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                           Who are we as It’s a Win-Win Catering, LLC?  
  

We assure our clients the promise to meet and exceed their specific needs to WOW their 

event.  Our overall objective is to fulfill their catering need with trained, qualified, and 

productive employees to make their event memorable.  

It’s a Win-Win Catering, LLC is not just a Catering company, we are THE Catering 

company that has set the bar and our intent is to remain the leader in all facets of the business. 

Each one of us have been handpicked to come prepared to perform at the highest level of 

excellence. With smiles and enthusiasm, we embody the client’s event as though it was our very 

own. From contract to breakdown, it is our hope to make their event a lasting expression of 

happiness for years to come. My saying always to the bride/groom (just show up and look cute 

and handsome)!  

We strive to maintain guest satisfaction and to create an atmosphere for employee 

satisfaction; therefore, the following standards and objectives have been established:  

• To maintain a high standard in food presentation, customer satisfaction, and 

facility cleanliness.  

• To establish a productive and strong service team.   

• To provide a good working environment through acting fairly, honestly, and 

ethically with our professionals.   

• To offer the opportunity for employee development and empowerment of job 

responsibilities and accomplishments.   

The most important part of your job is to provide excellent service to our customers, your fellow 

professionals, and the overall business. Each time you contact a guest, you are involved in a 

“moment of truth”. How well you handle that moment of truth determines how the customer 

feels about you, the service you give, and the organization for which you work. The many 

“moments of truth” add up to create our service image in the eyes of our guest. We want that 

image to be the best it can be. It is our goal to create a positive service image for our guest and a 

positive experience for our professionals. Try to send each guest off feeling good about having 

been in contact with you. We hope the satisfaction of a job well done will make you to feel good 

about yourself.  

So, in order to keep these promises relevant and alive, I want to address the 

standards that we will follow to assure there’s no areas of default. While we are 

acquiring so many other phases of catering and the additional growth of staff, our small 
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company is growing massively. With that, I want us to be uniformed across the board no 

matter which department you work.   

  

 

 

 

 

The Management Team:  
  

Kitchen:                      Executive Chef Trivia Meadows 

Sous Chef:                  Tammy Williams 

Company Manager:  Cory Rhodes  

  

  All members of the management team are there to provide training, supervision, 

support, and direction of your work. You are expected and required to cooperate with all 

members of management. You can expect the managers to work cooperatively and 

communicate effectively with one another so that you need only contact one manager in 

communicating attendance issues, addressing policies and procedures, and discussing concerns 

or problems you may have. These managers are knowledgeable in the work they do for It’s a 

Win-Win Catering, LLC and in food service in general. You must consider them your supervisors 

and cooperate in the instructions you are given.   

  

Professional Rights:  

  

   It’s a Win-Win Catering, LLC is committed to treating all professionals with respect and 

fairness. To demonstrate It’s a Win-Win Catering, LLC commitment, it guarantees the right of 

every professional:   

• To voice a complaint or concern.  

• To be heard in an atmosphere of respect and cooperation.  

• To have the complaint acknowledged by a member of management in a timely manner.  

• To have the complaint acknowledge by successively higher levels of management if the 

employee is not satisfied with the response or does not receive it in an appropriate time 

frame.   

• To have no fear of retaliation for presenting a complaint or concern. Professionals are 

encouraged to voice a complaint or concern to the Manager in a timely manner so the matter 

can be investigated and resolved promptly.   

• Within three (3) working days of an incident, the professional should discuss the complaint or 

concern with his/her regular manager.   

• The manager should respond to the employee within three working days of receiving the 

complaint or concern.   
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• If the employee is not satisfied with the response, or does not receive it in a timely manner, 

he/she should contact the owners for further and timely response to the complaint.  

  

Workplace/Arrival  

  

Whether it’s your first day or your fourth year of employment with It’s a Win-Win Catering, LLC, 

there are some practices which are constant. We strive to provide the highest in quality service 

to our guest and this begins in the smooth and healthy operation of our facility.  

  

You should arrange your schedule and your life so that you are able to arrive about 5 to 10 

minutes early to work. Your scheduled work start time means that this is the time you are 

literally ready to work after getting suited up and in your indicated service area. When you 

arrive, you should also find a manager and get checked in with them to both confirm your 

presence and to confirm the job you will be performing.   

  

  

  

Working Clean  

   Arrive to work recently bathed/showered with clean and combed hair, clean clothes 

following the dress code, and with a fresh and neat appearance.  

• Once checked in with the manager, collect up a fresh apron, hair net, and a set of new 

disposable gloves. (If needed)  

• Put on your hair net, covering, and restraining all your hair.  

• Remember to remove your apron and store it in a clean location during meal breaks 

and trips to the bathroom. Try to keep it clean. Replace with a fresh clean apron if it 

becomes visibly soiled.  

• Using proper hand washing technique, wash and dry hands thoroughly. After drying 

your hands, use your paper towel to turn faucet handles off and avoid re-

contaminating your hands.  

• Put on fresh disposable gloves.  

• Remove and dispose of gloves, wash hands, and put on fresh gloves every time your 

gloves become contaminated, including but not limited to:  

• Touching your hair, hands, face, any part of your body, your clothes.   

• Touching any non-food service surface, including doorknobs, phones, and the like;   

• After going to the bathroom.   

• After eating or drinking.  

• After leaving your work area. 

• After handling trash or trash receptacles.  

• After coughing or sneezing … every time  
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Food Handling  

  

Always wear a hairnet and apron while serving or transporting food, washing dishes, washing 

pots, or line running.  

• Never handle food, dishes, or food preparation equipment if you are sick. This could lead to a 

food borne illness.   

• Poor personal hygiene could lead to a food borne illness.   

• No eating or drinking behind the buffet line … only in areas and at times designated by your 
manager.   

• Wash your hands and put on gloves every time your hands or gloves did or even could have 

been contaminated … touching anything besides the pan and/or utensil(s) of the food you 

have been assigned to serve is contamination!  

• Professionals will only serve food onto a clean plate that has been handled only by them: This 

means a plate handed to you by a customer is not acceptable.   

 Never serve food onto a plate with food on it that has been presented by a customer … serve 

their food on a new plate.   

• Keep your area clean and free from spills and debris.  

• Be sure that you adhere strictly to instructions regarding the handling of leftovers. 

  

Hand Washing  

  

You have many, many years of hand washing experience. Chances are, though, you do not take 

the time to consciously wash your hands properly every time. Proper hand washing is required 

by all laws regarding food service. Running water, soap, and disposable towels are required. 

Please use the following instructions for washing your hands before, during, and after your It’s 

a Win-Win Catering, LLC shift.   

1. Find a sink designated for hand washing. Turn on water. Wet both hands.   

• Water does not have to be any specific temperature … hot or cold, it’s really all the same 

for the purposes of removing bacteria and viruses.  

2. Apply soap to hands. • Liquid or bar, either is fine. Anti-bacterial is not necessary. The 

important part is the lather!   

3. Briskly rub hands together to wash. • Be sure to wash front and backs of hands and 

wrists, between each finger and your thumb, and around the edges of and under your 

nails, working lather over all parts of hands and wrists.   

4. Rub/wash hands for at least 30 seconds. • You can count, watch a clock, or sing “Happy 

Birthday” two times fast.   

5. Rinse your hands in running water until all soap has been removed.   

6. Dry your hands using disposable towels.   

7. Use the towel with which you just dried your hands to protect your hand when turning off 

the sink.  
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Customer Service  

  

The following critical actions, known as “The Code of Quality Service”, will help provide quality 

service while bringing a sense of pride and satisfaction to the workplace:   

• Greet the guest immediately.  

• Give the guest your undivided attention.   

• Make that interaction time count. • Be natural, not phony, or mechanical.   

• Be energetic and cordial.   

• Be the customer’s agent. (Assisting with their needs and concerns)  

   

First and foremost, in any customer service job, the customer is never an interruption of your 

work.  

Rather, the customer is the reason for your work. After all, if no one booked catering events, It’s 

a Win-Win Catering, LLC would not be necessary and then we would not need professionals to 

work any events. Therefore, the customers/clients are the reason WE have this job. Please 

always keep this in mind when working a catered event, whether you’re serving guests directly 

or working behind the scenes. All the roles matter and the end goal is all the same: a satisfied 

customer.   

  

Below are a few tips for you on providing the best experience for our customers. If you have 

any questions or need clarification on anything, please ask.   

• The most important part of your uniform is a smile. If necessary, fake it ‘til you make it. Never 

bring your bad day to an event and share it with coworkers or guests   

• Take pride in what you’re serving. Look at what you’re presenting to your guests, whether it’s 

in setting up a buffet table, putting out water glasses (do the glasses have water spots?) or 

passing them plates of their dinner. Don’t serve a guest something you wouldn’t serve your 

favorite relative.  • Always remember that you are an employee, not a guest at catered 

events. This is especially important regarding weddings. Sure, it’s fun to listen to the music 

and you might find it amusing to get out on the dance floor and show off a bit, but the bride 

and groom will not be amused to go through their pictures and find pictures of the wait staff 

acting like guests.   

• Try to anticipate your guests’ needs. Try not to let beverages run out (if you’re refilling table-

side), clear dishes soon after a guest is finished with them, provide extra napkins when small 

children are present; anything you can do to make the guests’ experience run more smoothly 

will make them happier.   

• Don’t overstay your welcome at your tables. Most guests will engage in conversation out of 

politeness but won’t tell you when it’s time to walk away and let them enjoy their 

meal/company. You must be able to know when to wrap things up and move on. Remember, 

you’re not a guest, and you’re not there to socialize with the guests.  
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Safety/Sanitation  

  

We serve a large quantity of people all year long. We must take safety seriously to keep our 

dining halls operating. To this end, some guidelines have been established. As you begin 

working for It’s a Win-Win Catering, LLC, you may hear people yell “behind you!” or “coming 

through, hot pan” or some other variations of these kinds of things. This is to keep everyone 

safer. In a kitchen, it is imperative that you are aware of your surroundings. Since you can’t do 

what you’re doing and look in all directions at the same time, you must sometimes depend on 

your hearing to avoid potential disasters. If you’re washing dishes and someone walking behind 

you says, “behind you with a knife”, you know not to turn around; this keeps you safe from 

being cut. Frequently, your first instinct when you hear someone yell will be to turn around and 

see what’s going on. It’s important that you learn to delay that instinct when working for It’s a 

Win-Win Catering, LLC. We would rather have to wait a couple seconds for your attention than 

have you injured because you turned too quickly. You may not wear ear buds or headphones 

while working for It’s a Win-Win Catering, LLC. This is not only due to the risk of loss or 

damage to your personal items, but it’s truly a matter of safety. If you can’t hear that person 

behind you say, “coming through, hot pan!” you can’t be sure to stay put and avoid an injury. 

Anything that impedes your ability to be aware of your surroundings is a safety hazard in a food 

service setting. Occasionally, you may be the first to notice a spill or other safety hazard. For 

this reason, it is important that you know how to handle the situation. First, if others are in the 

area, try to clear the area if it can be done safely (a simple, “please step back so we can handle 

this spill” is usually enough). Then, you would need to place a wet floor sign (even if it’s a dry 

spill, it alerts people to avoid the area). We do not expect you to clean up spills, but we do 

expect that if you’re the first one to notice it, that you take precautions to help avoid injury to 

our staff or to our customers and then notify someone whose job it is to get the spill cleaned 

up. The focus in this situation is to avoid injury to you, the guest and other professionals. 

Personal beverages may be consumed during your shift. Health department regulations state 

that the cup you use must have a lid and a straw, and the cup may not be stored above any 

food item(s) to avoid contamination in the case of a spill. No gum is allowed while working in 

food service. You should have with you a bucket of clean sanitizer solution with a clean rag 

when working in food prep or serving areas. The water and/or rag should be changed out as 

needed to keep both.  

  

Breaks  

  

   In general, all students who work a shift several hours in length will be permitted to take 

a 15-minute break. This is somewhat dependent on the location and the job being performed; 

each management team in each location has established guidelines that are appropriate for the 

jobs and the shift times in their care. Break time is 15 minutes. The professional is not docked 
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time for this break; it is paid time. The professional will be permitted to take their break only at 

a time designated by the manager. It is the professional’s responsibility to know what time they 

started their break and to return in the allotted 15 minutes. Failure to return to the assigned 

workstation in a timely manner will result in disciplinary action. If the break time significantly 

exceeds the 15-minute mark, the manager may note the break stop and start times on the 

professional so that paid working hours are reduced by the time of the unauthorized/extended 

break. Please be aware that break times may be modified and are dependent on the needs of 

our guests; there is no ‘normal’ for a break at a catered event. Each location unit manager will 

establish what constitutes a meal for professional meals. As the focus of a food service 

operation is customer service, if quantities of any given meal item are limited, they may not be 

included in that day’s meal options for student employee consumption but reserved for 

customers and guests of that establishment.   

  

Disciplinary Action  

  

   It’s a Win-Win Catering, LLC intends to provide a safe, productive, and pleasant work 

environment for all professionals to enable them to achieve the highest level of productivity 

and fulfillment. The success of It’s a Win-Win Catering, LLC depends on food quality and 

customer service. It is everyone’s responsibility to treat customers and co-professionals with 

respect and understanding. If a professional does not meet these standards for performance 

and behavior, constructive counseling action may take place to improve performance or correct 

behavior. It’s a Win-Win Catering, LLC will attempt to address most types of unsatisfactory 

performance or conduct through this method. A variety of actions can warrant disciplinary 

action up to immediate termination, including but not limited to the following list of examples:   

• Theft and attempted theft. This includes any food and beverages, supplies, utensils, 

equipment, personal items belonging to co-workers or customers, and cash.  • Willful misuse 

or destruction of college or co-worker property.   

• The possession, sale, or consumption of illegal drugs or alcoholic beverages, or being under 

the influence of illegal drugs or alcoholic beverages during working hours or on the work 

premises.  

• Falsification of company related documents, including timecards, for yourself or another 

employee. • Insubordination or failure to carry out reasonable requests.   

• Any disorderly conduct, such as profanity, yelling, or vulgar, abusive, or obscene language to 

fellow employees and customers.   

• Abandonment of job … no call/no show • Three (3) written warnings in a given period   

• Unwillingness to comply with requirements of health or safety policies.   

• Failure to maintain proper standards for hygiene and appearance in the work place.   

• Sexual harassment, other harassment, or discrimination of any kind.   

• Repeated tardiness/absenteeism. This also includes over-use of the sub policy to staff the 

shift(s) assigned to you.  
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Attendance  

  

Your job is an agreement that you will be there when you are scheduled and do the work that is 

indicated, and we agree to pay you the established wages for doing that job. Attendance is a 

big issue. As your employer, it is VERY important to us that you are here. When you aren’t in 

your scheduled place for your assigned shift (even when the absence is scheduled ahead of 

time) it can be frustrating for your co-workers and an expense to It’s a Win-Win Catering, LLC. 

We understand that there are going to be issues come up that will conflict with your work 

schedule, regardless of how dedicated a professional you are. The only solution to reduce the 

cost associated with an employee absence (a cost counted in both aggravation and in dollars) is 

effective communication between the employee and the manager. When it comes to your 

attendance, please note the following important rules:   

• Always communicate any attendance issues in person or on the phone directly to your 

manager. Never use email!   

• Always direct your communication about attendance to your manager. Contacting the It’s a 

Win-Win Catering, LLC or owner office is not acceptable or effective.   

• The more notice you can give, the better it is for everyone.   

• You may not communicate to management the need for an absence by email.  

  

Absences  

  

   Absences are acceptable only when they are excused ones. Failure to follow the 

processes below can result in the removal from any catering shifts that are scheduled, and your 

name can be removed from the email list for catering shift offerings.   

• If you are scheduled and then a conflict arises, it is your responsibility to find a 

replacement for yourself that is a current It’s a Win-Win Catering, LLC professional and willing 

and able to perform the job. You must contact your managers phone number that will be 

provided to report the name of your substitute before the event.   

• Only in the event of a serious illness or emergency can you call off a catering shift. If you 

have one of these rare cases, you are required to call at least 3 hours ahead and you will be 

required to provide proof to the It’s a Win-Win Catering, LLC manager within 3 days (a doctor’s 

excuse, an accident report from the police, an obituary, etc.) You must call the phone number 

located by the event as it is listed on your employee dashboard. An unexcused absence (often 

referred to as a “no-call no-show”) will result in immediate termination.   

  

Illness or Emergency  

  

   When significant illness or a personal or family emergency occurs, you are required to 

provide at least 2 hours’ notice by phone to the manager. We realize that the manager is not 

always available to answer the phone. The managers check their voice mail with great 



From the Desk of Chef Win Meadows, Owner  
  

regularity. If leaving a message, please be sure to clearly state your name, the time of your 

shift, and what position you are working along with any message you have. The voice mail does 

time and date the call so you can be sure that they will know when you have called off with 

proper notice. You wouldn’t think it would bear repeating, but it does: include your name in any 

voicemail that you leave for management. The policy of 2 hours’ notice for illness or emergency 

is NOT extended to cover general conflicts with your schedule. This process only applies to 

significant illness or emergencies.  

  

Excessive Absences  

  

   Even when you follow proper procedures, if you call off or substitute on your shift with 

frequency, you can be written up or terminated, depending on the severity of the issue. If you 

have a shift, you are expected to work it. It belongs to you.   

  

  

  

CATERING DRESS CODE – BLACK & WHITE   

  

   All employees are expected to arrive looking clean and neat. You will be recently bathed 

or showered. Your clothes will be clean and free of holes. Your hair will be clean and restrained. 

All hair longer than your collar should be pulled back and securely restrained.   

  

SHIRTS   

All shirts should be our monogramed black shirts for setup/kitchen/cleaning and a formal Chef 

Coat to serve. It must be finished and professional looking. No t-shirts, tank tops, spaghetti 

straps, sleeveless, backless, tube tops, or cap sleeves.   

  

PANTS   

You must have full-length dress pants/trousers. They must be black or very, very dark. Black 

denim, in great condition, will also work. Absolutely no holes, tears, or patches. No shorts, 

skorts, sweatpants, Capri length, gauchos, extraordinarily long, or baggy pants. Leggings, stretch 

pants, and tights are not acceptable alternatives to pants.   

SHOES   

Must fully enclose your toes and your heels and be worn with socks or hose. Must be black or 

dark in color. Non-skid soles are suggested, rubber or crepe soles are fine. Heels should be ½” 

high or less (anything higher will be tolerated only at the discretion of the manager and in 

consideration of employee safety). No bare feet, flip-flops, sandals, clogs, cleats, or any other 

shoe that poses a safety issue.   

JEWELRY & ETC.   

No rings on hands unless you can’t get it off. No bracelets or wrist watches. No false nails or nail 

polish. Necklaces will be worn entirely inside of your shirt. Earrings or piercings will be small 
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studs/bars/rings that are worn close to the skin and firmly secured, no dangling or excessive 

jewelry. No hats, bandanas, or scarves; hair nets are required. No watches may be worn.   

  

No books or devices, including but not limited to electronic or digital devices, are permitted to 

be used while you are working on the time clock. This includes items such as the following:   

• Laptop computers.   

• MP3, iPod, or other music/video/TV devices or media players and the headphones or earbuds 

that may go with them.   

• Cell phones, PDAs, or any Bluetooth device.   

• Books, textbooks, or other reading/study material.   

• Any form of a game device. It doesn’t matter what job you are performing – No ear buds or 

headphones are permitted while working.   

We know you can’t possibly last an hour on Earth without your phone. However: Your phone is 

not welcome at our catering events while you work! We are paying you for your time; we 

expect to have your attention. If a manager sees you with your phone out while punched in, 

you can expect to hand it over until your shift ends. If this is a repeating problem, you can be 

dismissed from It’s a Win-Win Catering, LLC work. We also encourage you to leave your 

personal possessions at home. It’s a Win-Win Catering, LLC will not be held responsible for loss, 

theft, or damage to possessions that you bring with you to work.  

  

Payroll  

  

Your pay will be direct deposited into YOUR bank account via Cashapp. Please make sure your 

manager has your information.   Payroll checks are scheduled to begin in January 2023. 

 

 

 

                                            Thank you again for being the Best You on the Planet!!  

  

Chef Win Meadows, owner 843-822-7636  

  

  PLEASE SIGN AND SCAN BACK THIS PAGE  

    PRINT __________________________        SIGN ___________________________________  

  


