


Welcome to the Beach Shops! 

Welcome to the Beach Shops. We are excited to have you join us as a part of our team. 

The Beach 





Introduction 

This handbook is designed to help employees get acquainted with the Forty-Niner 
Shops, Inc., dba Beach Shops and some of the policies affecting your employment. You 
should read, understand, and comply with all provisions of the Handbook. It describes 
many of your responsibilities as an employee. The policies set forth in this Handbook do 
not create a contract or any contractual obligation of any kind between the Forty-Niner 
Shops and any of its employees. 

Because the Beach Shops is a growing and changing organization, it reserves full 
discretion to add, modify, or delete provisions of this handbook, or the policies and 
procedures on which it is based, at any time without advance notice. Employees will, of 
course, be notified of such changes to the Handbook promptly after they occur. 

For this reason, employees should check with the Human Resources Department to 
obtain current information regarding the status of any particular policy, procedure, 
guideline, or practice. Similarly, employees should contact the Human Resources 
Department to obtain information regarding specific employment policies or 
procedures, whether or not they are contained in this handbook. 





Open Door Policy .......................................................................................................... 30 
Complaint Procedure ................................................................................................ 30 

Employee Safety ........................................................................................................... 33 
Reporting Unsafe Conditions .................................................................................... 33 
Reporting Accidents.................................................................................................. 33 
Health and Safety Standards..................................................................................... 34 

Paid Sick Leave and Leaves of Absence ........................................................................ 35 
Paid Sick Leave .......................................................................................................... 35 
Leaves of Absence..................................................................................................... 36 
Bereavement Leave .................................................................................................. 36 
Reproductive Loss Leave........................................................................................... 36 
Jury Duty and Witness Leave .................................................................................... 37 
Voting Time Off ......................................................................................................... 37 
Military Caregiver Leave (Part of Family and Medical Leave) .................................. 37 
Military Qualifying Exigency Leave (Part of Family and Medical Leave) .................. 37 
Time off for Victims of Domestic Violence ............................................................... 38 
Crime Victim Leave ................................................................................................... 38 
Volunteer Civil Service/Emergency Responder Leave .............................................. 39 
Organ Donor/Bone Marrow Donor Leave ................................................................ 39 
Parental Leave for School Activities.......................................................................... 39 
Pregnancy Leave ....................................................................................................... 40 



7 

The Beach Shops 

Our Organization 
The Beach Shops 
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generate funds for scholarships, internships, and other student activities. We will design 
facilities to enhance academic learning, and be actively engaged in campus programs 
and activities that promote student success. We will measure our efforts to promote 
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role in ensuring our success and will be responsible for the execution of their job duties 
and for the well-being of the corporation. 

Innovation:   We must look for new ideas and better ways to manage our business. We 
are willing to take risks and adopt new ideas when they result in improved satisfaction, 
student success, and financial outcomes. 

Courage:   We must be willing to give and accept feedback from managers, peers, and 
stakeholders in order to realistically assess our performance. We must be willing to 
defend our values and hold one another accountable to our shared values. 

Communication:   We will include our employees and customers when considering new 
concepts and developing innovative ways to perform our jobs. We will communicate 
clear expectations, report on the progress of our efforts, and recognize the achievement 
of our employees as we seek to improve our operations. 

Diversity:   We respect, appreciate, and value all individuals and will work to actively 
ensure equality of opportunity in our workplace. 

Community Service:   We are part of the local community, and we support public service 
in many forms. Our community service includes volunteering time and effort, donation 
of funds and in-kind contributions, and encouraging employee engagement in 
community service organizations and projects. 
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Our General Employment Policies 

The Employment Relationship 
Employment at the Beach Shops is not for a fixed term and all Beach Shops employees 
are employed “at-will”. This means that employment with the Beach Shops is voluntarily 
entered into, and the employee is free to resign at any time and for any reason the 
employee considers appropriate. Similarly, the Beach Shops may terminate the 
employment relationship at any time, and for any reason, as long as there is no violation 
of applicable federal, state, or local law. No one other than the Executive Director has 
the authority to alter this arrangement, to enter into an agreement for employment for 
a specific period of time, or to make any agreement contrary to this at-will status. 

Equal Employment Opportunity 
The Beach Shops is an integral part of the greater campus community. We take pride in 
hiring employees that share our commitment to making a difference to the students, 
faculty, staff and guests that we serve. 

In turn, the Beach Shops is committed to providing a work environment free of 
harassment, discrimination, retaliation, and other unprofessional conduct. The Beach 
Shops prohibits unlawful discrimination based on sex, race, religion, religious creed, 
color, gender (including gender identity and gender expression), national origin, 
ancestry, physical or mental disability, medical condition, genetic information, marital 
status, registered domestic partner status, age, sexual orientation, reproductive health 
decision
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Employee Classifications 
Based on the conditions of employment, Beach Shops employees can fall into the 
following categories: 

Full-Time Positions 
Full-Time Hourly and Salaried (Non-Exempt) Employees 
Full-time hourly & salaried (non-exempt) employees work an average of 40 hours per 
week. These employees may work hours beyond their normal schedules as work 
demands require. If this results in working more than eight hours in one day or 40 hours 
in one work week, non-exempt employees will receive overtime compensation in 
accordance with state and federal law. Non-exempt employees are required to take 
meal and rest periods in the manner described in this handbook. 

Full-time Salaried (Exempt) Employees 
Full-time salaried (exempt) employees work an average of 40 hours per week. These 
employees may work hours beyond their normal schedules, but are not eligible for 
overtime compensation. 

PartExempt
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may work beyond their normal schedules and will receive overtime compensation when 
applicable in accordance with state and federal law. 

Salary Determination and Pay Transparency 
The corporation operates on a Wage and Salary Plan designed to provide salaries based 
on the duties and responsibilities of the position held and commensurate with pay rates 
established by comparable markets to our unique industry. Pay scale is included in job 
postings and is 
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Rest Breaks 
All non-
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Second Meal Period 
If you work more than ten (10) hours in a day, you will be provided a second, unpaid 
meal period of at least 30 minutes. Again, you must clock out for your meal period. You 
will be permitted a reasonable opportunity to take this meal period, and you will be 
relieved of all duty. There will be no control over your activities during your meal period. 
During your meal period, you are free to leave the premises and are free to come and go 
as you please. You are expected to return to work promptly at the end of any meal 
period. 

Depending on the circumstances, you may be able to waive your second meal period if 
you took the first meal period and if your total hours worked for the day is no more than 
twelve (12) hours. 

This cannot be done without the mutual consent of you and your location manager and 
must be in writing. You must discuss the on-duty meal period agreement waiver with 
your location manager in advance. 

Timing of Second Meal Period 
This second meal period will be provided no later than the end of your tenth (10) hour 
of work. Your second meal period may be scheduled by your supervisor or location 
manager. 

Recording Meal Periods 
Non-exempt employees must clock out for your meal period and record the start and 
end of the meal period. 

Non-exempt employees are not allowed to work “off the clock”. All work time must be 
accurately reported on your time card. If your supervisor or manager has asked you to 
“work off the clock” please notify Human Resources at (562) 985-7953 or via email at 
BeachShopsHR@csulb.edu. 

Anytime you miss a meal period that was provided to you (or you work any portion of a 
provided meal period), you will be required to report to your location manager and 
document the reason for the missed meal period or time worked. 

Work Schedules 
A work schedule should be posted every week by your supervisor or manager even if 
your schedule hours remain the same from week to week. It will be important to check 
the schedule daily to keep up to date on any changes. Work directly with your 
immediate manager and supervisor on frequency changes, and best methods to 
communicate on any changes. 
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Timekeeping Requirements 
All non-exempt employees are required to use the ADP timekeeping system to record 
time worked for payroll purposes. All time worked must be accurately reported on your 
time card in ADP; there are ADP time clocks located throughout the Beach Shops 
facilities. 

Student and hourly staff are responsible for clocking in no sooner than a few minutes 
before your scheduled shift, dressed and ready to work. When leaving after your shift is 
over, clock out immediately. If you forget to clock in or out, be sure to inform your 
location manager. 

Non-exempt staff overtime pay is incurred anytime you work more than eight (8) hours 
in one day or forty hours in one week. All overtime must be approved in advance by 
your location manager. Non-exempt employees are covered by State and Federal law. 
Overtime, or time and a half, is equivalent to 1.5 times your hourly salary.   

Employees must record their own time at the start and at the end of their work period 
by using the timeclock. Employees must clock out for their meal period and record the 
start and end of the meal period. 

Employees are not allowed to work “off the clock”.   Working off the clock violates 
Beach Shops policy. Any work performed before or after a regularly scheduled shift 
must be approved in advance by your location manager when possible. If you perform 
off-the-clock work, please report the work to your location manager. 

Employees will be required to certify that their time record is accurate. 
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You may use ordinary paid rest breaks or may take other reasonable break time when 
needed. If possible, the lactation break time should run concurrently with scheduled 
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Absences protected by local, state and federal law do not count as a violation of 
the punctuality and attendance policy. Paid sick leave protected under state and 
local law does not count as a violation of this policy. 

Identification 
Your student or staff identification card will also serve as your Beach Shops 
Identification Card. You will receive a name tag which must be worn when you are on 
duty. Remember, your name tag is a part of your uniform. It should be removed from 
your uniform before you leave work for the day. 

Dress Code and Other Personal Standards 
Our employees represent the Beach Shops and must report to work properly groomed, 
ready to work with the appropriate clothing and uniforms to start their day. Employees 
are expected to practice good hygiene standards. Employees are expected to wear 
clothing appropriate for the nature of our business and the type of work that we do. 
Clothing should be neat, clean and tasteful. Avoid clothing that can create a safety 
hazard, inappropriate for the workplace, or that display offensive language or images. 
Department managers may issue more specific guidelines based on the type of business 
and work function to be performed. 

In general: 
• For all students and hourly employees- employees must wear their Beach Shops 

issued uniform top/shirt. Employees must wear blue, black or khaki jeans with 
closed toe-shoes. 

• For full-time department leads and full-time supervisors- employees must wear 
their Beach Shops issued polos or assigned top/shirt. Employees must wear blue 
or black jeans or khaki jeans, with closed toe-shoes. 

• For management level employees- employees may wear business casual style 
clothing or Beach Shops issued polos. Please wear business casual tops/shirts 
when wearing blue, black or khaki jeans. Employees must wear closed toe-
shoes. 

• Jeans/bottoms must be clean, with no holes, free of rips, tears and fraying, no 
extra embellishments or aduorears 
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work in acceptable attire or grooming. Employees will not be compensated for any time 
missed because of failure to comply with the Dress Code and Other Personal Standards 
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The Beach Shops requires all employees to observe high standards of business and 
personal ethics in the conduct of their duties and responsibilities. It requires that 
employees and representatives of the organization practice honesty and integrity while 
conducting business or acting on behalf of the organization. All employees must comply 
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Additional Teaching Employment on Campus 
The Shops will in good faith support employee efforts to pursue teaching opportunities 
on the CSULB campus. Teaching on campus is considered a separate employment with 
CSULB and it’s not an extension of Shops employment. In many cases, teaching 
opportunities may take place before or after traditional work hours, but in some cases 
teaching assignments may take place in the middle of a Shops traditional work schedule, 
overlapping Shops and CSULB work hours. Teaching on campus pulls the Shops 
employee away from their Shops work responsibilities and oversight of the workplace. 
Teaching requests will be considered scheduling workplace accommodations and may 
be approved at the discretion of the Division Director and Associate Executive Director, 
on a case by case basis and is not guaranteed. Approvals will really be determined on 
the individual employee’s workload, oversight of team, duties and overall impact this 
scheduling accommodation would have on the overall department
[(b)d Associf t  
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Department, is authorized to make those statements. Any employee wishing to write 
and/or publish an article, paper, social media post, or other publication on behalf of the 
Beach Shops, 
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The Beach Shops has a general standard that cell phone use is not permitted while on 
the clock. This includes the unauthorized use of head phones, head sets, earbuds or 
audio head gear. Cell phone use is ok during scheduled rest and meal breaks. There are 
a few departments where cell phone, head phone, head set, earbud, or audio head gear 
use is permitted as a part of your job. For details of your department rules and 
guidelines about cell phone use, please contact your immediate supervisor. Please use 
good judgement and leave personal cell phone use, checking emails and text messages 
to your rest breaks and meal periods. 

Drug and Alcohol Abuse 
The Beach Shops has a no tolerance stance on the use of alcohol, marijuana, illegal 
drugs or controlled substances within the workplace. Use of these substances can 
detract from an employee's work performance, efficiency, safety, and health, and 
seriously impair Beach Shops’ operations. In addition, the use or possession of 
these substances on the job constitutes a potential danger to the welfare and 
safety of other employees and exposes the Beach Shops to the risks of property 
loss or damage, or injury to other persons. 

The following rules and standards of conduct apply to all employees while on Beach 
Shops property (including the Outpost and the Nugget Grill and Pub), at work, or 
while on the clock working on Beach Shops business. The following are strictly 
prohibited by Beach Shops policy: 
• Being under the influence of, or impaired by, an illegal or controlled 

substance, alcohol or marijuana while on the job. 
• Using or possessing illegal or controlled substances, alcohol or marijuana 

while on the job (including the illegal use of prescription drugs and 
possessing drug paraphernalia). 
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This policy prohibiting harassment applies to all persons involved in the operation of the 
Beach Shops, including the off-duty conduct of employees. The Beach Shops prohibits 
harassment, disrespectful or unprofessional conduct by any employee of the Beach 
Shops, including supervisors, managers and co-workers. The Beach Shops’ anti-
harassment policy also applies to vendors, customers, independent contractors, 
volunteers, persons providing services pursuant to a contract and other persons with 
whom you come into contact while working. 
Prohibited harassment, disrespectful or unprofessional conduct includes, but is not 
limited to, the following behavior: 

• Verbal conduct such as epithets, derogatory jokes or comments, slurs or 
unwanted sexual advances, invitations, comments, posts or messages; 

• Visual displays such as derogatory and/or sexually-oriented posters, 
photography, cartoons, drawings or gestures; 

• Physical conduct including assault, unwanted touching, intentionally blocking 
normal movement or interfering with work because of sex, race or any other 
protected basis; 

• Threats and demands to submit to sexual requests or sexual advances as a 
condition of continued employment, or to avoid some other loss and offers of 
employment benefits in return for sexual favors; 

• Retaliation for reporting or threatening to report harassment; and 
• Communication via electronic media of any type that includes any conduct that 

is prohibited by state and/or federal law or by organization policy. 

This policy applies to all phases of employment, including, but not limited to, recruiting, 
hiring, onboarding, promotions, demotions, transfers, layoffs, terminations, rates of 
pay, benefits, and selections for training opportunities. 

If you believe you have been subjected to unlawful harassment, please follow the 
complaint procedure outlined in this handbook. Employees must report conduct 
prohibited by this policy whether or not they are personally involved. 

Interpersonal Relationships 
The Beach Shops strongly discourages romantic or sexual relationships between a 
manager or other supervisory employee and an employee who reports directly or 



28 





30 

• Sleeping or malingering on the job; 
• Making or accepting personal telephone calls, including cell phone calls, during 

working hours, except in cases of emergency or extreme circumstances; 
• Working overtime without authorization or refusing to work assigned overtime; 
• Violation of dress standards; 
• Violating any safety, health, security or Beach Shops policy, rule, 

procedure or violation of the Beach Shops' drug and alcohol policy; 
• Committing a fraudulent act or a breach of trust under any circumstances; 
• Violating the Beach Shops anti-harassment, discrimination, retaliation, 

or equal employment opportunity policies; and 
• Failing to promptly report work-related injury or illness. 

This statement of prohibited conduct does not alter the Beach Shops' policy of at-
will employment. Either you or the Beach Shops remain free to terminate the 
employment relationship at any time, with or without reason or advance notice. 

Off-Duty Conduct 
While the Beach Shops does not seek to interfere with the off-duty and personal 
conduct of its employees, certain types of off-duty conduct may interfere with the 
Beach Shops’ business interests. In particular, anti-harassment policies apply to off-
duty behavior as well as on-duty. Scenarios where off-duty conduct is deemed to 
interfere with Beach Shops’ business interests will be reviewed accordingly. 

Open Door Policy 
The Beach Shops promotes ongoing open communication between its employees and 
management. We believe that good communication is essential to the well-being of the 
Shops as an organization, and problems, questions, concerns, or complaints that are left 
unresolved negatively impact our work and our environment. If you have a question, 
concern, or complaint of any kind, you are urged to bring it immediately to the attention 
of your supervisor. Alternatively, if you believe your immediate supervisor is not the 
appropriate person with whom to raise the concern, you may raise it with any manager, 
the Director or Manager of Human Resources, or the Executive Director without fear of 
reprisal. 

Complaint Procedure 
The Beach 
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they should be referred to the Executive Director. If the complaint is about the 
Executive Director, complaints can be made through the Office of Equity and Diversity. 
When the Beach Shops receives allegations of misconduct, it will immediately undertake 
a fair, timely, thorough and objective investigation of the allegations in accordance with 
all legal requirements. The Beach Shops will reach reasonable conclusions based on the 
evidence collected. The Beach Shops will maintain confidentiality to the extent possible. 
However, the Beach Shops cannot promise complete confidentiality. The employer's 
duty to investigate and take corrective action may require the disclosure of information 
to individuals with a need to know. 

Complaints will be: 
• Responded to in a timely manner 
• Kept confidential to the extent possible 
• Thoroughly, effectively and impartially investigated by qualified personnel in a 

timely manner 
• Conducted to afford all parties “appropriate due process” 
• Documented and tracked for reasonable progress with regular progress updates, 

as appropriate, to those directly involved 
• Given appropriate options for remedial action and resolution 
• Closed in a timely manner 

If Beach Shops determines that harassment, discrimination, retaliation, or other 
prohibited conduct has occurred, appropriate and effective corrective and remedial 
action will be taken in accordance with the circumstances involved. The Beach Shops 
will take appropriate action to deter future misconduct. There will be no retaliation 
against any employee who brings a complaint in good faith or who honestly assists in 
investigating such a complaint, even if the investigation produces insufficient evidence 
that there has been a violation, or if the charges cannot be proven. Any employee 
determined by the Beach Shops to be responsible for harassment, discrimination, 
retaliation or other prohibited conduct will be subject to appropriate disciplinary action, 
up to, and including termination. Employees should also know that if they engage in 
unlawful harassment, they can be held personally liable for the misconduct. 
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Progressive Disciplinary Process 
Progressive discipline is the process of using increasingly severe steps or measures when 
an employee fails to correct a problem after being given a reasonable opportunity to do 
so. The underlying principle of sound progressive discipline is to use the least severe 
action that you believe is necessary to correct the undesirable situation. Increase the 
severity of the action only if the condition is not corrected. 

If an employee fails to correct a problem after a reasonable opportunity to do so, the 
following steps may follow within the disciplinary process. 

1. Employee Coaching 
The Beach Shops approach for progressive discipline is to communicate with our 
ĞŵƉůŽǇĞĞƐ ŝŶ ͞ŐŽŽĚ ĨĂŝƚŚ͟�ǁŚĞŶ Ă�ĐŽƌƌĞĐƚŝŽŶ ŝƐ�ŶĞĞĚĞĚ ƚŽ�ĞŶƐƵƌĞ ũŽď 
performance standards are being met. Managers are key partners for employees 
in providing guidance, training and tools to ensure we are aligned in outcome 
and performance expectations. This step is considered an informal part of the 
process and may be repeated multiple times as the employee makes progress to 
correct the performance/problem. Employee ĐŽĂĐŚŝŶŐ͛Ɛ are not formally 
documented in employee records. 

2. Written Warning 
When multiple steps have been taken to coach and counsel the employee, a 
more progressive step may be taken with a formal writq
0 0 612 792 re Tm
(ar)s
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Employee Safety 

Your safety is important to us. The Beach Shops strongly believes that a clean, safe and 
healthy environment should be the standard for all work locations. Every reasonable 
precaution is taken to provide you with a safe place to work. This includes a 
comprehensive internal training program, and adhering to regulatory compliance 
standards to ensure employees have the training they need to keep themselves and our 
guests safe. Our company goal is to have no work-related injuries. 

We follow standards set by our Illness Injury Prevention Plan that defines our 
comprehensive approach to safety. This includes how we conduct training, safety 
inspections, oversight of our Risk Management Committee and companywide efforts to 
maintain an accident prevention program in accordance with regulatory standards to 
provide an accident-free environment. 

The Shops makes all reasonable efforts to: 
• 
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• All employees who drive carts, forklifts, company vehicles or personal vehicles as 
a part of their job must 
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• Full-time employees will accrue an average of 8 hours of paid sick leave each 
month. 

• Unused paid sick leave for full-time employees will be carried over from year to 
year. 

• All paid sick leave requests must be submitted through ADP before the close of 
the pay period in which the time-off was taken. 

• Any unused paid sick leave will not be paid out upon termination to any full time 
employee hired after 1/1/1989. 

As mentioned above, the intent of Paid Sick Leave is to minimize economic hardships 
that may result from an unexpected short-term illness or injury. Sick leave abuse is not 
permitted. Sick leave abuse includes using paid sick leave for reasons other than those 
stated in the policy, misrepresenting the reasons for using paid sick leave, or if 
completion of normal work requirements is adversely affected. If there is reasonable 
suspicion of sick leave abuse, employees may be asked to supply a ĚŽĐƚŽƌ͛Ɛ note to 
Human Resources. Furthermore, sick leave abuse will lead to appropriate disciplinary 
measures as detailed in the Progressive Disciplinary Process. 

��ĚŽĐƚŽƌ͛Ɛ�ŶŽƚĞ�ŵĂǇ�ĂůƐŽ ďĞ�ƌĞƋƵŝƌĞĚ ďĞĨŽƌĞ ƌĞƚƵƌŶŝŶŐ�ƚŽ�ǁŽƌŬ ŝĨ ĂŶ ĞŵƉůŽǇĞĞ�ŵŝƐƐĞƐ�
three or more consecutive scheduled shifts. The note will not require a medical 
diagnosis/medical condition, but should note that the employee was seen by a health 
care provider, is healthy enough to return to work, and stipulate any period of 
incapacity or job-related restrictions. 

Please contact Human Resources for questions regarding Paid Sick Leave, or for a copy 
of the detailed policy. 

Leaves of Absence 
The Beach 
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called to active military in support of a contingency operation, to manage their affairs 
and to address certain exigencies while the family member is on active duty.   

The Company requires certification that the family member is a member of the National 
Guard or Reserves who is on active duty or has been called to active duty in support of a 
contingency operation (i.e. active duty orders); and requires a written statement from 
the employee (including available support documentation) about the nature and details 
ŽĨ ƚŚĞ ƐƉĞĐŝĨŝĐ ĞǆŝŐĞŶĐǇ͕�ƚŚĞ�ĂŵŽƵŶƚ ŽĨ ůĞĂǀĞ�ŶĞĞĚĞĚ͕�ĂŶĚ ƚŚĞ�ĞŵƉůŽǇĞĞ͛Ɛ�ƌĞůĂƚŝŽŶƐŚŝƉ 
to the military member. 

Military Qualifying Exigency leave is taken under the same terms and conditions as 
Family and Medical Leave. 

Time off for Victims of Domestic Violence 
The Company is concerned about those of its employees who may become victims of 
domestic violence.   For that reason, the Company permits employees who become 
victims of domestic violence to take time off to obtain a restraining order, medical 
treatment, psychological counseling, assistance from a shelter or similar organization, or 
to obtain relief to help ensure the health, safety or welfare of the employee or of the 
ĞŵƉůŽǇĞĞ͛Ɛ ĐŚŝůĚ͕ ŝŶĐůƵĚŝŶŐ�ƚŝŵĞ�ŽĨĨ ƚŽ ƉĂƌƚŝĐŝƉĂƚĞ ŝŶ ƐĂĨĞƚǇ ƉůĂŶŶŝŶŐ͘���ŵƉůŽǇĞĞƐ�ŵĂǇ�
use their unused vacation or sick pay when taking time off due to domestic violence; 
otherwise the time off will be unpaid. 

Employees who take time off under this policy must provide the Company with advance 
notice of the need to take time off, including the date and length of time off that is 
required. Advance notice may not be required but only if it is not feasible.  Employees 
who are able to provide advance notice should consult their supervisor and schedule 
ƚŚĞŝƌ ƚŝŵĞ�ŽĨĨ ƚŽ ŵŝŶŝŵŝǌĞ�ƚŚĞ�ĞĨĨĞĐƚ ŽĨ ƚŚĞŝƌ ĂďƐĞŶĐĞ�ŽŶ ƚŚĞ��ŽŵƉĂŶǇ͛Ɛ ďƵƐŝŶĞƐƐ͘��dŚĞ 
Company will maintain the confidentiality of any employee requesting time off under 
this policy.  In addition to advance notice, the Company also requires certification of 
time off due to domestic violence. Certification may be in the form of a police report, 
court order, or documentation from a medical professional, counselor, or social services 
advocate, or a written certification from the employee.  Failure to provide the required 
certification may result in a denial of the requested time off. The length of unpaid leave 
an employee may take under this policy is limited to 12 weeks. 

Crime Victim Leave 
An employee who is a victim or who is the family member of a victim of a violent felony 
or serious felony may take unpaid time off from work.  An immediate family member 
under this policy includes: a spouse, domestic partner, child, stepchild, brother, 
stepbrother, sister, stepsister, mother, stepmother, father or stepfather. 
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The absence from work must be for the purpose of attending judicial proceedings 
related to a crime listed above.  Before you are absent for such a reason, you must 
provide documentation of the scheduled proceeding.  Such notice is typically given to 
the victim of the crime by a court or government agency setting the hearing, a district 
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zŽƵ ŵĂǇ�ƵƐĞ ĂŶǇ�ĂĐĐƌƵĞĚ ďƵƚ ƵŶƉĂŝĚ ǀĂĐĂƚŝŽŶ ǁŚŝůĞ�ǇŽƵ ĂƚƚĞŶĚ ǇŽƵƌ ĐŚŝůĚ͛Ɛ�ƐĐŚŽŽů 
activities. If not, your parental time off will be unpaid. For scheduling purposes, you 
must notify your supervisor at least one week before the date of the school activity, so 
that your work duties may be covered. 

Pregnancy Leave 
All Beach Shops employees are eligible for an unpaid, job-protected time off when they 
are unable to perform essential job functions due to pregnancy, child birth or a 
pregnancy-related condition for up to four months. The employee may also be eligible 
for the leave if they are unable to perform any job duties without undue risk to the 
employee or the successful completion of the pregnancy. 

Employees are required to notify Human Resources that they will be taking the leave at 
least 30 days prior to the beginning of the leave. If advance notice is not possible, the 
employee must notify Human Resources as soon as possible. Medical certification will 
be required. 

Employees will not lose any seniority and benefits will not be terminated. Employees 
will be required to provide documentation from their health care provider releasing 
them to return to work. 

Vacation and sick time will not accrue while on leave. Vacation and sick time accruals 
will resume upon the employee’s return to work.   

Extended Medical Leave 
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Employees on a personal leave of absence do not accrue seniority or benefits. Vacation 
and sick pay will stop accruing when on leave, but will begin accruing again when the 
employee returns to work. An employee who takes a personal leave of absence will not 
lose any seniority earned prior to the commencement of the leave. 

If the employee has no sick or vacation hours available during their leave, they may owe 
any deductions and insurance premiums. Should you desire to maintain insurance 
coverage while on a personal leave of absence, you will have the option of continuing 



43 

Our Customer Service Standards 
Our key to success is an enthusiastic staff made up of individuals who are willing and 
able to give courteous, friendly, personal service to our customers. Effective customer 
service requires commitment and constant attention from everyone who represents the 
Corporation. Customer service is treating others the way you would wish to be treated 
as a customer. 

Each time you interact with a customer, you should: 

• Initiate interaction by smiling, making eye contact and providing a personal 
greeting. 

• Work cooperatively as a team member. 

• Provide quality work. 

• Maintain a service orientation toward our customers by supporting our front-line 
staff. 

• Work in an efficient manner. 

• Be safety conscious. 

• Maintain a clean, well-groomed appearance. 

Every complaint from a customer should receive serious consideration and immediate 
attention. If you have the authority and knowledge to resolve the difficulty, an effort to 
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21 Tips for Excellent Retail Customer Service 

1. Smile when greeting a customer in person and on the phone (and yes, they can 

tell if you are smiling over the telephone!) 

2. Use age-appropriate greetings, and avoid referring to older customers and 

women as “guys”. 

3. Be proactive and ask how you may be of service. 

4. Stay visible and available, but don’t hover. 

5. Don’t turn away, walk away, start to make a phone call, or duck beneath the 

counter as a customer approaches. (We’ve all had this happen to us.) 

6. The live customer standing in front of you takes precedence over someone who 

calls on the phone. 

7. Never judge a book by its cover - all customers deserve attention regardless of 

their age or appearance. 

8. Leave food and beverages in the break room. 

9. A customer doesn’t want to hear about your upcoming break. 

10. Make any personal calls when you’re on your break and out of earshot. 

11. The correct answer is never “I don’t know” unless you add to it, “but I can find 

out for you.” 

12. If a customer wants something that isn’t on display, go to the stock room and try 

to find out. 

13. If the item isn’t in the stock room, offer to call another store or order it. 

14. Learn to read body language to see if a customer could use some help. 

15. Don’t let chatty customers monopolize your time if others are waiting. 

16. Call for backup support if lines are forming. 

17. Be discrete if a customer’s credit card is declined by asking if there is another 
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���͛Ɛ�ŽĨ Beach Shops Customer Service 

A. Arrive on time 

B. Believe in the job you are doing 

C. Choose an attitude of service 

D. Dress appropriately 

E. Empathize with customers 

F. Find answers if you don’t have them 

G. Give every customer outstanding service 

H. Help coworkers when needed 

I. Initiate contact with customers 

J. Justify your reasoning and offer 
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Contact Information 

Beach Shops 
6049 East 7th Street 

Long Beach, CA 90840 

Human Resources Department: 
Phone:   562-985-7953 

Fax: 562-985-7799 
E-mail: BeachShopsHR@csulb.edu 

mailto:BeachShopsHR@csulb.edu
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