CAPTAIN DS EMPLOYEE HANDBOOK

CAPTAIN D’s EMPLOYEE HANDBOOK IS AN ESSENTIAL RESOURCE FOR ALL TEAM MEMBERS AT CAPTAIN DIS, A POPULAR FAST-
CASUAL SEAFOOD CHAIN KNOWN FOR ITS COMMITMENT TO QUALITY AND CUSTOMER SERVICE. THIS HANDBOOK SERVES AS A
COMPREHENSIVE GUIDE TO HELP EMPLOYEES NAVIGATE THEIR ROLES, UNDERSTAND COMPANY POLICIES, AND MAINTAIN THE HIGH
STANDARDS EXPECTED AT CAPTAIN D’S. BY FAMILIARIZING THEMSELVES WITH THE CONTENTS OF THE HANDBOOK, EMPLOYEES
CAN BETTER ALIGN WITH THE COMPANY’S MISSION AND VALUES WHILE CONTRIBUTING TO A POSITIVE WORK ENVIRONMENT.

INTRODUCTION TO CAPTAIND’s

CAPTAIND's WAS FOUNDED IN 1969 AND HAS SINCE EXPANDED ACROSS THE UNITED STATES, OFFERING A DIVERSE MENU THAT
INCLUDES SEAFOOD, CHICKEN, AND SIDE DISHES. THE BRAND IS DEDICATED TO PROVIDING CUSTOMERS WITH FRESH, DELICIOUS
MEALS IN A FRIENDLY ATMOSPHERE. TO ACHIEVE THIS, THE COMPANY RELIES ON WELL-TRAINED AND MOTIVATED EMPLOYEES WHO
UNDERSTAND THE IMPORTANCE OF THEIR ROLES IN DELIVERING EXCEPTIONAL SERVICE.

CoMPANY MissioN AND V ALUES

AT THE HEART OF CAPTAIN D’S OPERATIONS IS A CLEAR MISSION STATEMENT AND A SET OF CORE VALUES THAT GUIDE THE
BEHAVIOR AND EXPECTATIONS OF ALL EMPLOYEES.

MisSION STATEMENT

THe missioN oF CAPTAIN D’s IS TO SERVE HIGH-QUALITY SEAFOOD IN A WELCOMING ENVIRONMENT WHILE PROVIDING EXCELLENT
CUSTOMER SERVICE. THE COMPANY AIMS TO CREATE MEMORABLE DINING EXPERIENCES THAT KEEP CUSTOMERS COMING BACK.

CorEe VALUES

CAPTAIN D's OPERATES UNDER SEVERAL CORE VALUES WHICH INCLUDE:

1. INTEGRITY: ACTING HONESTLY AND ETHICALLY IN ALL DEALINGS.

2. CUSTOMER Focus: PRIORITIZING THE NEEDS AND SATISFACTION OF CUSTOMERS.

3. TEAMWORK: COLLABORATING EFFECTIVELY WITH COLLEAGUES TO ACHIEVE COMMON GOALS.
4. RESPECT: V ALUING DIVERSITY AND TREATING EVERYONE WITH KINDNESS AND CONSIDERATION.
5. EXCELLENCE: STRIVING FOR HIGH STANDARDS IN FOOD QUALITY AND SERVICE.

EMPLOYEE RESPONSIBILITIES

As A CapTAIND's EMPLOYEE, THERE ARE SPECIFIC RESPONSIBILITIES THAT NEED TO BE ACKNOWLEDGED AND FULFILLED.
UNDERSTANDING THESE DUTIES IS CRUCIAL FOR MAINTAINING THE RESTAURANT'S STANDARDS AND ENSURING CUSTOMER
SATISFACTION.

GENErRAL DUTIES

ALL EMPLOYEES ARE EXPECTED TO:



- ADHERE TO THE UNIFORMS AND GROOMING STANDARDS SET FORTH BY THE COMPANY.
- ARRIVE ON TIME FOR SHIFTS, PREPARED TO WORK.

- FoLLOW FOOD SAFETY AND SANITATION GUIDELINES.

- MAINTAIN A CLEAN AND ORGANIZED W ORKSPACE.

- COMMUNICATE EFFECTIVELY WITH TEAM MEMBERS AND MANAGEMENT.

RoLEe-SPECIFIC RESPONSIBILITIES

DEPENDING ON THE POSITION HELD, EMPLOYEES MAY HAVE ADDITIONAL RESPONSIBILITIES:

- CASHIERS:

- ACCURATELY PROCESS ORDERS AND HANDLE CASH TRANSACTIONS.
- MAINTAIN KNOWLEDGE OF MENU ITEMS AND PROMOTIONS.

- PROVIDE FRIENDLY AND EFFICIENT SERVICE TO CUSTOMERS.

- Cooks:

- PREPARE FOOD ITEMS ACCORDING TO RECIPES AND QUALITY STANDARDS.
- ENSURE THE KITCHEN AREA IS CLEAN AND ORGANIZED.

- MONITOR FOOD SAFETY PRACTICES AND MAINTAIN EQUIPMENT.

- MANAGERS:
- OVERSEE DAILY OPERATIONS AND ENSURE ADHERENCE TO COMPANY POLICIES.

- TRAIN AND MENTOR TEAM MEMBERS.
- HANDLE CUSTOMER COMPLAINTS AND RESOLVE ISSUES PROMPTLY.

\¥/ ORKPLACE POLICIES

CAPTAIN DS HAS ESTABLISHED SEVERAL KEY POLICIES TO PROMOTE A SAFE AND RESPECTFUL WORKPLACE. UNDERSTANDING
THESE POLICIES IS CRITICAL FOR MAINTAINING A POSITIVE WORK ENVIRONMENT.

Cobe oF ConbucT

EMPLOYEES ARE EXPECTED TO UPHOLD A HIGH STANDARD OF CONDUCT, WHICH INCLUDES:

- TREATING COLLEAGUES AND CUSTOMERS WITH RESPECT.
- AVOIDING ANY FORM OF HARASSMENT OR DISCRIMINATION.
- BEING PUNCTUAL AND RELIABLE IN ATTENDANCE.

- ADHERING TO ALL COMPANY POLICIES AND PROCEDURES.

Dress CobeE AND GROOMING STANDARDS

TO PRESENT A PROFESSIONAL IMAGE, CAPTAIN D’S HAS SPECIFIC DRESS CODE REQUIREMENTS, WHICH INCLUDE:

- WEARING THE DESIGNATED UNIFORM AT ALL TIMES DURING SHIFTS.
- MAINTAINING PERSONAL HYGIENE AND GROOMING STANDARDS.
- WEARING APPROPRIATE FOOTWEAR THAT IS SAFE FOR FOOD SERVICE.



SAFETY AND HEALTH GUIDELINES

THE SAFETY AND HEALTH OF EMPLOYEES AND CUSTOMERS ARE TOP PRIORITIES AT CAPTAIN D’s. EMPLOYEES MUST BE AWARE
OF AND ADHERE TO SAFETY GUIDELINES TO PREVENT ACCIDENTS AND ENSURE A SAFE WORKING ENVIRONMENT.

Foob SAFETY PRACTICES

EMPLOYEES MUST FOLLOW FOOD SAFETY PRACTICES, INCLUDING:
- W ASHING HANDS FREQUENTLY AND PROPERLY.
- USING GLOVES WHEN HANDLING FOOD.

- STORING FOOD AT APPROPRIATE TEMPERATURES TO PREVENT SPOILAGE.
- REGULARLY CLEANING AND SANITIZING WORK SURFACES.

EMERGENCY PROCEDURES

IN CASE OF AN EMERGENCY , EMPLOYEES SHOULD BE FAMILIAR WITH THE FOLLOWING PROCEDURES:
- FIRe EVACUATION: KNOW THE EVACUATION ROUTES AND ASSEMBLY POINTS.

- MEDICAL EMERGENCIES: REPORT ANY MEDICAL EMERGENCIES TO MANAGEMENT IMMEDIATELY.
- AcCIDENT REPORTING: COMPLETE AN INCIDENT REPORT FOR ANY \WORKPLACE ACCIDENTS.

TRAINING AND DEVELOPMENT

CAPTAIN D’S BELIEVES IN FOSTERING EMPLOYEE GROW TH THROUGH ONGOING TRAINING AND DEVELOPMENT. THE COMPANY OFFERS
VARIOUS TRAINING PROGRAMS TO ENHANCE SKILLS AND IMPROVE JOB PERFORMANCE.

ORIENTATION PROGRAM

NEW EMPLOYEES WILL UNDERGO AN ORIENTATION PROGRAM THAT COVERS:
- AN INTRODUCTION TO CAPTAIN D’S HISTORY, MISSION, AND VALUES.

- A REVIEW OF THE EMPLOYEE HANDBOOK.
‘JOB‘SPECIFIC TRAINING AND EXPECTATIONS.

ONGOING TRAINING OPPORTUNITIES

CAPTAIN DS ENCOURAGES EMPLOYEES TO ENGAGE IN ONGOING TRAINING, WHICH MAY INCLUDE:

- CUSTOMER SERVICE WORKSHOPS.
- FOOD SAFETY CERTIFICATIONS.
- LEADERSHIP DEVELOPMENT PROGRAMS FOR ASPIRING MANAGERS.



EMPLOYEE BENEFITS

CAPTAIN DS OFFERS A RANGE OF BENEFITS DESIGNED TO SUPPORT EMPLOYEES' WELL-BEING AND JOB SATISFACTION. THESE
BENEFITS MAY INCLUDE:

- COMPETITIVE SALARIES: FAIR COMPENSATION BASED ON POSITION AND EXPERIENCE.

- FLEXIBLE SCHEDULING: OPPORTUNITIES FOR PART-TIME OR FULL-TIME HOURS.

- HEALTH INSURANCE: ACCESS TO MEDICAL, DENTAL, AND VISION INSURANCE PLANS.

- EMPLOYEE DISCOUNTS: DISCOUNTS ON FOOD AND MERCHANDISE FOR EMPLOYEES.

- CAREER ADVANCEMENT: OPPORTUNITIES FOR PROMOTIONS AND CAREER GROWTH WITHIN THE COMPANY.

PERFORMANCE EVALUATION

REGULAR PERFORMANCE EVALUATIONS ARE CONDUCTED TO ENSURE EMPLOYEES ARE MEETING EXPECTATIONS AND RECEIVING
FEEDBACK ON THEIR WORK. THE EVALUATION PROCESS INCLUDES:

- SELF-ASSESSMENT: EMPLOYEES REFLECT ON THEIR PERFORMANCE AND ACHIEVEMENTS.
- MANAGER REVIEW: MANAGERS PROVIDE CONSTRUCTIVE FEEDBACK AND SET GOALS FOR IMPROVEMENT.
- GoAL SETTING: COLLABORATIVELY ESTABLISHING ACTIONABLE GOALS FOR THE UPCOMING EVALUATION PERIOD.

CoNCLUSION

IN CONCLUSION, THE CAPTAIN D’s EMPLOYEE HANDBOOK SERVES AS A VITAL RESOURCE FOR EMPLOYEES TO UNDERSTAND THEIR
ROLES, EXPECTATIONS, AND THE COMPANY’S POLICIES. BY ADHERING TO THE GUIDELINES OUTLINED IN THE HANDBOOK, TEAM
MEMBERS CAN CONTRIBUTE TO A POSITIVE WORKPLACE CULTURE AND DELIVER EXCEPTIONAL SERVICE TO CUSTOMERS. CAPTAIN
D’s VALUES ITS EMPLOYEES AND IS COMMITTED TO THEIR GROWTH AND SUCCESS, ULTIMATELY DRIVING THE BRAND'S MISSION
TO PROVIDE HIGH-QUALITY SEAFOOD AND MEMORABLE DINING EXPERIENCES. BY EMBRACING THE INFORMATION WITHIN THE
HANDBOOK, EMPLOYEES CAN THRIVE IN THEIR POSITIONS AND HELP CAPTAIN DS CONTINUE TO FLOURISH IN THE COMPETITIVE
FOOD SERVICE INDUSTRY.

FREQUENTLY ASkeD QUESTIONS

\WHAT ARE THE KEY POLICIES OUTLINED IN THE CAPTAIN DS EMPLOYEE HANDBOOK?

THe CAPTAIN D’S EMPLOYEE HANDBOOK OUTLINES KEY POLICIES REGARDING EMPLOYEE CONDUCT, ATTENDANCE, DRESS CODE,
CUSTOMER SERVICE STANDARDS, HEALTH AND SAFETY REGULATIONS, AND ANTI-DISCRIMINATION POLICIES.

How cAN CAPTAIN D’s EMPLOYEES ACCESS THE EMPLOYEE HANDBOOK?

EMPLOYEES CAN ACCESS THE CAPTAIN DS EMPLOYEE HANDBOOK THROUGH THE COMPANY INTRANET, OR BY REQUESTING A
PRINTED COPY FROM THEIR MANAGER OR HR DEPARTMENT.

\WHAT SHOULD AN EMPLOYEE DO IF THEY HAVE A QUESTION ABOUT THE HANDBOOK?

IF AN EMPLOYEE HAS QUESTIONS ABOUT THE HANDBOOK, THEY SHOULD REACH OUT TO THEIR MANAGER OR THE HUMAN
RESOURCES DEPARTMENT FOR CLARIFICATION AND GUIDANCE.



Does THE CAPTAIN D’s EMPLOYEE HANDBOOK COVER EMPLOYEE BENEFITS?

YES, THE CAPTAIN D’S EMPLOYEE HANDBOOK INCLUDES INFORMATION ON EMPLOYEE BENEFITS SUCH AS HEALTHCARE OPTIONS,
PAID TIME OFF, AND EMPLOYEE DISCOUNTS.

ARE THERE SPECIFIC TRAINING PROGRAMS MENTIONED IN THE CAPTAIN D’S EMPLOYEE
HANDBOOK?

YES, THE HANDBOOK TYPICALLY OUTLINES REQUIRED TRAINING PROGRAMS FOR NEW HIRES, ONGOING TRAINING FOR EXISTING
EMPLOYEES, AND SAFETY TRAINING PROTOCOLS.

\WHAT IS THE PROCESS FOR REPORTING VIOLATIONS OF POLICIES IN THE CAPTAIND’s
EMPLOYEE HANDBOOK?

EMPLOYEES ARE ENCOURAGED TO REPORT ANY VIOLATIONS OF POLICIES DIRECTLY TO THEIR MANAGER OR THROUGH THE
DESIGNATED REPORTING CHANNELS OUTLINED IN THE HANDBOOK, ENSURING CONFIDENTIALITY AND PROTECTION AGAINST
RETALIATION.
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