
Section 1 
Orientation 

 
WELCOME TO SUBWAY ! 
 
Congratulations! You have been selected as the newest member of our Subway® team.  You are about to begin working 
for one of the largest franchises in the world.  Your main job at Subway® is to take care of our customers so that each 
guest leaves the store with a pleasant experience. 
 
Customers and customer service are what we are all about.  A customer will return to a store if they were made to feel 
welcome.  That is why it is important that every person entering Subway® be treated as a “guest.” At Subway®, we can 
have the best food, the lowest price, and the cleanest store, but if a customer is treated rudely or cannot get waited on, they 
will eat somewhere else. 
 
You and your fellow employees can make customer service happen.  Everyone here is working together on the same team, 
so please remember to be cheerful and cooperative with your fellow team members.  One of the reasons you were hired for 
this job, is that you display the kind of attitude that we consider essential to “good” business.  We believe in you and wish 
you much success within our company.  
 
GENERAL INFORMATION  
 
The contents of this handbook are presented as a matter of information only.  Subway® (Texas Subs Inc.) believes 
wholeheartedly in the plans, policies, and procedures described in this handbook; however, these conditions cannot be 
construed to constitute a contract between the company and anyone or all of its employees.  Texas Subs is interchangeable 
with ESW Subs, EW Subs, Benchmark Subs, and Patriot Subs. 
 
This handbook is written for the purpose of familiarizing you with the policies and procedures of the company and to let 
you know where we stand at all times during employment.  The company reserves the right to modify, revoke, suspend, or 
delete any or such plans, policies, procedures in whole or in part, at any time, with or without notice. 
 
ALL ABOUT SUBWAY  
 
A Subway® store is a compact, fast service unit that offers sandwich/salad/wrap combinations created with assorted meats 
and vegetables on white, wheat, or gourmet bread, which is baked fresh daily.  Subway® wants to serve fresh, healthy 
food, without the cooking, to every customers customized to each guests’ desire. 
 
There are several factors, which differentiate Subway® from the competition.  The first is that we offer a variety of low fat 
subs (7 subs with 6 grams of fat or less).  Secondly, each store bakes its own bread and prepares its meats and veggies on a 
daily basis.  Our strongest selling point is that customers expect us to serve fresh, healthy food, everyday.  Another factor is 
our menu variety.  Any customer can customize their sub with the tremendous amount of selections available (“Have it 
your way, at Subway”).  Finally, our sheer size of operation and consistency amongst the stores within the system is yet 
another important factor in the presentation of out product.  With over 30,000 stores worldwide, Subway® has greater 
purchasing power, name recognition, and more advertising clout than the local sandwich shop.  We want every store to be 
similar in appearance and to offer the same quality of food.  Our goal is for the food to taste exactly the same in Texas as it 
does in Florida. 
 
Subway Sandwiches and Salads is presently the hottest franchise in the world, adding over 1,000 stores per year.  The 
company has grown from just 300 stores in 1983 to over 30,000 today.  Entrepreneur’s Franchise 500 survey has been 
quick to recognize Subway, naming it the number one franchise eight of the last nine years.  Subway® is becoming a 
recognized leader in the food service market.  The company has four times as many units as all submarine sandwich 
competitors combined.   



 
TEXAS SUBS …in the beginning 
 
Texas Subs ® is the product of a family’s journey into franchising. In 1987, Sherman and Patricia Johns and their son Eric 
Werner, began operating SPJ Enterprises. Initially, the business started with Precision Tune, and four employees. Success 
led them to buy another franchise, Meineke Mufflers. In 1992, they added Subway® to their successful operations. By 
1997, SPJ Enterprises had grown to an employer with over 140 employees. In 1998, the Subway® portion of the family 
business was sold to Eric Werner, and Texas Subs® was created. Originally based in Killeen, Texas, we have regional 
offices in Waco and Fort Worth, Texas. Texas Subs® currently is operating 53restaurants throughout Central and North 
Texas. Today, Texas Subs® is the parent company for other partnerships with ESW Subs, EW Subs, Benchmark Subs Ltd., 
and Patriot Subs.     
 
 
EQUAL OPPORTUNITY HIRING  
 
 Corporate management has affirmed it is the policy of this company to assure equal opportunity in every aspect of 
employment policy and practice to all qualified persons, and to prohibit discrimination against or harassment of any 
employee or applicant for employment because of race, color, national organ, sex, religion, age, marital status, pregnancy, 
parenthood, disease, physical handicap, or status as a veteran or disabled veteran.   
 
This employment policy includes, but is not limited to: 

• Recruiting and hiring applicants who possess the necessary skills, education, and experience. 
• Compensation of employees, and all other terms, conditions or privileges of employment. 
• Promotion, transfer, or demotion of employees. 
• Training during employment, and selection for training and apprenticeship programs. 
 

Subway® prohibits any form of discrimination, joking remarks, or other abusive conduct directed at employees. Any 
Subway® employee who feels subjected to discrimination should immediately report it to an Area Supervisor, Human 
Resource Manager, a Human Resource Representative, Director of Operations, or Owner.  All reports are taken seriously 
and will be thoroughly investigated.  Disciplinary action may be taken against the offender in the form of a warning, 
suspension, or termination (depending on the merit of the report and investigation results). 
 
SEXUAL HARASSMENT  
 
Subway® prohibits sexual harassment of any employee.  Sexual harassment is forbidden because it is intimidating and it is 
an abuse of power that is inconsistent with Subway’s philosophies, policies, and practices.  Sexual harassment is defined as 
unwelcome sexual advances, request for sexual favors, and any other verbal or physical conduct of a sexual nature.  It may 
be as blatant as a public display or overt proposition, or it may occur in the form of a joke, or inappropriate touching.  
Anyone witnessing sexual harassment or any activity that could be construed as such, should report it to the Human 
Resource Manager for investigation. 
 
GRIEVANCE PROCEDURE 
 
If you have a work-related concern or problem, please do not hesitate to notify your Store Manager at any time.  If you feel 
uncomfortable talking about your concerns with you Store Manager, go directly to your Area Supervisor.  In the event your 
Area Supervisor does not help resolve your concerns, contact Bob Lesieur, Human Resource Manager, at the Killeen 
corporate office (254-634-2882).   It is important that you discuss your concerns or problems as quickly as possible, so that 
an adequate resolution can be achieved for all parties concerned.  
 
PROBATIONARY PERIOD  
 
Every employee, when hired is placed on a probationary status for the first 90 days.  During this period, we will analyze 
your performance and advise you on your progress.  At this time, your desire to remain employed and the Company’s 
desire to continue your employment are temporary.  Should this employment relationship come to pass, then both parties 
will be held harmless of any liability. 
 
 
 
 
 



EMPLOYMENT AT WILL  
 
We at Subway® follow and abide with all state and federal labor laws.  Employment with this company is at the will of the 
employer.  During your employment with out company, job separation may occur by either the employee or the company at 
any time with or without cause. 
 
Your employment begins with your job application, employment eligibility verification (Form I-9), and employee’s 
withholding allowance certificate (W-4) Form).  Your employment record is maintained in strictest confidence and kept on 
file at the Corporate Office. 
 
Any promotions, transfers special training, and all matters (i.e. evaluations, warnings, customer comments, and complaints) 
affecting you as en employee are recorded and placed in your personnel file so that this important information is always on 
hand for reference and review. 
 
It is your responsibility to provide the corporate office with your correct and current address, telephone number, and 
dependent status.  Upon leaving the company, you should provide the office with a change of address for communications 
such as W-2 forms and other state and federal forms.  You should return all company property (including this employee 
workbook, nametags, and aprons) and fill out a notice of separation to complete this process. 
 
THE SUBWAY MANAGEMENT TEAM  
 
Each store in Subway® (Texas Subs Inc.) has a designated management team consisting of an Area Supervisor, a Store 
Manager, Assistant Manager, or Shift Supervisor.  During every working hour at any Subway®, there will be at least one 
member of the management team on duty who is responsible and ready to take charge of the store operation. 
 
Your Subway® Manager will explain the various positions in your store, which currently holds those positions, and the 
criteria for obtaining one of these positions should you choose to move up within the company.  We strongly encourage 
employees to develop during their time with us, as it is beneficial to both the company and our employees. 
 
If you are not in a position to move up within the company due to outside commitments, you are still encouraged to submit 
ideas that may help our operation.  This company continues to be successful because we make it a team effort, to be the best 
possible, much the same as a sports team or musical group.  Without this effort, we would not be in the position we are 
today, and with the continued commitment to a team-oriented atmosphere of excellence, we will remain at the top. 
 
MONTHLY STORE INSPECTIONS  
 
Once a month, each store is given a “Store Evalution & Compliance Report” by a Field Representative from the local 
Subway Development office.  The representative will evaluate each store in many areas and the Store Manager will discuss 
and post the report on a monthly basis. Once a week, including nights and weekends, an inspection of each store is 
completed by a Field Operations consultant to evaluate store cleanliness, customer service, and the overall experience of a 
customer’s visit.  Your Store Manager will post these reports as they are received. 
 
Food safety issues that are identified during these inspections may place the restaurant “out-of-compliance.” Employees 
who contribute to the store being out of compliance will be disciplined, and this disciplinary action may include termination 
of employment (depending on severity). Three (3) areas of concern that may affect an employee are: 1) Product Dating- all 
perishable products (frozen, refrigerated, or dry goods) must be within the required shelf life, and proper thawing 
procedures for frozen products must be followed. 2)Product Temperature Safety-cold product temperatures must be 41°F or 
below, while hot product temperatures must be between 140°F and 165°F. 3) Hand-washing- employees must properly 
wash their hands with soap and water, and dry their hands before putting on gloves to prepare product. Employees must put 
on new gloves between food preparation actions or after non-food related tasks. Employees who fail to obtain or maintain a 
valid food safety card will be subject to disciplinary action, to include termination of employment.      
 
PAY 
 
If you are a member of management, you may be considered an “exempt” employee.  Exempt employees are not paid 
overtime regardless of the number of hours worked.  Exempt employees who quit or miss a day of work will be paid for 
actual hours worked. 
 
Exempt employees may be eligible for additional income (bonus) based on the store performance.  This bonus program will 
be established in writing and can be changed at any time without notice. 
 



All other employees are considered “non-exempt” employees.  Subway® pays the federal minimum wage or higher to all 
exempt employees.  Overtime is considered any hours worked in excess of 40 hours during one (1) pay period.  Employees 
will be paid “time and one-half” for any overtime hours as long as they are in a non-salaried position.  If a schedule change 
will result in an employee working overtime, the employee must first clear the schedule change with the Store Manager.  
All non-exempt employees who work on Thanksgiving Day will be paid at “time and one-half” basis and those working on 
Christmas Day are paid at a “double-time” rate. 
 
Employees will also be paid for time spent at mandatory meetings, training sessions, and special seminars.  Any voluntary 
meeting or function is strictly dependent on the will of the employee and is not compensated by the company. 
 
Employees are not paid in advance of regular paydays.  Deductions can be made from your payroll check if required by law 
or authorized by the employee in writing.  If you need to change payroll information, you must make all changes at the 
corporate office. Your salary is you business and your business only!  Discussion and comparison of wage earnings 
between employees will result in disciplinary action. 
 
PAYCHECKS / PAYDAY  
 
Paydays are weekly, every Monday and can be picked up in person at your store.  Area Supervisors will deliver the 
paychecks to the Store Manager not later than 4:00 p.m.   Checks are tabulated using timesheets from your POS system; 
therefore, it is necessary to clock-in and clock-out in your POS computer in your store.  Inaccurate entries may delay your 
correct pay, so ensure you clock-in/clock-out whenever you work.  
 
We do not “hold back” an employee’s first paycheck. If you work a partial week, you will be paid on the next scheduled 
payday. 
 
In the event of job termination, it is the employee’s responsibility to contact the office assistant or human resource manager 
to arrange for processing out of the company and the issuance of their final check.  All company property must be returned 
at the time the final paycheck is issued. 
 
EVALUATIONS  
 
An employee evaluation is given to each individual after 3 months of employment.  This evaluation is intended to provide 
insight into the strengths and weaknesses of the employee.  After 6 months of continuous employment, a second evaluation 
will be provided, to again highlight the strengths and weaknesses of the employee.  These evaluations are intended as a tool 
for communication to encourage and develop employees.  An employee promoted to a management position will, in lieu of 
the periodic evaluation, be given an evaluation at the time of promotion.  Members of management receive a different type 
of evaluation from hourly employees, as the duties and responsibilities are different.  See your Store Manager for the latest 
version of the manager or employee evaluation form. 
 
EMPLOYEE ORIENTATION  
 
Each regional office conducts New Employee Orientation on a weekly basis.  The class lasts 1 ½ hours and is designed to 
familiarize new employees with company policies and expectations in customer service.  Safety and crime prevention 
classes are scheduled regularly, once or twice a month in your region. Ask your store manager for dates and times.   
 
EMPLOYEE DEVELOPMENT PROGRAM  
 
An employee development program was established by Texas Subs to give you a clear understanding of what you need to 
do in order to increase your earnings and job knowledge.  If you fulfill your part of this investment, we can promise you 
that you will: 

• Improve your hourly wage rate. 
• Improve your chances to advance in the company. 
• Learn important skills such as customer service, food preparation, and crime prevention. 
• Feel better about yourself and your contributions to the company. 

 
There are two different employee development programs that are used to determine wage rates, depending on your position 
in the company.  Refer to the Forms Section (7) of your employee training workbook for a copy of each program.  
Completing the entire employee-training program is a tremendous achievement.  The skills you learn will help prepare 
yourself for the future.  The opportunity is there, but it is up to you to make the differences. 
 
 
 



EMPLOYEE JOB DUTIES  
 
You may be required to perform any of the following tasks in quick and efficient manner.  If you have any SPECIFIC 
questions about the listing below, please consult your store manager.  These tasks include, but are not limited to the 
following: 
 

• Communicating and working with the pubic. 
• Answering the telephone promptly, politely, and properly. 
• Being able to read and write legibly. 
• Knowing basic mathematical skills of addition, subtraction, and multiplication. 
• Obtaining transportation to be at work on a timely basis. 
• Wearing a complete Subway uniform at all times, to include plastic gloves. 
• Keeping well groomed and fingernails neatly trimmed. 
• Working 2-10 hour periods on your feet. 
• Lifting 25-30 pound cases of produce or product. 
• Working with other people in a positive and friendly manner. 
• Washing your hands after every transaction. 
• Using both hands efficiently. 
• Using an oven and baking bread, cookies, and pizzas. 
• Using a high speed toaster oven to toast the sandwich. 
• Using a knife or other sharp instrument to cut bread or product. 
• Cutting a loaf of bread using the hinge-cut technique (or u-gouge if requested). 
• Making sandwiches to a customer’s satisfaction with a smile. 
• Wrapping sandwiches tightly. 
• Using a POS computer cash register and handling money properly. 
• Using a microwave oven to prepare steak, meatballs or other hot foods. 
• Working with dish soap, bleach, Windex, or other cleaning chemicals. 
• Sweeping and mopping floors. 
• Cleaning windows, restrooms, dining room tables, and kitchen area. 
• Cleaning and sanitizes dishes. 
• Taking out the trash. 
• Adhering to company polices. 

 
PRIORITY LIST  
 
There may be brief periods of slow business throughout the day, so always be ready to take on some tasks that you might 
normally do at another time.  The list below is not all-inclusive, but is just a guideline of basic priorities that should be 
followed after a busy customer period: 
 

1. Remember, all these are important, but “Always Serve Customers, First!” 
2. Wipe down tables. 
3. Clean and stock the sandwich unit. 
4. Wipe down and stock the soda machine. 
5. Sweep the lobby floors. 
6. Clean the glass on the sneeze guard and entrance doors. 
7. Prepare food portions. 
8. Empty the trash. 
9. Sweep the service and backroom area. 
10. Perform general cleaning. 
 

EMPLOYEE BREAKS  
An employee working more than 4 hours at a time may take a 15-minute lunch break after at least three hours of work.  The 
15-minute lunch break is the only break allowed; there is no such break as a 10-minute break to smoke a cigarette.  It is 
against Texas Subs policy to smoke while on duty.  This break is permitted at the discretion of the manager in charge and 
must be taken out in the lobby (not in the back room).  When taking a break, an employee is still considered “on duty.”   An 
“on duty” break is paid and defined as “a break taken while fulfilling all duties that arise.”   If necessary, the employee is 
expected to terminate the break to meet the needs of the customers.  A break may also be terminated as directed by the 
manager in the store.  Eating food in the backroom is not allowed, and a violation of company policy; this includes cookies, 
subs, or chips.  The only exception to this rule is if you are working alone in the store.  Food from outside establishments is 
not allowed in your store. 



 
EMPLOYEE MEAL POLICY  
 
Subway’s employee discount on food purchases is a privilege.  Any person currently employed by Subway may be entitled 
to a 99% discount off any food purchase.  This discount is not valid with any other coupon or special and the privilege may 
be revoked or revised by the company at any time.  Every employee using this 99% discount is limited to one six-inch sub, 
1 bag of chips, and 3 cookies PER DAY (while at work).  Drinks are unlimited during your shift as long as you use the 
courtesy cup or you bring your own cup; otherwise you must pay for a drink.  The 6-inch sub may be substituted with either 
a pizza or salad.  Extra meat, cheese or bacon must be paid at full price.  Any additional sandwiches, chips, or cookies must 
be paid at full price.  This discount cannot be given away to family members, to friends, or other food establishments as a 
trade-out.  You can only use this discount in the store you are working in; this discount may not used in other subway 
stores.  Violation of this policy may lead to termination. 
 
EMPLOYEE WORK SCHEDULE  
 
Due to the nature of our business and availability of the individuals that we hire, it is necessary to make a new schedule for 
each workweek.  All schedules are posted at least one week in advance.  Your work week will vary and hours are subject to 
change. Most employees are hired in a part-time status. The Subway work-week begins on Wednesday and ends the 
following Tuesday.  Managers make every effort to be as accurate in scheduling as possible, but due to the nature of the 
business it may be necessary for employees to leave early or to stay late as business dictates.  Managers will generally ask 
an individual to stay late.   Please help out when you can.  If there is a problem with your schedule, make sure to discuss it 
with your Store Manager so that an arrangement can be made to handle the problem.  It is often the employee’s 
responsibility to find a replacement for their shift with the Store’s Manager’s approval. It should be noted that each store 
has specific employment needs and that after your selection for hire, if your availability changes, you can expect your 
weekly earnings could be effected (if your availability changes your hours and subsequently your pay may change). 
 
ABSENTEEISM 
 
Employees are expected to be at work, in the proper uniform, and ready to perform duties at the time listed on the schedule 
or before clocking in.  This will benefit both other employees and the customers.  If you are going to be late, you must 
notify the store as far in advance as possible. 
 
Excessive absences or tardiness will result in disciplinary action.  Failure to show up for a scheduled shift within your 
availability will result in termination if the store has not been contacted with a legitimate reason for missing work prior to 
that shift.   
 
The Store Manager may, at his/her sole discretion, request a doctor’s written release for any shift missed due to illness, 
especially for absences longer than one shift.  This is solely a health concern for the protection of customers and other 
employees. 
 
 
WORKER’S COMPENSATION  
 
Texas Subs Inc. and its subsidiaries do not carry traditional Texas Worker’s Compensation Insurance coverage. We do 
subscribe to an alternative Occupational Accident policy with One Beacon to protect you.  This coverage applies to injuries 
or diseases resulting to work-related incidents.  Any injury resulting from performing your duties (no matter how minor) 
must be reported immediately (in writing) to the corporate office (within 48 hours), to ensure all workers’ compensation 
claims may be processed accurately and in a timely manner.  There are cases that happen at work which are not covered by 
worker’s compensation such as: horseplay, fighting, passing out, seizures, or fainting due to an isolated or unusual 
condition of the employee.  Any employee claiming to be hurt on the job must submit to drug screening at the time they go 
to the medical facility for treatment.  The employee is responsible for providing updated physician work status reports to 
their store manager to assist the store manager in meeting the doctor’s recommendations. The employee must also sign a 
release of information allowing the third party administrator to discuss the employees’ medical condition and treatment 
with the attending physician.    
 
 
 
 
 
 
FAMILY MEDICAL LEAVE ACT (FMLA)  
 



Subway, in compliance with FMLA, provides up to 12 weeks of unpaid, job-protected leave to eligible employees for 
specific family and medical reasons or conditions.  Employees are eligible if they have worked for Texas Subs Inc., dba 
Subway, for at least one year and for 1,250 hours over the previous 12 months. 
 
A pregnant employee is expected to perform to the same standards as any other employee.  It is recommended that a 
pregnant employee take leave when the employee can no longer perform essential job functions.  Any employee wanting to 
take a pregnancy leave of absence must notify the company 30 days in advance.  Upon return from maternity leave of 
absence, an employee must be restored to their original or equivalent positions with equivalent pay, benefits, and other 
employment terms.  The law does not require the company to hold open a job for a pregnant employee chronically absent 
from work or unable to work for an extended period of time, over twelve weeks. 
 
It is the policy of this company to assure equal opportunity in every aspect of employment policy and practice to all 
employees.  We do not fire, refuse to promote, or refuse equal access to benefits for pregnant employees.  The right to take 
leave applies equally to male or female workers: however leave may be denied to certain highly compensated employees. 
 
GENERAL BEHAVIOR GUIDELINES  
 
Employees are expected to conduct themselves in a professional manner when they are at work.  It is essential that we 
provide a positive image to the customers we serve.  Abusive, foul language, fighting, and general horseplay are 
inappropriate in the work environment.  In the event of a problem in any of theses areas, proper disciplinary action will be 
taken against those involved. 
 
Every employee at Subway is an exemplary member of our public relations staff.  In the eyes of the public, you represent 
our entire organization.  You are “Subway” to the people you meet, which may include your private life to a degree.  On 
and off the job, we have opportunities, which can improve or blemish the public perception of Subway. 
 
UNIFORM REQUIREMENTS  
 
As a franchise, it is very important that we provide a consistent professional image to our customers.  As an employee, you 
will directly affect this image, and it is important that you take pride in your appearance and the way in which you represent 
our company.  Every employee who is working in a Subway store must be in full uniform, at all times, during store 
operating hours.  The approved Subway uniform consists of the following: 
 

Shirt                  Employees wear green t-shirts, managers wear autumn or black shirt (tucked in at all times) 
T-shirt              A white or black short sleeve t-shirt may be worn under the Subway t-shirt. If a long sleeve t-shirt 
                         is worn below the Subway t-shirt it must be black. 
Apron               Black half apron.    
Hat                   Visor or ball cap with Subway logo.  
Pants                 Black full length pants –NO JEANS, no spandex, or tight form-fitting material  
                          Pants may be purchased from Subway at employee expense. 
Shorts                Black shorts may be worn from Feb 1-Nov 30, but must be no shorter than 2 inches above      
                          the knee (see your area supervisor before purchasing). 
Shoes                Dark colored shoes or clean white tennis shoes/sneakers are permitted.    
                          No open toe/heal or high heel shoes are permitted for safety purposes.     
Socks                State health codes require socks to be worn when working.  
Nametags          Name-tags are to be wear at all times.  
 

*Uniform items provided at no charge to employee.  If an employee wishes to purchase extra uniform items, they may do 
so, but keep in mind uniform prices vary from time to time, so prices may be different.  In the event an employee loses or 
damages their uniform, they will be required to pay for a replacement uniform item at the current price.  All uniform items 
must be CLEAN and in good condition when worn while working. 
 
 
 
PERSONAL GROOMING  
 
Every employee is expected to come to work with good personal grooming and hygiene.  Employees are required to bathe 
and be free of body odor for employment.  Hair must be clean, neatly combed, tied back and pulled off the shoulders.  Men 
should be clean-shaven or maintain their facial hair in a neatly groomed manner considered appropriate for food service 
industry.  The company reserves the right to determine if the facial hair is neatly groomed.  Men’s hair must be short and 
neatly combed.  It may not touch the collar.  Make-up may be worn only in good taste.  Heavy amounts of cologne or 
perfume should not be worn for the comfort of the other employees.  State health codes require that nails be kept short and 



clean.  Nail polish of any color may not be worn.  Artificial nails are not allowed.  In the event you show up for work 
wearing nail polish, you will be required to remove it prior to beginning work.  Wearing of buttons or pins not provided by 
Subway is not allowed.  Excessive jewelry is also not allowed while working.   The following jewelry items are permitted: 
 

Necklace                           1 plain necklace tucked under uniform        
Rings                                 2 rings maximum. 1 per hand 
Watch                                1 watch   
Bracelets                            NONE       
Pierced Body Parts            Other than the ear, other body parts may not be accessorized, including but not limited           

to nose, eyebrow or lip. 
 
Any employee unable to report to work in proper uniform or in proper personal hygiene will be sent home and will be 
subject to disciplinary action, possible suspension, or termination. 
  
 
 
SUBWAY PERFORMANCE STANDARDS 
 

1. All employees will treat customers with courtesy and respect at all times. 
2. Hands must be washed with soap before beginning work, after using the restroom, after handling money or after 

performing any duty other than making a sandwich.  While preparing food, either in the back room or on the line, 
employees will not run their hands through hair, or touch the face without washing hands prior to returning to the 
task at hand.  Always wash hands when coming from the back room or lobby and before putting on gloves. 

3. All employees are required to wear the approved Subway uniform as described in the “Employee Training 
Workbook.” 

4. All personnel must follow the personal appearance standards set in the “Employee Training Workbook.” 
5. All personnel must follow the employee break policy set in the “Employee Training Workbook.” 
6. All personnel must follow the employee meal policy set in the “Employee Training Workbook.” 
7. All job duties must be executed in the order outlined in the Priority List of the “Employee Training Workbook.” 
8. All employees are required to work all scheduled shifts unless previously changed by the manager. 
9. All employees are required to follow all procedures regarding food preparation, handling, and formulas as stated in 

the “Employee Training Workbook.” 
10. All shift responsibilities must be completed prior to leaving the shift.  NEVER leave if there is a line of customers. 
11. Remember this is a business, so project a professional image at all times. 
12. Persons not employed by Subway will not be permitted behind the service counter or back room for any reason. 
13.  Employees of Subway will not be allowed behind the service counter in any other store than the one at which they 

are scheduled.  This is considered loitering! 
14. Abusive foul language will not be tolerated inside or outside the store.  While at the store, employees will conduct 

themselves in a courteous, professional manner at all times. 
15.  Employees will not use the telephone for personal calls except in case of an emergency and will be limited to only 

1 minute.  No cellular phones or pagers may be used at any time while on the clock within a store. 
16. Personal visitors are not allowed. 
17. Employees are not allowed to bring children to work. 
18. Dating between employees is highly discouraged. 
19. Always follow your immediate supervisor’s instructions promptly, and have a sense of urgency. 
20. If you have nothing to do, take the initiative-look for what needs to be done. 
21. Subway is not responsible for any employee personal items left in the store at any time or on Subway property. 
22. Employees are responsible for securing money and Subway property at all times.  Employees are required to 

follow Subway’s cash policy as outlined in the “Employee Training Workbook.” 
23. Any employee falsifying records or paperwork will be terminated. 
24. Report any work related injury to a supervisor immediately following the accident. 
25. Timesheets produced by the POS system of the store will be used to record and pay employees.  Failure to clock-in 

or clock-out may delay correct payment to an employee.   
26. Any lost or mutilated paycheck will be reissued; however you may be required to pay a fee to cover stop payment 

charges. 
27. Employees of Subway may not posses any weapon or firearm on company premises. 
28. In the event of job separation, your final paycheck will be held pending return of all Subway property. 
 
 
 

DISCIPLINARY ACTION  
 



Any problem with employee behavior or conduct, which does not result in termination, may be addressed by your Store 
Manager in an effort to correct the problem.  A Store Manager may choose to use a verbal or written warning form to help 
correct the action, but the use of warnings doesn’t alter your status, as an employee at will. 

 
 
TERMINATION  

 
Store Managers are primarily responsible for the hiring and firing of their employees.  There are offenses that are grounds 
for possible termination, including, but not limited to: 

 
• Customer complaint (depending on severity). 
• Food Safety Violations that place the restaurant out of compliance with Subway® or the County Health Depart. 
• Abusive or discourteous (verbal or physical) treatment of customers or employees. 
• Fighting with or threatening other employees, management, or customers. 
• Abuse or misuse of company property or equipment. 
• Making of false, vicious, profane, or malicious statements concerning any employee, Subway, its product, or its 

customers.  Gossip (the spreading of rumors) of any form. 
• Any form of sexual harassment or discrimination. 
• Coming to work under the influence of alcohol, drugs, drinking, or using drugs while on duty. 
• Insubordination to your supervisor. 
• Any blatant disregard of company policy. 
• Chronic and excessive absences or tardiness. 
• Failing to show up for a scheduled shift without contacting the store with a valid excuse prior to the shift or 

without covering the shift. 
• Closing a store earlier then it’s posted hours without prior consent from Store Manager or Area Supervisor. 
• Leaving the store while still on the clock for non-related work activities. 
• Allowing non-Subway employees behind the counter or in the back room. 
• Having unauthorized people in the store after operating hours. 
• Violation of company security policies. 
• Altering or falsifying company or employee records. 
• Excessive cash shortages or other forms of carelessness (depending on severity.) 
• Stealing of any kind, including giving discounts to friends, or giving food away free of charge or less than full 

price. 
• Possession of any weapon or firearm on company premises. 

 
Your attitude, morals, and conduct may have more to do with your continued employment and progress with Subway, than 
any other factor. 
 
If you decide to terminate your employment, contact the Human Resource Manager, or a regional office staff member to 
schedule an exit interview, which will be primarily used to determine the reason for your separation, to inform us of your 
change of address, and to remain as a permanent record in our files for future reference.  At the time of the exit interview, 
you will be asked to return all company property, and return any uniforms or training materials.  Your final paycheck will 
be given to you no later than the payday following your termination if all debts and obligations have been paid to Subway.  
You may of course, terminate at will with no reason at all. 
 
Termination during the probationary period can occur at anytime for any reason deemed appropriate.  An employee 
terminated for just cause is entitled only to wages due through the employee’s last day of employment. 
 
COMPANY SOCIAL EVENTS  
 
Company (sponsored or not sponsored) social events such as a picnic, boat party, baseball game, after hours get-together, 
annual awards banquet and the like, are strictly voluntary, without management pressure, supervisory pressure, or other 
pressure to attend. 
 
These events are strictly for the benefit of the employee and attendance is the choice of the employee, not the company.  
Accidents, injuries, etc., which occur at these events will not subject the company to liability worker’s compensation. 
 
 
 
SUBSTANCE ABUSE PROGRAM 
 



The company is committed to safeguarding the health of our employees, providing a safe place for each of us to work and 
providing our customers the highest quality service possible.  Substance abuse, whether at work or away from work, can 
seriously endanger the safety of employees and render it impossible to provide good customer service.  Therefore, the 
company has implemented a policy, which inhibits the use and/or presence of certain substances in the work place.  These 
substances are detected by drug testing, which may be administered upon pre-employment or random selection during 
employment.  The test will detect the presence of both legal and illegal drugs and controlled substances.  Legal drugs 
include, alcohol, medications prescribed by a physician and over they counter medications.  Illegal drugs include those 
controlled substances under federal or state law, which are not authorized for sale, possession, or use.  All results are 
confidential and any disciplinary action is handled at the discretion of the Owner. 
 
NO SOLICITATION – NO LOITERING  
 
We do not allow people, including employees, to distribute literature or solicit sales to other employees or customers at any 
time on the company property.  Also, we do not allow loitering of any kind in our store.  Loitering is defined as anyone, 
including employees or ex-employees, hanging around the store with no intent to purchasing food.  Employees who have 
finished a shift should leave the premises as soon as possible.  Off-duty employees or employees from another store are not 
permitted to loiter on Subway property.  Loitering interferes with or disturbs other working employees and may become a 
security issue. 
 
 
 
 
STORE SECURITY 
 
Working at any job that handles money makes you a potential target for a robbery.  Most robberies are a planned event; the 
place is cased out by a robber who decides if a particular store is an easy target and when to rob it.  A robbery occurs so 
suddenly, that there is little time to think.  There are steps you can take to deter potential robbers from targeting your store.  
Review these measures periodically to prepare yourself for anything unexpected: 
 

• Be aware of what is going on around and in the store as much as possible.  If someone is acting suspicious, do not 
be afraid to call the police (911) and ask them to check out the situation- they will be happy to do so. 

• Establish eye contact with every customer, and observe their actions- let them know that you know who they are 
(robbers do not want to be identified later). 

• Make cash drops every hour to limit the amount of cash in the register and always drop the dollar amount in you 
cash register to $50.00 after dark.  Lowering the amount in your register greatly reduces your chances of being 
robbed. 

• Keep the door from the dining room area to the backroom closed and locked at all times.  Never allow 
unauthorized people or unscheduled employees behind the counter.  Former employees commit over 50% of 
robberies. 

• Do not go out the backdoor after dark!  Do not open the back door for anyone.  EVEN IF IT IS THE OWNER. 
• Don’t flash the cash!  When making a deposit, transferring funds, or counting money, never display the cash.  

Cash should be counted in private.  “Flashing the cash” tempts potential robbers.  Cash should not be out on 
display of left unattended for any amount of time.  Make drops immediately, make change quickly, and reduce 
your chances of becoming a robbery victim.  Give the impression that there is not a lot of money in your store. 

• Make sure the digital video recorder is on.  A power outage may require the system to be reset.  Immediately 
inform the office if your system is not working- this is a serious violation of company policy. 

• If someone looks suspicious, ask the customers ahead of that person, “Are you together?”  The customers will 
usually turn around and look at each other (robbers do not want to be identified later.) 

• Keep the store clean and orderly- robbers presume sloppy looking stores have sloppy security procedures. 
• Notify management whenever any security equipment, such as door locks, security camera, digital video recorder, 

etc. is not working. 
• Keep company business confidential.  This information should not be discussed with customers, relatives, or 

friends.  Be suspicious of anyone asking questions that relate to store security, operations, robberies, or sales.  
 
 
 
 
 
 

WHAT TO DO IF A ROBBERY OCCURS  
 



 
If a robbery should ever take place in your store, your safety, not the loss of the money, is what is most important to us.   
The best way to handle a robbery is know what to do before it happens, because a robbery is traumatic, and not an everyday 
occurrence.  The robber has planned this event over and over in his/her mind.  A robber will panic when things do not 
happen the way they should, so follow these guidelines: 

 
• Try to remain clam and cooperative.  Your main objective is to give the robber the money and get him/her out of 

the store as soon as possible.  Do not over-cooperate; just give the robber what he/she wants to get him/her out of 
the store, and you out of danger. 

• Don’t try to argue, resist, or call a robber’s bluff.  If a person says they have a gun, treat it that way.  Take all 
robbery attempts seriously. 

• Listen carefully and respond immediately to demands- most robberies happen within 90 seconds so robbers don’t 
have too much time to repeat commands. 

• Avoid sudden movements when you move explain what you are doing and why so that your actions cannot be 
misinterpreted, 

• Make the transaction as short as possible you want to get rid of the any threatening situations the sooner the robber 
is out of the store the sooner you are safe.  Never stare at the robber. 

• If the robber wants to take you with him/her into the backroom you must try to get away or fake passing out-this is 
the most dangerous situation to be in. 

• Do not chase the robber; we don’t need any hero’s. 
• Lock all the doors immediately after the robber leaves.  Ask any customers, or witnesses to stay until law 

enforcement officers arrive.  If any witness insists on leaving, obtain his/her name, address, and telephone number.  
Do not lock witnesses inside the store, if they refuse to stay. 

• Call 911 or press the panic button, then call the Store Manager. 
• Protect the crime scene.  Do not touch anything the robber might have touched. 
• Try to write down what you can remember about the robber’s description use the “suspect identification” forms.  

Avoid discussing any information with other witnesses. 
 

CONCEALED HANDGUNS 
 
Any concealed weapon, firearm, or handgun is strictly prohibited on company property. 
 
 
CASH HANDLING POLICY  
 
Texas Subs Inc., dba Subway, is committed to strictly enforcing Subway’s cash handling procedures for the protection of 
our employees in the workplace and in case of robbery or theft.  If you know of anyone, even management, not following 
this policy you must notify the corporate office immediately; otherwise you will be terminated for failure to enforce this 
policy.   
 
It is in your best interest to follow these procedures to prevent being blamed for something that is not your fault.  The only 
way a manager can determine problems accurately is if these procedures are followed correctly. 
 
SUBWAY’S CASH PROCEDURES 
 

• Always have one person on the register per shift. 
• Always perform a “cash-in” at the start of a shift and a “cash-out” at the end of your shift.. 
• Always complete a cash drop promptly every hour the store is open. 
• Always count the cash box at the change of management shifts. 
 

All money shortages can be pinpointed to the cash out, cash box, or drop envelope. It is your responsibility as an employee 
to enforce these procedures 
 
 
 
 
 
 
 
OPEN DOOR POLICY 
    



We know that you will have problems on the job from time to time.  We believe these problems can best be resolved by 
bringing them to the attention of your supervisor.  Take advantage of our meetings, training classes, and any other 
opportunity to speak out and be heard when things are bothering you.  If you are not satisfied with the handling of your 
problems with your immediate supervisor, we hope you will bring the matter to the attention of personnel further up the 
chain of command, for a full discussion of the problem in order to reach a satisfactory solution.  We value your questions.  
We know we can never show or explain everything, so if you aren’t clear on something, please ask.  You’ll be doing both 
of us a favor. 
 
THIS HANDBOOK  
 
As stated earlier, it is necessary for all organizations to have rules and regulations.  Every employee should be aware of 
what is required of them; therefore, read this handbook carefully and sign the acknowledgment form.  This form testifies 
the fact that you have read, understand, and accept the conditions set forth in this handbook.  Information contained in this 
handbook cannot be duplicated in any manner, without the express written consent of Texas Subs Inc, ESW Subs, EW 
Subs, or Benchmark Subs, or Patriot Subs. 

 


