topgolf employee handbook

topgolf employee handbook serves as a critical resource designed to guide team members
through the company’s policies, procedures, and workplace expectations. This handbook provides
detailed information regarding employment standards, workplace conduct, and the benefits available
to employees at Topgolf. It is an essential tool for ensuring consistency and transparency across all
Topgolf locations while fostering a positive and productive work environment. Understanding the
contents of the Topgolf employee handbook can help employees navigate their roles effectively,
comply with company rules, and make the most of the opportunities provided by the organization.
This article will explore the key components typically included in the handbook, emphasizing the
importance of each section for both new hires and seasoned employees. The overview will also
highlight how adherence to these guidelines supports Topgolf's mission and values.

e Employment Policies and Procedures

e Workplace Conduct and Behavior

Compensation and Benefits

Health, Safety, and Security

Employee Development and Training
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Employment Policies and Procedures

The employment policies and procedures section within the Topgolf employee handbook outlines the
foundational rules that govern the hiring process, employee classifications, and termination protocols.
This section serves as a guide to ensure that all employment practices comply with federal and state
labor laws while aligning with Topgolf’'s organizational standards.

Hiring and Onboarding

Topgolf’s hiring process is designed to be fair, transparent, and non-discriminatory. The handbook
explains the steps new employees will encounter from application to onboarding, including
background checks, eligibility verification, and orientation schedules. Clear communication during
onboarding helps new hires understand their roles, responsibilities, and the company’s expectations
right from the start.

Employee Classifications

Understanding the various employee classifications is essential for payroll, benefits eligibility, and



scheduling. The handbook defines categories such as full-time, part-time, temporary, and seasonal
employees. It also explains exempt versus non-exempt statuses under the Fair Labor Standards Act
(FLSA), which affects overtime eligibility and wage calculations.

Work Hours and Attendance

Consistent attendance and punctuality are vital for operational efficiency at Topgolf. The handbook
details standard work hours, scheduling protocols, and procedures for requesting time off or reporting
absences. Employees are encouraged to communicate promptly with supervisors to maintain a
reliable workforce.

Workplace Conduct and Behavior

Maintaining a professional and respectful workplace is a top priority at Topgolf. This section of the
employee handbook defines acceptable behavior, workplace etiquette, and the company’s stance on
harassment and discrimination. Clear behavioral guidelines help foster a safe and inclusive
environment for all employees and guests.

Code of Conduct

The Topgolf employee handbook establishes a code of conduct that highlights integrity, respect, and
teamwork as core values. Employees are expected to demonstrate professionalism in all interactions,
adhere to ethical standards, and contribute positively to the company culture.

Anti-Harassment and Discrimination Policies

Topgolf maintains a strict zero-tolerance policy regarding harassment and discrimination. The
handbook outlines prohibited behaviors, reporting procedures, and the steps the company will take to
investigate and resolve complaints. These policies ensure that every employee feels safe and valued
in their workplace.

Dress Code and Personal Appearance

The handbook provides guidelines related to employee dress code, emphasizing a neat and
professional appearance that aligns with Topgolf's brand image. Uniform requirements, grooming
standards, and restrictions on certain attire are detailed to maintain a consistent presentation.

Compensation and Benefits

Topgolf offers a competitive compensation package supported by a variety of benefits designed to
enhance employee well-being and job satisfaction. This section of the handbook explains pay
structures, benefits eligibility, and the various programs available to employees.



Payroll and Wage Information

Employees will find detailed information on pay periods, direct deposit options, overtime pay, and
wage deductions. Transparency in payroll practices helps ensure that employees understand how
their compensation is calculated and distributed.

Health and Wellness Benefits

The employee handbook highlights health insurance options, including medical, dental, and vision
plans. Additionally, wellness initiatives such as employee assistance programs (EAP), mental health
resources, and fitness benefits are described to support holistic employee health.

Paid Time Off and Leave Policies

Topgolf provides various paid time off (PTO) options including vacation, sick leave, holidays, and
family leave. The handbook specifies eligibility criteria, accrual rates, and procedures for requesting
and using PTO to promote work-life balance.

Health, Safety, and Security

Ensuring the health and safety of employees and guests is a fundamental responsibility at Topgolf.
The handbook outlines safety protocols, emergency procedures, and security measures to reduce
risks and maintain a secure environment.

Workplace Safety Guidelines

The handbook details safety practices such as proper equipment use, hazard identification, and
reporting accidents. Compliance with Occupational Safety and Health Administration (OSHA)
standards is emphasized to protect employee welfare.

Emergency Procedures

Employees are instructed on emergency response plans including fire drills, evacuation routes, and
first aid protocols. Preparedness training helps ensure swift and coordinated action during critical
situations.

Security and Loss Prevention

Security policies include guidelines for protecting company property, handling cash, and preventing
theft or fraud. Employees are encouraged to remain vigilant and report suspicious activity to maintain
a safe workplace.



Employee Development and Training

Topgolf invests in continuous employee development to enhance skills, promote career growth, and
improve overall performance. The handbook describes available training programs, performance
evaluations, and advancement opportunities.

Training Programs

New hires participate in comprehensive onboarding training covering customer service, operational
procedures, and company culture. Ongoing training sessions help employees stay current with
industry trends and internal best practices.

Performance Reviews

Regular performance evaluations provide employees with constructive feedback and set goals for
professional development. The handbook outlines the review process, criteria, and timelines to ensure
transparency and growth support.

Career Advancement Opportunities

Topgolf encourages internal promotion and offers pathways for employees to advance within the
company. The handbook details the qualifications and application procedures for various roles,
motivating employees to pursue career progression.

Disciplinary Actions and Grievance Procedures

Maintaining accountability and addressing workplace issues promptly is critical for Topgolf's
operational success. This section explains the disciplinary process and channels available for
employees to raise concerns or grievances.

Disciplinary Process

The handbook describes a progressive discipline approach, including verbal warnings, written notices,
suspensions, and potential termination. Clear guidelines help ensure fair treatment and corrective
action when policies are violated.

Reporting and Resolving Grievances

Employees are provided with procedures for reporting workplace issues, harassment, or conflicts. The
handbook emphasizes confidentiality and impartial investigations to resolve disputes fairly and
efficiently.



Appeals and Feedback

Topgolf encourages employees to provide feedback and appeal disciplinary decisions if necessary.
The handbook outlines the steps for submitting appeals and the review process to uphold employee
rights.

Familiarizing with employment policies ensures clarity on job expectations and legal
compliance.

Adhering to workplace conduct standards promotes a respectful and inclusive environment.

Understanding compensation and benefits enhances employee satisfaction and retention.

Following health and safety guidelines protects employees and guests from harm.

Engaging in development opportunities fosters career growth and company success.

Utilizing disciplinary and grievance procedures helps maintain fairness and accountability.

Frequently Asked Questions

What topics are typically covered in the Topgolf employee
handbook?

The Topgolf employee handbook usually covers company policies, employee conduct, attendance,
dress code, safety procedures, benefits, and disciplinary actions.

How can | access the Topgolf employee handbook?

Employees can typically access the Topgolf employee handbook through the company’s internal HR
portal or receive a physical copy during onboarding.

Are there specific dress code guidelines mentioned in the
Topgolf employee handbook?

Yes, the handbook outlines dress code guidelines to ensure employees maintain a professional and
approachable appearance while representing Topgolf.

Does the Topgolf employee handbook include information
about employee benefits?

Yes, it provides details about employee benefits such as health insurance, paid time off, employee
discounts, and other perks.



What are the attendance and punctuality policies in the
Topgolf employee handbook?

The handbook specifies expectations for attendance and punctuality, including procedures for
reporting absences and consequences for repeated tardiness or no-shows.

Is there a code of conduct or ethics section in the Topgolf
employee handbook?

Yes, the handbook includes a code of conduct that outlines acceptable behavior, anti-harassment
policies, and guidelines for maintaining a respectful workplace.

How does the Topgolf employee handbook address safety and
emergency procedures?

The handbook provides instructions on safety protocols, emergency exits, reporting incidents, and
other measures to ensure employee and customer safety at Topgolf venues.

Additional Resources

1. Topgolf Employee Handbook: Policies and Procedures

This comprehensive guide covers the essential policies and procedures every Topgolf employee needs
to know. It includes information on workplace expectations, dress code, attendance, and safety
protocols. The handbook is designed to help employees understand their roles and responsibilities to
create a smooth and enjoyable experience for guests.

2. Customer Service Excellence at Topgolf

Focused on delivering exceptional customer service, this book offers practical tips and strategies
tailored for Topgolf employees. It covers communication skills, handling difficult customers, and
creating memorable guest interactions. Employees learn how to foster a positive atmosphere that
encourages repeat visits.

3. Topgolf Teamwork and Culture Guide

This title explores the importance of teamwork and company culture within the Topgolf environment.
It provides insights on collaboration, conflict resolution, and building a supportive workplace.
Employees discover how to contribute to a positive and inclusive team dynamic.

4. Safety and Security Handbook for Topgolf Employees

Dedicated to maintaining a safe and secure environment, this book outlines the safety standards and
emergency procedures specific to Topgolf venues. It educates employees on hazard recognition,
emergency response, and guest safety protocols. The handbook ensures that safety is a top priority
for all staff members.

5. Topgolf Leadership and Management Training

A resource for supervisors and managers within Topgolf, this book covers leadership skills, employee
motivation, and performance management. It helps leaders create effective schedules, conduct
evaluations, and foster professional development among their teams. The guide supports the growth
of strong, confident leaders.



6. Food and Beverage Service Handbook at Topgolf

This book focuses on the specific responsibilities of Topgolf’'s food and beverage staff. It includes best
practices for order taking, serving, and maintaining cleanliness and hygiene. Employees learn how to
enhance guest satisfaction through efficient and friendly service.

1. Topgolf Employee Onboarding and Training Manual

Designed for new hires, this manual provides a structured onboarding process that introduces
company values, job expectations, and initial training modules. It helps new employees integrate
quickly and effectively into the Topgolf team. The manual emphasizes continuous learning and
growth.

8. Diversity and Inclusion in the Topgolf Workplace

This book highlights the importance of diversity and inclusion within Topgolf's workforce. It offers
guidance on respecting differences, preventing discrimination, and promoting an equitable work
environment. Employees are encouraged to embrace diverse perspectives to strengthen the company
culture.

9. Topgolf Performance and Career Development Guide

Focused on employee growth, this guide provides tools for setting career goals, seeking feedback,
and advancing within the company. It outlines pathways for promotion and skill enhancement.
Employees are motivated to take ownership of their professional journey at Topgolf.
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