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RESTAURANT ORIENTATION BOOK 

 
INTRODUCTION 
Welcome to Bravo Foods, LLC. We are glad you are on our winning team! 
 
We are dedicated to customer service.  When our customers have a great visit, it 
offers our employees more opportunities and growth in the future.  We need your 
help satisfying our customers and growing our business. 
 
The information covered in this handbook is not considered to be a 
comprehensive review of all company policies, but rather an overview. Copies of 
more detailed corporate policies may be requested from your Restaurant 
General Manager. This handbook does not create an express or implied contract 
of employment. This version of our handbook supersedes all previous versions. 
We reserve the right to amend, alter, or make exceptions to this handbook in the 
future. 

  
 
PURPOSE OF THIS BOOK 
To tell you about:     

¶ Our company     

¶ Your employment with us   

¶ Your restaurant team 

¶ Our Customers 
 
 
WHEN TO USE THIS BOOK 
This handbook is yours.  You may use it as part of your orientation process in the 
restaurant.  After your orientation training, you may keep this book to use as a 
reference. 

 
 

If you have any questions or cannot find what you are looking for in 
this handbook, talk with your RGM. 
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SECTION 1: YOUR EMPLOYMENT - BRAVO FOODS 
 
YOUR PAY 
¶ We offer competitive wages in the restaurant industry. 

¶ Everyone has the option of being paid either by electronic funds which would 
be applied to a company provided pay card where you could potentially have 
the option of accessing funds as early as the next day, or by direct deposit. 
Your pay will be available on Tuesdays at bi-weekly intervals.   

¶ Each pay period, employees should check the accuracy of their personal 
information such as name, address, contact information, and deductions in 
the Employee Self Service (ESS) system in UltiPro. 

¶ Everyone should also review their hours worked bi-weekly and report any 
discrepancies to your RGM immediately. 

¶ No one should ever work while not on the clock. 

¶ Employees are eligible for a 30-minute break if scheduled for four or more 
hours. You must take that break when asked. 

¶ Minors employees must adhere to hour restrictions (see labor poster for your 
state requirements in the employee communication area of your restaurant). 

 

YOUR PAY CARD INFORMATION 

If you have elected to be paid via Instant Pay Card, some of the 

benefits include: 

¶ 50% of the previous dayôs pay is available for you the following day if 
you need it vs. waiting for the normal ñpay dayò 

¶ Access to cash via ATM ï see ATM locator on the Instant App to find the 
Free ATMs (other ATMs not listed on the App may charge fees) 

¶ Use your card to make purchases online or in person anywhere VISA is 
accepted 

¶ Same day card replacement. If you lose you card, do the following: 
o Go to the App to ñfreezeò your account so no one else can    

use it 
o Get another card packet from your RGM 
o Use the ñChange Cardò under settings on the App to pair your 

new card with your existing account 

¶ Other questions? Call customer support (800# on back of card) or use 
the chat feature on the App.  
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HOW TO ACCESS YOUR PAY STATEMENTS 
 
Employees can access all of their paycheck statements, and tax documents 
(W2s and form 1095c) related to their employment with any Bravo Foods 
restaurant online by using the Infosyncôs Ultipro Employee Self Service payroll 
website. Other things you can do in ESS is as follows: change your address, 
phone number, contact information, tax withholding, change add or delete your 
direct deposit or pay card options, enroll in benefit plans once you become 
eligible to participate, and also view your paid time off history as well. This 
information is confidential and secure.  
 
Logging In to the Ultipro ESS system: 

 

User Name:  Enter LASTNAME + YOUR FIRST NAME INITIAL + LAST 4 OF YOUR 

SOCIAL SECURITY NUMBER  

(Example: John Smith 123-45-6789 would be smithj6789) 

Password: The Default Password is your 8-digit birth date    

 (Example:  April 28, 1980 is entered - 04281980)  

 

Note: You will have to change your password and answer 3 security 

questions after your 1st login  

 

Contact (321) 939-2924 x1157 should you get locked out 

Place mouse on TAB up top that says ñMyselfò to see all of your options. 
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OUR CULTURE 
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GIVING BACK TO THE COMMUNITY 

 

Not only do we believe in feeding our employeeôs lives with Mas, we also 

believe strongly in giving back to the communities you work and live in. 

We currently have a partnership with Taco Bell Teen Foundation and 

provide assistance regularly to the Boys & Girls Club of America and other 

great local charities. 

 

Taco Bell Teen Foundation 

The Taco Bell Teen Foundation 

believes all young people deserve 

the chance to follow their dreams 

and reach their full potential 

through high school graduation. At a time when youth are unsure about 

their future, we are there to help support them with the resources and 

opportunities needed to ignite their passions and become next generation 

leaders. 

 

Bravo Foods, LLC raises money for the Teen Foundation twice a year to 

help support this mission in helping teens in need. 

 

Boys & Girls Club of America 

The mission of the Boys & Girls 

Club of America is to enable all 

young people, especially those 

who need us most, to reach their 

full potential as productive, caring, responsible citizens. 

 

Bravo Foods, LLC is dedicated to fulfilling this mission for the boys and 

girls in our local communities. We have participated in many great events, 

such as playground builds, playground and park clean ups, and housing 

projects to ensure the boys and girls are raised in a safe and encouraging 

environment. 
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MORE THAN A PAYCHECK 
 

Making tacos is much more than just getting a paycheck at Bravo Foods, itôs about 

making an impact in our communities and making lasting memories to the people we 

serve every day. You can begin to help make a difference in peopleôs lives by 

donating time to some of the community events we have in your area throughout the 

year. Here are some pictures of various events we have participated in: 
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SECTION 2:  ITõS ALL ABOUT THE TEAM 

YOUR ABOVE RESTAURANT LEADER 

Write the name of your Above Restaurant Leader below 
 

 

 
YOUR MANAGEMENT TEAM 
Each restaurant has its own managers and shift managers. 
Write down the names of your restaurant's managers and shift managers. 
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General Manager

______________

Asst. Manager

_______________

Shift Manager

________________

Shift Manager

________________

Shift Manager

________________

Shift Manager

________________



 

 
 

TEAM MEMBER AGREEMENT (Cont.): 

 

¶ I understand and give Bravo Foods consent to record all phone 

calls from any company business phone (includes incoming and 

outgoing calls). 

 

¶ I authorize Bravo Foods to initiate credit entries (and debit entries if 

necessary) to my checking, savings, or pay card. All ACH 

transactions to my account must comply with the provisions of US 

Law. Such authorization will remain in effect until I have provided a 

written termination request. 

 

UNIFORM AGREEMENT: 

 

I also understand that the uniform is the property of Bravo Foods, LLC 

and I am required to return it in good condition and its entirety when I 

leave the employment of Bravo Foods, LLC. 

 

~POLICY AVAILABILITY~ 

 

Other policies will be reviewed during orientation 

training. In addition, policies are available for 

review on the Celebration Restaurant Group 

website (www.celebrationrg.com). Ask you RGM 

for further assistance. 
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HOW TO GROW YOUR CAREER 
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Policy 225  

Policy Name:  Tuition Reimbursement Page: 1 of 3 

Date: 11/22/2016 Supersedes: 01/26/2016 

Introduction 
Restaurant General Managers, Assistant Managers, Full-time and Part Time 
Above Restaurant Leaders are eligible for tuition reimbursement after 6 months 
of continuous service subject to the requirements below.  
General Requirements  

Employee must maintain an acceptable performance rating  
Full Time and Part Time Above Restaurant Leaders must be averaging a 

minimum of 35 hours per week 
Approved course of study or job-related degree  
Prior approval of the Benefits Manager 
Approved institutions of learning, such as accredited colleges/universities, 
junior colleges and universities offering courses leading to a bachelorôs 
or higher degree  

Must earn ñCò or better or ñPassò in pass/fail courses  
 Covered Expenses  

100% Paid tuition less tax withholdings designated by federal and state laws 
(no tuition expenses paid by financial aid will be reimbursed)  

No books or other supplies will be covered 
Reimbursement is provided upon completion of course where acceptable 

grade was achieved 
 Limit 

$3,000 per calendar year  
 Application Procedures 
Non-Excelsior Students:  Before signing up for your course (s), you must submit 
the attached ñform Aò to the Benefits Manager for approval. To receive 
reimbursement, you must also be actively employed at the time you complete the 
course and provide written evidence of achieving a passing grade & copy of paid 
tuition bill to the Benefits Manager. 
 Excelsior Students:  Before signing up for your course (s), you must submit the 
attached ñform Bò to the Benefits Manager for approval.  
 Repayment Conditions 
Recognizing that tuition reimbursement is an investment, if you leave the 
company, you will be required to repay any tuition expenses reimbursed within 
the prior 12 months.  

Please speak with your RGM to obtain the mentioned òform Aó or òform Bó application forms. 
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SECTION 3: ITõS ALL ABOUT HAVING FUN AND 
TAKING CARE OF CUSTOMERS! 
 
 
BECOMING A CUSTOMER MANIAC 
¶ Production Maniacs become experts at making great product. 

¶ Service Maniacs become experts at providing great service. 
 
We strive to make a connection with every customer with a 

òYES!ó attitude. 
 

 
 
C.H.A.M.P.S. 

C - leanliness - Keep inside and outside clean at all times 
H - ospitality - Smile, Greet, and Thank every customer. 
A - ccuracy - Take, Make, and Package orders correctly 
M - aintenance - Take care of equipment as if I own it. 
P - roduct - Serve Hot, Fresh food you would serve to family. 
S - peed with Service - Meet service time goals every day. 

 
B.L.A.S.T. 
Use B.L.A.S.T. to satisfy unhappy customers when we make mistakes. 

B ð elieve in positive intentions. 
L - isten to the customer and understand how they feel. 
A - pologize for the problem and offer a solution. 
S - atisfy the customerôs needs and offer a little more. 
T - hank the customer for allowing us to make it right. 
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SECTION 3 CONTINUED 
 

Celebrating Champions with Recognition 

 
Recognition is one of our   ______________   ______________    
 
______________   _______________ Principles. 
 
How do you feel when you're recognized for doing a good job? 
 
___________________________________________________ 
 
Where are CHAMPS cards located in your restaurant? 
 
___________________________________________________ 
 
List some ways you like to be recognized for doing a good job. 
 
___________________________________________________ 
 
___________________________________________________ 
 
List some ways you can recognize fellow employees. 
 
___________________________________________________ 
 
___________________________________________________ 
 
Customer Maniacs are Team Members who display  
 
_______________ behaviors. 

 

We have built a recognition culture by appreciating 
Team Members and treating each other with 

respect!! 
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SECTION 4: OUR EXPECTATIONS 

 

BASIC EXPECTATIONS 
¶ Be on time every day é you must call 3 hours in advance if you are going to 

be unable to work your shift due to illness, family emergency, or will be late. 
o We understand things happen from time to time; however, failure to 

meet the 3-hour notice expectation or frequent tardiness or absents 
(even with 3-hour notice) are unfair to the team and are 
unacceptable. 
 

¶ Personal use of cell phones, iPod, and other personal electronic devises are 
not allowed while on the clock. 
 

¶ Do your part to create a great work environment. 
 

YOUR UNIFORM 
Details will be covered in Restaurant Basics during training; however, here is an 
overview of our uniform expectations 

¶ One ring without stones on one hand allowed   

¶ No gauges or ear lobe spacers 

¶ Max. 2 earrings per ear, post only 

¶ No facial piercings 

¶ No watches 

¶ Nails not to extend the finger tips 

¶ Beards, goatees and mustaches must be trimmed.  

¶ Hat or Hair net worn with visor 

¶ Belt with tucked in shirts and name tags 

¶ Black pants or dark denim/black jeans if SWS is 4 mins or less (must 
touch the top of your shoes with black socks). No skinny jeans, cargo, 
leggings or sweats 

¶ Shoes ï Non-slip, no crocks. Must be closed-toed and heel ï solid 
black.  

 

You will be sent home if uniform does not meet standards 

EMPLOYEE MEAL POLICY 
 

¶ Team members receive $5.00 off any order, not to exceed $8.00 for cost 
of meal, during a shift which they are working 4 or more hours. 

¶ Managers receive $8.00 off any order, not to exceed $10.00 for cost of 
meal, during their shifts 

¶ Managers are expected to set a good example by selecting items that are 
modest in cost and quantity. 
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SECTION 4 CONTINUED 
 

WORK ENVIRONMENT SAFETY 
¶ Always wear slip resistant shoes that are in good condition. 

¶ Immediately put up wet floor sign when mopping or if you spill something on 
the floor (assure all spills are mopped up ASAP). 

¶ Donôt block pathways with boxes or trash. 

¶ Follow proper procedures when working with knives, fryers or other 
equipment that could cause injury. 

¶ Handle hazardous chemicals with care. 

¶ Follow proper lifting and storage procedures when moving product or 
supplies. 

¶ Know the location of the first aid kit and fire extinguishers. 

¶ Never open the back door without management approval. 

¶ Immediately inform a member of the management team if you see any 
unsafe conditions or equipment issues. 

 

During your training, you will learn details on procedures which you must follow; 
however, here are the key areas of importance to assure we are Food Safe. 
 

FOOD SAFETY 
¶ Don't come to work when you believe you have a contagious illness. 

¶ Wash your hands constantly after: 
o Handling Money 
o Going to the Restroom 
o Any kind of Cleaning 
o Smoking, drinking, coughing, and sneezing 

¶ Keep food out of the danger zone 
o Cold foods below 40 degrees 
o Hot food above 140 degrees 

¶ Always follow FIFO (First In First Out) when rotating product 

¶ Immediately discard expired product and inform a manager. 
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SECTION 5: FMLA 
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