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WELCOME 
 
We are really excited to have you join our team.  We absolutely believe that people are 
what this business is all about and more specifically, the relationships and opportunities 
that are created is why we exist.  We want this job, whether a shortstop in your journey 
or your career path of choice, to be more than just a paycheck.  We want you to enjoy 
working here and who you work with.  We want you to learn and grow as a person.  We 
believe people who love what they do will work hard and be passionate about their 
responsibilities.  This in turn benefits themselves and everyone around them.  We exist 
to promote Community Through Beer and are happy for you to be a part of that.   
 
We expect you to take the time to read this manual.  We know it’s probably not your 
idea of an exciting read, but we feel it is important and will help you understand how we 
operate.  Most frustrations stem from unmet expectations, so we want to do our best to 
explain our expectations up front.  We hope you have the comfort level and confidence 
to speak with your manager about any questions you may have and that you 
communicate any expectations you have of us.   
 
 

PURPOSE OF THE EMPLOYEE MANUAL 
 
This Employee Manual is designed to provide you with specific information as a 
summary of policies and procedures for all subsidiary companies of Community 
Through Beer Group LLC (“CTB”); this would include Community Through Beer Group 
Craft Beer House & Lawn and Social Capital. 
 
The Company will extend its best efforts to recognize all rights and privileges accorded 
herein, unless doing so would impair the operation of the business or expose the 
Company to legal liability or financial loss. 
 
This Policy Guide does not constitute a contract for employment with this Company, 
either expressed or implied, and Community Through Beer Group reserves the right at 
any time to add, delete or change any of the provisions in this Employee Manual. 
Furthermore, the provisions of this guide are designed by the Company to serve as 
guidelines only. It is our intention that the guidelines are followed by the employees as 
general rules. However, exceptions may be made from time to time on the basis of 
particular circumstances. Each employee is an at-will employee; either party has the 
right to terminate employment at any time, with or without cause. 
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EQUAL EMPLOYMENT OPPORTUNITY 
 
Community Through Beer Group is an equal opportunity employer and complies with all 
applicable state and federal anti-discrimination laws. Our Company will recruit, hire, 
train, and promote all persons without regard to race, color, creed, sex, sexual 
orientation, religion, national origin, age, marital status, military service, political belief, 
disability, or any other protected class, including participation in a protected activity. 
 
We will base all decisions on employment to further the principle of equal employment 
opportunity. We will ensure that promotion decisions are in accordance with the 
principle of equal employment opportunity by imposing only valid requirements for 
promotional opportunities. Further, all personnel actions such as compensation, 
benefits, layoffs, returns from layoffs, and Company sponsored training, education, 
social and recreational programs will be administered without regard to race, color, 
creed, sex, sexual orientation, religion, national origin, age, marital status, military 
service, political belief, disability, or any other protected class, including participation in 
a protected activity. 
 
If an employee believes that they have witnessed or been subjected to unlawful 
discrimination in the workplace, or if the employee has complained of unlawful 
discrimination and the conduct is continuing, that employee should immediately contact 
the Manager and/or Ownership.  
 
 

HIRING 
 
Status Classifications 
An employee of Community Through Beer Group is defined as a person who receives a 
wage or salary and is not classified as temporary through a service, contractor, sub-
contractor or consultant. For purposes of salary administration and eligibility for 
overtime payments and employee benefits, the Company classifies its employees as 
follows. 

 

Full-Time:  Employees scheduled to work at least 30 hours per week on a 
regular basis. 
 
Part-Time:  Employees scheduled to work fewer than 30 hours per week on a 
regular basis. 
 
Temporary:  Employees who are scheduled as needed. 
 
Non-Exempt:  Employees who are paid an hourly wage and required to be 
paid overtime in accordance to FLSA regulations. Overtime will be paid at one 
and one-half their regular rate of pay. 
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Exempt:  Employees who are paid a salary and are not eligible to be paid 
overtime in accordance to FLSA regulations.     

Post-Employment Alcohol/Drug Screening Policy 
After employment has begun, an employee could be subject to testing for alcohol and/or 
drug use if management feels there is suspicion to be tested. “Suspicion” might include 
accidents, poor attendance, discipline problems, poor quality of work, or changes in 
behavior. Suspicion is not just limited to the individual but may apply to a location as 
well. 
 
Pre-Employment Background Check 
A background check will be conducted on all applicants considered for hire with 
Community Through Beer Group. 
 
 
 

PROBATION PERIOD 
 
Newly hired employees are subject to a ninety (90) calendar day probationary period. 
This probationary period is to determine whether your interests and talents are 
compatible with our business, and for you to decide if you like your job and the 
Company. 
 
To appraise your performance, skills and abilities, informal evaluations can be 
conducted at any time during the probation; either party may terminate employment at 
any time, for any reason. 
 
At the end of the 90-day probationary period, your manager will once again evaluate 
your progress. If your supervisor is not satisfied with your progress, you may be 
terminated, or the probationary period may be extended. 
 
The successful completion of this probation period does not and should not be 
construed as creating a contract or guaranteeing employment for any specific duration. 
 
Probation for Employees after 90 Days 
When the work performance of an experienced employee (not in the standard 
probationary period and regardless of length of employment) falls below the job 
standards, the manager will meet with the employee to determine the necessary steps 
to increase the performance to expected levels. A probationary/coaching period of 
between 30-90 calendar days may be set for the required improvement. Written reports 
will be made at least every 30 days regarding progress. Discussion with the employee 
will also be part of the review so that the employee has full knowledge of where he/she 
stands relative to the progress and review.  
 
If the employee’s job performance has not improved during the probationary/coaching 
period, the employee may be transferred to a job requiring less responsibility, if 
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available, or terminated from Community Through Beer Group, due to inability to 
perform the job according to set standards. 
 
 
 
 

WORK SCHEDULE 
 
Different Locations  
It is the intent of Community Through Beer Group to schedule employees at different 
locations if/when required.  Although site logistics may differ, the expectations of 
employee conduct and understanding of systems remain the same.  If this is a problem 
due to personal reasons, please let your manager know. 
 
Work Hours  
An employee may be scheduled for opening duties prior to business hours, closing 
duties after business hours and/or hours we are open to the public.  Occasionally 
Community Through Beer Group may schedule employees for a “work day” during 
hours we are closed to the public to perform tasks only completed a few times a year.   
 
Breaks 
Employees are allotted a 15-minute break for every 4 hours worked in order of arrival.  
Lunch and dinner breaks are allowed when applicable.   
 
The schedule for lunch, dinner and break periods are set by the Manager in a manner 
that allows business operations to continue uninterrupted during the day. In fairness to 
fellow workers, employees are expected to observe the time limits set for breaks and 
lunch periods. Because employee’s breaks are considered working time, the breaks are 
paid. There could be special circumstances or workloads that will require a 
postponement or change in a scheduled break.  
 
It is important to remember: 
 

- Employees who return late from lunch or breaks are subject to discipline. 

- Employees choosing to refrain from taking a break are not entitled to arrive 
late for work or leave early. 

- Since all employees will not take their breaks at the same time, do not 
interfere with employees who are still working. 

- Employees may “split” their breaks, e.g., taking (6) five-minute breaks if 
preferred and works better with customer service. 

- Violations to this Policy will result in disciplinary action, up to and including 
termination. 
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Lunch and dinner periods are unpaid time. Hourly paid employees are allowed to take a 
lunch and must reflect the times for the beginning and end of their lunch by clocking out 
when they leave and clocking back in upon return.  
 
*Note:  Community Through Beer Group will adhere to all state-specific regulations 
concerning breaks and lunch periods. 
 
 

ATTENDANCE 
 
Community Through Beer Group promotes the fair and consistent treatment of all 
employees with regard to their personal attendance. The philosophy of the Company 
regarding attendance is that all employees are expected to work during scheduled work 
hours. In accepting employment, you not only accept the responsibility to work to the 
best of your ability and meet the job requirements, but also attend regularly and report 
promptly to work as scheduled. ‘Reporting promptly’ means arriving with sufficient time 
to be at your work area ready to work at the scheduled time. Excessive absences not 
due to disability may result in disciplinary action. 
 
Community Through Beer Group recognizes there may be circumstances that impact an 
employee’s ability to be at work and has attempted to define those absences and the 
needed substantiation for the absence. These absences may or may not be 
compensated. The following list is not intended to be all-inclusive: 
 

- Accident on the Job 
- Funeral Leave 
- Personal Time Off 
- Approved Personal Leave 
- Jury/Witness duty 
- Inpatient hospitalization 
- Military leave 

 
Unscheduled time off 
In the event an employee is unable to report to work on time or will be absent all day, it 
is that employee’s responsibility to call in and speak personally with the manager no 
more than 30 minutes after their scheduled start time. The manager needs to know 
immediately the reason for and length of an employee’s absence so arrangements can 
be made for their shift to be covered. If the employee’s manager is unable to be 
reached, an employee may speak with a shift manager or other co-worker. Failure to 
comply with these guidelines may result in disciplinary action. 
 
Job Abandonment 
The Company recognizes that there may be extreme circumstances, which impact an 
employee’s ability to be at work and call in as required. In the case of an absence for 
personal illness, one consecutive day of “no call, no show” will be considered a 
voluntary termination.  
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Employees that have been on an excused absence or medical leave are expected to 
return on the date agreed upon with management. Community Through Beer Group will 
assume that the employee failing to return from leave as specified will be considered as 
abandoning their job and their employment will be terminated by voluntary resignation. 
 
Tardiness 
All employees are expected to be at their workstations, ready to work at their scheduled 
work time. A tardy is considered being late by 5 or more minutes. Repeated inability of 
an employee to comply with their scheduled shifts can result in discipline up to and 
including termination. 
 
 

PERSONAL CONDUCT  
 
Community Through Beer Group expects all employees to conduct themselves in a 
professional manner at all times.  This includes while on break, at an event that is off 
site or anytime you are representing the business.   
 
Interaction With Customers  
The customer experience is what keeps us in business and ensures we can all continue 
to do what we love.  We have to always maintain a clean, professional and consistent 
presentation to our customers.  Our interaction with people is what separates us from 
other businesses and what customers value the most.  Below is a list of how to interact 
with customers.  

- Always greet people and welcome them.   
- Have genuine conversation with them.  They should never feel like you 

are just trying to do your job as fast as you can.  
- Look people in the eye 
- Allow them to ask questions and make sure they are answered.  If you do 

not know the answer, consult someone who does.  
- Check on customers during slow times and serve them the best you can.   
- Serve tables during slow time to save the customer a trip to the bar 
- Explain customers their options and any recent changes or releases 
- Have patience with the indecisive 

 
 
Cell Phone Use 
We understand the role cell phones play in our day to day lives and the importance to 
be connected in the event of an emergency.  Checking your phone periodically in 
private is acceptable.  However, under no circumstances should an employee ever be 
checking their phone or using their phone in front of customers, while behind the bar 
working or while not on break.  Employees need to be alert to customers' needs and 
work hard to ensure their experience is the best we can provide.   
 
Social Media 
We understand that using Social Media is part of the culture of today. While using social 
media such as Facebook or Twitter, do not share private information about co-workers 
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business information that would be considered private information. If you publicly state 
that you work for any businesses Community Through Beer Group by listing your 
employer or posting pictures wearing business logos, you are to represent the company 
as if you were at work. Community Through Beer Group can take disciplinary actions 
against your behavior on a public site up to and including termination.  
 
Parking 
Employees are expected to park far from the facility in an effort to leave closer parking 
spots for customers. Coordinate with your manager if you are not sure where it is 
acceptable.  
 
 
 
Internal Human Resource  
Community Through Beer Group strives for an environment that upholds integrity and 
respect for all staff and customers. When discrepancies arise within the workplace 
employees are asked to not divulge internal human resources issues to outside parties 
without first contacting all levels of management and/or ownership. If an employee has 
a concern or issue, management and/or ownership is available at all times to discuss 
any matters and employees are encouraged to communicate with them in a timely 
manner. If it is found that an employee is divulging internal issues or concerns in a 
manner that is disrespectful or concerning, the employee will be at risk of immediate 
termination.  
 
 

PAYROLL 
 
Community Through Beer Group is required to withhold certain federal, state, and local 
taxes from your paycheck. Employees may change their deductions by notifying the 
Manger in writing.   
 
Pay Procedures 
Employees will be paid weekly on Fridays. The pay is for days worked up to the 
previous Sunday before payday.  
 
Employees are required to fill out paperwork to have their pay automatically deposited 
into a bank account. Employees have the ability to change their banking information by 
notifying the Manger in writing.    
 
If you notice any incorrect deductions or additional monies have been included in your 
pay calculations, it is your responsibility to inform the Manager immediately. 
 
Time Records 
Law requires accurate time records. All non-exempt employees are required to use a 
timesheet. At the end of the pay period the employee should verify and approve their 
timesheet. Their manager must then approve all time entered. All non-exempt 
employees should make sure they do not perform work for Community Through Beer 
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Group without accounting for work time on your timesheet.   
 
All employees are expected to report accurate time worked. Falsifying time is grounds 
for termination. 
 
Overtime 
Management may schedule overtime to meet unusual or unexpected operational needs. 
Whenever possible, your manager will discuss the need for overtime with you in 
advance to allow you to plan ahead. When an immediate overtime need arises and 
advance notice is not possible, do your best to honor the request.  
 
All non-exempt employees will be paid at straight time (regular hourly pay) for hours 
worked up to 40 hours in any given workweek. For hours worked beyond 40 hours per 
week, you will be paid one and a half times your regular hourly rate of pay. 
 
Corporate holidays will NOT count as time worked towards overtime. Special closings 
will NOT be considered time worked in calculating the 40 hours required for overtime 
pay eligibility. 
 
Tips Distribution 
Tip distribution is performed on a weekly basis and will be included in your weekly 
paycheck.    
 
All tips received are calculated on a daily basis and are evenly distributed to employees 
based on your total hours worked and your position.  Below is the format: 
 
 Shift Manager – is tipped the same as a bartender  
  

Bartenders – After cooks are tipped, the remaining 92% of tips are calculated out 
based on hours worked.  Once calculated, bar back tips are calculated to be half 
of bartender tips and this total is removed from the amount tipped out to 
bartenders.  
 

 Bar Back – ½ of what bartenders receive per hour worked 
 

Cooks – 8% of total tips received are evenly distributed based upon hours 
worked  

 
Holidays 
Community Through Beer Group observes six holidays. The following six holidays will 
always be recognized each year and business will be closed: 
   

- New Year’s Day 

- Easter 

- Thanksgiving Day 

- Christmas Eve Day 
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- Christmas Day 

Voting   
Community Through Beer Group encourages all employees to exercise their right to 
vote. We will work with every employee to make sure they have two hours during the 
times the polls are open to vote. If you need to adjust your work schedule for the day, 
please work with your manager before Election Day to schedule time away. The time 
allowed is not paid time.  
 
 

PERSONAL APPEARANCE 
 
Dress, grooming, and personal cleanliness standards contribute to the morale of all 
employees and affect the business image Community Through Beer Group presents to 
its customers and vendors.  
 
At any premises where employees are assigned or to which they travel as part of their 
job duties, employees are expected to present a clean, neat, and tasteful appearance.   
 
Though Community Through Beer Group adopts a casual dress code, we know there 
are times when your job may require a more business dress. We expect you to know 
what your job entails each day and dress accordingly.  Below is a list of dress code 
requirements: 

- Close toed shoes 
- Shirts with sleeves                            

 
Some attire is never appropriate in the workplace, such as: 

- Tube tops 
 

- Bare midriffs    

- Sheer blouses 

- Halter tops   

- T-shirts with offensive advertisements, graphics, or slogans 

- Clothing that shows parts of the body which are inappropriate 

- And other clothing or appearances that are not considered appropriate 
business attire by Community Through Beer Group. 

The Manager is responsible for establishing a reasonable dress code appropriate to the 
job position and the safety issues for the area. If an employee’s personal appearance is 
inappropriate, the employee may be asked to leave the workplace until properly dressed 
or groomed. Under such circumstances, an employee will not be compensated for the 
time away from work.  
 
Failure to adhere to the Company’s Policy for personal appearance may be subject to 
disciplinary action up to and including termination. 
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FACILITY OPERATION 
 
A clean, orderly facility is critically important to the customer experience.  Different job 
descriptions have different responsibilities with facility maintenance, but that is not a 
reason to ignore an obvious problem that needs attention.  It is everyone’s responsibility 
to make sure the facility is always as clean and organized.  This includes areas that 
may not be on the premise or property.  We want to maintain any area that our 
customers may interact with.  Here is a list of typical items.  The following list is not 
intended to be all-inclusive: 
 

- Clean floors throughout 
- Bar and kitchen tops wiped down and ready for use.  
- Bathrooms are clean and smell good 
- All light bulbs function 
- Windows and glass are clean 
- Sidewalks are clean of debris and stains 
- Patios are raked and cigarette butts are picked up. 
- Tables are clean and chairs/benches are wiped and under the table 
- Trees and landscape is maintained and trimmed 
- Dirty glasses are picked up as quickly as possible 
- Trash cans are emptied 
- Parking areas are clean and free of any debris, even if not from our facility 

 
Kitchens 
Kitchen spaces are to meet and exceed all Health Department Regulations at all times.  
Oftentimes our kitchens are visible by the public, so employees shall keep kitchens 
clean and professional in appearance.  Cooks are ultimately responsible for maintaining 
the kitchens, but all employees need to work together to ensure this happens.  Cooks 
are also responsible for maintaining a safe work space as well as ensuring all code 
required inspections and tags are updated as needed.    
 
Music 
Music is an important part to the vibe and culture of the facility.  Community Through 
Beer Group has playlists that we play through our sound system as well as having live 
music performances on a regular basis.  It is important to understand the selection of 
this music is intentionally selected in an effort to support the vibe we are working to 
create.   
 
Live music requires setting up equipment, moving furniture and supplying the musicians 
with certain necessities.  Employees shall work to support these musicians and to not 
be a distraction to customers during live performances.   
 
Playlists that are put together by management are not to be changed or altered in any 
way without permission by the manager.  ONLY approved playlists by management are 
to be played on the premise at any time.   
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Private Events 
Oftentimes Community Through Beer Group will rent out space for private events.  
Every event is different and has different requirements.  Some require more attention 
and preparation than others and it is the employee’s responsibility to be aware of 
upcoming events.  If an employee is scheduled during a private event, the following are 
expectations of them during the event.  
 

- Understand the nature of the event and their needs 
- Know how many people are expected at the event 
- When/if people show up to set up for their event, greet them and help 

them with whatever needs they have.  
- Work to keep other customers out of their private space 

 
 
 
 
PERFORMANCE REVIEWS 
 
To ensure that employees perform their jobs to the best of their abilities, it is important 
that they be recognized for good performance and that they receive appropriate 
suggestions for improvement, when necessary. Consistent with this goal, an employee’s 
performance will be evaluated by their manager on an ongoing basis. They will also 
receive written evaluations of their performance once a year during the first quarter 
(specific dates will be communicated each year). This process is designed to be as 
objective as possible, focusing on overall performance in relation to job responsibilities 
and will also take into account how the employee has performed job duties and 
reflected the core values of the company.   
 
Reviews will also be conducted when an employee changes from one job to another or 
when the employee has been promoted. 
 
The annual Performance Review is in addition to the reviews done during the 
probationary period. 
 
 

DISCIPLINARY PROCEDURES 
 
Community Through Beer Group is committed to prevent personnel problems from 
occurring and we strive to correct misconduct and poor work performance. Generally, 
an informal reminder is all that is necessary for an employee to correct a behavioral or 
job performance problem. However, if informal counseling is unsuccessful in resolving a 
problem, or if the problem is severe, formal disciplinary steps may be necessary.  
 
During the 90-day Probation Period, employees may be terminated at any time. The 
“progressive” disciplinary steps referred to herein need not be followed. After the 
Probation Period, except for situations determined to be gross misconduct, a 
“progressive discipline” approach should be followed for written policy and procedure 
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infractions and/or rule infractions. The action taken will be consistent with the 
seriousness of the offense and is intended to be corrective, as opposed to punitive, in 
nature. The manager may use any one or a combination of these actions as long as 
discipline is administered in a progressive manner and is appropriate to the severity of 
the infractions. The employer reserves the right to skip the preliminary steps and 
immediately terminate employment if, in the opinion of the Manager, the seriousness of 
the offense warrants such actions. 
 
Progressive Discipline Steps 
 
Verbal counseling 
Verbal Reprimand 
Written counseling/reprimand 
Final written warning with 3-day suspension without pay. 
Termination 
 
 

PERSONNEL FILES 
 
Community Through Beer Group maintains personnel files on each employee beginning 
the day the employee is hired and is maintained until termination. These files contain 
documentation regarding all aspects of the employee’s tenure that are required by law 
and needed to record employment history with the Company. They are maintained for 
the purpose of payroll, operation of employee benefit plans, emergencies and general 
efficient program administration. The information contained in an employee’s personnel 
file is held confidentially and is not revealed to any person outside Community Through 
Beer Group authorized personnel except in emergencies, as required by law, or as 
specifically authorized by the employee.   
 
As an employee of Community Through Beer Group, you have the responsibility to 
inform HR of any changes in your personal situation that would affect your personnel 
file.  
 
If any of the following information changes, please notify the Manager as soon as 
possible: 
 
● Name Change 

● Home Address or Mailing Address 

● Telephone Number 

● Number of Dependents 

● Names of Dependents 

● Dependent Information 

● Dependent Emancipation 
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● Education 

● Changes to your W-4 (Employee's Withholding Allowance) 

Request to View Personnel Records 
As an employee of Community Through Beer Group, you have the right to inspect 
certain parts of your personnel file, including your job application, wage or salary 
information, notices of commendation, warning or discipline notices, summaries of test 
results, leave records, authorization for pay deductions or withholding of pay, fringe 
benefits information, and employment history with Community Through Beer Group. If 
requested, a copy of the file will be furnished to the employee within five business days 
of the request.   
 
If a current employee disagrees with information in their personnel file they may submit 
counter statements that will then become part of your permanent personnel file. 
 
If you have any questions, please feel free to discuss them with the Manager. 
 
 

BUSINESS EXPENSES 
 
Each expense should have the proper receipt and have Manager approval prior to 
purchase. 
 
Gas is reimbursed by mileage and is calculated at the IRS rate.  Any trip that justifies 
mileage reimbursement must have Manager approval prior to.  
 
Corporate Training Reimbursement Policy 
Community Through Beer Group will pay for the course fees and travel expenses when 
approved by management for training purposes related to an employee’s job duties.  If a 
specific training interests an employee and they feel it will benefit the overall company, 
please talk to your manager.   
 
 

ADVANCEMENT OPPORTUNITIES 
 
It is and has always been the desire of Community Through Beer Group management 
to promote from within when it is in the best interest of both the employer and the 
employee. Outstanding contributions by current employees are never overlooked when 
promotions or newly created positions are developed. In considering you for 
promotions, the following factors will be evaluated, along with any other factors that may 
be relevant to the particular position and circumstances presented: 
 

- Employee’s interest in being promoted. 
- Qualifications (e.g., skills, experience, attitude, training, education, 

licenses obtained) 
- Performance evaluations 
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- Consistent attendance and being on time 
- Disciplinary records 
- History of customer interaction and reflection of who we are 
- History of finding ways to stay busy and work hard 
- Other factors indicative of the likelihood of success in the new position. 

 
Any employee interested in an opening or in advancing within the organization should 
consult with the Manager for the correct procedure to follow and/or the skills and 
knowledge required for advancement. 
  
 

TERMINATION 
 
While Community Through Beer Group hopes that an employee’s relationship with 
Community Through Beer Group will be mutually beneficial and enjoyable, employees 
may terminate their employment at any time.  
 
Voluntary Resignation 
The Company reserves the right to accept any resignation upon notification, thereby 
immediately terminating your employment. If employment terminates, earnings will be 
paid out to the employee on the next pay period.  
 
Involuntary Termination 
In cases of job elimination, earnings will be paid out to the employee on the next pay 
period. 
 
Exit Interview 
You may be asked upon termination, to complete an exit interview. The interview will 
cover the reason(s) for leaving, your attitude toward the Company and specific work 
situation. The Manager will conduct the interview. The information gathered in the exit 
interview will be used as a tool in determining the strengths and weaknesses of the 
Company, as well as other actions that may need to be taken.  
 
Former employees who left in good standing are welcome to re-apply at any time there 
is a position opening.  
 
Verifications  
Any request for employment reference information will be addressed by providing the 
following information: 
 
Name 
Dates of employment 
Position Held 
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WORK ENVIRONMENT 
 
It is the Policy of Community Through Beer Group that employees maintain a working 
environment that encourages mutual respect, promotes civil and pleasant relationships 
among employees, and is free from all forms of harassment and violence. 
 
Employees are expected to conduct themselves in an appropriate manner as judged by 
a reasonable person. Employees have the right to conduct their work without disorderly 
or undue interference from other employees. The Company prohibits employees from 
violating this right of their co-workers. 
 
The Company prohibits employees from intentionally harming or threatening to harm 
other employees, clients, vendors, visitors, or property belonging to any of these parties. 
This prohibition includes but is not limited to: 
 
● Physically harming others 

● Use of profanity 

● Verbally abusing or harassing others 

● Using intimidation tactics and making threats 

● Sabotaging another’s work 

● Stalking others 

● Making false statements about others 

● Threatening the use of weapons including, but not limited to, firearms and knives 

● Disclosing another’s private information 

* Community Through Beer Group maintains a Zero Tolerance Policy towards violence. 
 
Work Area 
Employees are responsible for maintaining their work area in a neat and professional 
manner.  
 
Community Through Beer Group accepts no responsibility for damage or theft of any 
personal property brought to the facility. 
 
Code of Conduct 
 
As an integral member of the Community Through Beer Group team, you are expected 
to accept certain responsibilities, adhere to acceptable business principles in matters of 
personal conduct, and exhibit a high degree of personal integrity at all times. This not 
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only involves sincere respect for rights and feeling of others, but also requires that in 
your business life you refrain from any behavior that might be harmful to you, your co-
workers, and/or Community Through Beer Group or that might be viewed unfavorably 
by customers.  
 
The following rules of conduct and policies are to be adhered to by all employees of 
Community Through Beer Group. Although not an exhaustive list of incidents that could 
result in disciplinary action, these rules are provided as examples. Failure to comply 
with these rules or any similar or parallel situation will be grounds for disciplinary action, 
up to and including termination: 
 
● Violation of ANY Policy stated in the Community Through Beer Group Employee 

Guide 

● Discourteous treatment of customers 

● Stealing from the Company, a customer, vendor, or a co-worker 

● Fighting with co-workers, customers, vendors, or others on Company premises or 
Company sponsored events or in a role representing Community Through Beer 
Group.   

● Conviction for serious criminal offenses or offenses having a negative effect on the 
Company or employee job performance. 

● Disobeying directives by Management or Ownership. 

● Falsifying employment or other Company records or documents 

● Sleeping or loafing on the job 

● Excessive time taken at breaks, lunch and dinner periods 

● Substandard quality or quantity of work. 

● Improper language and profanity 

● Establishing a pattern of excessive and unexcused absenteeism or tardiness 

● Engaging in excessive, unnecessary, or unauthorized use of Community Through 
Beer Group resources, including internet availability, telephone, copies, etc. 

● Possession of weapons on Community Through Beer Group premises 

● Disclosure of confidential or proprietary Company information  

● Physical or verbal abuse or threats of violence to co-workers, customers, vendors, 
or others  

If an employee’s performance, work habits, overall attitude, conduct, or demeanor 
becomes unsatisfactory in the judgment of Community Through Beer Group, based on 
violations either of the above or any other Policy, rule or regulation, that employee will 
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be subject to disciplinary action, up to and including dismissal. Community Through 
Beer Group employees are expected to:  
 
● Conduct yourself in a professional manner according to Policy 

● Meet the standards of performance for your assigned job and comply with 
management requests 

● Project a positive and professional attitude to all customers and co-workers.  

WEAPONS 
 
The purpose of this Policy is to preserve and protect human life and to promote the safety 
of all persons who may enter the premises of the Company, including customers, 
employees and others. 
 

No person shall enter the premises with any weapon including a licensed 
concealed handgun.  In addition, no one shall use or threaten to use any tool, etc., 
which are legitimately on the Company's premises to cause damage or injury. 
"Premises" means any of the Company's facilities owned by and operated in 
conjunction with the Company’s business, including any ancillary facilities, and any 
other related facilities owned, leased, operated, or managed by the Company. 
Notwithstanding the definition of “premises” in the preceding paragraph, nothing in this 
Section is intended to prohibit employees (other than a convicted felon) from 
transporting or storing a firearm in a locked motor vehicle or from transporting or storing 
firearms locked in or locked to a motor vehicle on any property set aside for any motor 
vehicle. However, if an employee chooses to keep their legal firearm in their vehicles, 
the vehicle must be locked at all times while on the Company’s premises.  
 

If you have actual knowledge or a reasonable suspicion that a person on the premise is 
violating this Policy or is threatening to violate this Policy, you should immediately notify 
the Manager. If your supervisor is not available, you should immediately report the 
situation to the Shift Manager. You should not attempt to confront the person directly. It 
is expected that the manager will proceed in a discreet and confidential manner, privately 
inquire or investigate the situation and, where appropriate, either escort or make 
arrangements with law enforcement officials to remove the person from the premises.  At 
no time should any person be publicly accused of possessing an illegal weapon or placed 
in an embarrassing position. The Company reserves the right, in its discretion and as 
dictated by circumstances, to conduct reasonable searches of any person they suspect 
of possessing a weapon or of such person's property or work area. The Company also 
reserves the right to seize any weapons brought onto the premises in violation of this 
Policy. 
 
If any person possesses a weapon on the premises in violation of this Policy, the 
Company may require the person, the weapon, or both be immediately removed from the 
premises. Any nonemployee who violates this Policy may be permanently excluded from 
the Company premises. Any employee who violates this Policy will be subject to 
disciplinary action, up to, and including immediate termination. Any employee who 
refuses to consent to a reasonable search of his or her person or property or work area 
will similarly be subject to disciplinary action, up to, and including termination. 
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Exceptions to this policy: Law enforcement official authorized by law to carry a weapon in the 
course of his or her employment or any on-duty security personnel of the Company duly 
authorized to carry a weapon from possessing the weapon on the premises.  
 
This Policy is adopted for internal governance of the Company and for safety purposes. It is not 
intended to create any rights in favor of employees or any other person who may carry weapons 
onto the premises nor any person who is suspected of doing so. It is also not intended to create 
any duty for the Company to proactively monitor the presence of firearms or other weapons on its 
premises nor to create any rights with regard to it in favor of any individuals, including employees, 
who enter onto the premises.  
 
 

TOBACCO  
 
Community Through Beer Group is committed to promoting better health and safety 
among employees by minimizing the potential harmful effects of tobacco and 
secondhand smoke on nonsmokers. To maintain a safe and comfortable working 
environment and to ensure compliance with applicable laws, all lighted forms of tobacco 
are prohibited at Community Through Beer Group workplaces except in designated 
outdoors areas and vehicles. If you choose to use tobacco products during work hours, 
you must communicate the need for a break with the manager before taking the break. 
Additionally, as previously stated in this document, breaks will be taken/provided in 
order of arrival for the shift.   
 
All lighted forms of tobacco, including vape, is only allowed in smoking areas of the 
premise or outside property lines.  At no point should an employee be smoking inside 
any building or by any exterior doors.   
 
Smokeless tobacco is prohibited while working and may only be used during approved 
break periods.  No tobacco should be used during any interactions with customers.   
 
The designated areas for using tobacco products for reach workplace is listed below: 

● Patriarch-outside the fence in the alley  
● Social Capital-outside the fence in the back of the building 
● 1884-outside the building to the NW near the dumpsters.  

 
 

DRUGS AND ALCOHOL 
 
Community Through Beer Group’s goal is to maintain a drug and alcohol abuse-free 
workplace for all employees. The Company recognizes that the widespread use of 
illegal drugs and abuse of alcohol in today's society poses a very serious problem. Not 
only can the use and abuse of these substances jeopardize the health, safety and well-
being of the individual user and all employees, it can also endanger the safety of the 
general public, cause accidents and injuries, adversely affect productivity and morale, 
and contribute to excessive absenteeism and tardiness.  
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The Company prohibits the actual or attempted possession, consumption, use, transfer, 
solicitation or sale of illegal drugs; the illegal possession, or the inappropriate or 
immoderate use or abuse of alcohol; or the abuse of prescription or over-the-counter 
drugs on any Company premises or any other premises where employees are assigned 
or to which they travel as part of their job duties (including vehicles). Such conduct is 
also prohibited any time an employee is on Company business and during an 
employee's shift (including lunch and other breaks). All employees of the Company and 
all applicants for employment will be subject to testing for drugs and/or alcohol under 
the circumstances described in the Policy.  
 
In administering its drug and alcohol testing Policy, the Company intends to apply the 
most stringent standards permissible under applicable laws. In the event any of the 
applicable laws are amended, the rules and procedures of this Policy shall be deemed 
to have been amended automatically at that time, without the need for redrafting the 
Policy, in order to reflect and be consistent with the governing laws. In such cases, the 
Company will begin to apply the amended requirements as soon as the amended law 
goes into effect. 
 
Illegal Drugs 
Employees are prohibited from bringing any form of illegal drugs (including drug 
paraphernalia) onto any Company premises or onto any other premises where 
employees are assigned or to which they travel as part of their job duties (including 
vehicles). Employees also are prohibited from being under the influence of, possessing 
(whether in their bodies, on their persons, or among their belongings), or using, 
transferring, soliciting, selling or attempting to transfer any form of illegal drug while on 
Company business or at any time during the hours between the beginning and ending 
of their workdays (including during lunch and other breaks). 
 
For purposes of this Policy, an "illegal drug" is any drug, a) which is not legally 
obtainable; b) which may be legally obtainable but has not been legally obtained by the 
employee; or c) which is being used in a manner or for a purpose other than as 
prescribed for the employee. 
 
Alcohol 
Employees are prohibited from the illegal possession of alcohol (such as having open 
containers in vehicles), or the inappropriate or immoderate use or abuse of alcohol on 
any of the Company’s premises or any other premises where employees are assigned 
or to which they travel as part of their job duties.  
 
Community Through Beer Group understands we are a business that primarily serves 
alcohol to customers and this inherently creates unique circumstances concerning 
alcohol consumption.  Community Through Beer Group understands that it is part of an 
employee's job description to understand the products we serve and that we require 
employees to taste products for quality control and educational purposes while on the 
clock. This process is not to be taken advantage of and employees are to use good 
judgement when consuming products during working hours.  Under no circumstances 
should an employee become intoxicated while on the premises, no matter if they are on 
the clock or off the clock.   
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Community Through Beer Group allows “shift beers” for employees after their shift is 
complete.  These “shift beers” are intended to be an opportunity for employees to learn 
more about a beer of their choosing and to interact with customers. These are to be 
consumed without distracting coworkers that are still on the clock, in areas where 
customers are allowed and after clocking out from the shift just completed. This should 
not include pouring a “shift beer” during closing operations or any time before the shift 
has ended.    
 
If an employee is on the premise as a customer, whether after a shift or on an off-day, 
our company policies are still applicable to that employee. We hope you enjoy 
Community Through Beer Group enough to spend your free-time hanging out on the 
premises, but employees still represent the business and shall carry themselves in a 
manner that represents Community Through Beer Group to the best of their abilities.  
 
Prescription and Over-The-Counter Drugs  
Employees are prohibited from abusing prescription medications and over-the-counter 
drugs  while on Company business or at any time during their workday (including during 
lunch and other breaks). Use of prescription medications on Company locations 
requires that the prescription must be in the employee’s name and unexpired. Abuse of 
prescription medication or over-the-counter drugs means taking medications that were 
prescribed for someone else or using prescription medications or over-the-counter 
drugs for a purpose other than for which they were prescribed or manufactured or in any 
way other than in accordance with the doctor's instructions or recommended dosages. 
Employees are expected to consult with their physician or pharmacist regarding the 
effect of medications prescribed for them and to consult a pharmacist and any package 
warnings for over-the-counter drugs. When an employee is taking a prescription 
medication or over-the-counter drug that can or will have an effect on the employee's 
normal mental and/or physical state or interfere with work such as operating vehicles, 
machinery or equipment, the employee should inform his or her immediate supervisor 
so that the need for and feasibility of a reasonable accommodation may be considered 
to allow the employee to continue job performance without endangering his or her 
health and safety or the health and safety of others. 
 
THC Products 
Community Though Beer Group recognizes that in the state of Oklahoma medical 
marijuana has been legalized as a form of medication for individuals for various 
reasons. However, employees of Community Through Beer Group are expected to 
refrain from using, transferring, soliciting, selling or attempting to transfer any form of 
THC products while on shift or Company premises. It is expected that all employees of 
Community Through Beer Group are to arrive sober and maintain sobriety while on shift 
and performing work duties. If this standard is not upheld, employees are at risk for 
immediate termination.  
 
Notification to the Company of Driving Violations and Restrictions 
Any employee who drives a motor vehicle to any extent in connection with their job 
duties must notify their supervisor: 
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● Immediately if they are charged with driving while intoxicated or under the influence 
of drugs or alcohol, on or off the job; and shall 

● Before the end of the business day following the day, such information is received if 
their license, permit, or privilege to operate a motor vehicle has been restricted, 
revoked, suspended, or withdrawn. 

The Company will assess each such situation to determine what actions should be 
taken with respect to each employee and his or her job duties to ensure the safety of all 
its employees and the public. Therefore, failure to report restrictions as indicated above 
may result in disciplinary action, up to, and including termination. 
 
Notification to the Company of Drug-Related Convictions  
Employees who are convicted of or plead guilty or no contest to criminal offenses 
committed on Company property or during the conduct of Company business which 
involve the manufacture, use, possession, sale or transfer of prohibited substances, or 
the illegal transfer of prescription drugs, shall report that information to the Manager 
within five (5) days of entry of judgment against them. The Company must be made 
aware of this information in order for the Company to comply with the federal Drug-Free 
Workplace Act. Therefore, failure to report may result in disciplinary action, up to, and 
including termination. 
 
Drug and Alcohol Tests 
The circumstances under which the Community Through Beer Group will request an 
applicant or employee to submit to drug testing are as follows: 
 
● Pre-employment Testing:  Applicants who have been given a conditional offer of 

employment will be asked to submit to drug testing. A negative test result is a 
prerequisite for employment. 
 

● Reasonable Suspicion Testing:  If Community Through Beer Group has 
reasonable suspicion that the employee has violated this Policy, the employee may 
be asked to submit to drug and/or alcohol testing. Reasonable suspicion can be 
based on such things as the appearance of an employee, his or her actions or the 
odor of alcohol or drugs on his or her person; any "near-miss accident" situation 
(regardless of whether there is injury to an employee or others or damage to 
property) where the circumstances indicate impairment, or use of alcohol or drugs by 
an employee; reliable information of the employee's drug possession, use or 
impairment or reliable information of the employee's illegal possession or 
inappropriate or immoderate use or abuse of alcohol as prohibited by this Policy; 
reliable information that the employee may have tampered or attempted to tamper or 
alter the results of a drug or alcohol test during his or her employment with the 
Company; or evidence that an employee is involved at any time in the actual or 
attempted illegal use, transfer, solicitation, or sale of drugs or alcohol. 
 

● Post-accident Testing:  If an employee is involved in or engages in conduct which 
results in an accident causing personal injury to the employee or another person, or 
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causes damage in excess of five hundred ($500) dollars to property, vehicles, 
machinery or equipment, the employee may be asked to submit to drug and/or 
alcohol testing. 
 

● Post-rehabilitation Testing:  Employees who are offered the opportunity by the 
Company to successfully complete a drug and/or alcohol rehabilitation program in 
lieu of being terminated for a positive drug or alcohol test may be asked to take a 
drug and/or alcohol test upon completion of their treatment and to undergo 
individual, unannounced drug and/or alcohol testing from time-to-time at the 
Company's request for up to two (2) years. 
 

● Refusal to be tested:  Any employee who refuses to submit to the Community 
Through Beer Group’s request for drug and/or alcohol testing or who refuses to 
complete the required forms will be subject to termination from employment with the 
Company. An applicant for employment who refuses to submit to drug and/or alcohol 
testing, or who refuses to complete the required forms will not be eligible for 
employment by the Company. 
 

● Adulteration of Samples:  The actual or attempted addition of adulterants to drug 
and alcohol testing samples is prohibited. Use or attempted use of adulterants will 
subject the employee to disciplinary action, up to, and including termination. If 
adulterants are found in samples, the lab results will be reported as positive. 

Cost of Drug and Alcohol Testing 
The Company will pay for the full cost of administering and analyzing drug and/or 
alcohol tests conducted on its employees. Aside from pre-employment testing, all drug 
or alcohol tests conducted by the Company shall occur during or immediately after the 
regular work period and are deemed work time for purposes of compensation and 
benefits. The Company shall pay the cost of transportation if the testing of a current 
employee is conducted at a place other than the workplace. If an applicant or employee 
whose confirmation test result is positive wants his or her sample retested after testing 
is completed by the Company, he or she may request a retest of the same sample at his 
or her own expense. If the retest results are negative, the Company will reimburse the 
employee for the cost of the retest. 
 
Collection and Testing 
All collection and testing will be done by companies licensed or approved by the U.S. 
Department of Human Services (or equivalent departments or agencies) or are 
approved under other applicable laws and regulations. All collection and testing will be 
done in compliance with applicable state and federal laws and regulations. A strict chain 
of custody will be used throughout the collection and testing process. Samples will be 
collected and transported to the testing facility in a manner to insure the integrity of the 
sample. 
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Test Results and Retesting 
If an applicant's or employee's sample initially tests positive for alcohol or a drug subject 
to screening under these rules and procedures, the result will not be considered 
conclusive. Instead, the test result shall be confirmed by a second test of the sample 
using gas chromatography-mass spectroscopy or an equivalent scientifically accepted 
method of equal or greater accuracy. If the second test of the sample is also positive, 
the laboratory will send the result to the Medical Review Officer so he or she may 
review the result and follow the procedures for obtaining an explanation from the 
employee.  
 
Initial and confirmation tests for alcohol may be performed through breath samples or 
urine samples. A test for alcohol will be considered a confirmed positive if the sample 
contains the equivalent of point zero two (0.02%) percent alcohol or the level of alcohol 
for "driving under the influence" as provided by the law of the location in which the 
employee works (whichever is lower). 
 
Initial and confirmation tests for drugs will be conducted through urine samples. A 
current list of the initial and confirmed positive levels being used in the Company's drug 
testing procedures may be obtained upon written request. 
 
Any employee who receives a positive drug or alcohol test result will be given an 
opportunity to offer an explanation, in confidence, to a Medical Review Officer (MRO). 
The MRO is a medical professional who is trained to interpret drug and alcohol test 
results. The MRO may be a private physician, or a physician connected with the testing 
facility or with a consortium of which the Company is a member for conducting drug and 
alcohol testing. If the MRO concludes that there is an explanation for the positive drug 
or alcohol test result other than conduct which violates this Policy (such as the proper 
use of a drug as prescribed by the employee's physician for him or her), the test result 
will be reported to the Company as, negative. If, however, the MRO concludes there is 
no such medically legitimate explanation for the test result, the Company will be advised 
that the employee's test result was positive.  
 
All samples will be collected in a manner which is designed to protect, to the fullest 
extent possible, the individual privacy of employees. However, if there is a valid 
suspicion that the employee has tampered with or attempted to substitute a sample, 
preventive measures will be employed. If an applicant or employee provides a sample 
that contains confirmed evidence of any form of tampering or substitution, this shall 
constitute a refusal to be tested and will result in disciplinary action, up to, and including 
termination. 
 
Community Through Beer Group’s Manager and/or the MRO shall maintain, as 
confidential records, separate from other personnel records of employees and 
applicants, all drug and alcohol test results and related information. Upon written 
request to the Manager, an applicant or employee shall be provided access to his or her 
own testing documentation for inspection and copying. This information cannot be used 
in any legal proceedings, other than in actions taken by the Company or in any action 
involving the specific employee and the Company, without the written express consent 
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of the applicant/employee or pursuant to a valid court order. The Company shall release 
this information only to the applicant/employee and/or the Manager. 
 
Consequences of Failure to Comply with This Policy 
Any applicant who has been made a conditional offer of employment and who refuses 
to undergo substance testing or who has a confirmed positive result shall not be eligible 
for employment with the Company.  
 
Even for the first offense, any employee who violates any portion of the Company's 
Policy regarding the actual or attempted possession, consumption, use, transfer, 
solicitation or sale of illegal drugs; the illegal possession or inappropriate or immoderate 
use or abuse of alcohol; or the abuse of prescription or over-the-counter drugs shall be 
deemed guilty of misconduct and subject to disciplinary action, up to, and including 
termination. Any employee who violates this Policy by refusing or delaying submission 
to an alcohol or a drug test requested by the Company in compliance with these rules 
and procedures or an actual or attempted tampering with such a test shall also be guilty 
of misconduct and subject to disciplinary action, up to, and including termination. 
 
Employees are subject to discipline up to possible termination for even the first 
confirmed positive drug or alcohol test reported to the Company. The first time an 
employee has a confirmed positive drug or alcohol test, depending on the 
circumstances, the Company may in its sole discretion suspend disciplinary action. It 
may impose discipline less than termination upon the condition that the employee 
successfully completes a program of rehabilitation.  
 
During rehabilitation or treatment, Community Through Beer Group may remove the 
employee from safety-sensitive positions or may otherwise establish conditions for 
continuation of employment. Any employee who refuses to participate or who does not 
successfully complete his or her rehabilitation or treatment program will be deemed 
guilty of misconduct and subject to termination from employment. Further, no employee 
shall be able to avoid disciplinary action, if he or she does not meet the standards of job 
performance established for his or her position, even if the lack of performance is due to 
alcoholism or drug dependency. If an employee believes that he or she has been 
treated unfairly, they can appeal the decision by notifying the Manager in writing.  The 
Manager and ownership will then review the appeal and notify the employee of any 
decision.  Also, any employee who has a second positive drug or alcohol test will be 
terminated.  
 
Employee Education and Assistance  
Upon request, in connection with a positive drug or alcohol test, or from time-to-time as 
part of employee training, the Company will provide employees information about the 
dangers of and how to recognize substance abuse, and about treatment services 
available, including information pertaining to drug and alcohol dependency evaluation, 
and referral services for substance abuse counseling and rehabilitation.  
 
 

DRIVING VIOLATIONS AND RESTRICTIONS 
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Any employee who drives a motor vehicle in connection with their job duties must notify 
their supervisor: 
 
● Immediately if they are charged with driving while intoxicated or under the influence 

of drugs or alcohol, on or off the job. 

● Before the end of the business day following the day, such information is received if 
their license, permit, or privilege to operate a motor vehicle has been restricted, 
revoked, suspended, or withdrawn for any reason. 

Community Through Beer Group will assess each such situation to determine what 
actions should be taken with respect to each employee and his or her job duties to 
ensure the safety of all its employees and the public. Therefore, failure to report 
restrictions as indicated above may result in disciplinary action, up to, and including 
termination. 
 
 

COMPANY PROPERTY 
 
You are expected to exercise care in the use of Community Through Beer Group 
property. This property is to be used only for authorized purposes. Deliberate misuse of 
Community Through Beer Group property, or unauthorized removal property from the 
premises, or its conversion to personal use, will be considered cause for disciplinary 
action which may be as severe as immediate termination. Property or money owned by 
Community Through Beer Group that comes into your possession and is not promptly 
returned to the Company will be deducted from your paycheck.    
  
All employees should be alert to acts of theft, vandalism and violence on the premises 
and report any suspicious activities immediately to their supervisors. 
 
 

SAFETY 
 
Community Through Beer Group is committed to developing a high standard for a 
healthy and safe work environment for all employees and customers in our facilities. 
Our employees and customers' safety are our first priority.  
 
Safety does not occur by chance. It is the result of careful attention to all aspects of the 
facilities. Each employee is expected to practice safe working habits and report any 
unsafe issues to management.  
 
We believe that each employee has the right to have personal satisfaction from their job 
and safe working environment. To support this belief, prevention of any work-related 
injury or illness will be given top priority at all times. 
 



 
Community Through Beer Group LLC / Employee Manual 28 

 
 

Each individual is responsible for the safety and health of themselves and the people 
around them. We will all benefit from a healthy and safe environment by accepting this 
mutual responsibility to work safely.  
 
In the rare event that you, as an employee of Community Through Beer Group, have an 
incident, you must report it immediately to the Manager. If you see another employee 
involved in an incident, you must report it immediately. 
 
If the injury is serious in nature, contact 911 first. All other incidents that result in an 
injury should be treated at a local clinic.  
 
Please note that all injury, non-injury and near miss incidents should be properly 
documented and a first report should be completed the same day of the incident. 
 
We have a formal written safety program, located in the Policy portion of this handbook. 
It consists of safety rules, safety orientation, safety meetings and self-inspections. 
 
 
 
 

QUESTIONS, COMMENTS & CONCERNS 
 
Community Through Beer Group believes that all employees should be able to 
communicate with any member of leadership to resolve any problems and/or complaints 
relating to employment policies, practices, and working conditions without fear of 
reprisal. Leadership wants employees to have every opportunity to discuss their 
problems freely and to be treated fairly.  
 
To resolve problems and/or complaints on a timely basis, employees are encouraged to 
discuss the problems or complaints with the Manager first. This is the easiest and most 
effective way to deal with a problem. 
 
Community Through Beer Group recognizes that in some instances a problem may 
involve the manager. If that is the case, you have the freedom to discuss the problem 
with the Community Through Beer Group owners. The employee may be asked to put 
the grievance in writing, thoroughly explaining the nature of the grievance and previous 
actions taken on the grievance. 
  
Ownership will review the matter and respond to you no later than 5 working days. 
During this time Ownership may request to meet with you and the Manager before 
acting on your grievance. 
 
Community Through Beer Group believes that this ‘Open Door Policy’ is an integral 
component to employee relations; it reflects our belief in the dignity of the individual of 
Community Through Beer Group.   
 
We all take a responsibility to identify and discontinue behavior deemed inappropriate, 
including employee theft, misapplications of Company assets, harassment, etc. 
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Community Through Beer Group strives to preserve an environment where everyone 
feels comfortable in identifying and reporting actions that are in direct violation of our 
Company’s policies and procedures. If any employee experiences, witnesses, or is 
exposed to an inappropriate situation, that employee should contact the Manager and/or 
Ownership. 
 
 

ANTI-DISCRIMINATION  
 
Americans with Disabilities Act of 1990 
Community Through Beer Group does not discriminate in the interviewing, hiring or 
promotion of individuals on the basis of disability. Community Through Beer Group is 
committed to compliance with the Americans with Disabilities Act of 1990 and its related 
section 504 of the Rehabilitation Act of 1973, as well as with all state statues prohibiting 
discrimination on the basis of a known or perceived disability. The Company shall 
endeavor to provide reasonable accommodations requested by all employees with 
documented disabilities who are otherwise able to perform the essential functions of 
their jobs. 
 
The Manager will work with all disabled employees in determining the most effective 
accommodations that can be reasonably provided on an individual basis. Management 
shall maintain records for such requests and accommodations in a confidential manner.   
 
Title VII of the Civil Rights Act of 1964 
As amended, this act protects employees and job applicants from employment 
discrimination based on race, color, religion, sex and national origin. Title VII protection 
covers the full spectrum of employment decisions, including recruitment, selections, 
terminations, and other decisions concerning terms and conditions of employment. Use 
of any form of discriminatory or derogatory verbiage, in any context, of a racial slur, 
comment on sexual preference, religious interest, etc. will result in immediate 
termination. 
 
 

ANTI-HARASSMENT POLICY 
 
Community Through Beer Group will not tolerate any type of harassment. Everyone 
must be provided a workplace that is free of any impediments to working, such as 
harassment for race, nationality, disability or religion.  
 
Who Is Covered By This Policy? 
This Policy applies to anyone you encounter as you perform your job at Community 
Through Beer Group, including but not limited to: applicants, employees (regardless of 
position, title, grade, seniority or function), customers, temporary employees, visitors, 
independent contractors, and vendors. No one is immune from this Policy.  
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What Is Sexual Harassment? 
Sexual harassment has been defined as unwelcome sexual advances, requests for 
sexual favors, and other verbal or physical conduct of a sexual nature when any of the 
following occur: 
 
● Submission to such conduct is either made explicitly or implicitly a term or condition 

of employment–in other words the person harassed is led to believe that he or she 
must “give in,” and that it is part of the job. Submission to or rejection of such 
conduct is used as the basis for employment decisions, e.g., “If you don’t sleep with 
me you’ll never be promoted.” Such conduct has the purpose or effect of 
unreasonably interfering with the work environment or creating an intimidating, 
hostile, or offensive work environment. 

● Sexual harassment can be subtle or direct. It usually involves different genders, but 
may be committed by someone of the same gender. Sexually harassing behavior 
may include intentional physical conduct that is sexual in nature, sexual jokes and 
innuendo (innuendoes include suggestive sexual comments), sexual advances or 
requests for sexual favors, propositions, verbal abuse of a sexual nature, 
commentary about an individual's body, sexual prowess or sexual deficiencies, 
leering, touching, sexually based obscene comments or gestures, display of sexually 
suggestive objects or pictures and any other type of physical, verbal, or visual 
conduct of a sexual nature. 

● Sexual harassment may occur through various methods, including personal contact, 
in writing, over the telephone, through electronic mail, and on the intranet or Internet. 
In addition, sending inappropriate text messages or faxing sexually explicit or 
suggestive materials (including cartoons) can constitute sexual harassment if the 
one who receives it is offended, or if someone whom you do not intend to see it does 
see it, and is offended. The means by which sexually harassing behavior is 
conducted does not change its inappropriateness. If you are in doubt about whether 
some type of conduct or comment is harassment, don’t do it. 

Other Types of Conduct Which Are Prohibited Harassment 
Harassment occurs when one person does something for the purpose of annoying 
someone else. For example, if one employee engages in conduct intended to get a 
“rise” out of someone else, or makes inappropriate comments about the person’s race, 
sex, age, disability, nationality, accent, speech impediment, or the like, that constitutes 
harassment, and violates this Policy. In short, if one employee picks on another person, 
that conduct constitutes harassment and will not be tolerated. 
 
Obligations of All Employees 
It is every employee’s responsibility to report any incidents of actual or perceived sexual 
harassment or other harassment. This includes harassment directly involving the 
employee, or where the employee is only a witness. Employees must consider the 
obligation to report harassment as an essential function of their job.  
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Professional Environment 
Our work environment is such that many individuals interact with others every day. 
Differences of opinion, discomfort with personality traits, and even anger are inevitable. 
Please understand that those types of reactions do not generally amount to sexual 
harassment or other harassment, but an angry response should give fair warning that 
the other person does not appreciate the conduct or statements and is reason to think 
about what was said or done to be sure it did not violate this Policy. Tolerance of others 
and professional behavior will be an important ingredient for your success, the success 
of your co-workers, and the Company. 
 
How to Report Sexual and Other Harassment 
Allegations of sexual and other harassment may be reported in any manner that 
effectively communicates the message you desire to send. This includes reporting in 
writing, orally, by electronic mail, letter, memo, note, or any other reasonable means. 
The Company, however, encourages all reports to be made in writing in order to have a 
clear and complete account of your perception of the situation. The most beneficial 
written reports will include at least: 
 
● The date(s) and time(s) of all incidents of harassment; 

● The names of all harassers and victims; 

● A detailed factual description of the harassment; and 

● The names of all individuals present during the challenged conduct or who otherwise 
could corroborate or refute the facts alleged. 

You should also remember that a good first step in resolving a problem of harassment is 
to directly confront the person you feel is harassing you, clearly communicating what 
behavior you deem unacceptable. In many instances, this alone will stop the 
undesirable behavior because the harasser does not realize the inappropriateness of 
the conduct. If you do not feel that such a step is appropriate, however, you may report 
the problem elsewhere, as discussed below. 
 
Where to Report 
For consistency, we ask that any reports of harassment be made first to the Manager 
unless there is some reason you are not comfortable doing so. If you would prefer to 
make your report elsewhere, you may notify Ownership. The important thing is for you 
to report the situation to a member of Company management. 
 
When to Report 
Immediately! The quicker an issue is raised, the more likely an appropriate resolution 
can be reached. Untimely reporting significantly increases the difficulty in conducting an 
investigation because memories tend to fade with the passage of time, and witnesses 
tend to scatter. 
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Investigations 
In most cases, a prompt investigation will immediately follow the reporting of behavior 
believed to constitute harassment that violates this Policy. Any such investigation will be 
designed to address the allegations made but will usually include detailed interviews of 
the persons directly involved, witnesses, and a review of any documentary items that 
tend to support or refute the allegations. Investigations will be kept as confidential as 
practical, but confidentiality cannot be guaranteed. 
 
Determination 
In instances where sufficient information is available, the Company will promptly make 
factual and disciplinary determinations about the challenged conduct. However, you 
should keep in mind that some inappropriate behavior might not be reflected in 
documents or witnessed by other people. In those situations, individual credibility 
determinations will have to be made. The Company will do its best to find the facts. 
These credibility issues should not discourage you from reporting harassment, but 
should illustrate the importance of having documents, witnesses, and other information 
available to assist the Company in reaching its determination. All determinations will be 
based upon a totality of the circumstances known to the Company. 
 
Discipline 
Any employee engaged in sexual harassment or other types of harassment will be 
subject to disciplinary action, up to and including termination. This includes first-time 
offenders. All disciplinary decisions will be made on a case-by-case basis. 
 
Retaliation 
Any act of retaliation against an employee who reports, participates in an investigation 
of sexual or other harassment, or is otherwise involved in such an inquiry is strictly 
forbidden. Any employee found to have retaliated against another person will be subject 
to disciplinary action, up to, and including termination. 
 
False Claims 
Harassment claims are very serious matters, in part because of the way they can affect 
people and their careers. Accordingly, while all legitimate claims of harassment must be 
reported, such claims must never be fabricated or lodged without the utmost sincerity. 
Any person found to have intentionally falsified a claim of harassment, or who lodges a 
claim for malicious or improper reasons, is subject to disciplinary action up to and 
including termination. 
 
Knowledge of This Policy 
It is important to Community Through Beer Group to have a well-trained and educated 
staff. If at any time you do not believe you are sufficiently aware of what is acceptable 
behavior, do not understand this subject well enough, or simply need another copy of 
the Company’s harassment Policy, please contact a member the Manager.   
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Questions 
Any employees with questions or concerns about any type of discrimination in the 
workplace are encouraged to bring these issues to the attention of the Manager. 
Anyone found engaging in any type of unlawful discrimination will be subject to 
disciplinary action, up to and including termination. 
 
 

QUESTIONS 
 
If any of the policies in this handbook are unclear to you, it is your responsibility to ask 
the Manager for clarification. You are held responsible to the outlined policies 
regardless of whether you understand them or not. We will be glad to explain anything 
you do not understand. 
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Acknowledgment and Receipt 
 
I, the undersigned, do certify that on this date I received a personal copy of the Community Through Beer 
Group (“CTB”) Employee Manual which covers Community Through Beer Group LLC and Social Capital 
LLC.  I fully understand the policies and rules and will be guided by and subject to them.  
 

1. I also understand and agree that I am responsible for my own transportation to and from work 
and I agree that I will work differential hours and job locations. I also agree that I will work 
Saturdays, Sundays and Holidays when required by the company.  

2. I acknowledge and agree that my employment with “CTB” shall be at-will, and that either I or 
“CTB” can terminate my employment at any time, for any reason or for no reason without notice 
to the other, and that no reason for such termination need ever be given.  

3. Should I request or require, by words or actions, a reason for any termination of employment, I 
hereby authorize “CTB” to divulge such reason for termination, and I hereby release and 
discharge “CTB” from any and all liability arising from the providing of such information to me, to 
governmental agencies, and to other persons and companies.  

4. I agree to abide by the work rules, safety rules and regulations of “CTB” including, but not limited 
to, the rules prohibiting the use or possession of illegal drugs, alcoholic beverages, controlled 
substances, firearms or weapons in any facility of “CTB” or performing any work on behalf of 
“CTB” while under the influence of alcohol, drugs or controlled substances and to work in a safe 
manner at all times.  I hereby acknowledge “CTB” drug testing policy and hereby consent to drug 
testing as determined appropriate by “CTB”.  

5. I acknowledge “CTB” will prosecute to the highest extent of the law any person associated with 
worker’s compensation fraud.  

6. The Manual is prepared for informational purposes only and does not constitute a contract 
between the Company and me and should not be construed as such. 

7. The policies and information contained in the Manual may be changed or amended at any time by 
the Company, with or without notice. 

8. No supervisor of the Company or any other person except for an Owner of the Company has any 
authority to enter into any agreement for employment for any specified period of time or make any 
binding representations or agreements inconsistent with this Manual, and I acknowledge that no 
such agreement has been made.  

9. I acknowledge, as previously stated in this document, that I understand and am encouraged to 
approach management and/or ownership regarding concerns or matters associated with my 
employment or other matters with other “CTB” employees or situations at any “CTB” location in a 
timely manner. 
 
 

________________________________ 
Employee’s Signature 
 
 
________________________________ 
Printed Name 
 
 
________________________________                          
Job Position & Location        
 
 
________________________________                          
Date 
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