beverages. I will adhere to such policies and 

procedures; I understand that failure to do so may result in immediate 

dismissal. 

 

As of today, I am at least 21 years of age and understand that I may take 

orders for alcoholic beverages, as well as serve/sell the product to customers 

for on premise consumptions and ring up sales for off-premise consumption, 

only after determining that person placing the order is of legal drinking age – 

21 years of age or older. I have read and understand the I.D. guidelines as 

outlined in the Downers Grove Liquor License Guidelines. 
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Page 2 of 2 

Please provide a copy of your Basset certificate of completion. (From a 

BASSET program licensed by the State of Illinois Liquor Control Commission 

(ILCC) as required by 235 ILCS 5/3-12 (11.1) and 6-27 and Title 77 of 

Illinois Administrative Code, Chapter XVI, Section 3500). 

 

________________     ________________ 

Signature       Date 
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Exhibit C 

LIQUOR LOG 

I hereby acknowledge that I am thoroughly familiar with the local and state liquor laws 

and also Alter Brewing Company’s policy dealing with the sale of alcoholic beverages. I 

will assume the responsibility to request at least two pieces of I.D. from youthful looking 

customers and shoppers, and I will miss a sale rather than take a chance if there is any 

doubt in my mind about the age of the customer. YOU HAVE THE RIGHT TO REFUSE 

A SALE! 

Also, I understand that here in Downers Grove alcoholic beverages may be sold only 

during the following hours.  Note: Alter Brewing Company hours open to the public are 

within these boundaries and less than the following ordinance hours. 

Day       Hours 

Monday Through Thursday    8:00am to 1:00am, the following day 

Friday and Saturday     8:00am to 2:00am, the following day 

Sunday      9:00am to 1:00am, the following day 

New Year’s Eve     8:00am to 2:00am, the following day 

St. Patrick’s Day     8:00am to 2:00am, the following day 

Thanksgiving Eve     8:00am to 2:00am, the following day 

                     Name                               Date             Shift            
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Exhibit D Outdoor Seasonal Patio 
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VILLAGE OF DOWNERS GROVE

REPORT FOR THE LIQUOR COMMISSION

JULY 2, 2020  AGENDA

SUBJECT:                                             TYPE:                                     SUBMITTED BY:

Licensee:  
Gia Mia Downers Grove, LLC
D/B/A:  Gia Mia
Address:  994 Warren Avenue 

Application for Class R-1/O
liquor license Carol Kuchynka

Liaison to the Liquor Commission

REQUEST

The applicant is requesting a Class R-1/O liquor license for Gia Mia located at 994 Warren Avenue.  

NOTICE

The request has been filed in conformance with applicable procedural and public hearing requirements.

GENERAL INFORMATION

Officer(s): Brian Goewey - 61%
Eugenio Alimondi - 39%

Stockholder(s): Brian Goewey - Indirect Member
Eugenio Alimondi - Indirect Member

Manager: Ms. Nicole Domingo Skul

Licensee: Gia Mia Downers Grove, LLC d/b/a Gia Mia
994 Warren Avenue 
Downers Grove, IL  60515

PROPERTY INFORMATION

EXISTING LAND USE: Commercial 
PROPERTY SIZE: (3,111  square feet)

ANALYSIS

Submittals
This report is based on the following documents, which are on file with the Legal Department:

1. Application for Liquor License
2. Application for Outdoor Liquor License
3. Insurance
4. Lease
5. Menu
6. Liquor Handling Manual
7. Floor Plan
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MISSION STATEMENT 
 

Our Mission is to Provide Our Guests with 
The Highest Quality Product Possible, Great Attention to Service, 

and to Cultivate an Environment of Honesty and Integrity in All 
That We Do. 

 
 
This Team Guide provides an explanation of BG Hospitality Group, LLC 
policies and procedures. WE expect you to understand and abide by the rules 
under which we operate so that we can both focus on providing outstanding care to 
our guest. 
 

BG Hospitality Group, LLC Team Guide 
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Welcome to the BG Hospitality Team (BGH) that includes the GIA MIA Brand (GIA MIA) and Livia Italian 

Eatery Brand (LIVIA)! We are excited that you want to grow and build your career with us—it’s a privilege 

and opportunity for both of us. Here’s to the start of a very fun and mutually rewarding employment 

relationship. 

 
At BGH we have a strong culture that includes commitment to quality, teamwork, and superior service. As 

you know, the restaurant industry is constantly evolving. You will learn a lot of BGH language and about 

our commitment to superior guest service. 

 
We truly are a TEAM and believe in the “Teamwork” approach to restaurant service. We refer to our 

outstanding service and culinary staff as a “Team Member,” because we believe that all of our employees 

are contributors to the best restaurant FAMILY in the business. 

 
You are our most important asset. We care about you. We want you to excel professionally. We also want 

you to have fun. So, together as a team, we will help you become the best you can be by providing you 

with knowledge, professional leadership, competitive wages and benefits, and a collaborative team 

environment—tools we believe are necessary to succeed. 

 
Expect your training to be very demanding—there is a lot of information for you to learn. Your effort and 

dedication begin with the receipt and future study of this Team Member Guide. This Guide is designed to 

answer many of the questions that may arise in connection with your employment, ranging from all the 

benefits available to you as a Team Member to basic mandated personnel policies that must be followed. 

Let us know how we can help you become better. Should you have any questions or need further 

explanation of any policies within this Guide, please contact your direct Manager. 

 
We encourage you to make the absolute most of your employment experience with us. Should you 

have any questions, addressed in this Guide or not, please feel free to raise them with one of the 

Managers. Congratulations, and again welcome to the team! 

 
Sincerely, 

Management Team 
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ESSENTIALS 
 

 
 

 

Corporate Name: BG Hospitality Group, LLC 
 
Brands:  GIA MIA Wheaton, LLC | GIA MIA Geneva, LLC | GIA MIA St. Charles, LLC | GIA MIA Downers 
Grove, LLC | Livia Italian Eatery, LLC | Livia Italian Eatery Elmhurst, LLC  

 
Owner | President: Brian Goewey | Director of Culinary:  Chef Mike Bomberger 

Director of Operations: Josh Bales | Business Manager: Karen Fitzgerald   

Human Resource Manager: Karla Green | Marketing Design Specialist: Natalie Johnston  

Locations: 
GIA MIA Brands 

13 N Third St                  31 S. First St 106 N Hale St 

Geneva, IL 60134   St. Charles, IL. 60174 Wheaton, IL 60187 
630-405-5544             630-415-0770 630-480-2480 

 
944 Warren Ave 

Downers Grove, IL. 60515 

Livia Italian Eatery 
207 S Third St 116 E Schiller St 

Geneva, IL 60134 Elmhurst, IL 60126 
630-402-6444 630-402-6195 

All Locations Hours of Operation 
Sunday -Tuesday 

11am – 9pm 
Wednesday – Saturday  

11am – 10pm  
 

Food will be served until closing time at all locations.  
Alcohol will not be served to any Guests 30 minutes prior to closing and not allowed to consume alcohol later than an hour after the time of 

closing.  
* This goes for all patio and outside dining as well 

 
 

 
Web Site: www.giamiapizzabar.com |www.liviaitalianeatery.com  
Facebook: GIA MIA Pizza Bar (Wheaton) | GIA MIA (Geneva) | GIA MIA Pizza Bar (St. Charles) 

|GIA MIA Pizza Bar (Downers Grove) 
Livia Italian Eatery | Livia Italian Eatery Elmhurst 

Twitter: @GiaMiaPizzaBar  
Instagram:        @GiaMiaPizza Bar | @LiviaItalianEatery  
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EMPLOYMENT 

 

 
 

 
 

INTRODUCTORY PERIOD OF EMPLOYMENT | EMPLOYMENT “AT-WILL” 
 
Your first ninety days of employment with BGH are considered an introductory period, and during 

that period you will not accrue benefits described in this Guide unless otherwise required by law. This 

introductory period will be a time forgetting to know the tasks involved in your job position, as well as 

becoming familiar with BGH’s culture. This introductory period is a try-out time. During this period, BGH 

will evaluate your suitability for employment, and you can evaluate BGH as well. At any time during 

these first ninety (90) days, you may resign without any detriment to your employment record. If, during 

this period, your work habits, attitude, attendance, performance or behavior does not measure up to 

our standards, we may release you. 

 
Please understand that completion of the introductory period does not guarantee continued 

employment for any specified period of time, nor does it require that a Team Member be discharged 

only for “cause.” Employment with BGH is "at will", that is, Team Members are free to resign at any time 

and BGH may choose to terminate an employment relationship when it deems it is in the Company's 

best interest. 
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EMPLOYMENT STATUS AND RECORDS 
 

 
 

 
 
 
 
EMPLOYEE CLASSIFICATIONS 

 
The following classifications are used throughout this Guide and govern your eligibility for various 

employment benefits offered by the Company. 

 
NON-EXEMPT 
At-will employees who positions do not fall within the executive, administrative, professional, outside sales, 

or any other exemption, as prescribed by federal and state wage and hour laws. These employees are paid 

time and one half of their regular rate of pay for actual hours worked in excess of forty (40) per week. 

 
EXEMPT 
At-will employees who positions fall within the executive, administrative, professional, or other exemptions, 

as prescribed by federal and state wage and hour laws. These employees are exempt from overtime pay. 

 
FULL-TIME Employees regularly scheduled to work a minimum of 32 hours per week. 

 
PART-TIME Employees regularly scheduled to work less than 32 hours per week. 

 
SHORT-TERM (OR TEMPORARY) Employees hired, on a temporary basis only, for full- or part-time position. Their 

employment is considered of a short-term nature (e.g., summer help, temporary replacements for 

employees on leave, or additional staffing for special projects). Regardless of the number of hours they 

work, these employees are generally not entitled to participate in any of our benefit programs, unless 

otherwise advised by Management. 

 
PERSONAL INFORMATION & IDENTITY PAYROLL DATES 

 
You are required to report any change of status, including address, phone number or marital status to 

Management. If you leave BGH and have a change of address, please let us know so we can get your W-

2 forms to you at the end of the year. 

Payroll Dates: We are on a bi-weekly payroll. Every two weeks you will receive a paycheck or Direct Deposit. 

Our week starts on Monday and ends that following Sunday. Payroll is processed on Monday, and 

paychecks will be available the following Monday between 1-4pm. Direct deposits typically hit your bank 

account by that Friday or Monday, depending on your bank. 
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EMPLOYMENT STATUS AND RECORDS 
 

 
 

  

 

 

Payroll Checks: Unless you elect payroll direct deposit into your checking account, payroll checks can be 

picked up between 1:00 pm and 4:00 pm on the following Monday from when the payroll was submitted. 

When you receive your paycheck, be sure to review it to make sure all information is accurate. If there are 

any errors, notify your Manager immediately so that it can be corrected. 

STORE TRANSFERS 
 

Team Members may apply for a position at another location that has been both internally and externally 

advertised. The Team Member must have permission from the current General Manager for that location. BGH 

will review the credentials of all qualified applicants and choose the most qualified, without regard to the 

person’s status as an employee or outside applicant. The decision will also be based on the immediate needs 

of the locations in question. 

 
COMMITMENT TO TRAINING 

 
Our objective is to provide our guest with the highest quality products and service in the casual and fine 

dining industry. We also want to create a dynamic environment in which our Team Members accomplish 

organizational and personal goals while having fun. We expect that every Team Member have an intense 

desire to be the best and possess a positive attitude toward learning. This will be your greatest asset. 

Throughout your employment with us, there will be additional training classes scheduled regularly for your 

work group by the training department, your manager, or both. “Continuing Education” classes are a 

mandatory part of the work schedule and everyone must attend. Team Members will be notified in advance 

of such classes. The more knowledge everyone gathers pertaining to their position and positions of others, 

the more confident, competent, and valuable they become to the Company. 

 

ADVANCEMENT OPPORTUNITES 
 

It is BGH’s intention to continue to grow and expand. With growth and expansion comes the need for 

qualified individuals. BGH will promote from within, to Team Members who have proven their skill and ability, 

cooperation and attitude, dependability and length of service. Do not hesitate to let your Manager or Chef 

know of your interest to advance. 

 

PERFORMANCE REVIEWS 
 

Your performance will be reviewed with your Manager at periodic intervals throughout your employment. 

The review process will be one-on-one meetings with your immediate Manager or General Manager. Daily 

guidance and feedback on performance will be conducted as needed or by request. Do not hesitate to  
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inquire with Management about what you can do to improve your performance or perception of 

performance. We want everyone to grow as an associate as well as in his or her personal lives, thus we are 

open to conversation to assist in that growth. 
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BGH is firmly committed to the principles of equal opportunity in employment. BGH maintains a policy of 

equal employment opportunity to all potential candidates and employees regardless of race, color, 

creed, marital or parental status, religion, age, gender, national origin, disability, sexual orientation, veteran 

status or other protected classes under federal, state or local law. 

 

Every effort will be made to consider and employ individuals with disabilities. BGH will make reasonable 

accommodations for such individuals to the extent required by law. A Team Member who believes he or 

she needs accommodation due to a disability is responsible for notifying management of the disability and 

requesting a reasonable accommodation. Upon doing so, your manager may ask you for your input or 

the type of accommodation you believe may be necessary or the functional limitations caused by your 

disability. Also, when appropriate, we may need your permission to obtain additional information from 

your physician or other medical or rehabilitation professionals. BGH will do their best to accommodate a 

reasonable request unless it will place an undue hardship on the business.  

 
HARASSMENT-FREE WORKPLACE 

 
BGH is committed to providing a work environment that is free from all forms of discrimination and conduct 

that can be considered harassing, coercive, or disruptive, including sexual and other unlawful harassment. 

Actions, words, jokes, or comments based on an individuals’ race, color, creed, religion, sex, pregnancy 

status, national origin, disability, age, sexual orientation, marital status, citizenship status, veteran or military 

status, or any other characteristic protected by applicable law (collectively referred to as “protected 

status”), will lead to immediate discharge from employment. It is the policy of BGH to provide all personnel 

with a working environment free of unlawful discrimination and all BGH Team Members are expected to act 

responsibly to maintain such an environment. Any form of harassment will not be tolerated in the workplace. 

Examples of harassment are detailed below. 

 
Harassment 

For purpose of this policy, the term “harassment” is broadly defined. It includes all actions, words, jokes, 

comments, derogatory remarks and/or visual displays that affect an individual’s work environment or 

employment status or tend to belittle, provoke or denigrate others, and that are based on an individual’s 

sex, pregnancy, race, color, national origin, ancestry, ethnicity, age, religion, disability, sexual orientations, 

veteran status, or any other legally protected status. Such conduct is considered to affect an individual’s 

work environment or status when:  

 

 



10 

BG HOSPITALITY GROUP, LLC | TEAM GUIDE 1.1.2020 

FAIR EMPLOYMENT POLICIES 

 

 
 

 

 

• Submission to such conduct is made, either explicitly or implicitly, a term or condition of 

employment; 

• Submission or rejection of the conduct is used as a basis for making an employment decision; 

or 

• The conduct has the purpose or effect of interfering with work performance or creating an 

intimidating, hostile, or offensive work environment. 

 

Examples of harassment include, but are not limited to: when a Team Member is subject to conduct 

related to their race, color, creed, marital or parental status, religion, sex, age, disability, sexual orientation 

or veteran status, which has the purpose or effect of unreasonably interfering with the individual’s work 

performance or creating an intimidating, hostile, or offensive work environment. 

Harassment may also be in the form of cyber-bullying. This may be content placed on the internet or 

transmitted via other social media outlets that may be potentially defamatory, abusive or threaten in nature 

to an individual. 

 
Sexual Harassment 

Sexual harassment is defined as unwanted sexual advances, or visual, verbal, or physical conduct of a 

sexual nature. This definition includes many forms of offensive behavior and includes gender-based 

harassment of a person of the same sex as the harasser. 

 

Examples of sexual harassment include, but are not limited to: unwanted sexual advances; demands for 

sexual favors in exchange for favorable treatment or continued employment; repeated sexual jokes, 

flirtations, advances or propositions; verbal abuse of a sexual nature; graphic, verbal commentary about 

an individual’s body, sexual prowess or sexual deficiencies; leering, whistling, touching, pinching, assault, 

coerced sexual acts or suggestive insulting, obscene comments or gestures; display in the workplace of 

sexually suggestive objects or pictures. 

 
Hostile Work Environment 

Examples of hostile environment include but are not limited to an atmosphere sufficient to alter the 

conditions of employment thus creating an abusive working environment of such a nature that a Team 

Member would be offended, threatened, or distressed. 
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Required Reporting 

If you experience or witness any workplace harassment, you must report it immediately to your immediate 

supervisor, or to Human Resources who experiences, witnesses or becomes aware of possible harassment 

must immediately report the matter to one of those individuals. 

 Investigation 

All allegations of harassment will be quickly and discreetly investigated. Information provided in the context 

of a harassment investigation or as part of a harassment complaint will be kept confidential to the extent 

possible. However, some disclosure may (and likely will) be necessary for BGH to conduct a meaningful 

investigation and affect an appropriate remedy where necessary. 

 
Retaliation Prohibited 

BGH prohibits retaliation in any form. Employees can raise concerns and make reports of alleged 

harassment without fear of reprisal or retaliation. If you feel that you have been subject to retaliation of any 

kind for having made a complaint of harassment or having participated or assisted in a harassment 

investigation, you should report the matter in the same manner as you would have reported harassment 

itself. 

 
CONSENSUAL ROMANTIC OR SEXUAL RELATIONSHIPS 

 
If any employee of BGH enters into a consensual relationship that is romantic or sexual in nature 

with a member of his or her staff (an employee who reports directly or indirectly to him or her), or if 

one of the parties is in a supervisory capacity in the same department in which the other party 

works, the parties must notify the Human Resource Manager or another appropriate corporate 

officer. This is mandatory. This requirement does not apply to employees who do not work in the 

same department or to parties who do not supervise or otherwise manage responsibilities over the 

other. 

Once the relationship is made known to BGH, the Company will review the situation with Human 

Resources in light of all the facts (reporting relationship between the parties, effect on co-workers, 

job titles of the parties, etc.) and will determine whether one or both parties need to be moved to 

another job or department. If it is determined that one party must be moved, and there are jobs in 

other departments available for both, the parties may decide who will be the one to apply for a 

new position. If the parties cannot amicably come to a decision, or the party is not chosen for the 

position to which he or she applied, the parties will contact Human Resources, which will decide 

which party should be moved. That decision will be based on which move will be least disruptive to 
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the organization. If it is determined that one or both parties must be moved, but no other jobs are 

available for either party, the parties will be given the option of terminating their relationship or 

resigning.  

SUBSTANCE ABUSE 

This company is committed to creating and maintains a Drug Free Workplace without jeopardizing the job 

security of valued but troubled employees, provided they are prepared to help us help them. 

Notice is posted in a conspicuous location identifying our Company as a Drug Free Workplace. Copies of 

this Drug Free Workplace policy are available for inspection at the office. 

Our Drug Free Workplace Policy now formally states that substance abuse will not be tolerated ON the job 

by employees of our Company. This prohibition includes the possession, use or sale of illegal drugs, the abuse 

of alcohol and abuse of prescribed drugs. Consumption of alcohol at Company sponsored activities or 

other social events is not considered alcohol use in violation of the Company policy. However, at no time is 

a representative of the Company, while on duty, permitted to be under the influence of alcohol or drugs as 

defined by the Company policy. 

 
OPEN-DOOR POLICY 

 
Although our Company is continually growing, we are strongly committed to maintaining an “Open Door” 

policy. We believe that frequent, ongoing communication between you, your co-workers and 

Management offers the key to a healthy and successful relationship. As a member of the Company’s team, 

you are encouraged to share any ideas that may help us become an even better organization. We are 

always interested in considering ways of attracting new customers, expanding and enhancing our products 

and services, and achieving greater operating efficiencies. 

 
COMMUNICATION POLICY 

 
If there is something about your job you feel needs to be discussed, we want to know about it. Remember, 

unless you bring it to our attention, it may go unnoticed – and unresolved. 

Here are two steps that we encourage you to take in such a situation: 
 

Step One. First present your concern to your Manager. Experience has shown that most, if not all issues can 

be resolved through frank and open discussion. However, if a satisfactory resolution is not reached at this 

level, you may proceed to Step Two. 
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Step Two. You may present your concern, in writing, to the Human Resource Manager. The matter will be 

investigated, the relevant facts will be considered, and a final decision will be made as promptly as possible. 

Nobody is perfect, and no business gets it all right the first time around. Please do not hesitate to bring your 

ideas to the attention of any member of Management at the APPROPRIATE time. 

 
NO SOLICITATION 

The conducting of non-BGH business such as canvassing, collection of funds, pledges, circulation of 

petitions, solicitation of Memberships, or any other similar types of activity, or distribution of such literature, 

such as leaflets, letters, or other written materials, by a Team Member or a guest is not permitted at any 

time in working areas, as well as in customer and public areas. 
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GROUP INSURANCE 
 

BGH provides insurance to full-time employees (30+ hours a week) to be in compliance with the laws of the 

ACA. 

 
Variable Hours Worked refers to Industries were the employee doesn’t work the same number of hours 

every week and can have an extreme fluctuation of hours per pay period. 

 
ELIGIBILITY: 

• An employee must work for the company for a 12-month period 

• In the 12-month look-back, the employee must work 1560 hours (average of 30 hours a week) 
 

WORK INJURIES/ACCIDENTS 
 

If you are injured on the job, no matter how slightly, report the incident immediately to your manager or 

Human Resources. We ask for your assistance in alerting management to any condition that could lead 

to or contribute to an employee accident. You may also be required to take a drug test. 

 
BGH expects all employees to work in a safe manner and maintain a safe work environment. Please report 

any unsafe conditions to Management immediately. If an injury or possible injury occurs and is reported 

in a timely manner, Management will direct the employee to an authorized Medical Facility or doctor. 

Failure to report an injury or possible injury to Management immediately, may affect the payment of the 

employee’s benefit. 

 
You may be required to take a drug test and/or seek medical attention by our physician if employee 

drug use is likely to have contributed to the incident. 

 
TIME OFF 

 
BGH realizes that there may be times when you need more than just a day off or need to take an extended 

period of time for a leave of absence. Of course, these are handled case by case, but the company will do 

their best to work with you as much as possible. 
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HOURLY VACATION POLICY 

 
We believe taking time for vacation is essential to each Team Member’s physical, mental and emotional 

well-being. BGH provides Team Members with paid time off for vacations when requirements are met. For 

purposes of earning vacation pay, a “regular full-time hourly Team Member” is described as an employee 

who maintains an average of 32.0 hours per week for a twelve consecutive month period. This means that 

in order to earn vacation benefits, an hourly Team Member must maintain the weekly average of 32.0 

hours for the entire calendar year. No exceptions! 

 
The following requirements must be met in order before vacation days can be used: 

1. After their service anniversary date: which must coincide with the completion of twelve continuous 

months of service. 

2. After it has been determined that the Team Member actually worked an average of 32.0 hours or 

more, per work week, in the previous twelve months. 

 
Vacation days will be paid at the Team Member’s regular hourly rate times the average number of hours 

worked by the Team Member per work week, which will be from 32 hours up to a maximum of 40 hours per 

week. You will only receive this benefit per the tender as stated below and you will be paid at whatever 

average hours you generally work. 
**Note: Overtime hours are not included for purposes of calculating vacation benefits. 

 
 

FOR EXAMPLE: a 2nd year Team Member who has worked an average of 35 hours per week in the first year 

of employment will be granted one week of vacation equivalent to 35 hours. 

 
Those Team Members in server positions, whose wages regularly include tips from guests; vacation time will 

be paid at an hourly rate that is consistent with that of the current "State" minimum wage rate (in 

consideration of the tip income missed during vacation time). 

 
Hourly Team Members will be eligible to earn paid vacation time in accordance with the following schedule. 

 

Length of Service Vacation Maximum Hours 
 

1 - 2 Years One Week (up to 40 Hours) 

3 - 5 Years Two Weeks (up to 80 Hours) 
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In order to encourage Team Members to use their vacation benefits, there is a cap set on the number of 

vacation days a Team Member may maintain in a balance. Eight (80) hours is the total number of vacation 

hours that any full-time Team Member may accrue at any time and does not carry over from year-to-year. 

Any unused time will not be paid out at the end of the year.  

Managers will make every attempt to approve your vacation request to accommodate your desire 

scheduled; however, the business and staffing requirements for the period you intend to be away will be 

taken into consideration as well. Vacations during extremely busy periods are strongly discouraged and 

most likely will not be approved. Until your vacation request has been approved, please do not purchase 

your airline tickets before-hand. 

 
You must submit your request in writing to your Manager as early as possible to be approved. All requests 

are based on staffing and advance notice. In all cases, the decision to grant a particular request will be 

within the exclusive discretion of Management. 

 
If your vacation request has been approved, your paid vacation days will be included in your regular 

paycheck for the pay period in which the vacation is taken. BGH does not pay out vacation in lieu of time 

off, and Team Members will not receive a paycheck and vacation pay for the same pay period. 

Vacation time must be a time taken away from work. You will not be allowed to take vacation time AND 

continue to work during that time.  

 
HOLIDAYS 

 
Having balance between work, family and personal time is an important ingredient to enjoying life. BGH will 

be closed on certain holidays. As a reminder, ALL Team Members need to be available to work on all other 

holidays, including Christmas Eve and New Year’s Eve. To deliver top-notch service to our guests, we need 

the collective efforts and dedication of all of our Team Members. With certain holidays we will not accept 

requests off—it’s part of the restaurant industry we have chosen to work. There are no requests off for 

holidays that we are open. It is the responsibility of the Team Member to find coverage for their shift(s) and 

it must have Manager Approval. We are especially busy on Easter, Mother’s Day & Father’s Day. We will try 

our best to accommodate you when we can, but please know that it is your responsibility to cover your own 

scheduled shift(s). 
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JURY DUTY 

 
Team Members who are summoned to perform jury duty will receive as many days necessary to fulfill their 

responsibility. The Team Member must provide a copy of the summons and notify Management in writing 

two weeks prior to the summons date. Team Members are required to fill out a leave of absence form. 

 
BEREAVEMENT LEAVE 

 
In the event of the death of a parent, spouse, sibling, child, or significant other, Team Members will receive 

up to five days of unpaid leave. In the event of the death of another family member or friend, Team 

Members must cover their own scheduled shift(s) and notify Management of the situation. 

 
SCHOOL VISITATION 

 
In accordance with the Illinois School Visitation Rights Act, Team Members who works at least twenty hours 

per week may request for school visitation leave and will be eligible for unpaid time off. A total of 8 hours of 

unpaid leave during the school year may be taken to attend school conferences or classroom activities 

related to the Team Members’ child, if the Team Member cannot schedule these visits during non-working 

hours. No more than 4 hours may be taken during any one 1 day. Team Members must provide 

Management with a seven days’ advance notice of the request. Emergency situations that may arise will 

require twenty-four hours’ notice given to Management. The Team Member must present documentation 

from the school confirming that school visitation leave was taken. If this documentation is not provided, the 

absence may be considered unexcused. 

 
TIME OFF FOR VOTING 

 
BGH will provide proper time for anyone who is wanting to vote but they must return to work as soon as they 

are done. 

 
MEALS & DISCOUNTS 
 
We have a very exciting meal program for our Team Members. You can enjoy all of the same dishes we 

prepare for our guests only at a fraction of the cost. However, kid’s food, daily features, and alcoholic 

beverages are not included. Other items may be excluded as decided by Management.  

 
All meals must be consumed in the restaurant, and either before shift, after shift, or on break. All hourly 

Team Member meals include unlimited fountain beverages/sodas, coffee, tea, and iced tea. All Front of 
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House hourly Team Members may purchase one item per shift worked at a 50% discount from menu 

price. There may be up to a $20.00 limit set on the amount of the discount. Please ask your Manager about 

this. This meal must be eaten in an area not in view of our Guests, and in a specified area and time, 

determined by management. All meals must be rung up by a Chef or Manager, prior to being consumed. 

All hourly Kitchen Team Members can eat an employee meal prepared daily for the kitchen staff at no 

charge. All other food items consumed by kitchen Team Members, must be rung up by a Chef or Manager, 

and will be paid for at 50% of the menu price by the Team Member. All monies for food must be paid to a 

Manager.  All orders must be submitted one (1) hour prior to when the kitchen closes. 

 
HOURLY STAFF MEMBER DISCOUNT 

 
Hourly Team Members are entitled to certain discounts on BGH food when they are not working on that 

day. When dining during these “off” times, a 30% discount will be applied to the hourly Team Member and 

up to three (3) guests dining with the Team Member. This discount only pertains to food (not on any alcoholic 

beverages) and applies to dine-in only. You are also responsible for tipping the team member just as you 

would while dining at another establishment. When eating at BGH locations, all Team Members must be out 

of uniform (any logo’d pieces removed), be seated in the dining room, and taken care of by a working Team 

Member. Off-duty Team Members may not help themselves to food, beverages, or other merchandise. 

When the restaurant is on a wait, all Team Members must put their name on the list and wait the appropriate 

amount of time along with the guests. 

 
MEAL PERIODS 

 
Team Members may be eligible for short periods of unpaid time off for rest and meal breaks under local, 

state regulations. We encourage Team Members to take their breaks in accordance with the law and 

coordinate these breaks with a manager so that a fellow Team Member may continue to care for our 

guests’ needs. All Team Members must clock out for breaks of twenty (20) minutes or longer, unpaid, and 

must promptly clock in when returning from a break. This meal period must be given to any employee 

schedules to work 7 ½ hrs. Within the first 5 hours of scheduled time. 

 
SENIORITY 

 
BGH values people who stay with us for long periods of time. Our operation is geared towards promoting 

employment longevity. However, at BGH we work based on what is fair for the entire group. Seniority counts 

only for requested days off and the benefits associated with length of service. Certain benefits, such as 

vacation, increase with tenure. Stations, shifts, raises, and promotions are given out on a merit basis only. 
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GENERAL LEAVE OF ABESENCES 

 
BGH does not offer paid sick time but does offer unpaid leave of absences (LOA) to eligible Team Members. 

Approval of LOA will be determined on a case-by-case basis. There are also certain factors that will be 

considered in the decision, such as the Team Member’s length of service, and hours worked per week, 

among various other factors. Some LOA’s may fall under FMLA. Please consult the section that describes 

your rights under FMLA (below). BGH will make an attempt to have a position available for a Team Member 

returning from an approved LOA; however, we cannot promise that a position will be made available. 

LOA’s are subject to approval by the General Manager or Executive Chef, and are limited in duration, and 

are unpaid. Team members who desire an LOA must submit a request in writing. 

 
FAMILY & MEDICAL LEAVE OF ABSENCE (FMLA) 
 
The Company is a covered employer under the Family and Medical Leave Act of 1993 as Amended 

(“FMLA”) 

 
Under the FMLA, eligible employees of a covered employer may be entitled to a maximum for 12 weeks 

per year of unpaid leave for one of the following FMLA-qualifying reasons, or 26 weeks in the event that 

leave is taken to care for a covered service member, as defined therein: 

a) The care of a child following the birth or adoption of the child, or the placement of a foster 

child; or 

b) The care of a parent, child or spouse with a serious health condition; or 

c) The treatment of an employee’s own serious health condition which makes the employee 

unable to perform the essential functions of his/her job; or 

d) Incapacity due to pregnancy, prenatal medical care, or child birth; or 

e) The care of a “covered service member,” which is defined as a member of the Armed Forces, 

including a member of the National Guard or Reserves, who is undergoing medical treatment, 

recuperation, or therapy, is otherwise in outpatient status, or is otherwise on the temporary 

disability retired list, as a result of a serious injury or illness, when the eligible employee is the 

spouse, son, daughter, parent, or next of kin of the covered service member, who was a 

member of the Armed forces at any time during the 5 years preceding the date of treatment; 

or 
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f) Any “qualifying exigency” arising because the employee’s parent, child, or spouse in son 

active duty (or has been notified of an impending call or order to active duty) in the Armed 

Forces in support of a contingency operation, or who is deployed in foreign country on active 

duty. 

g) A “serious health condition” is an illness, injury, impairment, or physical or mental condition that 

causes a period of incapacity resulting in; 

h) The need for inpatient care in a hospital , hospice, or medical care facility, and any subsequent 

treatment in connection with such inpatient care; 

i) Absence from work, school, or other regular activities for more than three consecutive, full 

calendar days and requiring continuing treatment or supervision by a healthcare provider at 

least once within seven days of the first day of incapacity nd requires either a regimen of 

continuing treatment initiated by the health care provider during the first treatment or a second 

in-person visit to the health care provider for treatment (the necessity of which is determined 

by the healthcare provider) within 30 days of the first day of incapacity; 

j) The need for continuing treatment or supervision by a healthcare provider for a condition so 

serious that, if not treated, would likely result in a period of incapacity of more than three 

k) Calendar days and requires visits for treatment by a healthcare provider at least twice a year 

or 

l) The need for continuing treatment or supervision by a healthcare provider for prenatal care 

m) The employee husband of a pregnant spouse is entitled to FMLA leave for prenatal care. 
 

A “serious injury or illness” in the case of a covered service member means an injury or illness incurred by the 

service member in the line of duty, while on active duty in the Armed Forces, that may render the service 

member medically unfit to perform the duties of the member’s office, grade, rank, or rating for which the 

service member is undergoing medical treatment, recuperation, or therapy; or is in outpatient status; or is 

on the temporary disability retired list. This may also include an injury or illness that was incurred prior to the 

member’s active duty but was aggravated by military service in the line of active duty. 

 
A “qualifying exigency” is defined as; short notice deployment attending military events and activities; 

arranging for alternative childcare or school activities; addressing financial and legal arrangements; 

attending counseling; rest and recuperation; attending post-development activities within 90 days following 

the termination of the covered military member’s active duty status; and, addressing other events which 

arise out of the covered military member’s active duty or call to active duty (provided that the Restaurant 

and employee agree that such leave shall qualify as exigency, and agree both the timing and  
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duration of the leave). Employees should consult with the General Manager or HR to determine whether an 

exigency qualifies for FMLA Leave. 

In general, leaves of absences granted under this policy are unpaid. However, those eligible for paid time 

off, such as vacation, are required to such unused time during a leave as permitted by applicable law. 

 
You are eligible for FMLA leave if you have: 

a) Worked for the Restaurant for at least 12 months during the last seven years (unless the break 

in service is due to National Guard or reserve military service obligation or a written agreement 

reflecting the Restaurant’s intention to rehire you after the break in service); and 

b) Worked for the Restaurant for at least 1,250 hours during the 12 month immediately preceding 

the leave date; and 

c) work at a Restaurant worksite that employs at least 50 employees within a 75-mile radius. 
 

An employee’s “worksite” is the site to which an employee reports to work or, if none, from which the 

employee’s work is assigned. 

 
You are entitled up to a total of 12 work weeks of leave during a 12-month period or 26 weeks in a single 12- 

month period in the event the leave is taken to care for a covered service member, on a per-covered- 

service member, per-injury basis. The 12-month period is measured backward from the date you use any 

FMLA leave, or in the case of leave to care for a covered service member, measured forward from the date 

the employee’s leave to care for the covered service member began, unless otherwise required by 

applicable law. If you take military caregiver leave to care for more than one covered service member or 

to care for the same covered service member who  has incurred a subsequent serious injury or illness, and 

if the single 12-month periods involved overlap with each other, you may take no more than 26 weeks of 

leave in each single 12-month period. If you do not take all of the 26 weeks of military caregiver leave during 

the applicable single 12-month period, the balance is forfeited, and no carry-over is permitted. During any 

single 12-month period, your total leave entitlement is limited to a combined total of 26 weeks for all 

qualifying reasons. All FMLA leave will run concurrently with other similar leaves mandated by state or local 

law, as permitted by applicable law, and all unused paid time off will be included as part of the 12 work 

week period provided by this policy. If you need more than 12 weeks leave due to your own serious health 

condition, you may request an extended medical leave at the conclusion of 12 weeks, which will be at the 

sole discretion of the Restaurant (reinstatement is not guaranteed). 

It is unlawful to, and the Restaurant will not, interfere with, restrain or deny the exercise of any rights provided 

under the FMLA, or discharge or discriminate against any person for opposing any practice made unlawful 
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by the FMLA, or for involvement in any proceeding under or relating to the FMLA. Employees who believe  

that their rights under the FMLA have been violated may file a complaint with the United States Department 

of Labor or bring a private lawsuit. This policy statement on The Family and Medical Leave Act of 1993 is 

intended to summarize the basic provisions of the FMLA. It is not intended to address all situations which may 

arise under the FMLA. Employees should address specific questions to the Restaurant. 

 
Please contact your General Manager or Human Resources Manager if you would like further information 

pertaining to this Policy. At any time, this Policy is subject to change within the provisions of the Family and 

Medical Leave Act. 

 
FMLA NOTICE REQUIREMENTS 

 
You must provide 30 days advance notice if you are requesting FMLA leave or, if the leave is unanticipated, 

as much advance notice as practicable. Failure to do so may result in denial of leave until proper notice is 

given. If you are on leave for your own serious health condition or that of a family member, you must notify 

the Restaurant every 30 days of the status of the condition and intent to return to work. You must notify your 

supervisor of your intent to return to work one (1) week prior to your return. In all cases, if you decide not to 

return to work, you must notify the Restaurant immediately. 

Intermittent or Reduced-Schedule leave to care for a family member or the 
employee’s own serious health condition when medically necessary; to care for a 
covered service member; or in connection with a qualifying exigency as defined 
herein. 

 
You may take leave where medically necessary for your own or a covered family member’s serious health 

condition, to care for a covered service member, or in connection with any qualifying exigency as defined 

herein on a consecutive basis or intermittently, or you may request to be placed on a reduced work week 

or reduced work days. In addition, employees may take intermittent or reduced-schedule leave with the 

Restaurant’s approval for other qualifying reason. 

 
Intermittent or reduced schedule FMLA leave may not be taken in increments of less than one (1) hour. 

Reduced schedule or intermittent leave time is calculated as a percentage of the employee’s normal work 

week. Therefore, an employee who normally works 30 hours per week and takes 10 hours of FMLA leave in 

one (1) week, will have used one-third (1/3) of a work week of FMLA leave. For employees who work variable 

hours, the normal work week is determined by the average hours worked per week by the employee during 

the 12 weeks prior to the start of the employee’s leave. 
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MILITARY LEAVE 
 
A Team Member who is a member of the United States Army, Navy, Air Force, Marines, Coast Guard, 

National Guard, Reserves or Public Health Services will be granted an unpaid leave of absence for military 

service, training or related obligations in accordance with applicable law. 

 

Military Training Duty 

Eligible Team Members will be granted time off for military training and other related obligations. Team 

members on military leave may substitute their earned vacation (if applicable) in lieu of unpaid leave. 

 
Returning from Military Leave 

Upon return from military leave, the Team Member is entitled to all benefits based on the years of service 

that the employee would have attained had he or she been continuously employed. Therefore, credit will 

be given for the time in the military plus years of employment served with BG, GIA MIA or LIVIA prior to military 

service. The returning veteran will be returned to his/her same or similar position, if all of the following 

provisions are sufficiently met: 

 
 The total period of absences during employment by reason of service in the Armed Forces has not 

exceeded 5 years, unless an extension was necessary at government request, or the team member 

was hospitalized on his/her military discharge date; 

 The veteran is still qualified to handle the duties of the job he/she previously held; 

 BGHG’s business circumstances have not changed to make reinstatement impossible or 

unreasonable. If return of the veteran to his / her previous position is not reasonable, the veteran will 

be returned to a job of similar pay and responsibility. 

 Where the period of service was less than 31 days, the veteran reports to work within 2 days following 

reasonable return to his / her residence after completion of military service. 

 Where the period of service was for more than 30 days, but less than 181 days, the veteran notifies 

BGHG that he / she is available to return to work within 14 days after completion of service. 

 Where the period of service was from more than 180 days, the veteran notifies BGHG that he / she is 

available to return to work within 90 days after completion of military service. 

 Veterans hospitalized at the time of military discharge must report or notify BGHG that he/she is 

vailable to return to work within the above time frames beginning on the date of their hospital 

release if the period of hospitalization is no longer than 2 years. 
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Please contact your Manager for further information regarding BGH’s Leave of Absence policy request 

form. 

 

RECORDING YOUR TIME 
 
Accurate time keeping is required by law and is the basis for determining your total hours worked and your 

pay. You are personally responsible for the accuracy of your payroll records. 

You are required to personally punch in and out on the computer, including breaks. Please check your time 

records daily, and prior to the end of each pay period. We know how important an accurate paycheck is 

to you. It is important to us, as well! 

 

OVERTIME 
 
Only Team Members designated as “non-exempt” will be eligible to receive overtime pay. Overtime pay is 

paid in accordance with federal and state law at the rate of one and a half times the Team Member’s 

regular hourly rate of pay for all overtime hours worked (except in locations where the state law requires 

double time pay rates for specific hours of overtime). Tips (gratuities) are not included in the exempt Team 

Member’s regular rate of pay for purposes of calculating overtime pay. Team Member’s Manager must 

approve all overtime hours in advance of performing the work. Tipped employees if minimum wage is not 

met, the employer will make up the difference. 

 
SCHEDULES & SCHEDULE REQUESTS 

 
In order to write an effective schedule that works for the needs of our Guests and Team Members, you must 

submit during your orientation the Perfect Availability Sheet. This availability should match the information 

provided on your application.  

***Please understand that the “Perfect Schedule” does not mean your requests are guaranteed. 

Management will try to be as sensitive as possible to your needs and the needs of others when writing the 

schedule. *** 

 
***BHG Team Members are to make themselves available for all holidays such as Easter, Mother’s Day, 

Father’s Day, Christmas Eve, and New Year’s Eve, etc. These types of days can be exceptionally busy, and 

we will need “all hands-on deck.” Please plan to work them! *** 
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Schedules will be posted and written as follows: 

Back of House - Schedules are written on a weekly basis through HotSchedules and posted on the employee 

information board located in the kitchen. If any BOH Team Member needs to discuss his/her schedule, 

contact the store Chef. 

Front of House - The schedule will be written on a weekly basis through HotSchedules. Management will try to 

set schedule and will try to rotate your station each week, so you will always know in advance of what station  

you will be assigned to. The schedule may be posted at least 7 days prior to the first of each month. If any 

FOH Team Member needs to discuss his/her schedule, please contact the General Manager of that 

location. 

 

SCHEDULED SHIFTS 
 

The success of BGH on delivering the ultimate experience for our guests, which always begins by 

appropriately staffing the restaurant. BGH reserves the right to extend or shorten previously scheduled shifts 

based upon the needs of the restaurant. 

 
Once the schedule is posted, you “own” the shifts next to your name and are responsible for being in your 

assigned station at the assigned time ready to work as stated. This includes having all necessary items for 

your position for the shift, being in the correct uniform clean and pressed, and being mentally prepared to 

have a great shift for you and those around you. 

 
If the schedule change possibly puts you or another Team Member into overtime, the Management has the 

right to refuse the requested change. 
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SWITCHING & COVERING SHIFTS 

 
BGH works on an honor system. If, for any reason, you are unable to work a scheduled shift, it is YOUR 

responsibility to arrange for a qualified replacement. Both you and your replacement must follow the 

procedures for switching shifts along with a Manager. The change is not considered valid until all the 

appropriate steps have been followed. Same day changes require you and your replacement to call a 

Manager, advising of the change. You may only execute a schedule change through a Manager. If you 

are unable to report for work for any reason, you must inform a manager at least four hours prior to the start 

of your scheduled shift. ALWAYS CALL THE RESTAURANT! Text messages and cell phones are only a 

convenience. Any schedule changes must be noted on the schedule by a manager and approved by 

Management. 

 

MINIMUM SHIFTS WORKED 
 

A consistent and regular shift schedule will help to keep you current with the happenings in the restaurant, 

menu changes, and policy/practice changes. It is important that you keep up with information being given 

every day at the restaurant. If you are not in a pre-shift for whatever reason, it is your responsibility to find 

the MOD and get the information missed.  

 

PROGRESSIVE DISCIPLINE 
 

We want all Team Members to excel and succeed at their jobs. However, when behavior is deemed 

unacceptable, we prefer to address it promptly and directly. The usual first step in the performance 

management process is verbal counseling with the Team Member to discuss the undesirable behavior and 

explain the expectations for positive Team Member improvement. 

 
However, if problems persist, we may use a written disciplinary report, suspension, or even discharge if 

deemed appropriate to do so. 

 
While circumstances vary, the typical counseling process may include: 

1. Verbal counseling(s) (memorialized) 

2. Written warning(s) 

3. Final written warning, which may be in tandem with suspension 

4. Discharge 
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Misconduct: 
The following behavior may lead to immediate discharge from employment 

• Theft 

• Harassment 

• Sexual Harassment 

• Falsifying or altering Company records, including employment application, time, reporting, log 

sheets, etc. 

• Possessing dangerous weapons while performing Company duties. 

• Job abandonment (no call now show) 
 

We will always try to be fair in dealing with all Team Members. However, there may be circumstances when 

appropriate disciplinary action may be the only solution to certain problems. Any of the following actions 

will be grounds for disciplinary action up to and possibly including termination. This is not an all-inclusive list 

of behavior for which discipline or termination may result. 

• Violation of House Rules or company rules/policies. 

• Serving alcohol to a minor. 

• Complaining or approaching a guest regarding a gratuity. 

• Failure to perform assigned job duties. 

• Unsatisfactory work performance/guest complaints. Mishandling company funds or falsifying 
company records. 

• Misuse or unauthorized use of computer codes or programs. 

• Failing to charge, overcharging or altering a charge voucher for food or beverage (or merchandise 

when applicable). 

• Consuming/using, purchasing/selling alcohol or illegal drugs on the job. 

• Coming to work under the influence of alcohol or illegal drugs. 

• Making racial or discriminatory remarks or actions. 

• General disruption of harmony or morale in the work environment. 

• Engaging in harassment:  physical, sexual, verbal, visual, or technological. 

• Having a physical or verbal altercation with any team member or guest. 

• Being consistently tardy to work. 

• Leaving early without completing assigned duties. 

• Working while off the clock/failure to punch in. 

• Punching in/out or recording gratuity for another team member. 

• Failure to report direct/indirect gratuity as required by law. 

• An unexcused failure to report to work for an assigned shift/meeting. 
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• Failure to report back to work at the scheduled time from a leave of absence. 

• Walking off/abandoning the job. 

• Engaging in unsafe work practices relating to the health or safety of a Team Member, or a guest. 

• Unauthorized possession/deliberate damage of company property or property belonging to a guest 

or team member. Failing to follow recipes and/or kitchen or bar procedures. 

• Being rude or disrespectful to a Guest, Team Member, or Manager. 

• Possession, storage, or transfer of weapons or explosives of any kind on company property. 

• Stealing or dishonesty of any kind. 

• Failure to comply with Search and Inspection Policy. 

• Unauthorized use of companies’ property, employees, or vendors information or practices 

• Abusing Team Member discount policy. 

• Receiving an excessive amount of verbal/written counsel sessions/warnings. 

• Any other policy violation or action, which could potentially cause harm to BG Hospitality Group, 

GIA MIA Brands, LIVIA, our Team Members or our Guests. 

 
BGH reserves the right to take any or all these steps to manage our Team Members’ performances. The 

severity of the action taken rests in the discretion of BGH Management and may depend on the 

seriousness of the offense, length of service, and other factors and may range from verbal counseling to 

immediate discharge. 

 

ALCOHOL & DRUGS POLICY 
 

The consumption of any form of alcohol or the use of any illegal drug or drug that causes the Team Member to 

not fully do their job during their shift is strictly prohibited. This would also include any prescriptions not 

prescribed for current personal treatment by an accredited physician. The consumption or use of any illegal 

drug by any employee prior to or after their shift is prohibited. Any Team Member engaging in such actions 

will be subject to immediate termination. The only time alcohol consumption will be allowed is during staff 

training. “Shift drinks” are not allowed. 

 
ALCOHOL BEVERAGE SERVICE & CONSUMPTION 

 
The responsible service of alcohol is everyone’s responsibility. It is our intention to be a prominent member 

of the community for a long time, so we take the responsible service of alcoholic beverages very seriously. 

We will not serve minors at any time. Anyone under the age of 21 cannot sit at or lean on the bar. We will 

card all guests who appear to look under the age of 40 years. 
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If the Guest cannot provide a proper I.D. that displays their age, we cannot serve them alcohol. Period. We 

will not serve guests alcoholic beverages in excess or intentionally allow people to drink to the point of 

observable drunkenness or past legal limits of consumption. 

 
Under most state tavern laws, it is the person doing the serving who gets fined and sometimes imprisoned 

for an intoxicated person’s actions, not just the drinker. Many local municipalities have “scout” programs in 

place ensure there is no serving of minors. 

Don’t do it!!! 
 
 

Take your time when carding the guest, and always be certain of their age and their eligibly to drink. BGH 

will have an I.D. Checking guide at the bar stand or front host stand. Please ask a manager to verify every 

out of state license. 

 
BG HOSPITALITY GROUP TEAM MEMBER ALCOHOL SERVICE AND CONSUMPTION RULES: 

• No one under the age of 21 may buy or consume alcohol at any locations at any time. During times 

of training, you must be of age, not working a shift that day and have a ride home.  

• No hourly Team Member may sit at the bar at any time for any reason. All Team Members must be 

completely out of uniform prior to being served an alcoholic beverage and must order food with 

their alcoholic beverage. 

• Last Call for Alcohol is determined by the local municipality code. Please familiarize yourself with the 

respective liquor license code in which you work. 

• Team Members must be 19 years of age to serve alcohol directly to a guest. A team member of 

legal age however, must card any necessary guests for the team member who is under age.  

• At no point may a minor consume alcohol in our establishment even if presented by an adult or 

parent.  

 

It is unlawful for any licensee to allow any person under the age of 21 years to pour or mix any alcoholic 

beverage on the premises. 

 
ALCOHOL AWARENESS CERTIFICATION & COMPLIANCE POLICY 

 
BGH requires Alcohol Awareness Certification for ALL employees who serve or dispense beverages 

containing alcohol to our Guests. Certification can be obtained by participating in a 4-hour on-line BASSET 

class. The cost will be at your expense, usually under $15, and will be your certificate for five years. This is 

your certificate to keep, and just present us with a copy. Near the completion of the BGH in-house training  
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program, you will need to provide us with a BASSET certificate before your new position begins. If an  

employee does not do so; they will be unable to work until they are certified. Every newly hired employee 

will receive notification of this policy. 

 
The web site is www.360training.com (State of Illinois). It will be the Team Members responsibility to maintain 

current certification status. Management will monitor the certifications, and employees with expired 

certifications will not be allowed to work until new certification is achieved. This will need to be updated 

every three years.  

 

If an issue arises, please follow up with the incident report found on your HR file drive.  

 

FOOD HANDLERS CERTIFICATION FOR THE STATE OF ILLINOIS 
 
BGH Brands require that ALL Team Members to have a State of Illinois Food Handlers Certification that can 

be obtained by participating in a 2-hour on-line class. The cost will be at your expense, usually under $15, 

and will be your certificate for five years. This is your certificate to keep, and just present us with a copy. 

Near the completion of the BGHG’s in-house training program, you will need to provide us with a State of 

Illinois Food Handlers Certificate before your new position begins. If an employee does not do so, they will 

be unable to work until they are certified. Every newly hired employee will receive notification of this policy. 

 

The web site is www.360training.com (State of Illinois). It will be the Team Members responsibility to maintain 

current certification status. Management will monitor the certifications, and employees with expired 

certifications will not be allowed to work until new certification is achieved. 

 

ILLNESS COMMUNICATION 
 
You must report the illness to the MOD if you have been told you have one of the following illnesses: 

• E.coli 0157:H7 or shiga-toxin producing E.coli 

• Salmonella typhi 

• Salmonella spp. 

• Shigella spp. 

• Hepatitis A virus 

• Norovirus 

• Entamoeba histolytica 

• Or any other illness that may be transmittable through food. 
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You must report to the MOD if you have an open, infected wound so precautions can be taken to prevent 

food contamination. 

 

If you have a gastrointestinal illness*, diarrhea or vomiting you should report it to the MOD. The MOD may 

exclude or restrict you to work your shift temporarily so not to put customers at risk of getting sick or from 

working. 

 

MOD shall instruct you on the relationship between personal hygiene and food safety, including the 

association of hand contact, personal habits and behaviors, and food employee health to foodborne 

illnesses. 

 
TIP REPORTING & GUIDELINES 
 
It is your responsibility to properly report all your tips. BGH provides a system in which to report direct and 

indirect tips received. Proper record keeping is essential in order to protect you and comply with all state 

and federal tax reporting regulations and requirements. This applies to all employees who receive tips. FOH 

hourly Team Members will participate in a tipping pool with their co-workers. The tipping pool is designed to 

help ensure that a gratuity left by a guest is fairly distributed to all employees who contributed to the service  

the guest received. Team members will contribute a designated percentage of their actual tips to the tip 

pool. All money from the tip pool will be distributed to the other employees in the chain of service based on 

the number of hours they worked, as is consistent with the restaurant industry. 

 

Hosts, cooks, dishwashers, and front of house managers will not participate in the tipping pool, even if they 

provide direct service to the guest. 

 
Tip outs will be calculated by the Toast computer system at the end of the shift review. No manager will 

handle loose cash. They may take the sealed envelope and place it in the safe until the proper employee 

chooses to “sign it out.” This envelope will state who the employee is and to who the money goes to, the date 

and the amount in the envelope. Please see the General Manager of your location for more information 

on Tip Reporting Policy. 

 

SOCIAL MEDIA POLICY 
BGH Brands view personal online journals, websites and logs positively, and it respects the right of coworkers 

to use them as a medium of self-expression. However, BGH has obligations to protect confidential or  
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proprietary information of its Team Members, guests, partners/investors, and vendors. In doing so, BGH must 

ensure that its Team Members exercise the highest degree of standards concerning data and information 

included in online journal, web logs and related online blogs. Social Media includes all forms of public, web-

based communications, whether existing or created at a future date, including but not limited to the 

following: 

• Social networking sites (Ex. Facebook, LinkedIn), Video and Photo sharing websites (i.e. Instagram, 

YouTube), Micro-blogging sites (Ex. Twitter), Blogs (Ex. personal, media-hosted blogs), Forums and 

discussion boards (Ex. Yahoo! Groups, Google groups), Collaborative publishing (Ex. Wikipedia) 

 

If a Team Member is unsure about whether a platform or tool, he or she is using constitutes Social Media and 

is therefore covered by this policy, he/she will contact a member of the Management Team for clarification. 

Discipline and/or termination may result from any communication that violates this policy. These best 

practices will help you when participating in social media: 

 
• Use a disclaimer if you publish a blog, post a comment, or share an image that has something to do 

with the work you do at BGH. Make it clear that what you say is representative of your views and 

opinions only not that of BGH. 

 
• Be mindful of the world’s longer memory. Everything you say is likely to be stored forever. 

 
 

• If a Team Member chooses to blog anonymously, they are also responsible for complying with this 

policy. Team Members are encouraged to seek guidance from the Management Team if they have 

doubts. 

 
WORKPLACE VIOLENCE 

 
BGH is concerned about the increased violence in society, which has also filtered into many workplaces 

throughout the United States. We have taken steps to help prevent incidents of violence from occurring at 

BGH Brands. Therefore, we have adopted a zero-tolerance policy with respect to workplace violence. 

 

Accordingly, any acts or threats of violence by any BGH Team Member or former Team Member against  

any other Team Members, or Guest in or about the facilities or elsewhere at any time are expressly 

prohibited. 
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We also will not condone any acts or threats of violence against our employees, Guests, or visitors on our 

premises at any time or while they are engaged in business with or on behalf of BGH Brands. 

 

In keeping with the spirit and intent of this policy, and to ensure our objectives in this regard are attained, 

BGH, are committed to the following: 

• To prohibit employees, former employees, Guests, and visitors from bringing unauthorized firearms or 

other weapons onto BGH premises. 

• To take prompt remedial action up to and including immediate termination, against any Team 

Member who engages in any threatening behavior or acts of violence, who uses any obscene, 

abusive, or threatening language or gestures, or who brings unauthorized firearms or weapons onto 

BGH premises. 

• To take appropriate action when dealing with Guests, former Team Members, or visitors to BGH 

facilities who engage in behavior prohibited by this policy. Such action may include notifying the 

police or other law enforcement personnel and Staff prosecuting violators of this policy to the 

maximum extent of the law. 

 
All Team Members are encouraged and expected to report to Managers any suspicious workplace activity, 

situations or incidents that they witness or aware of and that appear problematic. This includes, but is not 

limited to, threats or acts of violence, aggressive behavior, offensive acts, threatening or offensive comments 

or remarks, displays of unauthorized firearms or weapons, and the like. Reports made pursuant to this policy 

will be held in confidence to the maximum possible extent. Any form of retaliation against any person for 

making a report under this policy is expressly prohibited. 

 
SEARCH AND INSPECTION 

 
It is the policy of BGH, when deemed necessary by Management, for authorized persons to search and 

inspect both property and personal items, including vehicles, brought onto company property. Refusal to 

cooperate in a search, inspection, or investigation will result in a disciplinary action up to and including 

termination. 

CONFIDENTIAL INFORMATION 
 

BGH Guest lists, pricing, finances, sales volume data, recipes, Team Member information, systems, policies 

and procedures, practices, plans or processes are proprietary and highly confidential. It is the obligation  
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and responsibility of each Team Member to keep such information confidential and to not disclose to 

persons not involved in BGH’s business, unless authorized to do so by an officer of the Company. Please do 

not discuss any confidential information with any person outside of BGH. If a representative from the media 

questions you about BGH or any of its confidential information, including Guest’s private information, Team  

 

Members are to immediately refer those requests to the General Manager or Executive Chef. 

 

Upon termination of employment for any reason, Team Members are required to immediately return to BGH 

copies of all documents, electronic or digital media in their possession, which contain proprietary and 

confidential information. 

 
CASH HANDLING 

 
Being Accountable: If your job involves handling cash, you’ve been entrusted with an important 

responsibility. Accounting for the cash you handle is a big part of that responsibility. If a variance is recorded 

in the cash balance due (the amount stated on the POS report that is required to be turned in by you) in 

the amount of + or - $2.00, this represents your inability to handle cash properly, and can or may lead to 

termination. 

 
At the end of your shift, carefully follow established procedures for counting your cash, having your cash 

turn-in verified by the MOD, along with any Gift Certificates and discount vouchers. Accept only approved 

methods of payment from your Guests (e.g., no personal checks, no company checks.) If a Guest has a 

problem with payments refer him or her to a manager. 

 
COMPLIMENTARY FOOD & DRINK POLICY 

 
No Team Member can “COMP” or give any food, beverage, merchandise away without permission from 

Management. Discounts will be granted on a case-by-case basis and at the discretion of the Manager or 

Executive Chef on duty. 

 
Special Occasions – birthdays, anniversaries, and other occasions can be acknowledged with a 

complimentary dessert (may change seasonally). Please use the special “Birthday” button in the POS. 
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CELL PHONES 
 

Cell phones are to be kept out of view of our Guests and should not be used while on the floor or on the 

clock. There is no reason, unless discussed with a Manager, that anyone should be texting or talking on his 

or her phone during the shift. We prefer that these devices not be seen or heard at any time in BGH location. 

If you need to have these devices on you, they must be kept on silent mode, and not visible. We will ask 

anyone caught using a cell phone to turn it over to Management until after the shift. If the action continues, 

further disciplinary action will be taken at the discretion of Management. Please notify any family or 

significant persons in your life that they can call the restaurant in the case of an emergency— make sure 

they have the phone number of the restaurant. You may not take or make personal phone calls from the 

restaurant unless there’s an emergency or you need to coordinate a ride home. 

 
SMOKING POLICY 

 
BGH is a smoke-free, and drug-free environment for its Team Members and our guests. Smoking during your 

shift is always prohibited anywhere in the building or outside of the building. You may smoke on your break, 

but you may not return to work smelling of smoke. 

 
PARKING 
Free parking. First come, first serve basis. Please pay attention to city street signs for parking limitations and 

restrictions. Certain parking restriction signs will go up during the year so be mindful of when they go up (i.e. 

festivals, etc). 

 
WARDROBE AND APPEARANCE STANDARDS 

 
Because we are in the HOSPITALITY BUSINESS, we have set very high standards of appearance and behavior 

for all employees. 

 
Our guests come here for a great dining experience. You and your appearance are a major factor in that 

outcome. Cleanliness is of the utmost importance - daily showers, fresh breath, and good use of deodorant 

is important. Hands and nails must always be clean, and free of chipped polish. Team Members must refrain 

from touching their hair and mouth while working. Gum chewing is not allowed. 

 

Clothing must be clean, stain free and wrinkle free. No holes, frayed shirts or jeans, cropped tops or ripped 

seams will be tolerated. No undergarments are to be visible. Extreme styles of hair, jewelry, make up, or  
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clothing is not appropriate. All hair and jewelry styles must be conservative and in good taste. Visible body 

piercings, such as, tongue, eyebrow, nose, or lip piercings are not permitted. Male Team Members may not 

wear more than one stud earring.  Hoop earrings are prohibited by Health Department standards. 

 
Facial hair is permitted; however, mustaches, sideburns and beards must be well groomed and neatly 

trimmed. We do not allow an “unshaven” or five-o’clock shadow look. Hair must be pulled away from your 

face, in a ponytail if you have long hair and if you are in food preparation areas, a hat or hair net must 

always be worn. 

 
If a Manager feels that your appearance is inappropriate, you may be sent home to change or taken off 

the schedule for that shift. Repeated occurrences of this nature may result in disciplinary action up to 

termination. 

 

 If you have any questions about proper attire, please reference the uniform posters located in the back of 

the restaurant or speak to a member of the management team. 
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DISCLAIMER 

BG Hospitality Group, GIA MIA Brands, Livia Italian Eatery Groups and reserve the right to 

unilaterally interpret, apply, modify and discontinue, at any time, with or without notice, any of 

the policy, benefits or rules set forth in this Team Guide. Changes in company policies and 

procedures may be posted or given verbally. We will do our best to communicate with you any 

changes that are made to our policies. 
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Hours of Operation 
Monday through Thursday 8:00 a.m. to1:00 a.m., the following day  

Friday and Saturday     8:00 a.m. to 2:00 a.m., the following day 

Sunday 9:00 a.m. to 1:00 a.m., the following day 

New Years Eve 8:00 a.m. to 2:00 a.m., the following day 

St. Patrick's Day 8:00 a.m. to 2:00 a.m., the following day 

Thanksgiving Eve 8:00 a.m. to 2:00 a.m., the following day 

 
Compliance Testing 
 
The Downers Grove Police Department periodically conducts test to ensure minors are not being served 

alcohol.  An under the age of 21 agent will be sent in to attempt to purchase liquor. If a member of our 

team serves or sells alcohol to the minor an immediate administrative citation will be received.  This will 

result in a public hearing with the employer and a finding of guilty in regard to the violation will result in 

fines, penalties and/or the suspension of the liquor license and possible mandatory certified training for all 

employees. The employee who sold or served the minor will be terminated for not following company 

policies.  

*$500 administrative citation to the individual involved in alcohol sales to a minor 
*Up to $1,000 to cover costs of a disciplinary hearing 
*Up to $15,000 in fines 
*Suspension and/or revocation of liquor license 
 
DUI Notification Program 
 
BG Hospitality Group will be notified in the event an individual arrested for a DUI names their establishment 

as where they have been drinking prior to the arrest. Any establishment receiving numerous notifications 

will be subject to a license renewal hearing where the establishment’s liquor serving policies will be 

reviewed.  

 
Bottle Service 
 
Bottle service advertising, offer for sale or sale of distilled  

spirits by the bottle is prohibited. The sale of pre-mixed  

carafes (not exceeding ounces) of no more than two  

distilled spirits mixed with a non-alcoholic beverage  

(ie margaritas) are allowed but must be delivered to two  

or more people. Acceptable Forms of Identification. At  

no point will we accept any vertical licenses. Even if the  

ID states it is valid.   

Food will be served until closing time at all 
locations.  

Alcohol will not be served to any Guests 
30 minutes prior to closing and not 

allowed to consume alcohol later than an 
hour after the time of closing.  

* This goes for all patio and outside dining 
as well 
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THIS IS YOUR COPY 
 

RECEIPT OF HANDBOOK 
 

I have reviewed the materials including such items as the meal and break policies, the list of “taboo” actions, 

the policy against harassment or discrimination, and safety standards and procedures. I further understand 

that this Guide contains important information regarding BG Hospitality Group’s general philosophies, 

guidelines, and procedures, as well as privileges and obligations of employees. 

 
I further understand that I will be receiving training materials specific to my position and other reference 

material. It is my responsibility to read, or have read to me, these important materials. I am aware that BG 

Hospitality Group may amend, add, or rescind practices, procedures, and/or benefits described in this 

Guide at any time. I understand that my employment at BG Hospitality Group is voluntary and at-will, and 

that nothing contained in this Guide or the training materials provided to me shall be considered as a 

contract or guarantee of employment for any specific term. I have the right to terminate my employment 

at any time for any reason. Likewise, BG Hospitality Group has the right to terminate my employment at any 

time, for any reason. 

 
I understand I will be exposed to and have access to materials, recipes, and other information that is 

proprietary or confidential in nature. Items like the Guide, training books and recipe books are the sole 

property of BG Hospitality Group intended for a Team Member’s use only. I understand that I may not sell, 

share, photocopy, or distribute any of these materials to any individual, business, or corporation, either 

before, during, of after my employment. 

 
I agree to abide by the standards, policies and procedures described in this Team Guide and as explained 

to me throughout my employment with BG Hospitality Group. Further, I understand that failure to adhere to 

the confidentiality agreement and other policies of BG Hospitality Group may lead to disciplinary action, 

discharge, and/or appropriate legal action to the fullest extent permitted by law. 

 
Further, I have read and fully understand the policies on Discrimination, Harassment, and Hostile 

Environment, Workplace Violence, Search and Inspection, Personal Relationships & Fraternization Policy, 

Drugs and Alcohol, Safety, Food Allergies, Paid Time Off, and Social Media. 
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     TEAM GUIDE RECEIPT 

 
My signature below indicates that I have received a copy of BG Hospitality Group, LLC Team Guide, 

Downers Grove Addendum and other training materials relevant to my job at GIA MIA Brands and LIVIA 

Italian Eatery.   

 
I have reviewed the materials including such items as the meal and break policies, the list of “taboo” actions, 

the policy against harassment or discrimination, and safety standards and procedures. I further understand 

that this Guide contains important information regarding BG Hospitality Group’s general philosophies, 

guidelines, and procedures, as well as privileges and obligations of employees. 

 
I further understand that I will be receiving training materials specific to my position and other reference 

material. It is my responsibility to read, or have read to me, these important materials. I am aware that BG 

Hospitality Group may amend, add, or rescind practices, procedures, and/or benefits described in this 

Guide at any time. I understand that my employment at BG Hospitality Group is voluntary and at-will, and 

that nothing contained in this Guide or the training materials provided to me shall be considered as a 

contract or guarantee of employment for any specific term. I have the right to terminate my employment 

at any time for any reason. Likewise, BG Hospitality Group has the right to terminate my employment at any 

time, for any reason. 

 
I understand I will be exposed to and have access to materials, recipes, and other information that is 

proprietary or confidential in nature. Items like the Guide, training books and recipe books are the sole 

property of BG Hospitality Group intended for a Team Member’s use only. I understand that I may not sell, 

share, photocopy, or distribute any of these materials to any individual, business, or corporation, either 

before, during, of after my employment. 

 
I agree to abide by the standards, policies and procedures described in this Team Guide and as explained to 

me throughout my employment with BG Hospitality Group. Further, I understand that failure to adhere to 

the confidentiality agreement and other policies of BG Hospitality Group may lead to disciplinary action, 

discharge, and/or appropriate legal action to the fullest extent permitted by law. 

 
Further, I have read and fully understand the policies on Discrimination, Harassment, and Hostile Environment, 

Workplace Violence, Search and Inspection, Personal Relationships & Fraternization Policy, Drugs and 

Alcohol, Safety, Food Allergies, Paid Time Off, and Social Media. 

 

Team Member Name (print):    
 
 

Team Member (sign):  Date Signed:  
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