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WELCOME 
 
Hello and congratulations! 
 
You are on your way to becoming a Dreamland Diner team member! Thank you so 
much for your interest in joining our team. 
 
We have a fun, community-based culture here at Dreamland Diner, and we are excited 
to be ever-growing. Thank you for reading through this simple welcome package 
which outlines basic welcome topics, expectations, and policies. 
 
Before your first shift, please review our menu and familiarize yourself with the food 
and beverage offerings. You must be able to answer questions and describe items 
clearly before serving any customers. This is relevant to Front Reception staff, Serving 
staff and Kitchen staff. Menus are available at www.dreamlanddiner.com 
 
Our Vision: Provide top-tier hospitality, fun energy, and great food in a retro 
environment that facilitates the creation of special moments and memories for its 
patrons and staff. 
 
Our Slogan: Bringing back the best of the ‘50s to Winnipeg! 
 
Location: 2615 Portage Ave., Winnipeg, Manitoba, Canada 
 
Phone Number: 204-504-6000 
 
Your First Day 
 
Please ensure you leave our reserved parking lot for our customers as there are only 
a few spots. Street parking is available. If coming or leaving after dark, please ensure 
that you are escorted by another staff member on your way to/from your vehicle.  
 
Be sure to clock in/out upon coming or going. 
 
Before your first day you will be required to read, understand and sign (upon arrival) 
the Health and Safety Book, and have any questions answered before you start to 
your position.  
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DRESS CODE 
 
Make sure to wear proper work safe and professional attire at all times. 

 
Dress with pride. Whether you’re operating in the Back of House or Front of House, 
we know if you take the time to look good, you will generally feel good. If you feel 
good, this filters down to your co-workers, customers and so on.  
 
All employees are expected to maintain good hygiene and a clean appearance. 
 
Back of House 
 
Back of House staff are expected to be in proper work attire (covered footwear, 
short/long sleeve shirts/sweaters with shoulders covered, etc.). 
 
Hairnets/hats & beard nets must be worn in the kitchen. 
 
Looking professional & polished helps create a positive experience for our customers 
& can easily impact your tips and sales. This is a job where the Back of House staff 
are often visible or present in the Front of House. 
 
Gloves are expected when handling food, and frequent handwashing must be 
practised. Never handle raw meat and then contact another surface without first 
changing gloves/washing hands. 
 
Torn/ripped/worn out clothing and footwear are not acceptable. 
 
Back of House Staff are to use supplied Red Aprons from MatMaster and put them in 
the washing bag on a regular rotation. 
 
Bottoms must be full length pants and tops are able to be any plain black, red, or blue 
t-shirt/shirt that is in good condition with your shoulders covered. 
 
 
Front of House 
 
Looking professional & polished helps create a positive experience for our customers 
& can easily impact your tips and sales. 
 
Torn/ripped/worn out clothing and footwear are not acceptable. 
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Front of House Staff must wear the following options for ‘tops’: 
-​ Approved ‘50s style Tops 
-​ Any collared shirt of any colour. Small/subtle designs are permitted as long as 

there are no visible logos or lettering 
-​ Vests & turtlenecks are also permitted 

 
All shoulders must be covered. 
 
Pants can be denim or other standards. Covered footwear is mandatory. Shoes with 
good grip are recommended. 
 
Front of House Staff must wear both a red MatMaster provided apron and a chalk 
marker name tag while on the floor and not wear them while on smoke 
breaks/bathroom breaks/lunch breaks. 
 
Front of House staff are encouraged to lean into the 50s look and theme and have 
fun with the concept! If you have an idea, please ask management! 
 
For All Staff: 
No yoga pants, sweatpants, ripped or torn clothing to be worn. Black pants are 
allowed.  
 
Hygiene is key in the workplace. 
 
Always look like the most polished version of yourself. 
 
Please observe all Manitoba Health & Safety guidelines when working in food 
service.  
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ALLERGIES 
 
We must ensure that our customers know that we never guarantee allergy safety. We 
must be especially formal & diligent when dealing with allergies as the consequences 
can be life threatening. Staff may be held personally liable for not carefully 
communicating an allergy. 
 
Please see our policy regarding allergies below: 
 

Please be aware that our kitchen is not allergen free. 
 
If you are intolerant to any food ingredients, please note that we operate a 
commercial kitchen that shares a small grill, fryers, equipment and storage 
space. We do not guarantee allergy safety. 
 
We will always try our best to accommodate. 
 
During busier times we may not be able to accommodate requests regarding 
minor allergy concerns. This is due to the size of our kitchen. Our owner has 
several severe food allergies and we take them very seriously. 
 
Please don’t risk it! If  you have any hesitations or are intolerant, please don’t 
eat here. 
 
We don’t want to make you sick. 

 
We do our very best to accommodate a special food request, however the customer 
needs to know we can never 100% guarantee safety. 
 
If you take an order with a food allergy: 

1.​ Inform the customer of the Allergy Notice posted in store/on the menu. 
2.​ Verbally inform them that we cannot 100% guarantee safety but we will try our 

best and have a good reputation of handling food allergies well. 
3.​ If you feel like the customer does not understand the policy, contact 

management immediately and err on the side of caution. 
4.​ If a minor presents allergies, you must speak with the parent or guardian 

before proceeding with an order. 
5.​ If the person decides to move forward with the order, please inform the kitchen 

staff immediately so that the accommodations can be made. Ensure you note 
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the food allergy on all items for that customer when entering it in the POS 
system. 

 
When preparing food with allergy concerns: 

-​ Hand washing must take place before preparing any items. 
-​ Sanitize the line & expo area 
-​ The grill should be cleaned 

 
If you have any questions about allergies, speak with management. 
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PAYROLL AND BENEFITS 
 
We use a payroll company to process our payroll. It is not done in house. Payroll is 
bi-weekly and payments are normally delivered every second Friday, give or take a 
business day. Payroll is based on your clocked-in hours reported on Square. Cut-off 
for payroll is every second Saturday. The following Sunday would appear on the next 
cheque. If there is a payroll error, notify management immediately. 
 
Our company pays out vacation pay of 4% on each paycheque. We do not save this 
for you over time. We are sure to pay it out on every payroll. 
 
Tips are collected every pay period. 10% of tips are set aside for local 
donations/charitable contributions and community initiatives. The remaining 90% is 
distributed evenly based on a percentage of hours worked. Tips are included on your 
payouts. Tips should always be declared on your personal income taxes. Please do 
not forget to include these when doing your annual personal tax returns.  
 
Overtime pay takes place after 8 hours per shift. Overtime is also paid if shifts go over 
40 hours per week. Due to the nature of restaurant scheduling and business, we pay 
for all breaks (explained in more detail in the Scheduling section). 
 
All overtime hours must be approved by management. 
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POSITIONS DURING SERVICE 
All positions will be explained and shown in greater detail while you are working but 
the general overview of responsibilities is as follows: 

 
Back of House 
Grill / Caller 

-​ Communicating Tickets to Deep Fryer & Runner 
-​ Grilling all Grilled Items 
-​ Papering Trays 
-​ Checking Level of Gravy and Ensuring Gravy is Made 
-​ Cleaning the Grill at the End of Night (once trained) 
-​ Prepping/Detail Cleaning in Downtime 

 
Deep Fryer 

-​ Frying all Fried Food Items to Correct Temperature 
-​ Assembling Food in Trays 
-​ Topping Food 
-​ Calling ‘Order Up’ to Front of House 
-​ Prepping/Detail Cleaning in Downtime 

 
Runner/Dishwasher 

-​ Cleaning/Replacing all Dishes from both Front of House & Back of House 
-​ Handing Any Product from Coolers/Freezers to other Back of House or Front of 

House Members 
-​ Prepping/Detail Cleaning in Downtime 

 
Front of House 
Depending on how many team members are on shift at a given time, FoH members 
may be responsible for multiple roles. Please check the whiteboard or check with 
your lead in order to know which roles you will be responsible for for your shift. 
 
Barback 

-​ Make Beverages (prioritize by ‘tier’) 
-​ Sodas/Waters/Coffees 
-​ Hot Beverages 
-​ Floats 
-​ Milkshakes 

-​ Dress Food Plates 
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-​ Scoop/Assemble Ice-Cream Orders 
-​ Process Payments 
-​ Support Servers as needed 

Scooper 
-​ Take and Scoop Ice-Cream Orders 
-​ Process Payments 
-​ Clear & Clean Tables 
-​ Wash Dishes 
-​ Support Servers as needed 

Server(s) 
-​ Seat tables (and provide water with menu explanation) 
-​ Collect Orders 
-​ Run Food 
-​ Clear & Clean Tables 
-​ Wash Dishes 

Greeter 
-​ Greet customers and direct customers (dine-in or take-out?) 
-​ Seat tables (and tell servers about tables) 
-​ Process Payments 
-​ General Support 

 
 
Please note: While working in your position, it is always appreciated if you see an 
opportunity to go above and beyond and take it, but do make sure you check in with 
management first. Given that we’re a small operation, we don’t always have our eyes 
on everything so your help is key! If you notice an opportunity, or take some initiative, 
ensure management is aware so that we can include that work in our processes and 
guidelines. Keeping people focussed on their roles is also a big part of running a 
smooth operation! 
 

PREPARATION BEFORE SERVICE 
 
Back of House: 
Opening Prep 

 
If you are scheduled to open the store, you will likely be scheduled to arrive 1/2 hours 
before the store opens to the public and you may be scheduled with 1 other staff 
member. It is important to follow the Opening Checklist when opening. 
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Turning on the fryers, hood vents, dishpit vent, and grill are the first steps. 
 
Follow your checklists and prep boards, and if you have questions, reach out to your 
kitchen leadership team, or management. 
 
Mid-day Prep 
 
There is also a To Do list for the team which covers the transition between shifts in the 
middle of the day. Refer to this as it will be updated with what orders have arrived and 
need to be prepped and what else needs to be done for the day. 
 
Closing Prep 
 

Review your checklist and ensure you have got your levels up to par and ready.
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CLOSING 
 
Cleaning 
 
Cleaning is highly important. It is expected that staff are keeping up with cleaning 
throughout their shift. This makes closing a quicker task and is also important for the 
health & safety of all staff/customers. 
 
There is a detailed Closing Checklist that outlines all cleaning tasks required on a 
day-to-day basis. 
 
If you have questions about cleaning, do not hesitate to reach out to management. 
 
Please take initiative and tackle extra cleaning and detailing in your downtime. If you 
see an opportunity to keep busy, that helps keep hours up and the store looking 
awesome! 

 
Cash Out 
 
Cash out is usually done by supervisors and requires counting all cash in each till 
following the accompanying cash tracking sheet. Do not complete any cash out until 
you have been trained on how to do so. 
 
Any cash from the till should be sealed in an envelope along with the reporting 
receipts. 
 
Always ensure we are handing out accurate change to customers and inputting 
accurate amounts into the tills. 
 
NOTE: DOUBLE CHECK YOUR NUMBERS and DATE on your cash out. This can 
greatly impact reporting if they are incorrect. 
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STAFF DISCOUNTS 
 
Staff receive 50% off regular priced food bills when working, and 40% off regular priced food 
bills when you are not working. This may not apply to any special items, feature items, or 
discounted items. Please note during rush times that your orders will be last priority as they 
are not our profit generating orders. This does not apply to guests or anyone else’s food or 
food to-go. This is only for in-house dining while working or not working.  
 
All food must be punched in before eating, even if it is just a small item. 
 
Staff may have free pop, water or drip coffee (not from our Espresso-machine) during their 
shift. Teas, milk, juice or specialty drinks must be punched in at regular price.  
 
Any abuse or questionable circumstances will result in termination of staff discounts for all 
staff, so be very straightforward with this. 
 
You must pay for your staff meals upon ordering them. 
 
You are also granted 40% off at our ownership’s other restaurant St. James Burger & Chip Co. 
This can be claimed by using your Square Teams to show you are an active employee of 
Dreamland Diner. 
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CHEMICALS 
 
If you have any questions about handling chemicals, please contact management 
or your Health & Safety Representative immediately. 
 
You may never touch or use a chemical unless you have read and understand MSDS 
sheets and labels on each chemical. These are available in the Health & Safety 
Binder. Having a basic knowledge of our chemicals in the facility will reduce chemical 
poisoning and injuries. Don’t be afraid to ask if you are unsure. 
 
Always label the chemicals in the bottles. Chemicals must always be in properly 
labelled bottles. ALWAYS. Otherwise, you cannot use it.  
 
Only sanitizer, teardrops, dish soap, all-purpose cleaner, grill cleaner, and degreaser 
are allowed in the kitchen. Pine Sol and other non-food grade cleaning agents may 
not be used. 
 
Never mix chemicals. 
 
Always wear gloves when handling toxic or harmful chemicals. 
 
Always wipe down surfaces with sanitizer hourly to maintain cleanliness. 
 
Sanitizer buckets must be present in the Front of House as well as in the kitchen. 
These must be changed every 2 hours. 
 
Do not mix or refill chemicals unless you have been shown how by management. It 
can be very unsafe to mix or refill chemicals in the wrong way as they are highly 
concentrated. 

 
Make sure you know where the sinks are throughout the building for quick-rinse use. 
 
Always stop and assess a situation before handling anything questionable. Needles 
and sharp objects need to be handled with extreme care. Communicate very well with 
your team, wear gloves and move slowly when handling these type of objects. If you 
are not certain do not make assumptions. Always contact a superior if you are not 
sure. 
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HEALTH & SAFETY REPRESENTATIVE  
 

The current Health & Safety Representative is: 
 
Aiyana Espares (staff) 
(204) 292-9565 
vaespares@gmail.com 

 
Feel free to contact them to discuss a problematic safety issue. They will always hold 
your name and information confidential if you wish and handle your situation with 
anonymity. 
 
Any member of the management team may be a more immediate resource for many 
Health & Safety concerns while at work but do not hesitate to use your 
representative if you are more comfortable. Owners Kevin Ramberran and Ravi 
Ramberran are also available at any time to address any issues that may arise. 
 
Kevin Ramberran 
(204) 996-5387 
contact@dreamlanddiner.com 
 
Ravi Ramberran 
(204) 955-5584 
ravi@fourcrowns.ca 
 
For all emergencies, call 911. Then, if you are able to, have someone call the 
owners.  
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SCHEDULING 

 
Shifts at Dreamland Diner. are set up in a specific way. 
 
The following rules must be following in accordance to scheduling/attendance: 
 

-​ If your shift is not scheduled with an end time, you are expected to work until 
you are cut by supervisors or when you have worked a total of 8 hours (or 8.5 
with breaks). 

-​ You may be cut as early as 3 hours after your shift starts. Earlier if you agree to 
leaving earlier. 

-​ For shifts of more than 5 hours, we grant two paid 15 minute breaks as 
available/able. 

-​ Management reserves the right to cancel your shift up to 1 hour in advance of 
your shift 

-​ Time Off must be requested at least 14 days in advance. 
-​ Time off may be requested by a maximum of 2 employees for the same 

day per department 
-​ If you notice that 2 employees have booked off a day that you 

would also like time off for, contact management. 
-​ Shift trades are allowed but must be approved by management. 
-​ If you cannot work a shift you are scheduled for, please contact other staff 

members to cover your shift before contacting management. 
-​ You are expected to show up on time and be ready to start working at the start 

time of your shift. 
-​ If you are going to be late, you must notify the restaurant. Call the store or 

message the team. 
-​ Regular lateness is not acceptable and may result in less shifts being assigned 

or possible termination of your employment. 
-​ Not arriving for your shift and not notifying management may result in 

termination of your employment. 
-​ Overtime is not allowed unless approved by management. 

-​ Payroll is done bi-weekly. Cut off is every second Saturday evening. The 
following Sunday would appear on the next cheque. If there is a payroll error, 
notify management immediately. 

-​ Our company pays out vacation pay of 4% on each paycheque. We do 
not save this for you over time. We are sure to pay it out on every 
payroll. 
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-​ Tips are included in your paycheque. 10% of tips collected are donated to local 
causes and initiatives. Tips are calculated per pay period and based on hours 
worked during that pay period. 

-​ Breaks are scheduled into your shift and may be shifted or rescheduled 
throughout your shift based on business. 

-​ 5 hour shifts are scheduled for one paid 15 minute break 
-​ Shifts longer than 5 hours are scheduled two paid 15 minute breaks 
-​ When going on break: 

-​ You must ensure you communicate with the supervisor on shift (if 
a supervisor is not available or on shift, ensure you check in with 
the most senior member of the team on shift) 

-​ You must ensure you are back on the floor when your break is 
over, ready to work and assist your team. Check back in with your 
supervisor. 

-​ Though breaks are scheduled, it is very important to check in with your 
Supervisor before going on your break. It is always important to make 
sure your team is prepared to handle the workload while you’re gone 
(that’s what you would like them to do as well, right?) 
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ALCOHOL SERVICE 

 
Dreamland Diner offers customers the ability to add shots of alcohol to our incredible 
milkshakes for a more mature way to let loose. We want you to be able to offer your 
guests the best experience possible but please note that alcohol orders must be 
handled with great care. 
 
NOTE: ONLY SERVERS WHO HAVE OBTAINED A VALID SMART CHOICES 
CERTIFICATION ARE PERMITTED TO SERVE LIQUOR ORDERS 
 
If you do not have your Smart Choices certification, do not serve any alcohol to 
customers. Ask a manager for their assistance. All managers are required to have 
their Smart Choices certification. 
 
You can obtain your Smart Choices certification online at https://smartchoicesmb.ca/ 
 
If you have your Smart Choices certification, make sure to bring in or send us a copy 
so we may have it on display for our liquor inspections. 
 

IMPORTANT NOTE ABOUT LIQUOR ORDERS 
NO ORDERS CONTAINING LIQUOR ARE PERMITTED TO BE SERVED TO-GO. 

IT IS ILLEGAL TO SERVE TO-GO LIQUOR AND WE CAN PUT THE BUSINESS AT 
GREAT RISK BY DOING SO. 

THERE IS NO EXCEPTION TO THIS RULE. NOT EVEN A CUSTOMER WHO HAS 
CONSUMED THE MAJORITY OF THEIR SHAKE AND WANTS THE LAST OF IT 

TO-GO. WE DO NOT DO THIS. 
 

 

 
 

16 

https://smartchoicesmb.ca/


Dreamland Diner Training Manual 
Updated: May 7, 2025 

HEALTH & SAFETY 
 
Following Health & Safety guidelines outlined by the province and local health 
authorities are very important. Ensure you review all information in the Health & 
Safety binder. 
 
Never run in the kitchen. Be cognizant of those around you and let them know if you 
are behind them (“behind!”) whether on the floor or in the kitchen. 
 
Always unplug/turn off grills, friers, warmers & other electrical devices before cleaning 
them. 
 
The first aid kit is kept on site. Know where it is located and keep it organised. If you 
notice something is running low, inform management. 
 
Always note where fire extinguishers are and how to use them. 
 
Always cut away from your body and practise safe food handling & techniques when 
preparing and dealing with sharp utensils and items. The same rules apply for dealing 
with hot foods and products. Be cautious & communicate when moving throughout 
the store with hot pots or items. 
 
If a knife falls, let it fall. Do not attempt to catch it. 
 
Always wear proper footwear and clothing. 
 
If you mop something and leave the floor to dry, use a ‘Wet Floor Sign’ to prevent 
injury. 
 
Do not use/empty/refill/operate deep fryers, grills, gravy/hot dispenser stations until 
you have been fully trained by management. 
 
Ensure you are using proper handwashing procedures & follow guidelines when 
handling raw meat and eggs. 
 
Make sure paper towel & hand soap dispensers are stocked at all times. 
 
Ensure all doors are locked before doing cash out. 
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When closing, always close with at least two people on site. When working alone, 
ensure you follow the procedures outlined in this guide under the Working Alone 
section. 
 
The workplace premises are under audio/video surveillance to ensure the safety and 
security of the property & staff. 
 
All work-related injuries must be reported to management and an accident report 
form must be filled out with management/witnesses. Management is required to 
report all injuries to ownership and ensure a proper report and investigation is filled 
out and submitted to the Workplace Health and Safety Board and the Worker’s 
Compensation Board (in situations where work is taken off due to the incident). 
 
To report unsafe work or serious incidents: call 204-957-SAFE (7233) in Winnipeg or 
toll-free 1-855-957-SAFE in MB. 
You can also email wshcompl@gov.mb.ca or report online. 
 
If you ever feel unsafe, call management immediately. If an emergency occurs, call 911. 
Never risk your safety. 
 
Any concerns can and should be brought to your Health & Safety Representative, 
management, or ownership as soon as possible. 
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SAFETY PROCEDURES 
How to deal with intoxicated customers: 

Use the line: I’m sorry I am not allowed to serve you or I will be fired. Management is 
very strict on serving customers who are intoxicated.  

Please blame the management or LGCA. Don’t put yourself in a position to cause a 
fight or argument that’s unnecessary. Blame your manager/ownership if need be.  

If the intoxicated customer arrived in a vehicle they were in operation of, that vehicle 
description, licence plate, and driver description must be called in to 911 
immediately. Make sure to tell police what direction they are headed in, so they can 
have a lead. 

Also, be sure to tell police you did not serve the person, and that they are drunk 
driving. Whether that person was served or not by us, they were seen leaving our 
place, so we must call it in. Always encourage the person to leave their vehicle here 
and call them a taxi! 

 ​  

If there is violence 

Ensure the till is closed and staff are in a safe area. 

Calm down the situation at all costs, and do not physically fight or verbally attack 
anyone. Keep your cool and remember someone could always be filming the 
situation. Take 10 minutes to talk to someone instead of 1 minute engaging in conflict 
with them. It’s easy to keep your cool and even turn a situation around.  

Do not chase a person or continue to instigate conflict with them.  

Do not provoke a situation. Keep your ego in check and allow that customer to leave 
peacefully. 

If a fight occurs, or an escort for someone is required, police are called, or security is 
needed, we need an incident report filed in the Health & Safety Binder immediately. 
Notify Ravi by phone call immediately. ​  

Your health and safety is priority number 1. Do not put you or your co-workers in 
danger because of your ego. All situations must be handled calmly and 
professionally.  

 

Working Alone 

Always ensure management is aware when you are working alone. 

When working alone for more than 75 minutes, ensure you call Kevin to check in 
(204) 996-5387 every 30 minutes after the initial 90 minute timeframe. It is not usual 
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for staff to be alone in the building for any longer than an hour, and you should never 
expect to be scheduled alone for longer than 60 minutes. 

Ensure all customer access doors are locked. The only door that should be open at 
any time is the back kitchen door, and this may be locked at your discretion. 

Prior to being left alone on shift, ensure another staff member does a complete and 
very thorough walk around of the interior and exterior of the building, checking all 
doors are locked and safety concerns. Make sure to formally communicate with them 
about their walk through before they leave you alone. 

Keep your cell phone or a handheld restaurant phone nearby at all times and ensure 
you know a contact number for Kevin [(204) 996-5387] or Kara [(204) 590-6330] in 
case of emergency. 

 

Never let anyone who is not a staff member or scheduled contractor inside the 
building when you are alone. Kevin, Ravi, or management will always know whether 
or not someone is scheduled to be on-site who is not a member of the staff. 

Excuses you can give to not let anyone in (always give the impression you are not 
alone): 

- Sorry we are on alarmed lockdown and are unable to open doors without setting off 
alarms.  

- Mention that you are awaiting police to come handle a security matter and that you 
cannot let anyone in right now as per police request. 

- You cannot let anyone in, your staff is doing a big inventory count and you and your 
staff are too busy right now 

- There is a maintenance issue that has caused us to not allow anyone inside 

- Liquor Commission has noted that we cannot have anyone within our licensed 
premise between certain hours or we can get fined 

- There are toilets and payphones across the nearby gas station 

If you are getting robbed do not put your life in danger. We do not want you getting 
hurt at all. Be cooperative, we have cameras. Notify Kevin/Ravi as soon as possible. 
That being said, be aware of potential threats and do everything you can to be 
proactive to avoid these threats. 

If you ever feel unsafe, call the Manager or Owner right away at any time and if need 
be call 911. Never take a chance with your safety. 
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If you see any unsafe practices or areas that need addressing, you must notify your 
Health & Safety Representative/management immediately, if unavailable contact the 
owner. Health and Safety concerns will be formally dealt with in a professional 
manner and always confidentially.  
 
To report unsafe work or serious incidents: call 204-957-SAFE (7233) in Winnipeg or 
toll-free 1-855-957-SAFE in MB. 
You can also email wshcompl@gov.mb.ca or report online. 
 
 

MISCELLANEOUS POINTS 
 

-​ Never leave dirty dishes, utensils, or equipment overnight. 
-​ Never touch your face or hair when handling food or within customer 

view (unless you wash your hands immediately after). 
-​ It’s good practice to always use gloves when handling customer food 
-​ Handwashing is important. Make sure to wash your hands for at least 

15-20 seconds. 
-​ If you have cuts/wounds/sores on your hands, use gloves. 
-​ Smoking is to be done off the store premises. Go for a walk or smoke in 

your vehicle. 
-​ Especially true in front of customers. 
-​ Never leave cigarette butts or refuse within customer view. 

-​ Maintain proper hygiene and cleanliness in your personal appearance 
and work. 

-​ Hairnets & beard nets are mandatory for the kitchen within provincial 
health standards 

-​ Loose jewellery is not permitted as it can easily cause cross 
contamination 

-​ Sanitizer buckets & bottles should be kept full, labelled, and readily 
available in both Front of House and Back of House 

-​ Keep the building CLEAN 
-​ Sinks must be cleaned every night. 
-​ The administration desk in the basement office is not to be used by staff. 

Do not leave food products on this desk.  
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HEALTH AND SAFETY: STANDARDS OF CONDUCT 
 
It is important that all employees are fully aware of the rules which govern our 
conduct & behaviour, and are consistent with our values. In order to work 
together as a team and maintain an orderly, productive, and positive work 
environment, everyone must abide by the standards of reasonable conduct & 
policies of the restaurant. An employee involved in any of the following conduct 
may result in disciplinary action including (but not limited to) termination without 
a written warning: 
 

Supplying false or misleading information to the restaurant, including 
information at the time of application for employment, leave of absence, 
or sick leave. 
 
Not showing up for a shift without notifying management. 
 
Clocking another employee “in” or “out” on the timekeeping system, or 
having another employee clock you “in” or “out”. 
 
Leaving your job before the scheduled time (or being cut) without 
permission from a supervisor or management. 
 
Arrest or conviction of a felony offence. 
 
Disorderly or indecent conduct. 
 
Gambling on restaurant property. 
 
Theft of customer, employee, or restaurant property, including items 
found on restaurant premises. 
 
Theft, dishonesty, or mishandling of restaurant funds. Failure to follow 
cash handling, gift card, or debit/credit card processing procedures. 
 
Refusal to follow instructions. 
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Engaging in harassment of any kind toward another employee or 
customer. 
Failure to consistently perform job responsibilities in a satisfactory 
manner within the 30-day orientation/probation period. 
 
Use, distribution, or possession of alcohol, marijuana, or illegal drugs on 
restaurant property or being under the influence of these substances 
when reporting to work or during work hours. 
 
Waste or destruction of company property. 
 
Actions or threats of violence or abusive language directed toward a 
customer or another staff member. 
 
Excessive tardiness or an excessive lack of dependability. 
 
Engaging in the disclosure or distribution of confidential information 
including store policies, procedures, recipes, manuals, or any proprietary 
information to anyone not currently employed by the restaurant. 
 
Rude or inappropriate behaviour towards customers. This is including 
(but not limited to) the discussion of tips. 
 
Smoking or eating in unapproved areas or during unauthorised breaks. 
 
Not entering & exiting the restaurant through the approved entrances. 
 
Failure to comply with the restaurant's personal hygiene & grooming 
standards. 
 
Failure to comply with the restaurant’s dress code standards. 
 
Failure to report safety hazards, equipment defects, accidents, or injuries 
immediately to management.  
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COMPANY POLICIES 
 
Anti-Harassment & Discrimination Policy 
 
For the purpose of this guide and in relation to a worker’s safety and health in 
the workplace: 
There are two main types of harassment: 
 
1.  The first type is defined as inappropriate conduct by a person that is made 
on the basis of: 
• race, creed, religion, colour 
• sex, sexual orientation, gender-determined characteristics 
• marital status, family status, source of income 
• political belief, political association, political activity 
• disability, physical size or weight 
• age, nationality, ancestry or place of origin 
 
2. The second type relates to what is sometimes referred to as bullying. This 
may involve: 
• severe, repeated conduct that adversely affects a worker’s psychological or 
physical well-being if it could reasonably cause a worker to be humiliated or 
intimidated 
• a single occurrence, if it is shown to have a lasting, harmful effect on a worker 
Harassment may be written, verbal, physical, a gesture or display, or any 
combination of these. It may happen only once, but often happens repeatedly. 
 
Reasonable conduct is not harassment 
Reasonable actions by managers or supervisors to help manage, guide or 
direct workers or the workplace are not harassment. Appropriate employee 
performance reviews, counselling or discipline by a supervisor or manager are 
not harassment. Harassment can take place in the workplace or outside of it in 
a situation connected to work. 
 
All staff have the right to work safely and free of all discrimination & 
harassment. Any verbal or physical harassment will not be tolerated and is 
grounds for immediate dismissal without notice. Harassment or discrimination 
based on age, gender, religion, sexual orientation, and/or belief systems will 
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not be tolerated. We believe in maintaining a safe culture. If anyone feels that 
they are mistreated they are highly encouraged to speak to management or 
ownership as soon as possible. All complaints and issues will be kept 
confidential and will be dealt with professionally and promptly. There is a 
zero-tolerance policy for any discriminatory or harassment. 
 
We believe in embracing diversity and fostering a welcoming environment. 
Dreamland Diner proudly supports inclusivity and integrity when dealing with 
staff & the public. Only by embracing each other’s differences can we move 
forward respectfully and in a unified manner. 
 
We understand that the team at the restaurant is a small one and that jokes & 
jocularity may take place. Despite this, it is important that all staff remember 
they are in a place of work and that ethical behaviour must be observed & 
practised. 
 
If you feel you or a co-worker has been the victim of harassment: 
 
Ensure you contact your supervisor, manager, Health & Safety Representative 
or Owner and inform them of the situation. All contact information for these 
team members will be in the back of this guide and is kept up to date. 
The company and its managers will not identify a complainant, an alleged 
harasser or any circumstances about a complaint, to anyone, except: 

• when it is necessary in investigating the complaint 
• if it is part of disciplinary action 
• where required by law 

 
Once a complaint has been made, management will be notified and investigate 
the situation with ownership. Management and ownership will execute a plan to 
address the harassment, usually notifying the perpetrator of the outcome of 
their actions and, if possible, how to avoid committing the offence in the future. 
A Harassment Prevention Policy will be drafted with the perpetrator. If the 
harassment is a repeat offence or deemed to be unpreventable within the 
capacities of the business, the perpetrator may be terminated or placed on a 
leave. 
 
If any supervisor or manager is perpetrating the harassment: 
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The same procedure is to be followed but your point of contact should be 
either your Health & Safety Representative (who will then work in conjunction 
with the Ownership directly) or the Ownership. 
 
If the Ownership is perpetrating the harassment: 
A complaint can be made to Manitoba Human Rights Commission: 
https://www.manitobahumanrights.ca/ 
 
Reporting Unsafe Work 
If you feel you are being asked to undertake work that may be deemed unsafe, 
review your Health & Safety procedures and ensure the work is not in 
accordance with these procedures. Report the issue to your Health & Safety 
Representative and inform management about the conditions that you 
recognize as unsafe. 
 
Working with kitchen equipment requires proper training and guidance. Ensure 
you are asking management and supervisors for any assistance if you are 
unsure of how to complete a task in a safe manner. You should be trained on all 
operating procedures prior to undertaking them alone. 
 
Social Media & Photo Policy 
 
Staff are allowed and encouraged to associate themselves with Dreamland 
Diner 
 
Taking photos in the workplace is strictly prohibited unless being used for 
internal reporting/communication/approved promotion. 
 
Staff and ex-staff are not permitted to share or post content or photos online or 
to any social media sites without the express permission of the owner(s). Any 
posts not approved will be considered damage and legal proceedings will take 
place immediately. This is also grounds for immediate dismissal without notice. 
 
Staff are encouraged to share media content posted by the company! We are a 
fun & upbeat company, and we encourage staff to promote positivity. If a 
member of the public posts negative or hateful content about Dreamland Diner, 
you are not permitted to respond or comment in reaction to that content 
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without the express written permission of ownership. You are mandated to 
promptly inform the ownership if you ever see anything negative posted about 
the staff or the company. Commenting and posting usually escalates a situation 
and draws more negative attention. 
 
 
 
Cell Phone Policy 
 
Cell phones are never to be seen or used while you are at work unless you are 
working alone. If you handle your cell phone, please wash your hands before 
handling food or kitchen equipment as cell phones carry a lot of germs and dirt. 
There is no room for cell phones within a food establishment. Ensure that your 
contacts have your work number and they know to call the store in an 
emergency in order to get a hold of you. Once again, photos are strictly 
prohibited in the workplace.  
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SQUARE TEAMS 
 
Square Teams is a mobile app and online application we use for scheduling, 
inter-department & staff communication, clocking in & out, and reporting. 
 
Please download the Square Teams app on your mobile device. 
 
If you’re reading this, it’s likely that you’ve already been assigned a Square 
Teams login and punch ID. If not, please notify management. 
 
Availability 
 
When you have the app downloaded and have logged in, make sure to set up 
your Availability. 
 
Availability is recurring and can be adjusted regularly. Note that in normal 
circumstances, any availability changes require two weeks for us to honour 
them. 
 
If you do not set an availability, you will be assumed to have open availability 
and will be scheduled accordingly. If you are unavailable at the same times with 
frequency or only available for specific days/times, please enter this in as soon 
as possible to ensure you are not assigned shifts you cannot work. 
 
If you are scheduled outside of your availability without prior discussion, please 
inform management immediately. 
 
Offering Up Shifts 
 
Square features the ability for staff members to put their shifts up for other staff 
members to take. If you are scheduled for a shift but would rather have that 
shift off, you are free to put your shift up for grabs. 
 
NOTE: THIS DOES NOT MEAN YOUR SHIFT IS COVERED. You are still 
expected to come in for shifts you offer up unless they are assigned to 
someone else. 
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Calling In Sick 
 
If you need to get a shift covered because you are unable to work, you must 
offer up your shift on Square Teams and let management know immediately. 
 
Clocking In/Out - Square Teams 
 
Square Teams syncs with our Point of Sale system. You can clock in and out on 
the POS terminals in store. 
 
You may also download the Square Teams app on your mobile device to clock 
in or out while on site. It is geo-locked to being near the restaurant. 
 
Clocking in and out is very important as it is the only way we have a record of 
when you worked. If you forget to clock in or out at the correct time, once your 
shift is completed, you can make a timecard edit request for your start and end 
time and adjust it to the correct time. Make this request and management can 
approve it. If you do not make the adjustment and/or let us know about the 
mistake, you may not be paid properly for your shift. 
 
When your Square Teams account is created, you are automatically assigned a 
Punch ID. Use this ID to clock in or out. 
 
Staff can have their Punch ID changed by speaking with management. 
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GENERAL CONDUCT NOTES 
 

-​ Retro TVs: 
-​ Note where the ‘Volume’ dials are on each of the ‘Retro TVs’ in 

FoH and know how to dial them down. Children can often turn 
them up and leave them running loud. 

-​ Do not turn them ‘Off’ manually on the tvs themselves. They are 
connected to the light remote and will turn off with that. 

-​ Parking Lot: 
-​ Smokers must put their refuse in a can or receptacle cleanly. Our 

lot is an extension of our business and often the first impression. 
Let’s keep it clean and nice. There’s going to be lots of people out 
there. 

-​ Staff are not to park their vehicles in the lot unless under special 
circumstances. Please use available street parking nearby. We 
have limited space. 

-​ Stock Room: 
-​ For any large boxes/cases of sleeves or containers: 

-​ DO NOT take a single sleeve of an item from the stock room 
upstairs. Take the entire box to refill the empty box upstairs. 
This is how management knows to replace it with time. 

-​ Fryers: 
-​ When filling Fryers with oil, only fill to the Minimum line. Otherwise 

adding product will likely boil over and create spills. 
-​ Dumpster: 

-​ If the dumpster is full with trash please do not place bags outside 
the dumpster 
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EMERGENCY & NON-EMERGENCY NUMBERS 
 
EMERGENCY CALLS: 911 
 
Non-Emergency call: 
 
Winnipeg Police Service: 204-986-6222 
 
Ambulance (Non-Emergency): 204-986-6336 
 
Fire (Non-Emergency): 204-986-6380 
 
City of Winnipeg: 311 
 
Manitoba Hydro: 204-480-5900 
 
Poison Control: 204-787-2591 
 
Alarm Company: 
Armstrong Communications (Sonic Boom Networks): 1-800-986-0000 
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PERSONNEL 
 
24 Hour Contact Information: 
 
OWNERSHIP 
Ravi Ramberran - Owner - 204-955-5584 
Kevin Ramberran - Owner - 204-996-5387 
Kara Young - Owner - 204-590-6330 
 
Other Contact Information: 
 
MANAGEMENT 
Emma MacIsaac - Kitchen Manager - 204-470-0051 
Renee Caldwell - Supervisor - 204-218-7163 
Cassidy Swire - Supervisor - 204-915-7651 
Aaron Ryckman - Supervisor - 204-801-8087 
Aspen Koszna - Supervisor - 204-218-0848 
Cassidy Swire - Supervisor - 204-915-7651 
Johnathan Reid-Clinch - Supervisor - 204-955-5715 
Keagan Wood - Supervisor 431-688-1841 
 
HEALTH & SAFETY REPRESENTATIVE 
Aiya Espares 
(204) 292-9565 
vaespares@gmail.com 
 
SAFE Work Manitoba: 
204-957-SAFE (7233) 
1-855-957-SAFE (7233) 
information@safeworkmanitoba.ca 
safemanitoba.com 
 
Fire Protection Equipment Service Company: 
Infinite Fire - 204-202-8118 
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DUTIES & RESPONSIBILITY 
 
Responsibilities of Leadership 
 

-​ In case of a fire: 
-​ Ensure the fire alarm has been activated 
-​ Dial 911 and advise the Winnipeg Fire & Emergency services of a fire 

emergency 
-​ Make sure the fire alarm system is not silenced until the fire department 

has responded and the fire department has determined that the building 
is safe 

-​ Ensure all fire doors are closed 
-​ Provide access and vital information for fire-fighters only if it is being 

requested 
-​ Ensure that occupants do not re-enter the building until authorised by 

the fire department 
 

Duties of Staff 
 

-​ UPON DISCOVERY OF SMOKE/FIRE 
-​ Leave the fire area immediately 
-​ Close all doors in the area 
-​ Sound the alarm by using the nearest safe manual pull station 
-​ Notify the Winnipeg Fire & Emergency Services by dialling 911 
-​ Alert all persons in the immediate area to vacate the building (yell “FIRE! 

FIRE!” 
-​ Leave the building by the nearest safe exit 

-​ UPON HEARING OF FIRE ALARM 
-​ Stop all work and exit immediately 
-​ Instruct all occupants to evacuate the building 
-​ Show the customers the direction of the exit 
-​ Leave the building by the nearest safe exit 

-​ General Duties 
-​ Maintain all building fire protection equipment in good operating condition at all times 
-​ Keep passageways and exits (inside and out) clear of obstructions at all times 
-​ Do not permit combustible materials to accumulate in any part of the means of egress 
-​ Promptly remove all combustible waste from disposal areas 
-​ When training, ensure all staff are appraised of 

-​ Fire alarm locations 
-​ Manual activation of fire alarm system 

-​ Exit locations 
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Alternative Measures & Operating Instructions 
 
In the event of any shut-down of fire protection equipment systems or part thereof, in 
excess of 24 hours. The fire department shall be notified in writing. Occupants will be 
notified and instructions will be posted as to alternative provisions or actions to be 
taken in case of emergency. These provisions and actions must be acceptable to the 
chief fire official. 
 
All attempts to minimize the impact of malfunctioning equipment will be initiated. 
Where portion(s) of a sprinkler or fire alarm system are placed out of service. Service 
to remaining portions must be maintained and where necessary. The use of fire 
watch, bull horns, two way radio, and others will be employed to notify concerned 
parties of emergencies. Assistance and direction for specific situations will be sought 
from WInnipeg Fire and emergency services. 
 
Procedures to be followed in the event of shutdown or any part of a fire protection 
system are as follows: 

-​ Notify the Winnipeg Fire & Services or monitoring company (DO NOT DIAL 911). 
Give your Name, Address, and description of the problem and when you 
expect it to be corrected. Written notification shall be given to the monitoring 
company if the shutdown is more than 24 hours.  

-​ Post notices at all exits and the main entrance stating the problem and when it 
is expected to be corrected 

-​ Have staff or other reliable person(s) patrol the affected area(s) at least once 
every hour and to fill up the fire watch form. 

-​ Notify Winnipeg Fire & Emergency service and the building occupants when 
repair(s) have been completed and systems are optional. 

 

Confining/Controlling a Fire 
 
Confining a Fire 

-​ Confining a fire in an enclosed space will keep the fire, smoke, and fumes from 
entering into the means of exit. In many cases this can be accomplished if 
remembering to close doors when leaving the fire area. 

 
Controlling a Fire 

-​ It is primarily the responsibility of Winnipeg Fire & Emergency Services to 
control the fire. The production of toxic fumes in the building makes firefighting 
potentially dangerous, particularly if a large amount of smoke is being 
generated. 
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-​ Control of small controllable fire can be accomplished by a trained and 
experienced person familiar with the use and operation of a fire 
extinguisher 

-​ Before attempting to extinguish the fire, ensure that the fire alarm has 
been activated and the fire department have been notified 

-​ If the fire cannot be extinguished, leave the area and confine the fire by 
closing all doors in the area. 

 

Fire Extinguisher Standard Operation 
 
Suggested operation of Portable Fire Extinguishers: 
 
Remember the PASS 
 
P - Pull the Safety Pin 
A - Aim the nozzle 
S - Squeeze the trigger handle 
S - Sweep from side to side (watch for fire restarting) 
 
Never re-hang extinguishers after use. Ensure they are properly recharged by a 
qualified person and that a replacement is provided. 
 
NOTE: Prior to using a K-Type Extinguisher: Activate the Kitchen Extinguishing System 
to Avoid Electrocution 
 
 

SPECIAL NOTE: 
NEVER attempt to extinguish a gas grill or fryer fire using water. This will only 

spread the fire and create a much more unsafe environment. 
 

 
 

 

 
 

35 



Dreamland Diner Training Manual 
Updated: May 7, 2025 

 
SIGNATURES 
 
If you fully comprehend, understand, and completely agree to follow the 
previously outlined guidelines, policies, and behaviours, please print your name 
clearly below, sign, and date your signature. 
 
 
Full Name:​ ​ ​ ​ Signature:​ ​ ​         Month/Day/Year: 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
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Full Name:​ ​ ​ ​ Signature:​ ​ ​         Month/Day/Year: 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
___________________​ ​ ____________________        _____________ 
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