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The Total Wine Employee Handbook serves as an essential resource for both new
and existing employees of Total Wine & More, a leading retailer of fine wine,
spirits, and beer. This handbook outlines the company’s policies, procedures,
and expectations, providing a comprehensive guide to navigate the workplace
effectively. It serves to foster a positive work environment, ensuring that
employees comprehend their roles and responsibilities while aligning with the
company's mission and values.

Company Overview

Total Wine & More is dedicated to providing exceptional customer service and
a vast selection of products at competitive prices. Founded in 1991, the
company has grown to become the largest independent retailer of fine wine in
the United States, operating over 200 stores across the country. Team members
are encouraged to share their passion for wine and spirits, creating a
knowledgeable workforce that enhances the shopping experience for customers.

Mission Statement

The mission of Total Wine & More is to offer customers the best selection of
wine, spirits, and beer while providing exceptional customer service. The
company aims to create a fun, engaging, and informative shopping experience,
making it a destination for customers seeking quality products and expert
advice.

Core Values

Total Wine & More emphasizes the following core values:

- Customer Commitment: Prioritizing customer satisfaction through excellent
service.
- Respect: Fostering an inclusive and respectful work environment for all.
- Integrity: Acting ethically and honestly in all business dealings.
- Teamwork: Collaborating as a team to achieve common goals.
- Continuous Improvement: Embracing feedback and striving for excellence.



Employment Policies

Understanding employment policies is crucial for all employees at Total Wine.
The handbook outlines several key areas regarding employment practices.

Equal Employment Opportunity

Total Wine & More is committed to providing equal employment opportunities to
all individuals. The company prohibits discrimination based on race, color,
religion, sex, national origin, age, disability, or any other protected
status. Employees are encouraged to report any instances of discrimination or
harassment to their immediate supervisor or the Human Resources department.

Workplace Harassment Policy

The company maintains a zero-tolerance policy for workplace harassment. This
includes unwelcome conduct based on sex, race, or any other protected
characteristic. Employees who experience or witness harassment should report
it immediately, and the company will investigate all claims promptly and
confidentially.

Drug and Alcohol Policy

Total Wine & More prioritizes a safe and productive workplace. Employees are
prohibited from being under the influence of drugs or alcohol while on duty.
Random drug testing may occur, and employees found violating this policy may
face disciplinary action, including termination.

Employee Benefits

Total Wine & More offers a variety of benefits to support employees' well-
being and job satisfaction.

Health and Wellness

- Medical Insurance: Comprehensive medical, dental, and vision plans are
available for full-time employees.
- Wellness Programs: Employees have access to wellness initiatives aimed at
promoting a healthy lifestyle.



Retirement Plans

- 401(k) Plan: Total Wine offers a 401(k) retirement plan with company
matching contributions to help employees save for their future.

Paid Time Off (PTO)

- Vacation Days: Employees accrue vacation days
based on their length of service.
- Sick Leave: Paid sick leave is available for
employees who are unable to work due to illness.
- Holidays: The company recognizes several holidays
and provides paid time off for these occasions.

Workplace Conduct

Maintaining a positive workplace culture is vital
for Total Wine & More. The employee handbook
outlines expectations regarding workplace conduct.

Dress Code

Employees are expected to maintain a professional
appearance while on duty. The dress code includes:

- Uniforms: Employees may be required to wear
company-provided uniforms.
- Footwear: Closed-toed shoes are mandatory for
safety reasons.



Attendance and Punctuality

Regular attendance is crucial for operational
success. Employees are expected to:

- Arrive on time and be prepared to work.
- Notify their supervisor in advance if they are
unable to attend work.

Performance Reviews

Total Wine conducts regular performance reviews to
assess employee contributions and development.
Reviews typically occur annually and provide
employees with feedback on their performance, areas
for improvement, and opportunities for career
advancement.

Health and Safety

The safety of employees and customers is a top
priority at Total Wine. The handbook details the
company's commitment to health and safety standards.

Emergency Procedures



Employees should be familiar with emergency
procedures, including:

- Fire Evacuation: Know the nearest exits and
assembly points.
- First Aid: Understand the location of first aid
kits and how to report an injury.

Workplace Safety Training

Total Wine provides ongoing safety training to
ensure employees are equipped to handle potential
hazards. Employees are encouraged to report any
unsafe conditions to their supervisors immediately.

Professional Development

Total Wine & More values employee growth and
development. The handbook highlights opportunities
for training and advancement.

Training Programs

- Product Knowledge: Employees receive training on
wines, spirits, and beers to enhance customer
service.
- Sales Techniques: Training sessions focus on



effective sales strategies and customer engagement.

Career Advancement Opportunities

Total Wine encourages internal promotions and offers
career advancement opportunities to motivated
employees. Team members are encouraged to express
their career goals and seek mentorship from
supervisors.

Conclusion

The Total Wine Employee Handbook is a vital tool
that provides employees with the information and
resources necessary for success within the company.
From understanding workplace policies to accessing
employee benefits and training opportunities, the
handbook serves as a comprehensive guide for
navigating the Total Wine environment. By adhering
to the company’s core values and policies, employees
can contribute to a positive workplace culture and
deliver exceptional service to customers. As Total
Wine & More continues to grow, the commitment to its
employees remains steadfast, fostering a dynamic and
engaging workplace that prioritizes both personal
and professional development.

Frequently Asked Questions



What is the purpose of the Total Wine employee
handbook?

The Total Wine employee handbook serves as a guide
for employees, outlining company policies,
procedures, benefits, and expectations to ensure a
consistent and supportive work environment.

How can employees access the Total Wine employee
handbook?

Employees can access the Total Wine employee
handbook through the company's internal portal or by
requesting a physical copy from their manager.

Are there any updates to the Total Wine employee
handbook for 2023?

Yes, the Total Wine employee handbook is reviewed
annually, and updates for 2023 include changes in
health benefits and remote work policies.

What should an employee do if they have questions
about the handbook?

Employees should reach out to their direct
supervisor or the HR department for clarification on
any questions related to the employee handbook.



Does the Total Wine employee handbook include
information on workplace conduct?

Yes, the handbook includes a section on workplace
conduct, detailing expected behaviors, anti-
harassment policies, and conflict resolution
procedures.

Can employees suggest changes to the Total Wine
employee handbook?

Yes, employees are encouraged to provide feedback or
suggestions regarding the employee handbook to their
managers or the HR department.

What topics are covered in the Total Wine employee
handbook?

The handbook covers topics such as company values,
employee benefits, code of conduct, safety
procedures, and performance evaluations.

Is the Total Wine employee handbook applicable to
all locations?

Yes, the Total Wine employee handbook is designed to
be applicable to all locations, although some
regional policies may vary.



What happens if an employee violates policies in the
Total Wine employee handbook?

Violations of the policies outlined in the handbook
may result in disciplinary action, which can range
from a verbal warning to termination, depending on
the severity of the violation.

How often is the Total Wine employee handbook
reviewed and updated?

The Total Wine employee handbook is typically
reviewed and updated annually to reflect any changes
in policies, laws, or company practices.
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