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Dear Employee,

Congratulations and welcome!

Our success as a team depends on clear communication and understanding. To
help you with some basics, we’ve prepared this policy manual which you should
read and refer to often. If you have questions about our policies, please don’t
hesitate to ask a manager.

These policies set the ground rules for a safe and pleasant work environment.

In these pages, you will learn what we expect from you. Your adherence to
these policies may affect your performance evaluations and continued
employment. You will also learn what you can expect from us, such as certain
rights and benefits; and how to resolve conflicts if they arise.

Ultimately, these policies help our team focus on the reason we come to work
each day – our guests.

Again, welcome to the team. I hope you find success and fulfillment in our
company.

Sincerely,

Owner’s signature and name
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