
 
 
 
 
 
 

Section 7 
Company Forms 

 



 
 

INTRODUCTORY VOCABULARY 
 
 

1. ACTUAL CASH:  The total amount of cash in the store at the end of the day including safe deposits, cash register 
funds, and cash box.  

2. ADJUSTMENTS:  The dollar value of all incorrect transactions rang in the register. 
3. ADJUSTED UNIT SALES:  Total sales from all sandwiches and salads minus all sandwich/salad adjustments. 
4. BAINE: refrigerated unit in which food is stored and from which the sandwiches and salads are made. 
5. B/P/D CREDITS:   The number of loaves of bread or salad plates used or wasted that were not recorded as sales 

in the register.  Also includes breads used in party items. 
6. CAMBRO:  plastic pan or container used to store veggies and meats. 
7. CASHOUT:  process of verifying cash accountability between shifts to affix responsibility. 
8. CLOSING B/P/D:  The number of bread loaves and salad plates remaining at the end of the day. 
9. CLOSING KEEP:  The amount of money in the cash register and change fund at the end of the day. 
10. CLOSING READING:   Cumulative sales reading from the register taken at the end of the day. 
11. COST OF GOODS:  The total amount spent on all materials used in the making and packaging of all food, drink, 

and miscellaneous items sold. 
12. COST OF UNITS:  The dollar value of the food and paper used to prepare the units sold. 
13. DRINK PERCENT:  The ratio of drinks sold to adjusted units sold. 
14. FACTOR:  Average selling price of a sandwich or salad. 
15. FOOD COST:  The percentage of net sales spent on the food used. Calculated weekly. 
16. FOOTLONG SANDWICH:  A sandwich made on a whole loaf of bread. Counted as one unit and one bread. 
17. FREE UNITS:   Units made and given to customers without charge. 
18. FRUIZZLE:  healthy FAT-FREE fruit smoothie. 
19. GROSS SALES: Includes all sales from sandwiches, drinks, miscellaneous items and sales tax. 
20. HOURLY READING:  Cumulative sales reading from the cash register taken every hour.  Does not reset totals. 

Also called an “X” reading. 
21. OPENING B/P/D:  The number of bread loaves and salad plates on hand at the start of the day.  This number 

should match the closing B/P/D for the previous day. 
22. OPENING CASH:  The amount of money in the cash register and change fund at the start of the day. This should 

be the same as the closing keep from the night before. 
23. PLATE: A bowl in which salads are prepared.  Counted as one bread for control purposes. 
24. PRODUCTIVITY:  The number of units made per employee hour worked. 
25. PROOFER:   Oven like unit that permits the bread to rise to the correct height and volume. 
26. REQUIRED CASH:  The total amount of money that should be in the store at the end of the day including safe 

deposits, cash register fund, and cash box. 
27. RETARDER:  Storage cabinet where bread is thawed. 
28. SALAD:  Ingredients served in a bowl on a bed of lettuce without bread.  Counted as one unit. 
29. SANDWICH UNIT:  Refrigerated unit in which food is stored and from which salads and sandwiches are made.  

Also called a baine. 
30. SET-UP:  A pre-portioned serving of meat used in the making of sandwiches and salads. 
31. SIX-INCH SANDWICH:  A sandwich made on one-half loaf of bread. Counted s one unit and ½ bread. 
32. TOTAL SANDWICH SALES:  Adjusted unit sales plus all party sales. 
33. UNIT:  Any sandwich or salad, regardless of size. 
34. WRAP:  Tortilla-type sandwich that is made using 6-inch sandwich amounts of product. 

 
 
 
 
 
 
 
 



 
 

TRAINING PROGRAMS 
 

 
NEW EMPLOYEE ORIENTATION – This is a 1 1/2 hour introduction into the company.  Company policies are explained, 
customer service expectations are presented, crime prevention and safety issues are discussed, and orientation is conducted every 
Tuesday, or Wednesday evening from 4:30 to 6:00 pm, depending upon which region you work in. 
 
CRIME PREVENTION AND SAFETY  – The purpose of this class is to present you with the realization that a robbery can occur 
and what steps can be taken to promote your safety before and if it happens.  The following areas are discussed in this class: a) what 
the company is doing to deter criminal activity b) what you can do to deter criminal activity in the store c) what you can do if a 
robbery occurs.  The class also covers how to prevent accidents in the workplace and what to do if an accident should occur.  Crime 
prevention and safety is a 1 hour class offered once or twice a month depending on the region and the schedule varies according to the 
region (Killeen, Waco, Dallas, or Fort Worth) and is part of the company training program.  
 
CUSTOMER SERVICE  – The purpose of this class is to emphasize your number one priority as an employee of Subway – to do 
whatever it takes to make our customers feel appreciated.  This class covers the three main parts to a service transaction, the different 
types of customers and how to handles them, how your attitude is perceived by the customer, why does a customer complain – is it 
legitimate? The class uses video material and handouts for learning reinforcement.  Customer service is conducted as part of company 
training program. 
 
SANDWICH ARTIST CERTIFICATION  – This class is designed to let you demonstrate the knowledge and ability to create a 
proper Subway sandwich.  Testing covers the set-up formulas for sandwiches, the vegetable requirements for sandwiches, salads, and 
delis, and your making of a Subway sandwich, salad, or deli.  This certification comes in two parts, one written test and one hands-on 
demonstration to be administered by a member of management. 
 
MANAGEMENT TRAINING SKILLS (MTS)  - This program is designed to improve a manager’s ability to motivate employees in 
an attempt to achieve high store performance.  MTS uses both workbook and video materials to assist a manager in improving 
communication with employees, hiring effectively, training proficiently, handling disciplinary situations, and effectively using 
management time. The class uses a work book format covering the following topics of human relation skills: communication, follow 
up, leadership, delegation, and counseling.  This training program is a five hours and a requirement for all management and is held 
quarterly. 
 
MANAGEMENT INFORMATION SYSTEMS (MIO)  – This program is designed to evaluate a manager’s knowledge of the 
Subway operations manual.  MIO is a selection of questions covering various areas of the operations manual. These are the following 
sections you will be tested on: a) personnel b) training c) items offered for sale d) food preparation and e) controls and operational 
standards.  This training is a take home test to be completed at your own pace (using the Subway operations manual).  MIO is a 
mandatory requirement for all management and you must pass the examination to receive certification. 
 
PAPERWORK AND CONTROLS  – This program is designed to test the manager’s proficiency of paperwork, controls and skills as 
they pertain to the Subway system.  Paperwork and controls is a series of questions covering basic formulas, the control sheet and 
WISR, and basic management skills.  This program is a take home test to be taken at you own pace.  Paperwork and controls is a 
mandatory requirement for all assistant and store managers and you must pass the examination to receive certification. It is included in 
the MTS training class. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

EMPLOYEE DEVELOPMENT PROGRAM(Killeen&Waco)  
Last Revised: 10/24/2011 

 
Dear Subway Employee, 
 
Congratulations. You have been chosen to join our Subway team in your quest for excellence. Subway is currently the 
leader in the industry for growth and opportunity. You are an important part of our success, so we have initiated a program 
to equip you with the necessary tools to perform your job duties. The Employee Development Program should afford you 
an opportunity to understand what you need to do to increase your job knowledge and wage earnings while working at 
Subway. If you fulfill your part of this investment, we promise that you will: 
 

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

 
Every sandwich artist begins working at $7.25 per hour and can rapidly increase wage earnings by following these simple 
steps: 
 
To achieve your hourly raise, the sandwich artist must complete the Subway classes below before their 6-month 
anniversary of employment. Completion after the 6-month anniversary will delay the raise.  
  

STEP 1- How to Earn A $50.00 Bonus Before 6 Months Service  
 

1. Complete a state required food safety class and turn in a Health Card (where applicable). ______ 
2. Attend the Crime Prevention and Safety Class & Test(80% or higher)   ______ 
3. Attend the Customer Service Class & Test(80% or higher)    ______ 
4. Complete Sandwich Artist Certification with your area supervisor   ______ 
5. Complete the following online University of Subway Sandwich Artist Step courses: 

 
a. Baking Great Bread(PIC1)       ______ 
b. Baking Other Products(PIC1)       ______  
c. Creating a Professional Atmosphere(PIC1)     ______ 
d. External Customer Service(PIC1)      ______ 
e. Food Preparation(PIC1)        ______ 
f. Front Line Food Safety(PIC1)       ______ 
g. Produce- “Keeping It Fresh” (PIC1)      ______ 
h. The 4r’s Program (PIC1)       ______ 
i. Thru-put Hands On(PIC1)       ______ 
j. Thru-put Overview(PIC1)       ______ 

 
PAYROLL NOTES: On your first paycheck, you will be paid for Orientation. The week you attend either 
the Customer Service Class or the Crime Prevention & Safety Class you will be paid 1 hour for training.  
Upon successful completion of University of Subway classes above (a-j) you will be paid $50.00 for your 
training time. Congratulations on your accomplishment! Continue to complete your University of 
Subway classes as your strive to increase your hour ly rate of pay . Print a copy of your progress 
report after you complete the above listed classes and submit a copy to your store manager, so that your 
training can be verified as quickly as possible.  

 
STEP 2-How to Earn Another $50.00 Training Bonus Be fore 6 Months Service  

 
k. Back of the Restaurant Equipment Overview(PIC2)    ______ 
l. Cleaning the Back of the Restaurant(PIC2)     ______ 
m. Cleaning the Beverage Station(PIC2)      ______ 
n. Cleaning the Customer Area and Restrooms(PIC2)    ______  
o. Exterior Building Appearance(PIC2)      ______ 
p. Food Pans(PIC2)        ______ 
q. Handling Deliveries(PIC2)       ______ 
r. How the Front Line Operates(PIC2)      ______ 
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s. Service and Customer Area Equipment Overview(PIC2)    ______ 
t. Store Security and Safety Procedures(PIC2)     ______  
u. Basic Controls Overview       ______ 
v. Basic Controls Shift Level       ______ 
w. Coffee Program         ______ 
x. Creating Party Platters        ______ 
y. Customer Illness        ______ 
 
 
PAYROLL NOTES:   Upon successful completion of University of Subway classes above (k-y) you will be 
paid $50.00 for your training time. Congratulations on your accomplishment! You have now completed 
step 2 in a three step process to increase your pay to $8.00 per hour. You are rapidly becoming a 
valuable Subway sandwich artist. To improve the timeliness of verification, print a copy of your University 
of Subway class completions and turn in listing to your store manager. 
 

STEP 3-How to Increase Your Hourly Rate to $8.00 Be fore 6 Months Service   
 
z. Emergency Situations        ______ 
aa. Flatbread Preparation        ______  
bb. Fuze Iced Tea         ______ 
cc. Gearing Up For Breakfast       ______ 
dd. Handling Cash         ______ 
ee. How to Build         ______ 
ff. How To Build a Breakfast Sandwich      ______ 
gg. How to Ring Sales        ______ 
hh. Point of Sale Clerk Tasks       ______ 
ii. Robbery         ______ 
jj. Safe Chemical Handling (under store operations courses)   ______ 
kk. Safe Knife and Sharps Handling (under store operations courses)  ______ 
ll. Safe Lifting Techniques        ______ 
mm. Serving Customers with Disabilites      ______ 
nn. Soup Program         ______ 
oo. Split Tender Transactions-Sub Shop 2008A     ______ 
pp. Store Security and Safety Procedures(PIC2)     ______ 
qq. Subway, English to Spanish       ______ 
rr. Suggestive Selling        ______ 
ss. The Subway® Way        ______ 
tt. The Subway Cash Card Program      ______ 
 

 
PAYROLL NOTES: Congratulations, if you completed all of the above listed University of Subway 
classes, you have qualified for a Texas Subs’ Master Sandwich Artist pin , and you earned an hourly 
pay raise to $8.00. You will also be paid $50.00 for your training time. Your hourly rate of pay increases 
on the Wednesday after successful completion and verification of classes by your supervisor. To improve 
the timeliness of verification, print a copy of your University of Subway class completions and turn in 
listing to your store manager. Upon the 6-month anniversary of your successful completion of these 
classes, you will earn a 25¢ per hour raise for each six (6) month period of employment until you reach a 
maximum hourly rate of $10.00. It is our goal that your experience and confidence in your skills as a 
sandwich artist will motivate you to seek a management position within the company.    
 

 
Instructions for Logging Onto University of Subway 

Log-in instructions for the University of Subway is below.  As part of your new hire process, you should be enrolled by an 
administrator within 48 hours of attending orientation. For employees who do not own a personal computer or have 
internet access, computer stations are set up in select Subway stores in your area. Ask your store manager where that 
computer station is located.  
 
It is all up to you how soon you get that raise!  Completing this entire employee training program is a tremendous 
achievement!  The skills you learn will help prepare you for the future.  The opportunity is there but it is up to you to make 
the difference.  Your next step is to achieve a position within our Subway management team. 
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1. Access the internet. 
2. Type in www.Subway.com 
3. Double-click on the Subway Partners 24/7 link, located on the bottom left-hand side. 

 
 
 
 
 
 

4. Enter your User ID and Password. 
5. Your User ID (must be store# followed by a dash, then the employee name).   
6. EXAMPLE of User ID is: 12345-firstnamelastname. (No spaces, all letters lowercase) 
7. Enter the generic password for all new hires: subway. (no caps) 
8. After logging in, look at the top center tab labeled “Resource Center,” and select the drop down menu labeled 

“University of Subway.”  
9. To select the courses you need to take to get your raise, click on the left hand tab labeled “Knowledge Center” and 

select the following options: 
 

1) Select the “Person In Charge” Knowledge Center. 
2) Select the “green arrow” below the “Learning Ladder Courses. 
3) Complete all ten (10) PIC1 classes and then complete all ten (10) PIC2 classes before completing the 

remaining classes on your lists.) 
4) The remaining classes are listed in the Knowledge Center Tabs and are labeled “Sandwich Artist 

Certification Courses” and “Senior Sandwich Artist Courses.” 
 
10. To review your classes completed and your scores for each class, click on “My Progress” and select the 

completed tab. It may take a few minutes to provide a report for you.   
11. Area supervisors or office staff are identified as administrators and are responsible for inputting their new 

hire information. Seek assistance from your store manager or call the office for further assistance.  
12. NOTE 1: Subway on-line classes are sorted in various folders. To help you complete your training, please  

complete the classes in the order listed on the Employee Development Sheet given to you at Orientation. 
This listing of classes is alphabetized and matches the classes listed above in steps 1-2-3. 

13. NOTE2: Please be advised that it has always been the policy of this company to encourage employees to 
notify their supervisor when completing training. To ensure your timely pay raise for completing the training 
steps, notify your store manager and print and provide a copy of your training record to increase the 
probability your raise is on your next pay check.   

 
 

     
 
 
 
 
 
 
 
 
 
 
 

     

 



 
 

 
 

ASSISTANT MANAGER DEVELOPMENT PROGRAM  
Last Revised: 12/01/10 

 
Congratulations! You have been selected as the newest member of our Subway team. Working for Subway is working for 
the leader in the sandwich industry.  We believe you have the qualities to perform this job.  You are an important part of 
our success, so we have designed this program to equip you with the necessary tools to perform your job duties.  The 
ASSISTANT MANAGER DEVELOPMENT PROGRAM should give you a clear understanding of what you are required to 
do in order to increase your job knowledge and wage here at Subway.  If you fulfill your part of this investment we can 
promise that you will: 
 
            1.  Improve your wage rate. 
            2.  Improve your chances to advance in the company. 
            3.  Learn important skills such as leadership, customer service, food preparation, and safety. 
            4.  Feel better about your contributions to the company. 
 
Every assistant manager commences employment at $8.25 per hour and can rapidly increase wage earnings by 
following these simple steps: 
 
 STEP 1 - INCREASE YOUR WAGE TO $8.50 PER HOUR: 
 

6. Attend the New Employee Orientation.       ______ 
7. Complete a state required food safety class and turn in a Health Card (where applicable). ______ 
8. Complete the Hazardous Waste training module with a score of 80 or better.  ______ 
9. Complete the Orientation Test with a score of 80 or better    ______ 
10. Attend the Crime Prevention and Safety Class      ______ 
11. Attend the Customer Service Class       ______ 
12. Complete Sandwich Artist Certification with your area supervisor   ______  
13. Complete the following online University of Subway Sandwich Artist courses: 
14. Creating a Professional Atmosphere       ______ 
15. The Subway® Way         ______ 
16. Safe Chemical Handling (under store operations courses)    ______ 
17. Safe Knife and Sharps Handling (under store operations courses)   ______ 
18. Back of the Restaurant Equipment Overview      ______ 
19. Baking Great Bread         ______ 
20. Baking Other Products         ______ 
21. Cleaning the Customer Area and Restrooms      ______ 
22. External Customer Service        ______ 
23. Food Preparation         ______ 
24. Front Line Food Safety         ______ 
25. Handling Deliveries         ______ 
26. How the Front Line Operates        ______ 
27. How to Build          ______ 
28. Service and Customer Area Equipment Overview     ______ 
29. Store Security and Safety Procedures       ______ 
30. Thru-put Hands On         ______ 
31. Thru-put Overview         ______ 
32. Basic Controls Overview        ______ 
33. Basic Controls Shift Level        ______ 
34. Cleaning the Back of the Restaurant       ______ 
35. Cleaning the Beverage Station        ______ 
36. Creating Party Platters         ______ 
37. Customer Illness         ______ 
38. Emergency Situations         ______ 
39. Exterior Building Appearance        ______ 
40. Food Pans          ______ 
41. Handling Cash          ______ 
42. How to Ring Sales         ______ 
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43. Point of Sale Clerk Tasks        ______ 
44. Robbery          ______ 
45. Safe Lifting Techniques         ______ 
46. Serving Customers with Disabilities       ______ 
47. Split Tender Transactions-Sub Shop 2008A      ______ 
48. Suggestive Selling         ______ 
49. The Subway® Cash Card Program       ______ 
50. Subway, English to Spanish        ______ 
51. Soup Program          ______ 
52. Flatbread Preparation         ______ 
53. Gearing Up For Breakfast        ______ 
54. How To Build a Breakfast Sandwich       ______ 
55. Fuze Iced Tea          ______ 
56. Coffee Program          ______ 
57. The 4r’s Program (PIC 1)        ______ 
58. Produce- “Keeping It Fresh”        ______ 

 
Upon verification of your completion of step 1 training tasks, you will receive $100 Training Bonus. Print a copy of your 
training record and present it to your store manager to help improve your award of this bonus. 

 
STEP 2 - INCREASE YOUR WAGE TO $8.75 PER HOUR: 
 

1. Complete Step 1.         _____ 
2. Complete the MIO test with a score of 80 or better.     ______ 
3. Complete Bread Baking Certification course with your area supervisor.   ______  
4. Complete the following online University of Subway Sandwich Artist courses: 

a. Cash Reconciliation         ______ 
b. Employee Theft and Loss Prevention      ______ 
c. Interpreting the WISR and Control Sheet      ______ 
d. Local Store Marketing        ______ 
e. Manager Tasks Reports        ______ 
f. Office Plattering         ______ 
g. Catering Opportunities        ______ 
h. Relative Profitability         ______ 
i. Resolving Customer Complaints       ______ 
j. Scheduling  and Labor Cost Control       ______ 
k. Cookie Program         ______ 
l. The Fundamentals of Exceptional Customer Service     ______  

  
  
 STEP 3 - INCREASE YOUR WAGE TO $9.00 PER HOUR: 
 

1.   Complete Steps 1 and 2.        _____ 
2. Receive certification for completing the Basic Management Skills class.   ______ 
3. Complete a state certified Safe Serve food safety class.     ______ 
4. Complete the following University of Subway courses:     ______ 

a. Communicating to Get Results.       ______ 
b. Effective Team Building Strategies      ______ 
c. Energizing and Empowering Employees      ______ 
d. Managing as Coach and Counselor      ______ 
e. Overcoming Difficult Service Situations      ______ 
f. Problem Performance Improvement      ______ 
g. Retention         ______ 
h. Taking on a Management Role       ______ 
i. Workplace Communication Skills      ______ 

 
5. Upon verification that you have successfully completed the training tasks in step 2 and step 3, you will 

receive another $100 Training Completion Bonus which will be added to your next pay check. Help 
yourself and print a copy of your training record and give it to your store manager and let them know you 
are looking for your bonus. 
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PERIODIC WAGE INCREASES & EVALUATIONS: 
 

Hourly assistant managers will receive a .25¢ per hour pay increase upon successful completion of Step 1 
and Step 2 on their 6-month anniversary of employment with the company, and every 6-month period 
thereafter until they reach a maximum hourly rate of $12.00 per hour.  

 
.  
 

Assistant managers must complete step 1 and step 2 of the Assistant Manager Development Program before their 6-
month anniversary date to receive their 25¢ raise for completing 6 months of service. Your 6-month anniversary bonus or 
raise based on your completion of training will be tied to when you complete training unless you complete training before 
you actually complete 6 months of service. If an employee allows a 6-month period of time to lapse before completing the 
required training, the employee will only qualify for the next scheduled 25¢ raise. The following two examples help 
demonstrate this process: 
 
Example 1: An assistant manager has finished step 1 at 7 months of employment, and completes step 2 at 9 months of 
employment. Employee qualifies for 25¢ raise for 6 months of service and will get next 25¢ raise at 12 months of service. 
 
Example 2: An assistant manager completes step 1 at 7 months of employment, and completes step 2 at 13 months of 
employment. Employees qualifies for 25¢ raise for completing 12 months of service and will receive next 25¢ raise at 18 
months of service. 
  
As part of your new hire process, you should be enrolled by an administrator within 48 hours of attending orientation. For 
employees who do not own a personal computer or have internet access, computer stations are set up in select Subway 
stores in your area. Ask your store manager where that computer station is located.  
 
It is all up to you how soon you get that raise!  Completing this entire assistant manager development training program is 
a tremendous achievement!  The skills you learn will help prepare you for the future.  The opportunity is there, but it is up 
to you to make the difference. 
 

Instructions for Logging Onto University of Subway 
14. Access the internet. 
15. Type in www.Subway.com 
16. Double-click on the Subway Partners 24/7 link, located on the bottom left-hand side. 

 
 
 
 
 

17. Enter your User ID and Password. 
18. Your User ID (must be store# followed by a dash, then the employee name).   
19. EXAMPLE of User ID is: 12345-firstnamelastname. (No spaces, all letters lowercase) 
20. Enter the generic password for all new hires: subway. (no caps) 
21. After logging in, look at the top center tab labeled “Resource Center,” and select the drop down menu labeled 

“University of Subway.”  
22. To select the courses you need to take to get your raise, click on the left hand tab labeled “Knowledge Center” and 

select the following options: 
 

1) Select the “Person In Charge” Knowledge Center. 
2) Select the “green arrow” below the “Learning Ladder Courses. 
3) Complete all ten (10) PIC1 classes and then complete all ten (10) PIC2 classes before completing the 

remaining classes on your lists.) 
4) The remaining classes are listed in the Knowledge Center Tabs and are labeled “Sandwich Artist 

Certification Courses” and “Senior Sandwich Artist Courses.” 
 

23. To review your classes completed and your scores for each class, click on “My Progress” and select the completed 
tab. It may take a few minutes to provide a report for you.   

24. Area supervisors or office staff are identified as administrators and are responsible for inputting their new hire 
information. Seek assistance from your store manager or call the office for further assistance. 

     

 



 
 

Page 4 
  

25. NOTE 1: Subway on-line classes are sorted in various folders. To help you complete your training, please complete 
the classes in the order listed on the Employee Development Sheet given to you at Orientation. This listing of classes 
is alphabetized and matches the classes listed above in steps 1-2-3. 

26. NOTE2: Please be advised that it has always been the policy of this company to encourage employees to notify their 
supervisor when completing training. To ensure your timely pay raise for completing the training steps, notify your 
store manager and print and provide a copy of your training record to increase the probability your raise is on your 
next pay check.  

27. NOTE3: Training requirements are updated from time to time and assistant managers are required to complete any 
new class requirements to qualify for 6-month anniversary raises. This practice is similar to company policies being 
updated from time to time and everyone is expected to adhere to the newer policy. 

 
 

     
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



    

NAME____________________________________________STORE:___________DATE:__________ 

NEW EMPLOYEE ORIENTATION TEST            

1. The Employee Development Program describes: 
  

a. What training tasks the employee must complete to receive wage rate increases and bonuses. 
b. What an employee must do to become a store manager.   
c. The lists of tasks necessary for advancement to area supervisor. 
d. The tasks that must be completed before the start of each shift. 

 
2. After you complete each step of the online University of Subway classes you should: 
 

a. You get promoted to supervisor.  
b. You qualify for a 6-month bonus. 
c. Print and submit your progress report of completion to your store manager or local Subway office, 

who will verify your completion, and if you qualify for a completed step raise of the employee development 
program, you will be put in for an hourly wage increase, and payment for your training time. 

d. You report the completion to the office and get your pay raise on the next paycheck. 
 

3. Subway, like most restaurants promotes great customer service. Which examples below are examples 
of poor customer service? 

  a. Being rude to a customer or arguing with a customer.   
b. When the customer enters, failing to acknowledge their presence by saying “Hi, welcome to 

Subway!” 
c. Not suggestive selling to the customer such items as double meat, extra cheese, upsizing the drink, or 

if they would like to make their sandwich a fresh value meal. 
D. All of the above. 
 

4. Cash handling procedures dictate that the following actions must be taken to ensure proper cash 
accountability:  
 
a. Always have 1 person on the register per shift and always do a cash-out at the change of shifts. 

b. Always complete a cash drop each hour and count the cashbox at the change of shift. 

c. A written counseling for cash drawer being more the $2.00 out of balance, or maybe termination. 

d. All of the above apply.   

5. If you get injured on the job, you must notify the company in writing within how much time? 
 
 a.  30 days. 
b. 6 months. 
c. 2 days. 
d. There is no time limit. 

 
 
 



  

NEW EMPLOYEE ORIENTATION TEST  

 

6. The company offers a 401k plan. What are the minimum requirements for an employee to participate?  
 

a. Must work for the company at least one year. 
b. Must be at least 18 years old. 
c. Must be at least 21years old, work for the company for at one year, and average 1000 hours per 

year. 
d. Must be at least 21years old, and be a legal resident. 

 

7. Being a dependable and responsible employee are important qualities of great employees. Some 
examples of poor or unsatisfactory behavior that may get you terminated are: 

 

a. A customer complaint (depending on severity). 
b. Reporting late for your shift, not showing up for your shift, or leaving without permission. 
c. Failing to wash your hands in accordance with Subway policy. 
d. All of the above are true. 

 

8. Being a responsible employee may also be characterized by: 
 

a. Coming to work in a clean and complete uniform. 
b. While interacting with customers maintain a pleasant attitude toward the customer. 
c. Helping your fellow employees to keep the customer “line” moving. 
d. All of the above are true. 

 

9. The Subway business work week is defined as: 
 

a. Sunday through Saturday. 
b. Monday through Sunday. 
c. Wednesday through Tuesday. 
d. Thursday through Wednesday. 

 

10. To insure customer safety and reduce Subway has the following hand-washing policy: 
 

a. Wash your hands when you use the restroom. 
b. Wash your hands and change your gloves whenever the situation dictates; for example when you 

first come on the serving line, after touching a surface that may be contaminated, or when the 
customer requests you to. 

c. Wash your hands and change your gloves after doing prep work in back room. 
d. All of the above are true. 

 
 
 
 



Sandwich Artist Certification 
Name:________________________  Store #:____________________ Date:____/____/____ 

 
 Name three things (in order of importance) that a Sandwich Artist is responsible for: 

 
1.__________________________________________________________________________________ 
 
2.__________________________________________________________________________________ 
 
3.__________________________________________________________________________________ 

 
When cutting a 12” or 6” bread, we use a technique called:__________________________________________ 
 
When making a sandwich, on which half of the bread is the: 

 
Meat placed:_______________________________ 
 
Vegetables placed:___________________________ 

 
List in order, the amount of each standard ingredient used in preparing the following sandwiches/salads. 
  

6” Turkey breast:      Tuna Salad: 
 

Top Half 
 
 
: 
Bottom Half: 
 
 

 
 
How many slices of cheese are placed on a footlong BMT  sub?________________________________ 
 
Which are the only dressings placed on top of the vegetables?________________________________ 
 
How many ounces of chicken go on a six-inch chicken teriyaki sub?____________________________ 
 
When is it not necessary to wash your hands?______________________________________________  
 
How many Meatballs go on a foot long Meatball sub? _______________________________________ 
 
How many scoops of Tuna go on a 6-inch Tuna Sub? _________________________________________ 
 
List the amount of each ingredient that goes on the top half of a footlong Chicken & Bacon Ranch sub: 
 
 
List the amount of each ingredient that goes on the top half of a six inch big Philly Cheese Steak sub: 
 
 
 



Page 2 
If a customer requests shredded cheese on a footlong ham sub, how much cheese is added?______________ 
 
How many napkins are given to the customer with a footlong:____6-inch:____Salad:____Flatbread:________ 
 
What is the golden rule of customer service? 
 
 
What is the proper way to greet all Subway guests? 
 
 
What is the major responsibility of each station within Service Counter Marketing?   
  
The Bread Station:_______________________________________________________________________ 
  
The Veggie Station: ______________________________________________________________________ 
  
The Cashier Station:________ ______________________________________________________________ 
 
What is the “Order to Pay Time” and what is the goal for each customer? 
 
 
Explain the concept of “One up, One down:” 
 
 
What is a sandwich artist’s number one responsibility at all times?______________________________ 
 
How much faster does a sub in the speed oven toast if the sandwich artist is holding the handle?______ 
 
DO NOT WRITE BELOW THIS LINE----------------------- ------------------------------------------------------------- 
 
You will be timed making a foot long BMT on white bread following the standard formula: 
 
Did the employee wash their hands?          YES/NO 
 
Was the bread cut using the proper method?         YES/NO 
 
Was the amount and placement of meats correct?       YES/NO 
 
Was the proper amount and order of vegetables placed on the sub?     YES/NO 
 
Was the sandwich wrapped neatly with the proper amount of napkins placed in the bag?  YES/NO 
 
Time from cutting bread to placing in bag ______:______ 
 
 
 



 



 



 



 



 



 
 

PROBATION STATEMENT 
 
 
I, ______________________________________, understand that my first 90 days of employment with Texas 
Subs Inc., ESW Subs, EW Subs, Patriot Subs, or Benchmark Subs, Ltd. are considered to be a “probationary” 
period.  My desire to remain employed with the Company, as well as the Company’s desire to continue my 
employment, is temporary, with the understanding that this employment relationship can be discontinued at any 
time for any reason by either party.  Furthermore, if a severance of this relationship should come to pass, then 
both parties will be held harmless of any liability. 
 
My signature below confirms my understanding and agreement with this “probationary” period. 
 
 
 
 
 
EMPLOYEE NAME: __________________________________________________ 
 
 
SIGNATURE:________________________________________________________ 
 
 
DATE:__________________________________ 
 
 
COMPANY REPRESENTATIVE:________________________________________ 
 
 
DATE:___________________________________ 
 
 
 
 



 
 

WHAT WE EXPECT FROM YOU 
 
At Subway we want to make our employees the most important part of our business.  You can expect us to 
provide you with good working conditions, an employee development program, and the opportunity to make a 
career for yourself.  On the other hand, we expect you to understand that customer service is the reason you 
were initially hired.  Below is our employee agreement for you to understand what we expect of you to become 
part of the Subway team: 
 
TO PROVIDE OUR CUSTOMERS WITH EXCELLENT SERVICE YOU  AGREE 
 To welcome each customer with a smile 
 To learn how to greet each customer immediately 
 To listen to the customer’s needs when ordering a sandwich 

To take care of the customer in a friendly manner even if the customer is having a bad day 
To wash your hands every time you touch a non food surface before making a sandwich 
To suggest other products to our customers – double meat, bacon, drinks, chips, and cookies 
To serve a quality sandwich, according to Subway formula, each and every time 
To always thank customers and invite them back 
To answer the telephone in a prompt and friendly manner 

 
TO BECOME A TEAM PLAYER YOU AGREE 
 To stay busy at all times so the other employees do not have to do your work 
 To do thing without being asked – cleaning, making set-ups, serving customer 
 To get along with other team members – no gossiping, or putting another down 
 To be responsive to your manager in charge – do as they say 
 To attend all team meetings 
  
TO BE A RESPONSIBLE EMPLOYEE YOU AGREE 
 To be on time or work every shift 
 To keep friends and family away from you work so you can do your job 
 To avoid making personal phone calls unless in emergency 
 To not give away any food – this is considered stealing 
 To correctly ring up any sale of food 
 To inform management when there is a problem in the store 
 To follow company policies listed in employee handbook 
 To wear the approved Subway uniform when working 
 
Try to understand that you are a key member of the Subway team and your efforts make the difference.  Your 
signature below indicates that you understand that your future with Subway may depend upon how well you 
keep this agreement. 
 
EMPLOYEE NAME: __________________________________________________ 
 
 
SIGNATURE:______________________________________________DATE:____________________________ 
 
 
COMPANY REPRESENTATIVE:________________________________________DATE:____________________________ 
 



 
 

EMPLOYEE JOB DUTIES 
 

In your job duties you may be required to perform the following tasks in a quick and efficient manner.  If you have any SPECIFIC 
questions, please consult your store manage.  These tasks include, but are not limited to, the following: 
 

• Communicating and working with the public 
• Answering the telephone promptly, politely, and properly 
• 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 
• Wear a complete Subway uniform at all times, to include plastic gloves 
• Keep well groomed and nails neatly trimmed 
• Working 2-10 hour periods on your feet 
• Lifting 25lb. to 50lb. case of produce or product 
• Bending down often during a shift 
• Working with other people in a positive and friendly manner 
• Washing hands after every transaction 
• Using both hands efficiently 
• Using an oven and baking bread, cookies, or other baked items 
• Using a high speed toaster to toast the sandwich 
• Using a knife or other sharp equipment 
• Cutting a loaf of bread with a hinge cut technique 
• Making sandwiches to a customer’s satisfaction with a smile 
• Wrapping sandwiches tightly 
• Using a POS computer cash register and handling money 
• Using a slicer to prepare vegetables 
• Using a microwave to prepare steak, meatballs, or other hot foods 
• Working with dish soap, bleach, Windex or other chemicals 
• Sweeping and mopping 
• Window cleaning  
• Cleaning restrooms 
• Cleaning and sanitizing dishes  
• Cleaning the dining room and kitchen areas 
• Taking out trash 
• Adhering to company policies 

 
All employees are required to make a footlong sandwich with everything on it, to formula specifications, in a neat and clean fashion, 
wrap it with napkins, and place it in a bag within 70 seconds or less. 
 

 
 
EMPLOYEE NAME: __________________________________________________ 
 
 
SIGNATURE:________________________________________________________ 
 
 
DATE:__________________________________ 
 
 
COMPANY REPRESENTATIVE:________________________________________DATE:____________________________ 
 
 
 
 



 

   REV:  3/10/10 
 

SUBWAY UNIFORM ACKNOWLEDGEMENT FORM  
 
I, ______________________________ acknowledge that SUBWAY Store # ______________ will provide me with one (1) complete 
set of uniform items during my term of employment.  If these uniform items become excessively dirty or worn, I understand I am 
responsible for replacement of said items, Payment for these replacement items may be deducted from my paycheck, or the 
items may be paid for in cash. Any amount collected as a replacement fee is  nonrefundable and will be credited to the stores 
uniform account to purchase more uniforms.  Upon my leaving the company, I understand that these uniforms are the property of 
Subway and are to be returned to the Corporate Office before receiving my final paycheck. 
 
These uniforms are provided to me solely for my use while working in Subway store #__________.  In the event I do not return all 
uniform items upon termination of employment, any amount owed the company will be deducted from my final paycheck in 
accordance with minimum wage laws.  I hereby waive any of my rights under the TEXAS PAYDAY LAW concerning this matter 
stated within. 
 
I acknowledge receiving: 
 
  _____ Sandwich artists t-shirts ($8.00) 
 
  _____ Management shirts ($10.00) 
 
  _____ Black half-apron ($3.00) 
 
  _____ Visor ($3.00) 
 
  _____ Nametag ($2.00) 
 
I agree to report to work wearing the approved Subway uniform which must be worn during my entire shift.  The approved Subway 
uniform consists of the following: 
 

1. Sandwich artist or Management shirt. 
2. A black half-apron. 
3. A visor or a Subway hat (see Manager for details). 
4. Black full length pants, slacks or trousers.  Mid-calf or knee-length skirts or knit (lycra, spandex, or fleece) fabrics are 

NOT PERMITTED.  BLACK JEANS OR DENIM PANTS ARE NOT PERMITTED .  Black knee-length shorts are 
permitted from March through October.   

5. Dark colored shoes or clean tennis shoes or sneakers are recommended.  Open-toed shoes or high heels are NOT 
ALLOWED. 

 
I understand that failing to report to work by these standards will result in disciplinary action and possible termination. 
 
EMPLOYEE NAME: ________________________________________ 

(PLEASE PRINT) 
 

SIGNATURE:______________________________________________DATE:_________________________ 
     

 
COMPANY REPRESENTATIVE:______________________________DATE:_________________________ 
 
 
 
 
 
 
 
 
 



 

 
 

POLICY ON CASH HANDLING PROCEDURES 
 

Texas Subs Inc., ESW Subs, EW Subs, or Benchmark Subs, d.b.a. SUBWAY, is committed to strictly enforcing SUBWAY’S cash 
handling procedures to ensure the protection of our employees in the workplace and in cases 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.  The cash procedures below were designed to identify and eliminate the source of any 
cash problem.  You must always follow these procedures otherwise you will be terminated for violating company policy concerning 
cash procedures. 
 

SUBWAY’S CASH PROCEDURES: 
 

1.  Always have one person on the cash register per shift .  The only exceptions are: a) the register person needs to use the restroom, 
then the manager in charge should assume the register until the register person comes back or  b) employee is training on the register 
(in this case the trainer and trainee are responsible). 
 
2.  Always complete  a “cash out” at the change of shifts.  The “cash out”, the balancing registered sales to money collected, will 
determine the accuracy of the cash register drawer and complete a shift change.  Whenever an employee assumes the cash register 
duties, that person becomes solely responsible for any overage/shortage of money that occurs during the shift.  This overage/shortage 
is determined by the “cash out”. Anyone short more than $2.00 per shift will be let go for 3 repeat occurrences within a 6 month time 
period.  Anyone short more than $25.00 will be let go immediately.  All cash outs must be dated and initialed by the register person 
and the manager in charge. 
 
3.  Always complete a cash drop promptly every hour the store is open.  A “cash drop” is the transfer of money form the register 
into the safe via envelope.  When making a cash drop you  a) take large bills form the register  b) put cash into a cash envelope.  c)  
correctly record amount dropped on control sheet and envelope  d) have two employees initial and verify amount dropped, unless you 
are working alone  e) immediately drop cash envelope into safe before resuming any other business.  If the amount dropped does not 
match the amount on the control sheet or drop envelope you will be counseled or let go depending on the severity of the shortage.  
Failure to make a cash drop promptly (within 5 min. past the hour) is grounds for immediate dismissal.  Always drop enough money at 
nightfall (when the sun goes down) to reduce the register amount to $50.00 
 
4.  Always count the cash box at the change of management shifts.  The cash box must be counted, recorded, and initialed by two 
employees unless closing alone. 
 
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.  Your signature below indicated that you understand this policy concerning SUBWAY’s Cash handling procedures 
and realize that failure to follow and enforce these procedures will result in your termination. 
 
EMPLOYEE NAME: __________________________________________________ 
 
 
SIGNATURE:________________________________________________________ 
 
 
DATE:__________________________________ 
 
 
COMPANY REPRESENTATIVE:________________________________________DATE:____________________________ 
 
 
 
 
 
 
 
 
 



 
 

 
 

CONFIDENTIALITY STATEMENT 
 

  
By my signature below, I hereby state that I have been informed of certain proprietary and confidential 
materials and information concerning the daily business transactions of the business under the direction of 
Subway Sandwich Shops which are an integral part of my employment. 
 
I certify that I will not discuss or release any information regarding any of these businesses to anyone outside 
the workplace without the expresses permission of the Corporate President. 
This includes but is not limited to: 
 
 Upcoming Expansion 
 Salaries 
 New Employment 
 Employee Terminations 
 Financial information including but not limited to: 
  Sales Figures 
  Profit and Loss 
  Inventory 
  Start Up Costs 
  Etc. 
 
I understand that a violation of this statement can result in immediate termination of my employment. 
 
 
EMPLOYEE NAME: __________________________________________________ 
 
 
SIGNATURE:________________________________________________________ 
 
 
DATE:__________________________________ 
 
 
COMPANY REPRESENTATIVE:________________________________________DATE:____________________________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 

POLICY ON DISCRIMINATION AND HARASSMENT 
 

Texas Subs Inc., ESW Subs, EW Subs, Patriot Subs, or Benchmark Subs Ltd., d.b.a. SUBWAY, 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 origin, 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: 
 

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

 
SUBWAY prohibits any form of harassment, joking remarks, or other abusive conduct directed at employees or 
customers. 
 
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, requests 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 a 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 owner for investigation. 
 
Any SUBWAY company employee who feels subjected to discrimination or harassment should immediately 
report it to the store manager, general manager, director of operations, or the 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.) 
 
My signature below confirms my understanding of this company’s policy concerning Discrimination and 
Harassment. 

 
 
EMPLOYEE NAME: __________________________________________________ 
 
 
SIGNATURE:________________________________________________________ 
 
 
DATE:__________________________________ 
 
 
COMPANY REPRESENTATIVE:________________________________________DATE:____________________________ 
 
 
 
 
 



 
 

 
 

EMPLOYEE ACKNOWLEDGEMENT FORM 
 

I, __________________________________________________________, hereby acknowledge that the 
Company Substance Abuse Program has been reviewed and explained to me, and that I have received a copy to 
the Company Substance Abuse Policy. 
 
I further acknowledge the following: 
 
 1.  That I have been notified that the unlawful manufacture, distribution, dispensation, possession, or use 
of drugs or other controlled substances and/or the abuse of alcohol is prohibited in the Company’s workplace, 
and that violation of these prohibitions will subject me to termination. 
 
 2.  That as a condition of continued employment, I will abide by the Company Substance Abuse 
Program, and if I am convicted for driving under the influence or a violation of a criminal drug statute in the 
workplace while operating customer or company vehicles, I will notify the Company within five (5) days of the 
conviction. 
 
 3.  I understand that refusal to submit to a substance abuse test shall be cause for immediate termination 
form my employment.  If I am identified as an abuser of alcohol, or user of drugs or other controlled substance, 
I will be subject to disciplinary action up to and including termination. 
 
 4.  Upon being identified as an abuser of alcohol or user of drugs or other controlled substances, my 
obligation to meet the Company medical standards and my eligibility for employment may require me to submit 
to periodic substance abuse tests for a least one year form the test date showing positive results.  During this 
time, I agree not to use any controlled substance unless medically prescribed, and the Company will be notified 
of such use. 
 
I understand and agree to the above terms and conditions of employment.  I understand that the above in no way 
creates an obligation or contract of employment and that as well as the Company, have the right to end the 
employment relationship at anytime.  
 

 
 
EMPLOYEE NAME: __________________________________________________ 
 
 
SIGNATURE:________________________________________________________ 
 
 
DATE:__________________________________ 
 
 
COMPANY REPRESENTATIVE:________________________________________DATE:____________________________ 
 
 
 
 
 
 



 
 

 
 

AUTHORIZATION TO MAKE DEDUCTIONS FROM WAGES 
 

I, ______________________________, understand and agree that my employer, Texas Subs Inc., John’s Family Inc., 

John’s Family II Inc., John’s Family IV Inc., John’s Family VI Inc., John’s Family IX Ltd., John’s Family X Ltd., John’s 

Family XIV Ltd., John’s Family XV Ltd., Benchmark Subs, ESW Subs Inc., Patriot Subs, or EW Subs Inc. may deduct 

money from my pay from time to time for reasons that fall into the following categories: 

 (1) my share of the premiums for the company group medical and/or dental plan, as shown in the benefit plan 

documentation for the applicable benefit year. 

 (2) any contributions that I make into a retirement or pension plan sponsored, controlled, or managed by the 

company, such as amounts being shown in my application to participate in the plan. 

 (3) balance of installment payments on loans, or wage advances given to me by the company, including the value 

of merchandise that I purchased with a company credit card. 

 (4) if I receive an overpayment of wages for any reason, repayment to the company for such overpayment. 

 (5) the cost to the company for personal long distance calls that I make from the business phone or on the 

company telephone account, such cost shall be equal to the amount shown on the invoice sent to the company. 

 (6) the cost of replacing company equipment such as uniforms, money, workbook or other property that I may 

damage (other than normal wear and tear), lose, fail to return, or take without appropriate authorization from the company 

during my employment.* 

 (7) my monthly premiums (whether pre-taxed or after-tax computed) for AFLAC  during my period of 

employment. 

 (8) administrative fees in connection with court-ordered garnishments or legally-required wage attachments of my 

pay, limited in extent to the amounts allowed under applicable laws. 

 (9) all court-ordered garnishment of wages such as student loan repayments or child support payments regardless 

of state of residence, not to extend the maximum payable under applicable laws.  * Up to maximum permitted under 

Texas PayDay Law. 

 

__________ ______________________________ ______________________________ 
     (Date)  (Employee Signature)          (Company Representative 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 

EMPLOYMENT ARBITRATION AGREEMENT 
 

DATE OF AGREEMENT: ___________________________ 
 
EMPLOYEE: ______________________________________ 
 
EMPLOYER: ______________________________________ 
 
In consideration of the mutual promises contained in this Agreement, the parties agree as follows: 
 
Employee and Employer agree and understand that Employee’s employment with Employer is strictly an “at will” employment. 
 
Employee and Employer agree and understand that nay controversy or dispute between Employee and Employer (including by not 
limited to any form of discrimination or sexual harassment) shall on the written request of one party served on the other.  Be submitted 
to binding arbitration.  Further, any controversy or dispute between Employee and Employer involving the construction or application 
of any of the terms, covenants, or conditions of this Agreement, Employee’s employment with Employer, or any other disputed 
between Employee and Employer, shall on written request of one party served on the other, be submitted to binging arbitration.  Such 
arbitration shall comply with and be governed by the provisions of theTexas General Arbitration Act, Chapter 171 of the Texas Civil 
Practice and Remedies Code.  Each of the parties to this Agreement shall appoint on person as an arbitrator to hear and determine the 
dispute, and if they shall be unable to agree, then the two arbitrators so chosen shall select a third impartial. Arbitrator whose decision 
shall be final and conclusive upon the parties to this Agreement. The expense of arbitration proceedings conducted pursuant to this 
Paragraph shall be borne by the parties in such proportions as the arbitrators shall decide.  Further, Employer and Employee 
understand and agree that the maximum amount of damages recoverable (including attorneys fees and costs) by Employee as to any 
controversy or dispute between Employee and Employer is $50,000.00 
 
This agreement shall be construed under and in accordance with the laws of the State of Texas, and all obligations of the parties 
created under this agreement are performable in  Bell County, Texas. 
 
This agreement constitutes the sole and only agreement of the parties as to disputes or controversies between Employee and Employer 
and it supersedes any prior understandings or written or oral agreements between the parties respecting this subject matter. 
 
This agreement shall be binding on and inure to the benefit of the parties to it and their respective heirs, executors, administrators, 
legal representatives, successors, and assigns when permitted by this agreement. 
 
In the event that any one or more of the provisions contained in this agreement shall for any reason be held to be invalid, illegal, or 
unenforceable in any respect, such invalidity, illegality, or unenforceability, shall not affect any other provisions, and the agreement 
shall be construed as if such invalid, illegal, or unenforceable provision had never been contained in it. 
 
 
EMPLOYEE NAME: __________________________________________________ 
 
 
SIGNATURE:________________________________________________________ 
 
 
DATE:__________________________________ 
 
 
COMPANY REPRESENTATIVE:________________________________________DATE:____________________________ 
 
 
 
 
 
 



 
 

 
 

WORKER’S COMPENSATION STATEMENT OF COVERAGE 
 

 “Subway # _____________ has alternative employee occupational insurance coverage from AIM 
Benefit Services Inc. to protect you.  You can get more information about your workers’ compensation rights 
from any office of the Texas Workers’ Compensation Commission, or by calling (800) 252-7031. 
 
 “You may elect to retain your common law right of action if, no later than five days after beginning 
employment, you notify Eric Werner in writing that you wish to retain your common law right of action to 
recover compensation for personal injury. If you elect this option, you cannot obtain workers’ compensation 
income or medical benefits if you are injured.” 
 
 In accordance with our substance abuse policy, it is mandatory that any employee who injures 
themselves while at work and wishes to file a worker’s compensation claim, must agree to submit to a 
drug screening test within 24 hours of the injury.  Failure to submit to a drug screening test may be 
grounds to dismiss the claim. 
 
 “Subway # ____________ esta’ cubierto por aseguranza de compensacion al trabajador de AIM Benefit 
Services Inc. para su proteccion.  Usted puede obener informacion adicional sobre sus derechos de 
conpensacion al trabajadores en cualquiera oficina de la Comision de Compesation a los Trabajadores de Tejas, 
o puede llamar al (800) 252-7031.” 
 
 “Usted puede elegir retener su derecho a acciones bajo la ley comun si, no mas tarde de cinco dias 
despes de comenzar empleo, usted notifica a Eric Werner por escrito que usted desea retener su derecho bajo lo 
ley comun para recobrar danos por lesions personales.  Si usted elige su derecho de accion por la ley comun, 
usted no puede obtener ingreso de compensacion al trabajodor o beneficios nedicos si es usted lesionado/a.” 
 
De acuerdo a nuestra politica de abuso de drogas, es obligatorio que cualquier empleado que se lesione en 
el trabajo y quiera llenar una aplicacion para compensacion al trabajador, tiene que estar de acuerdo a 
someterse a un examen de drogas a no mas de 24 horas despues de la lesion. El negarse a someterse a un 
examen de drogas puede ser razon para rechazar su peticion.   
 
 
 
EMPLOYEE NAME: __________________________________________________ 
 
 
SIGNATURE:________________________________________________________ 
 
 
DATE:__________________________________ 
 
 
COMPANY REPRESENTATIVE:________________________________________DATE:____________________________ 
 
 
 
 
 
 



 
 

 
COMPANY POLICY ON PERSONAL COMMUNICATIONS 

 
This policy applies to all Texas Subs Incorporated (a.k.a. Johns Family Inc, Benchmark Subs Inc., ESW 

Subs Inc., EW Subs, and Patriot Subs Inc.) employees at all locations. It is the policy of this company to limit the 
interruptions of the employee work routine created as a result of personal communications while the employee is 
working on the clock.  The policy applies to company owned telephones in the store as well as personal 
communication devices not issued by this company.    

 
Privately owned personal communication devices such as cell phones and pagers 

 
1. The use of cellular telephones and audible pagers create distractions and disrupt the regular work routine. 

Therefore, personal communication devices not issued by the company must be turned off or switched to 
vibrate mode when the employee is on the clock. 

 
2. Employees are not permitted to make, return, or receive personal calls on their personally owned portable 

communication devices while they are performing their work duties. 
 

3. Employees may return pages or telephone calls during their break or meal period.  Use of cellular phones 
equipped to take photographs on the premises is prohibited without approval from the regional office. 

 
4. To discourage the use of the cellular telephone or audible pagers during work hours, employees are not 

permitted to have immediate access to them while they are working in the service area and assisting 
customers. It is recommended that these personal communication devices be stored in the backroom area 
while the employee is on the clock. 

 
5. The company is not responsible for lost or stolen property. 

 
Company owned telephone system 
 

6. The telephone system in the store is company property and is provided for business purposes. 
 

7. Texas Subs Inc. may monitor the usage of the telephone systems to ensure compliance with this policy; 
therefore, employees should not consider their conversations on the company’s telephone system to be 
private. 

 
8. Emergencies happen and sometimes an employee may need to use the telephone system to provide 

instructions or assist a family member in a crisis.  These calls shall be limited to no more than two (2) minutes 
in duration, and are subject to monitoring by the company. 

 
9. Failure to adhere to company policy will result in disciplinary action, to include possible termination. 

 
EMPLOYEE NAME:__________________________________DATE:______________ 
 
SIGNATURE:________________________________________ 
 
COMPANY REP:_____________________________________DATE:______________ 

 
 
 
 
 



 

 
NEW HIRE GUIDELINES FOR 

WHAT TO DO IN THE EVENT OF A ROBBERY 
 

BEFORE THE ROBBERY 
1. If a robbery should take place in your store, your safety, not the loss of money is what is important.   
2. Employees should not do or say anything that will put them in danger. 
3. Because a robbery is not an everyday occurrence, review these guidelines monthly. 
4. The best way to deal with a robbery is to know what to do before it happens. 
5. The robber has a plan, and if the plan does not go like the robber thought it should, he/she may panic. 
 

DURING A ROBBERY 
1. Try to remain calm and cooperate.  Your main objective is to give the robber the money to get them out 

of your store as quickly as possible.  Do not over-cooperate, just give the robber what they ask for. 
2. Do not argue, resist, or call a person’s bluff.  If a person says they have a gun, believe them, even if you 

do not see a gun.  Take all robbery attempts seriously. 
3. Listen carefully and respond immediately to their demands- most robberies take less than 90 seconds.  

Most robbers do not have time to repeat themselves. 
4. Avoid sudden movements- when you move explain what you are doing and why so that the robber does 

not misinterpret your actions.  Do not attempt to activate the alarm. 
5. Make the “transaction” as quick as possible.  The sooner the robber is out of your store, the sooner you 

will be safer.  Never stare at the robber. 
6. If the robber wants you to go to the back room, you must do whatever you can to prevent this from 

happening; such as faint, fake fainting, etc. 
 
AFTER THE ROBBERY  

1. Do not chase the robber(s). 
2. After following the robber’s instructions (such as lay down on the floor and count to ten), go to the front 

door and lock the door. 
3. Call 9-1-1 and push the panic button. 
4. Ask any customers or witnesses to remain until the police arrive.  If they refuse ask for their name, 

address, and telephone number so the police may contact them. 
5. Protect the crime scene- take note of where the robber touched something and do not “clean up” until 

the police says it is okay to do so. 
6. Write down notes about the description of the robber . 
7. Call your store manager or area supervisor. 

 
 
My signature below, confirms my understanding of the company policy for employee conduct during a robbery.  
I will to the best of my abilities adhere to these guidelines. 
 
 
EMPLOYEE NAME:____________________________ SIGNATURE:______________________ 
 
COMPANY REP:_______________________________ DATE:_______________ 

 
 
 
 
 



 
 

HANDBOOK POLICY AND PROCEDURE 
ACKNOWLEGEMENT FORM 

 
 

My signature certifies that I have received, read, and fully understand the policies and company standards 
presented by this handbook. I also understand that the company handbook is distributed in both paperback and 
CD-Rom version. I have received a CD-Rom version of the handbook. If I want to review the paperback 
version, I may sign out a copy at the Subway where I work. I may also visit the Texas Subs website, 
(www.texassubs.com) to review a copy of the handbook at any time. Information contained in either 
distribution mode is intended to be identical. And in the event there is conflicting data, the most current policy 
or procedure will have precedence. I agree to abide by them as they presently exist or as they may be changed 
from time to time at the company’s discretion.  I further certify that the contents of this handbook have been 
reviewed with me by my immediate supervisor. 
 
All copies of policies, procedures, job descriptions, training materials, the employee training workbook (valued 
at $50.00), and uniforms will be retuned upon my termination of employment with the company.  If any of these 
items are not returned, then the cost of replacement for that particular item will be deducted from my final pay 
check in accordance with minimum wage laws.  Any cash shortages that are my responsibility may be deducted 
from my final paycheck in accordance with minimum wage laws.  I, hereby, waive any of my rights under the 
TEXAS PAYDAY LAW concerning these matters stated within. 
 
 
 
EMPLOYEE NAME: __________________________________________________ 
 
 
SIGNATURE:________________________________________________________ 
 
 
DATE:__________________________________ 
 
 
COMPANY REPRESENTATIVE:________________________________________ 
 
 
DATE:___________________________________ 

 
 
 
 
 
 
 
 
 
 

 
 



 
 

ADDENDUM TO EMPLOYEE HANDBOOK 
  
FRATERNIZATION POLICY  
 
In the event where a supervisor/manager and a subordinate employee enter into a personal, non-work related relationship, or socialize 
together, one or both employees may be transferred, demoted, or terminated from employment unless written approval is given by the 
company.  
 
SEXUAL HARASSMENT  
 
The Company intends to provide a work environment that is pleasant, healthful, comfortable, and free from intimidation, hostility or 
other offenses which might interfere with work performance.  We prohibit 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. 
 
All Company employees and particularly supervisors/managers, have a responsibility for keeping our work environment free of 
harassment.  An employee, who becomes aware of an incident of harassment, whether by witnessing the incident or being told of it, 
must report it to their immediate manager or any management representative with whom they feel comfortable.  When management 
becomes aware that harassment might exist, he/she is obligated by law to take prompt and appropriate action, whether or not the 
victim wants the company to do so.  
 
Subway prohibits any form of harassment, joking remarks, or other abusive conduct directed at employees.  Any Subway employee 
who feels subjected to harassment should immediately report it to the Area Supervisor, Human Resource Manger, Director of 
Operations, or Owner.  All reports are taken seriously and will be promptly and thoroughly investigated with due regard for the 
privacy of everyone involved.  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).  No adverse employment action will be taken for any 
employee making a good faith report of alleged harassment. 
 
With my signature, I agree that I have read and accept this policy and that the Company accepts no liability for harassment of one 
employee by another employee.  The individual who makes unwelcome advances, threatens or in any way harasses another employee 
is personally liable for such actions and their consequences, The Company will not provide legal, financial or any other assistance to 
an individual accused of harassment is a legal complaint is filed.  I hold harmless and indemnify the company from any dispute, 
controversy, or claim arising from a possible harassment claim. 
 
EMPLOYEE NAME: __________________________________________________ 
 
 
SIGNATURE:________________________________________________________ 
 
 
DATE:__________________________________ 
 
 
COMPANY REPRESENTATIVE:________________________________________DATE:____________________________ 
 
 
 
 
 
 
 
 
 
 


