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WELCOME TO Valley Scoops and More! 



We would like to welcome you to Valley Scoops and More.  We hope that you enjoy your relationship with us, and that it is fulfilling, rewarding, and profitable for us all.


Since we are a local business we are vitally interested in the growth and development of our community, so we deal as much as possible with local suppliers, to help keep our local economy strong. 



Our future depends on how well we satisfy our customers' wants and needs.
We hope that you wish to share the ambitions, successes, rewards, but also the challenges of our business, and we are delighted to have you with us. Together, we can work toward making our operation a delicious and fun destination, as well as a great place to work.



Two slogans we have adopted include “Always improving” and “We care, because we live here too.” The first implies our constant drive to utilize the best technologies and layout ideas to more effectively and more efficiently serve our customers, and provide the most fun and relaxing environment possible while making your job less mundane. The second idea is a simple fact, and is used as a reminder to our customers that the money they spend here stays here and a portion of profits is re-invested in our communities through direct donations and support of other organizations efforts thru cost pricing of goods.
 EQUAL EMPLOYMENT OPPORTUNITY



Valley Scoops and More subscribes to a policy of equal employment opportunities. We have always and will maintain and conduct all practices related to recruitment, hiring, upgrading, discipline, and other terms and conditions of employment in a manner which does not discriminate on the basis of race, color, religion, national origin, age, sex, marital status, handicap, height or weight.

HARASSMENT POLICY



In keeping with the spirit and the intent of federal and state law, Valley Scoops and More strives to provide a comfortable work environment.  We are committed to a workplace that is free of discrimination and harassment based on race, color, religion, age, sex, national origin, disability, or any other protected status.  Offensive or harassing behavior toward any other employee will not be tolerated.  This policy is to be extended to vendors, customers and all others who enter our workplace.  In addition, those in a supervisory or managerial position will be responsible for taking proper action to end such behavior in their work area(s). 


If you witness or experience what you may consider to be harassment, please contact John, Brent, or Matthew immediately. They will determine the facts of the situation and correct the behavior on a timely basis. If you feel the situation is still not corrected, contact a different manager than originally told. We will not condone or allow harassment.
ABOUT YOUR PAYCHECK

       
   Each employee is paid the established rate for the job performed.  The pay period runs from Sunday through Saturday for 2 weeks (new work schedules are done each week). Employees are paid every other Wednesday at noon for the 2 week’s worth of work. We ask each employee to be able work a minimum of 15 hours per week, unless involved in school activities that will prevent it for a limited time. We deem this important to keep you “in tune” with our operations. 

· The wages (hourly rate) you are compensated is a private matter between you and the management, and should not be discussed in public or with other employees. We endeavor to pay wages that are competitive, and we reserve the right to reward those who do extra to help us be profitable and/or reinforce our standing as a fun and friendly destination by their actions. 

WAGES



  Each employee will be compensated at a rate which is deemed reasonable. Criteria include: 
· wages paid to other employees with similar positions
· length of service with us.
· perceived abilities upon hire
· then, with experience, overall job performance.
Your performance is constantly being monitored by management as well as by customers. Merit increases are based on a combination of many factors, including but not limited to: punctuality, willingness to work extra time when needed, sick time amount, sick time frequency, customer observations, and measurable productivity. All increases are based upon your merit, and are not automatically granted on some periodic basis.

OVERTIME



Valley Scoops and More is in the family fun business, and must be prepared to respond quickly to the needs of our customers as well as the changing market conditions to which we are subject.. Any hours worked over 40 hours in a work week will be compensated at 1 ½ times your hourly rate.  All overtime hours MUST be authorized by the Managers, and overtime is not permitted unless so authorized. Intentionally punching in early or staying later when not needed are grounds for discipline, and that unauthorized time will be removed from your payroll records.
WORK SCHEDULES

        
  The work schedule is written to reflect the needs of our customers, and may not necessarily reflect the time you would “wish” to work.  It is done with the utmost care to attempt to have staff available when we need it. It is never the same any two weeks, and can be upset by many factors, including un-planned absence or even the weather. Holidays change schedules completely, as we work around vacations which create major changes in customer patterns. Flexibility is the key word here. The more flexible you keep your availability, the greater the prospects for receiving the hours and therefore the compensation you desire.



All attempts will be made to schedule you within the time constraints discussed at your hiring and on subsequent notes. However, it was also explained to you upon hiring how we are a “people business” and are at the whims of our customers as to the times they prefer to come to us. To serve them properly, we must be here when they are here. Period.



For future schedules, any requests for a day or days off must placed in the envelope provided near the timeclock on the forms provided for the purpose by noon time on the Thursday BEFORE the week of requested day(s). Timely requests will be honored, as long as we can staff as the situation requires. If multiple requests for the same time off exist, consideration will be given to the requests filed earliest, so we must insist you date your requests.

If you had forgotten to file a request for a date already scheduled, it becomes YOUR responsibility to “cover” the scheduled time with a qualified replacement. Changes in posted work schedules MUST be made with the approval of the managers. You cannot just “switch” a schedule without notifying a manager, as they will note the change so we do not erroneously charge you with an absence. Telling another associate and expecting them to “relay” the message is NOT enough and will NOT be accepted!

If you are under the age of 16, there are strict Federal rules about what times you are allowed to work, both when school is in, as well as when it’s out for the summer. We will schedule you according to these rules, and we insist you do not try to go around them in any way. You cannot “switch” with someone whose schedule puts you outside of these rules.
Time Cards and Attendance


 
The purpose of the time clock is to insure an accurate record of all hours you work in order for you to receive correct payment of all wages. All employees are required to punch in and out – on their own. Under no circumstances are you to attempt to punch another employee’s number, or they to try yours. Employees are to be at their work stations ready and dressed for work at their scheduled starting time and are to remain at their work stations until their scheduled quitting time unless directed by management to leave early. Punching in when not ready to actually begin work (with your coat still on or not fully dressed in your uniform) is unfair to the company and the associates who expect to be able to leave at their scheduled quitting time. You will be told about this, and it can become grounds for dismissal if repeated.



Our time clock tracks your punctuality, attendance, and any time past your scheduled time you work. We appreciate you staying longer to help us complete a specific task, or when we are unexpectedly busy, when asked to do so. Only managers are authorized to extend your scheduled work time, or authorize you to begin early. Staying longer, coming to work early, and coming in when not scheduled at all are tracked as helpful instances, and will be rewarded when we review you for wage increases. Conversely, excessive absence, tardiness, and early departures when tasks are incomplete or without the approval of the manager on duty, are also noted and considered as demerits, reducing the likelihood of increases. You will be made aware of excessive demerits. If these habits are not corrected, they will result in a reduction of hours and eventually dismissal


All employees are required to clock in for work no more than 7 minutes before their scheduled starting time and clock out within 7 minutes after their scheduled quitting time. You are considered “late for work” if you punch in 4 or more minutes after your scheduled start time. Please attempt to arrive here within this 7 minute “window”, to avoid disturbing other employees at work.


 All employees must punch in and out for lunch. The lunch period is designed to be 60 minutes. You will be scheduled for a lunch break when your scheduled time exceeds 5 hours. Lunches are to be taken as scheduled or directed as not to create scheduling and/or customer service problems. Returning from lunch late (over the 60 minute lunch period) is also considered tardiness. Should you forget to punch in or out, it is your responsibility to inform the manager and the time will be properly recorded. 
Trial Period



When an employee is hired, it is not always entirely possible to determine whether they will be suited for the job, or satisfied with it. For this reason, the company has established a “trial period” which permits the new employee and the company to evaluate each other. The trial period is 90 calendar days. As with any employ, pay rates vary due to the scope and complexity of the job you are expected to perform.

LOOK YOUR BEST



In few other businesses are personal appearance and cleanliness such important factors as they are in the food business. A well-groomed employee immediately makes a good impression, both for Valley Scoops and More and for themselves, as it projects a proper concern for a sanitary approach to the handling of the customer’s food merchandise.



Regardless of your job at the moment, personal hygiene should never be forgotten or overlooked. A clean shave and neat hair conforming to our hair policy for the guys, and a neat hair style kept out of the face for the gals is a requirement. Also, a clean bright uniform implies to the customers that you are a professional, no matter how “unglamorous” a specific task may seem.


Cell phones are controversial. Cellphone use is to be limited while you are clocked in. . The customers are our number one priority, however if the customers are all taken care of, if there are no cleaning jobs to be done, or nothing to be filled they can be used. If we see them being used inappropriately you will be asked to keep them in a cubby during shifts. 


A sincere smile when involved in any and all types of customer contact shows them you are paying attention to them.  Attention to the customer is why we are all here, and the primary reason we pay you. Remember, when dealing with the customer, YOU become Valley Scoops and More!


All “Food Handler” personnel are to wear GLOVES at all time! We will never touch a customer’s food with our bare hands, even if we had just washed them!
          FEMALE EMPLOYEES : Employees are partially provided with company uniforms. The issued uniform shirt and black slacks or shorts (but not “short shorts). Additional uniform Shirts and hats can be purchased.   Uniform payments are due within 2 weeks of receiving the uniform. Low-heeled shoes with a rubber sole (like sneakers) are recommended and (for safety) no sandals or any other style of open shoes (including open heels) are permitted.  


Hair, make-up and jewelry should be neat and conservative. Hair must be worn in a fashion such that it will be kept away from the face. If you must keep adjusting your hair while working, you need to change something. 

          MALE EMPLOYEES : Employees are partially provided with company uniforms. The issued uniform shirt and black pants or shorts. Shoes should be in good repair and socks must be worn. Clean sneakers are permitted and recommended. Additional uniform shirts and hats can be purchased.   Uniform payments are due within 2 weeks of receiving the uniform. Shoes with rubber sole (like sneakers) are recommended and (for safety) no sandals or any other style of open shoes are permitted.
All  employee uniforms are to be returned to the company on termination of employment, prior to receiving the last paycheck. Remember : A SMILE IS THE MOST IMPORTANT PART OF YOUR UNIFORM

MAKING GOOD USE OF SUPPLIES

        
  Food retailing is a business of PENNIES. The average end profit in the industry is just slightly more than 5 cents of dollar sales (or, stated another way, only $5.00 per $100.00 sales). It is obvious, then, that any penny saved is equal to dollars sold.  We can watch these pennies by making good use of supplies. Using the right size cups and boats, etc. is a big part of your job and can make a large difference in overall profitability.  When things are dropped on the floor that is all wasted money, money we could use for wage increases or new equipment to make your job easier and more enjoyable!
COURTESY AND SERVICE



Your customers are your job.  Therefore, be friendly, courteous, and helpful at all times Remember, these customers pay your wages. When you are working it is your responsibility to treat our customers with the utmost respect and courteousness. Remember in your contacts with customers, YOU, for the moment, are Valley Scoops and More as far as they are concerned. The phrase, “The customer is ALWAYS RIGHT,” is our motto, and what the customer perceives IS their REALITY. If you win an argument, but you loose the customer, we all just LOST.



It is our policy that we will absorb the cost of any loss of a food item by a customer accidentally.  When you see this happen, you are to approach the customer and inform them not to worry about it, and that accidents happen. They are not to pay for the item. Offer them a free replacement, and clean up the mess. However, a manager MUST be made aware the situation.


With customer service being our number one priority the cleanliness of the property is a key factor. Upon hiring all employees take on the responsibility of helping maintain the cleanliness and upkeep of the property. No employee/manager/ or owner is above any cleaning responsibilities.
EMPLOYEE HONESTY AND INTEGRITY



As a new employee, Valley Scoops and More has accepted you with the assumption that your honesty and integrity are of the highest level.  We are certain that in most cases this will continue throughout your personal lifetime, because your success will depend greatly on these two personal traits.



It is each employee’s responsibility to ADVISE management when they observe a person taking merchandise or playing golf without paying for it, whether it be an employee or a customer. Employees are not to remove any company property, equipment, merchandise or supplies from the company premises without permission. In addition, our food is our food and not to be eaten by you unless paid for. Our Golf course takes much money to maintain, and we cannot allow free games for yourself or your friends. We may offer employee promotions and discounts from time to time.


Employees are not to talk about business information to another employee or any non-employee. “Business information” includes knowledge such as sales volume, advertising and promotion plans, accounting figures and salaries. 
       
  All employee purchases must be rung at the established price and removed from the back areas once they have been purchased. All food consumed must be purchased and paid for immediately prior to consumption. The register tape is to be is to be attached to the item with a paid sticker (except cones). Don’t just throw it away!


  There is a NO SMOKING policy in all the indoor areas, which includes all restrooms.


Any employee caught with alcohol or drugs on the property will be immediately discharged and the police will be contacted. 


Employees are to use the company phone for business purposes only or in case of emergency. No personal calls are to be received or sent during working hours without direct management permission.
PARKING YOUR CAR

         
 Remember that Valley Scoops and More has gone to great expense to provide parking facilities for our customers. Employees should not use the spaces intended for our customers. All employees should park their car in the parking area along the north side of The Supermarket. We ask you to be VERY careful when arriving and leaving, as customers will be on foot in the area. You CANNOT park anywhere else in the supermarket or Scoop’s parking lots! 
ACCIDENT PREVENTION  & SAFETY



Each employee of Valley Scoops and More is to work in a safe manner and observe good safety procedures for the safety of customers, themselves, as well as fellow employees. All work areas must be kept clean and free from debris. Utensils and equipment are to be kept clean and in good repair.



 Any accident, hazard or unsafe condition of equipment is to be corrected or reported to the management immediately for action. If you are involved in an accident while working or witness an accident by a customer or another employee, it is to be reported immediately to the manager for action and recording. How you work and interact with equipment is every bit as important to safety as all the safety equipment we could ever provide. The proper attitude towards equipment is not to “fear” it, but to “respect” it. Equipment does not harm you, it is simply dead steel and plastic. Improper use of the steel and plastic is what causes harm. If you have never operated a certain piece of equipment before, you are directed to ask an experienced employee to teach you its operation and safety concerns.

HOLDUPS



Should a holdup occur, without hesitation, obey all orders by the holdup person. Don’t be a hero, keep calm and do not make any fast, unnecessary moves. If possible, get the license number, color, and make of the car as it leaves the parking area. Try to remember as much as possible about the incident about the holdup person
ANYTHING LEFT OUT ?



If this booklet has not answered all your questions about Valley Scoops and More, your job or your future with the company, please feel free to ask the owners or store managers. We want everyone to feel at home, and that they are a vital part of the team.  If you feel anything needs clarification, let’s talk it out and establish a thorough understanding.  The success of Valley Scoops and More depends on your welfare, security, and growth in your job; and so our success is dependent on your success. Let’s grow together!



 Valley Scoops and More offers a bulletin board near the time clock to keep employees advised of all items that are of interest to everyone. Please check the bulletin board frequently to be sure you are aware of what is going on. 


This employee handbook is one of our main avenues of communications with you. You should keep this book for reference, so you will know what is expected of you and what you can expect from us. 



In issues of discipline and application of policies, management discretion in each situation is considered policy.



Valley Scoops and More may add to, delete, or amend the rules and benefits stated in this handbook as business situations change. You will be informed of policy changes on the bulletin board, and/or through distribution of an updated handbook or sheets depicting the changes.
 

We would like to take this opportunity again to welcome you upon joining our company.  We look forward to a pleasant and profitable association.
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Owner/President, Inc.
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Matthew J. Cara




Brent Radzwich
Owner/Secretary, Inc.



Owner/Tresurer, Inc.
CONDITIONS OF EMPLOYMENT

FOR

Valley Scoops and More update 2026


I have received and read Valley Scoops and More handbook, and I agree to the company rules and regulations as stated in the handbook.


DATE : ______________________________________________


EMPLOYEE SIGNATURE : ________________________________



(In order to properly prepare your employee file for the payroll department THIS FORM must be signed and turned in before the end of your first working week.) 

    *Please detach from booklet and return to the office*

Note here any policies/benefits you may need clarified:
11
Last Updated  Saturday, February 28, 20262-7-26
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