
A note about your employee handbook…

DISCLAIMER- HANDBOOK IS NOT A CONTRACT

Unless otherwise specifically noted, or unless the context indicates otherwise, the 
policies and standards set forth herein apply to all non-exempt and exempt employees.  
Occasionally, you may receive updated information, concerning changes in ARAMARK 
policy.  ARAMARK may revise this handbook in whole or in part at any time, with or 
without notice.  It will be the responsibility of each affected employee to obtain, read, 
understand and comply with such revisions, just as it is every employee’s responsibility 
to obtain, understand, and comply with this handbook.  This handbook is intended to 
serve as a general explanation of and guide for ARAMARK’s policies and procedures 
and an outline of benefits available to qualifying employees.

If you are covered by a collective bargaining agreement and specific provisions of 
the collective bargaining agreement contradict the policies and procedures found in this 
handbook, the provisions of the collective bargaining agreement supersede those in this 
handbook provided they do not violate the law.

This handbook is intended to serve as a general explanation of ARAMARK’s 
policies and procedures.  It is not intended to be an express or implied contract 
between ARAMARK and any employee.  ARAMARK employees are employees 
at will.  Any individual may voluntarily leave employment at any time, and 
employment may be terminated by ARAMARK at any time for any reason.  Any 
oral and written statements or promises to the contrary are hereby expressly 
disavowed and should not be relied upon by any prospective or existing employee 
unless otherwise defined by written notification of the Vice President of Human 
Resources.

NO POLICY OR PROVISION OF THIS HANDBOOK IS INTENDED TO 
CREATE A CONTRACT BINDING THE EMPLOYEE OR THE EMPLOYER TO 
AN AGREEMENT OF EMPLOYMENT FOR A SPECIFIC PERIOD OF TIME.  
A WORKER’S EMPLOYMENT CAN BE TERMINATED BY EITHER THE 
EMPLOYEE OR THE EMPLOYER AT ANY TIME, FOR ANY REASON, WITH 
OR WITHOUT NOTICE.  ALL POLICIES AND PROCEDURES OUTLINED 
IN THIS HANDBOOK ARE SUBJECT TO CHANGE OR MODIFICATION 
AT THE EMPLOYER’S DISCRETION AT ANY TIME THAT PARTICULAR 
CIRCUMSTANCES WARRANT.
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WELCOME TO THE ARAMARK Parks and Destinations- -ALASKA TEAM!

Dear Valued ARAMARK Associate:

My name is Bob Concienne, and I serve as Vice President, Alaskan Operations for 
ARAMARK Parks & Destinations. Welcome to ARAMARK, but more importantly, 
welcome to Alaska.  I am responsible for ARAMARK’s Corporate office in Anchorage, 
as well as our Park operations in Glacier Bay and Denali National Parks.

I come to Alaska with a passion for superior guest service….not only for the guest 
we are privileged to service in Denali and Glacier Bay National Parks, but more 
importantly you, our internal guest.  You have my commitment and the commitment 
of the entire leadership team to provide a superior on-boarding, orientation, training 
and work/life environment to ensure we exceed your expectations and connect you 
with the wonderful environment we collectively work and live within.

Our guests come from across the globe to experience Alaska; we have an opportunity, 
every day, one guest at a time to create a memorable and lasting impression….our 
guests come to Alaska for the resource (the National Park)….I want them to leave (and 
ultimately return to Alaska) with a lasting impression for the quality and attention-to-
detail they received throughout our operations.  I am asking each of you to embrace 
this culture of guest-centric service.

You have joined our organization at a very exciting time.  We have many new and 
exciting activities planned for you this season including expanded recreation, 
opportunities to enjoy the Park as well as improvements in Employee Dining Rooms 
in Denali…many of these improvements and ideas come from our valued associates 
like you….please continue to communicate on how we can continuously improve the 
experience.

Once again, welcome to Alaska….I look forward to personally introducing myself as 
the season begins….enjoy the experience.

Sincerely,

Bob Concienne
Vice President
Alaska Operations
ARAMARK Parks & Destinations
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Employee Code of Conduct

Code of Employee Conduct
Employee conduct should be orderly and respectful of the rights, safety and privacy 
of others. Employees are expected to keep the facilities clean, treat company 
property with care, and avoid conduct or actions that offend or disturb others. 
These rules and regulations of the Code of Employee Conduct are binding upon 
employment and all employees agree to subscribe to them.

Employees as Citizens
1.	 Employees have the right to be treated with respect and dignity.  This 

Code of Conduct is intended to provide guidelines to develop employees 
as citizens. In the same manner that citizens of a community accept 
responsibility for their actions, so do employees living in a housing 
community RESPECT AUTONOMY. Individuals have the right to decide 
how they will live their lives, as long as their actions do not interfere with 
the welfare of others. 

2.	 DO NO HARM. We all have an obligation to avoid inflicting either physical 
or psychological harm on others and avoid actions that risk harming others.  
Inappropriate behavior related to consumption of alcohol or other drugs will 
not be tolerated.  Failure to adhere to ARAMARK’s drug & alcohol policy 
will not be tolerated.

3.	 BENEFIT OTHERS. There is an obligation to improve or enhance the 
welfare of others. 

4.	 BE JUST. To be just in dealing with others assumes equal treatment of all; 
to afford each individual their due portion, and in general to observe the 
Golden Rule, "Do unto others as you would have done unto you." 

5.	 BE FAITHFUL. One should keep promises, tell the truth, be loyal and 
maintain respect and civility in human discourse. Only insofar can we 
expect to be seen as trustworthy. 

6.	 RESPECT OUR ENVIRONMENT. Engage in activities that minimize our 
impact on the Denali environment, including recycling, energy conservation 
and all other programs we have adopted to promote environmental 
stewardship.
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 INTRODUCTORY STATEMENT

This Policy Manual is designed to tell you about ARAMARK Parks and Destinations-Alaska, our 
parent company, and to give you information about working conditions, employee benefits, and some 
of our employment policies. You should read, understand, and comply with all provisions of this Policy 
Manual. It describes many of your responsibilities as an employee and outlines the programs developed 
by ARAMARK Parks and Destinations-Alaska to benefit employees. Our goal is to provide a work 
environment where both personal and professional growth can occur.

No policy manual can anticipate every circumstance or question about policy. We reserve the right to 
exercise our sole discretion to revise, supplement, or rescind any policies or portion of the Policy Manual 
with or without prior notice. Our at-will employment policy permits either ARAMARK Parks and 
Destinations-Alaska or you to end the employment relationship for any reason at any time.

No part of this Policy Manual or any other written or oral company policy or procedure is a guarantee of 
employment or contract of any kind. They provide only the guidelines by which we deal with each other, 
our clients, the National Park Service, and our customers—the area visitors. Please raise any questions 
you may have about company policy or procedure through your supervisor or with the Human Resources 
Department.

In the event that a policy in this handbook is not in agreement with a policy outlined in a Collective 
Bargaining Agreement, the Collective Bargaining Agreement policy will take precedent.

AR AMARK Parks and Destinations

Since ARAMARK’s founding in 1959, the key to our success has been the ability to provide services to 
meet our customers’ changing needs.  Every day, around the world, ARAMARK’s service professionals 
are drawing on our advanced resources to serve the diverse needs of our clients and customers.

ARAMARK Corporation is a world leader in providing award-winning food and facilities management 
services to health care institutions, universities and school districts, stadiums and arenas, international 
and domestic corporations, as well as providing uniform and career apparel.  ARAMARK was ranked 
number one in its industry in the 2004 FORTUNE 500 survey and was also named one of "America's Most 
Admired Companies" by FORTUNE magazine in 2005, consistently ranking since 1998 as one of the 
top three most admired companies in its industry as evaluated by peers.  Headquartered in Philadelphia, 
ARAMARK has approximately 242,500 employees serving clients in 19 countries.

ARAMARK Parks and Destinations has become the industry leader by creating unique, customized 
solutions— one customer at a time.

ARAMARK Parks and Destinations was formed when ARAMARK Conference Center Management 
acquired Harrison Conference Centers in 2002. This combined ARAMARK's expertise in operations 
and managed services with Harrison's outstanding marketing strength and innovation. The results are 
impressive: a management team with exceptional experience and a portfolio of properties unsurpassed 
for learning, communication and personal growth. Our centers support standards established by the 
International Association of Conference Centers and offer the highest levels of hospitality and guest 
satisfaction.

ARAMARK Parks and Destinations properties range from corporate, government and non-profit centers 
to hotels and inns affiliated with leading colleges and universities. Our portfolio includes more than 50 
centers in North America.

Meeting these changing needs requires ARAMARK to maintain the consistently high standards of service 
that have been our trademark.  We hope the philosophy of hard work from many dedicated employees 
allows us a bright future.  All of ARAMARK is pleased you have joined the team and we look forward to 
a pleasant association.  It’s all about you!
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ARAMARK Parks and Destinations-Alaska & DOYON Joint Venture

ARAMARK Parks and Destinations- Alaska (APD) is a Division of ARAMARK.  Through our Doyon/
ARAMARK Joint Venture, we are the authorized concessionaire for Denali National Park and Preserve.  
We offer visitor services at the Riley Creek Mercantile, Visitor Transportation, Morino Grill, the 
Wilderness Access Center and the Tundra Wilderness and Natural History Tours.

Outside the Park, AHL-Alaska operates the McKinley Chalet Resort, McKinley Village Lodge, Lynx 
Creek Store, Explore Denali Rafting and Cabin Nite Dinner Theater.

As a National Park Concessionaire, we see our relationship with the National Park Service as that of junior 
partner in providing for the needs of visitors and protecting Park resources. In our operations outside the 
Park, we seek to extend the respect for the environment that we practice inside the Park. The quality of our 
service enhances the visitors' experience, making them more likely to appreciate and support our National 
Park Service.

ARAMARK Parks and Destinations- Alaska joined the National Park Service (NPS) in their first co-
sponsorship of an Elder hostel program and has been active in the establishment of the Denali Foundation, 
an organization aimed at benefiting Denali National Park and Preserve through science and education. We 
hope you will join us in showing that we care for the Park and the Planet, both in your work and in your 
play.

The employees of ARAMARK Parks and Destinations-Alaska represent more than a team working 
to serve the needs of Park visitors. Because of our location and living arrangements, we are also a 
community that lives and plays together; we are neighbors as well as co-workers.

Many of our employees have worked at least one previous season, with some starting into their second 
decade at Denali National Park and Preserve. We welcome all employees and look forward to your 
participation and contribution in working, living, and playing at Denali.

DENALI NATIONAL PARK

Perhaps most important for you to remember while you are in and around Denali is that you are the visitor. 
The true residents of the region are the moose, grizzlies, black bears, caribou, dall sheep, wolves, other 
mammals and birds that you will see in the park...and perhaps around your housing area. Denali National 
Park & Preserve has a unique and very successful wildlife management program that has resulted in very 
few animal/human conflicts since the late 1970’s. With your continued cooperation and understanding, 
encountering wildlife can be the thrill of a lifetime – as well as one that is safe for you and the wildlife. 
Let’s “Keep Wildlife Wild!”

Whether in wilderness or in the housing areas, you may see grizzlies, black bears, and moose. They 
require respect and space. Watch for moose cows with calves in the spring, grizzlies, and black bears 
visiting the area after the moose calves are born. Report bear sightings in developed areas to the NPS and 
read the Denali Alpenglow section on “Grizzly: Avoiding Close Encounters” to learn how to act in their 
presence. Remember the primary rule: “Never run from a Grizzly!”

Make sure no food or beverages are left outside of your housing unit. Human food can be habit forming 
for wildlife. This habituation is potentially deadly for humans and the wildlife involved. The National Park 
Service is the agency charged with the responsibility of managing our National Parks. NPS staff persons 
are responsible for interpreting the Park to the public, providing guidelines for Park use, and performing 
law enforcement duties. You may contact NPS personnel at the Visitor Center, Park Headquarters, and the 
Wilderness Access Center (the Backcountry Information Desk that issues backcountry permits is located 
here). Be sure to cooperate with NPS when directions are given, as they are the law enforcement agency 
inside the park.
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Following is a list of rules and regulations in effect for the protection of park resources as well as visitor. 

1.	 Feeding wildlife (including all birds) is prohibited.

2.	 Trash is to be kept from wildlife. (Leaving food or trash outside may result in a fine.)

3.	 Picking flowers or collecting anything from the park other than berries is prohibited.

4.	 Backcountry permits are required for any overnight trip into the Park.

5.	 Campfires are prohibited in the wilderness areas.

6.	 Bear resistant food containers are available for backcountry trips.  Their use is required in 
certain backcountry zones.  Pick one up when you get your backcountry permit and return it 
when you are done camping.

7.	 Bicycles are permitted on park roads, but not off roadways or on trails.

8.	 Certain regulations apply in regard to watching wildlife.  Information on safe viewing distances 
can be found in the park newspaper – the Alpenglow.  Wildlife harassment is prohibited and 
approaching wildlife can result in a fine.

9.	 Critical wildlife use and habitat areas are often closed to visitors.  Please adhere to these 
restrictions.

10.	 Road use restrictions are in effect to protect wildlife viewing opportunities.  With few 
exceptions, private vehicles are prohibited on the Park Road beyond the Savage River.

Be sure to get to know Denali by reading the Alpenglow, exploring the Visitor Center, attending the 
Ranger Naturalist programs, taking a tour of the park, and participating in other walks and activities. Your 
experience at Denali will be a memorable one as you learn about the Park and all it has to offer.  The 
privilege of living, working, and playing in a National Park setting is only surpassed by the responsibility 
of assisting in its preservation.

For your safety please leave a trip plan with HR when recreating in the wilderness. This will facilitate your 
rescue should you fail to return as planned. In the event of an emergency in or on Doyon/ARAMARK 
facilities, contact the Transportation Dispatch office at ext. 200 and report your emergency, they in turn 
will contact 911 and our in house responders.  If the emergency is outside our facilities (including any 
public pay phone) contact 911 directly.  

glacier bay LODGE AND tours 

We are the authorized concessionaire for Glacier Bay National Park and Preserve. We offer visitor services 
at Glacier Bay Lodge and a day boat tour on our vessel, Fairweather Express II (FXII). As a National 
Park Concessionaire, we see our relationship with the National Park Service as that of junior partner in 
providing for the needs of visitors and protecting Park resources. The quality of our service enhances the 
visitors' experience, making them more likely to appreciate and support our National Park Service. We 
hope you will join us in showing that we care for the Park and the Planet, both in your work and in your 
play.

The employees of ARAMARK Parks and Resorts-Alaska represent more than a team working to serve 
the needs of Park visitors. Because of our location and living arrangements, we are also a community that 
lives and plays together; we are neighbors as well as co-workers.

GLACIER BAY NATIONAL PARK

Perhaps most important for you to remember while you are in and around Glacier Bay is that you are 
the visitor. The true residents of the region are the moose, grizzlies, black bears, whales, doll porpoises, 
wolves, other mammals and birds that you will see in the park...and perhaps around your housing area.

Whether in wilderness or in the housing areas, you may see grizzlies, black bears, and moose. They 
require respect and space. Watch for moose cows with calves in the spring, grizzlies, and black bears 
visiting the area after the moose calves are born. Report bears sightings in developed areas to the NPS. 
Remember the primary rule: “Never run from a Grizzly!” Make sure no food or beverages are left outside 
of your housing unit. Human food is habit forming for wildlife. This habituation is potentially deadly for 
humans and the wildlife involved.
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The National Park Service, Department of the Interior, is the agency charged with the responsibility of 
managing our National Parks. NPS staff persons are responsible for interpreting The Park to the public, 
providing guidelines for Park use, and performing law enforcement duties. You may contact NPS 
personnel at the Visitor Center, Park Headquarters, and around the Lodge area. Be sure to cooperate with 
NPS when directions are given, as they are the law enforcement agency inside the park.

Following is a list of rules and regulations in effect for the protection of park resources as well as visitors:

1.	 Feeding wildlife (including all birds) is prohibited.

2.	 Trash is to be kept from wildlife.

3.	 Picking flowers and other forms of collecting is prohibited.

4.	 Backcountry permits are required for overnight trips into the Park.

5.	 Campfires are prohibited in the wilderness areas.

6.	 Bear resistant food containers are available for backcountry trips. Their use is required in 
certain backcountry zones. Pick one up when you get your backcountry permit and return it 
when you are done camping.

7.	 Certain regulations apply in regard to watching wildlife. Check with NPS for a summary.  
Wildlife harassment is prohibited.

8.	 Critical wildlife use areas and areas where there have been bear/human conflicts are often 
closed to visitors. Heed to these restrictions.

Be sure to get to know Glacier Bay by exploring the Visitor Center, attending the Ranger Naturalist 
programs, taking a tour of the park, and participating in other walks and activities. 
Your experience at Glacier Bay will be a memorable one as you learn about the Park and all it has to 
offer. The privilege of living, working, and playing in a National Park setting is only surpassed by the 
responsibility of assisting in its preservation.

EMPLOYEE RELATIONS

ARAMARK Parks and Destinations-Alaska believes that the work conditions, wages, and benefits 
it offers to its employees are competitive with those offered by other employers in this area and in 
this industry. If employees have concerns about work conditions or compensation, they are strongly 
encouraged to voice these concerns openly and directly to their supervisors.

Our experience has shown that when employees deal openly and directly with supervisors, the work 
environment can be excellent, communications can be clear, and attitudes can be positive. We believe 
that ARAMARK Parks and Destinations-Alaska amply demonstrates its commitment to employees by 
responding effectively to employee concerns. 

ARAMARK Parks and Destinations-Alaska is proud of its Open Door Policy and the ability to resolve 
questions with its employees on a one-to-one basis. All managers and supervisors will be willing to listen 
to employees in a one-to-one setting and spend time necessary to help resolve problem situations. Every 
supervisor’s door, from the first-line supervisor to top management personnel, is open to employees. 
However, it is important that proper chain-of-command is followed. That means you should start 
with your immediate supervisor and work up from there if your problem is still not solved.  Contact 
Human Resources if you need counseling or have any questions about the Open Door Policy. Only by 
working together and resolving problem areas and situations can we ensure that ARAMARK Parks and 
Destinations-Alaska is a pleasant and satisfying place to work.

BUSINESS CONDUCT POLICY

It is the continuing commitment of ARAMARK Parks and Destinations- Alaska to conduct all company 
business with the utmost integrity.  ARAMARK Parks and Destinations- Alaska’s policy is to comply 
with all domestic and foreign laws and to conduct its business in an ethical manner.  Employees may not 
engage in any conduct or any transaction on behalf of ARAMARK Parks and Destinations- Alaska that 
would violate any applicable law or the ethical standards set forth in the Business Conduct Policy.  A 
summary of the Business Conduct Policy is provided in the new hire paperwork.  To obtain a complete 
copy of ARAMARK’s Business Conduct Policy, please contact your Human Resources Manager.
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EQUAL EMPLOYMENT OPPORTUNITY

In order to provide equal employment and advancement opportunities to all individuals, employment 
decisions at ARAMARK Parks and Destinations-Alaska will be based on merit, qualifications, and 
abilities. ARAMARK Parks and Destinations-Alaska is committed to ensuring equal employment 
opportunity.  Our policy regarding equal employment opportunity states: 

It is the policy of ARAMARK to recruit, hire, train, promote, transfer and terminate persons without 
regard to race, color, religion, national origin, age, gender, disability, sexual orientation, special 
disabled veteran, Vietnam Era veteran, recently separated veteran other protected veteran status, 
or other classification protected by applicable federal, state or local law.  In addition, ARAMARK 
will ensure that all other personnel actions such as compensation, benefits, lay-off, return from 
lay-off, company-sponsored training, education, tuition assistance social and recreational programs 
administered without regard to race, color, religion, national origin, age, gender, disability, sexual 
orientation, special disabled veteran, Vietnam Era veteran, recently separated veteran, other protected 
veteran status, or other classification protected by applicable federal, state or local law. 

ARAMARK Parks and Destinations- Alaska will make reasonable accommodations for qualified 
individuals with known disabilities as required by applicable law. This policy governs all aspects of 
employment, including selection, job assignment, compensation, discipline, termination, and access to 
benefits and training.

Any employees with questions or concerns about any type of discrimination in the workplace are 
encouraged to bring these issues to the attention of their immediate supervisor, your General Manager, or 
the Human Resources Director. Employees can raise concerns and make reports without fear of reprisal. 
Anyone found to be engaging in any type of unlawful discrimination will be subject to disciplinary action, 
up to and including termination of employment.

POLICY AGAINST Sexual Harassment AND OTHER WORKPLACE HARASSMENT:

It is the policy of ARAMARK that sexual and other workplace harassment, in any form, is strictly 
prohibited and will not be tolerated in the workplace.

DEFINITIONS:

For purposes of this Policy, the following definitions apply

(1)	 Sexual Harassment:

Sexual harassment includes any action or conduct that threatens or insinuates, either explicitly 
or implicitly, that an employee’s refusal to submit to sexual advances will adversely affect the 
employee’s continued employment, compensation, performance evaluations, advancement, assigned 
duties, or any other term or condition of employment.  In addition, sexual harassment includes 
unwelcome verbal, visual, or physical conduct of a sexual nature that demeans the dignity of an 
employee through insulting, intimidating, or degrading sexual remarks or conduct, or which has the 
effect of unreasonably interfering with an individual’s work performance or otherwise creates an 
intimidating, hostile, or offensive work environment. 

Sexual harassment may include a range of subtle and not so subtle behaviors and may involve individuals 
of the same or different gender.  Depending on the circumstances, these behaviors may include, but are 
not limited to:  unwanted sexual advances or requests for sexual favors; sexual jokes and innuendo; verbal 
abuse of a sexual nature; commentary about an individual’s body, leering, catcalls or touching; obscene 
comments or gestures; display or circulation in the workplace of sexually suggestive objects or pictures 
(including through e-mail); and other verbal, visual, or physical conduct of a sexual nature.



10

(2)	 Other Workplace Harassment: 

Other workplace harassment includes, but is not limited to, any unwelcome verbal, visual or physical 
conduct which denigrates or shows hostility or aversion toward an individual because of an individual’s 
gender, race, national origin, color, religion, age, disability, sexual orientation, or other personal 
characteristic protected by federal, state or local law, and that has the purpose or effect of creating an 
intimidating, hostile or offensive work environment, has the purpose or effect of unreasonably interfering 
with an individual’s work performance,  or otherwise adversely affects an individual’s employment 
opportunities.

Harassing conduct includes, but is not limited to:  epithets, slurs or negative stereotyping;  threatening, 
intimidating or hostile acts; denigrating jokes; and display or circulation in the workplace of written or 
graphic material that denigrates or shows hostility or aversion toward an individual or group (including 
through e-mail).

(3)	 Individuals and Conduct Covered:

This Policy applies to all ARAMARK employees and applicants for employment, and prohibits 
harassment whether engaged in by managers, supervisors, co-workers, or non-ARAMARK employees, 
such as customers or suppliers.

Conduct prohibited by this Policy is unacceptable in the workplace and in any work-related setting 
Outside the workplace, such as during business trips, business meetings, and company-sponsored social 
events.

(4) Complaint Procedure 

Any employee who feels that he or she has been a victim of harassment or has witnessed any conduct that 
may be inconsistent with this Policy must report the incident immediately to his or her supervisor. If this 
is not appropriate, the incident must be reported to the next level of management or, in the alternative, to 
your local, regional, or Business Unit Human Resources professional. If this too is inappropriate, then the 
incident must be reported to the Employment Relations Department at 1-800-999-8989, extension 3302 or 
the Employee Hotline at 1-877-224-0411.

Any supervisor, manager, or Human Resources professional receiving a complaint of harassment must 
immediately contact the Business Unit’s Human Resources Vice President.

(5) Responsive Action:

All complaints will be handled in a timely manner. Confidentiality will be maintained throughout the 
investigation to the extent consistent with appropriate investigatory and corrective action.

Any supervisor, manager, or Human Resources professional who becomes aware of harassment or any 
complaint of harassment under this Policy and fails to notify the proper parties or take corrective action 
pursuant to this Policy will be subject to disciplinary action, up to and including dismissal.

Any employee who is found, after an investigation, to have violated this Policy will be subject to 
appropriate disciplinary action, up to and including dismissal.

(6) Retaliation:

Intimidation, coercion, threats, retaliation or discrimination against any employee (or other person) for 
making a complaint under this Policy, assisting in an investigation, or reporting an incident of harassment, 
is prohibited. Anyone engaging in retaliation, like harassment itself, will be subject to disciplinary action, 
up to and including dismissal.
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IF YOU FEEL THAT YOU HAVE BEEN A VICTIM OF HARASSMENT, OR IF YOU WOULD 
LIKE TO SPEAK WITH SOMEONE REGARDING AN INCIDENT, YOU MUST CONTACT 
YOUR IMMEDIATE SUPERVISOR, THE NEXT LEVEL OF MANAGEMENT, YOUR 
LOCAL, REGIONAL, OR BUSINESS UNIT HUMAN RESOURCES PROFESSIONAL,  
THE EMPLOYMENT RELATIONS DEPARTMENT (1- 800-999-8989, extension 3302), THE 
EMPLOYEE HOTLINE (1-877-224-0411).

EMPLOYMENT

ARAMARK Parks and Destinations-Alaska relies upon the accuracy of information contained in the 
employment application, as well as the accuracy of other data presented throughout the hiring process and 
employment. Any misrepresentations, falsifications, or material omissions in any of this information or 
data may result in ARAMARK Parks and Destinations-Alaska’s exclusion of the individual from further 
consideration for employment or, if the person has been hired, termination of employment.

ARAMARK Parks and Destinations-Alaska is an at-will employer and employment is terminable by 
ARAMARK Parks and Destinations-Alaska or you at any time.

EMPLOYMENT CATEGORIES

It is the intent of ARAMARK Parks and Destinations-Alaska to clarify the definitions of employment 
classifications so employees understand their employment status and benefit eligibility. These 
classifications do not guarantee employment for any specified period of time.  Accordingly, the right 
to terminate the employment relationship at-will at any time is retained by both the employee and 
ARAMARK Parks and Destinations-Alaska.

Each employee is designated as either NON-EXEMPT or EXEMPT from specific provisions of federal 
and state wage and hour laws. 

NON-EXEMPT employees are entitled to overtime pay to the extent required under the specific 
provisions of federal and state laws. These positions are typically paid by the hour.

EXEMPT employees are excluded from specific provisions of federal and state wage and hour laws. 
These are typically management positions. 

In addition to the above categories, each employee will belong to any number of other employment 
categories:

FULL-TIME REGULAR employees are those who are not seasonal and who are regularly scheduled 
to work ARAMARK Parks and Destinations-Alaska’s full-time regular schedule.  Generally, they are 
eligible for ARAMARK’s benefit package, subject to the terms, conditions, and limitations of each benefit 
program.

PART-TIME employees are those who are not assigned to a seasonal status and who are regularly 
scheduled to work less than the full-time regular work schedule. They are ineligible for ARAMARK’s 
other benefit programs such as medical and dental insurance, paid holidays, vacation, and sick leave. Part 
time employees cannot live in company housing.

SEASONAL employees are those who have established an employment relationship with ARAMARK 
Parks and Destinations-Alaska but who are assigned to work for a limited time, usually during the peak 
season. While they receive all legally mandated benefits (such as workers compensation insurance and 
Social Security), they are ineligible for ARAMARK’s other benefit programs such as medical and dental 
insurance, paid holidays, vacation, and sick leave.
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EMPLOYMENT OF MINORS

Each Manager is responsible for being knowledgeable of, and complying with the applicable laws and 
regulations regarding the employment of minors.  To preclude unintentional violation of the Fair Labor 
Standards Act as well as any state or local child labor and/or fair labor legislation, ARAMARK Parks and 
Destinations- Alaska will not employ minors under the age of 16 under any circumstances.

When employing minors between the ages of 16-18, ARAMARK Parks and Destinations- Alaska will 
abide by the regulations set forth in the Fair Labor Standards Act and in all applicable state and local child 
labor and/or fair labor laws.  

If state law so requires, the Manager who hires an individual between the ages of 16 and 18 is required 
to obtain an age certificate or “working papers” from the employee before he or she starts work.  The 
documents must be retained in the employee’s personnel file.

In addition, federal law prohibits minors under age 18 to work in occupations that are declared hazardous 
or to operate hazardous equipment.  Your Manager is responsible for designating which equipment is 
considered hazardous and making job assignments accordingly.  

Individual facilities may have requirements that employees must be either 18 or 21 years of age.  
ARAMARK Parks and Destinations- Alaska’s Policy will conform to meet the client requirements.

IMMIGRATION REFORM AND CONTROL ACT

Under the Immigration Reform and Control Act of 1986, employers must verify that all employees hired 
after November 6, 1986 are either United States citizens or are aliens authorized to work in the United 
States.  Human Resources or your Manager will provide you with the Form I-9 at the time the new hire 
paperwork is completed.

This I-9 form must be filled out and returned to Human Resources or your Manager together with the 
documents necessary to establish your identity and employment authorization.  The Form I-9 must be 
completed by you and Human Resources or your Manager within three (3) business days of starting work.

Employees with questions or seeking more information on immigration law issues are encouraged 
to contact the Human Resources Department. Employees may raise questions or complaints about 
immigration law compliance without fear of reprisal.

VALID SOCIAL SECURITY NUMBER

For Payroll purposes, a valid Social Security number must be provided upon hire and remain valid 
throughout your employment with ARAMARK.  From time to time, ARAMARK may become aware of a 
discrepancy or potential discrepancy in the SSN provided by a current employee.  When informed of such 
a discrepancy or potential discrepancy, you will be required to do the following, unless applicable law 
provides otherwise:

..Go to the local SSA office to resolve the discrepancy.

..Return with written verification of reapplication or corrective action within three (3) business days.

If the resolution of the discrepancy requires the issuance of a new Social Security card, you must present a 
new original Social Security card within ninety (90) days, unless applicable law provides otherwise.  

Failure to provide written verification of reapplication or corrective action or an original card within 
the time allowed, will result in immediate termination of employment, unless applicable law provides 
otherwise. 
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HIRING OF RELATIVES

The employment of relatives in the same area of an organization may cause serious conflicts and problems 
with favoritism and employee morale. In addition to claims of partiality in treatment at work, personal 
conflicts from outside the work environment can be carried into day-to-day working relationships.

However, in some of our isolated work environments it is sometimes necessary to employ relatives of 
employees. In such cases care will be taken to assure that relatives are not favored over other employees 
and that security and confidentiality are maintained. Our preference is that relatives of persons currently 
employed by ARAMARK Parks and Destinations-Alaska may be hired only if they will not be working 
directly for or supervising/managing a relative. ARAMARK Parks and Destinations-Alaska employees 
will not be transferred into such a reporting relationship.

For the purposes of this policy, relatives are defined to include:

(a) Immediate family members: spouses, parents, grandparents, children, brothers, and sisters

(b) Relatives by marriage: brothers- and sisters-in-law, fathers- and mothers-in-law, stepparents, 
stepbrothers, stepsisters, and stepchildren.

(c) Extended family members: nieces, nephews, aunts, uncles, and cousins.

This policy also applies to individuals who are not legally related but who reside with another employee as 
part of their household.

Current or prospective employees who are related to a Corporate Officer, member of ARAMARK Parks 
and Destinations-Alaska Senior Management, General Manager, Assistant General Manager, Director, 
Assistant Director, Unit Manager, or any other finance, accounting, payroll/personnel, or unit management 
or supervisory position may not be hired, promoted, transferred, or receive a merit salary increase without 
the prior written approval of the Senior Human Resources Manager and the Regional Vice President. 
Temporary approval may be solicited from the Senior Human Resources Manager, in an unusual, 
emergency situation. A written request for approval will immediately follow when temporary verbal 
approval is granted. 

PERSONAL RELATIONSHIPS BETWEEN MANAGERS AND SUBORDINATES

It is in the best interest of ARAMARK Parks and Destinations- Alaska and its employees that all 
individuals employed in a managerial capacity adhere to the highest professional standards, which 
include maintaining appropriate personal relationships with subordinates.

This policy is intended to express ARAMARK Parks and Destinations- Alaska’s preference that managers 
not engage in dating or intimate relationships with subordinates, and to create an obligation on the part of 
a manager to report immediately a dating or intimate relationship with a subordinate.

ARAMARK Parks and Destinations- Alaska does not condone, and in fact discourages, dating or 
intimate relationships between managers and subordinates.  Even when the relationship is voluntary and 
welcome on the part of both parties, a manager may not maintain a dating or intimate relationship with an 
ARAMARK Parks and Destinations- Alaska employee when:

•	 the employee works directly or indirectly for the manager; or
•	 the manager has compensation, performance review, or promotional input with 

respect to the employee.

In the event that a manager enters into (or, in the case of a relationship predating this policy, continues) 
a dating or intimate relationship with a subordinate, the manager must immediately inform his or her 
manager and the appropriate Human Resources Manager of the existence of the relationship.

The Human Resources Department will then consider the appropriate steps to end the reporting 
relationship between  the manager and the employee.  These steps may include transfer of the manager or 
employee to another position within ARAMARK Parks and Destinations- Alaska, or a decision that one or 
both of the individuals should seek employment with another company.
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ARAMARK Parks and Destinations- Alaska considers the impact of a dating or intimate relationship 
between a manager and his or her subordinate to have many potential negative consequences in the 
workplace.  As a result, ARAMARK Parks and Destinations- Alaska will treat violations of this policy 
seriously, and impose discipline up to and including termination of employment for a manager’s failure to 
notify ARAMARK Parks and Destinations- Alaska of the existence of such a relationship.

RESIGNATION/TERMINATION 

Resignation is a voluntary act initiated by the employee to terminate employment with ARAMARK Parks 
and Destinations-Alaska. Although advance notice is not required, ARAMARK Parks and Destinations-
Alaska requests at least two weeks written resignation notice from all employees.

If an employee does not provide advance notice as requested, the employee may be considered ineligible 
for rehire. 

It may be necessary to terminate the services of an employee.  If an employee is terminated for failure to 
perform to satisfactory levels or for other reasons relating to unsatisfactory performance, the employee 
will not be eligible for rehire.

If an employee is in housing and is terminated by choice or by the company, he/she must vacate employee 
housing immediately and cannot return to any employee work or housing areas. 

Employees terminated by choice or by the company will be served with a “trespass notice.”  They will no 
longer be allowed on any ARAMARK Parks and Destinations- Alaska property or facility.  

Failure to comply with this notice will result in your arrest for trespassing. 

Any employee found harboring terminated employees is subjected to discipline up to and including 
termination. 
At other times due to business necessity an employee may be terminated as a reduction in work force. In 
this event the employee will be eligible for rehire and will be considered for other positions if available 
and qualified.

Personnel Records 

It is important that your personnel records be accurate and up-to-date.  It is your responsibility to notify 
your manager, in writing, of a life status change (i.e. marriage or divorce) or any change in your name, 
address, telephone number, or number of dependents.

Your personnel records are confidential.  These records may be reviewed with Human Resources in 
accordance with state regulations.  To request such a review, please fill out a request form with the 
Human Resource Department in advance, and arrange for a mutually agreeable time to review your 
records.

YOUR SUPERVISOR

The best and most immediate source of information about your job and ARAMARK Parks and 
Destinations- Alaska is your supervisor.  This is the person you should rely on for job related matters.  
Don’t hesitate to ask questions or request assistance.  Your supervisor has the answer or can get it for 
you- that’s part of the job.  Another part of your supervisor’s job is directing work activities and making 
sure that the job is performed efficiently and according to the high standards set by ARAMARK Parks and 
Destinations- Alaska.  Work with your Component Manager, and if you see a better way of performing a 
task, discuss it with him or her.  Honest and open communication is essential if you are to develop a good 
working relationship with your supervisor.
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COMMUNICATION

At ARAMARK Parks and Destinations- Alaska, we believe that communication is a two way street.  We 
encourage our Component Managers to communicate with their employees and we also encourage our 
employees to communicate with their Component Manager.  We are convinced that a well-informed 
employee is a better employee.

Your ideas and suggestions are welcome at any time.  Many times the person performing the job is in 
the best position to recognize better ways of doing it.  Part of your Manager’s job is directing work 
activities and making sure that the job is performed efficiently and according to the high standards set 
by ARAMARK Parks and Destinations- AK.  Work with your Manager, and if you see a better way of 
performing a task, discuss it with him or her.  Honest and open communication is essential if you are to 
develop a good working relationship with your Manager. 
Watch your bulletin board for new procedures, changes in work schedules, and other notices that might 
affect your work.  If you encounter any problems or need additional information to carry out your 
responsibilities, do not hesitate to talk with your Manager.

PROBLEM SOLVING

ARAMARK Parks and Destinations- AK maintains an “Open Door  Policy” relating to all aspects and 
areas of our operations.  As an employee of this organization, you are encouraged to bring your concerns 
or complaints to a member of management.  All members of management are readily available to discuss 
your concerns and determine an acceptable solution.

All actions regarding a concern or complaints will be fairly and promptly implemented.

If the concerns are related to ARAMARK’s Business Conduct Policy, contact the BCP Secretary at 1-800-
999-8989, ext 8833, or please contact the Employee Hotline, your HRD, or an ARAMARK representative.  

An open, informal talk with your Manager is usually the easiest and most effective method of solving 
problems.  If you have exhausted all levels of ARAMARK Parks and Destinations-AK management 
within your location and still feel dissatisfied with the result, you may request a meeting with your District 
Manager or a member of Human Resources Department.  All efforts will be made at this point to reach a 
mutually agreeable solution.

ARAMARK Parks and Destinations- AK will attempt to handle complaints and investigations on a 
confidential basis.  However, employees must recognize that certain disclosures may be necessary to 
conduct a complete and meaningful investigation and to achieve an appropriate resolution.  Moreover, 
each employee must cooperate fully in connection with an investigation even where the employee is not 
the complainant.

Once an employee has filed a complaint with their Manager, District Manager, or the Human Resources 
department, retaliation by management or employees will not be tolerated.

EMPLOYEE HOTLINE PROGRAM

The Hotline was designed as a tool to encourage ARAMARK employees to report conduct that they 
believe violates ARAMARK’s Business Conduct Policy, its anti-harassment and anti-discrimination 
policies, or any other company policies.  Employees are also encouraged to call if they see actions that are 
in violation of workplace safety rules or if they have concerns about any other workplace issues.  

To report such incidents, employees can call a toll-free number 1-877-224-0411, and may remain 
anonymous if they wish.  All “Hotline” calls will be received by the Call Center of Global Compliance 
Services (an independent third party Hotline Administrator.).  This Call Center is open 7 days a week, 24 
hours a day and has immediate resources for translators for many languages.  Once all the information is 
gathered by the Call Center Specialist, the employee will be assigned a “PIN” number and a call back date 
to allow the employee the ability to call back on a reasonable date to check the status of the call. 
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OUTSIDE EMPLOYMENT

As a general rule, any ARAMARK Parks and Destinations- Alaska employee who is a manager or full-
time/regular employee cannot work also for a direct competitor of ARAMARK Parks and Destinations- 
Alaska, and anyone working full-time for a direct competitor cannot work also for ARAMARK Parks and 
Destinations- Alaska.  Seasonal employees may hold outside jobs as long as they meet the performance 
standards of their job with ARAMARK Parks and Destinations-Alaska. All employees will be judged 
by the same performance standards and will be subject to ARAMARK Parks and Destinations-Alaska’s 
scheduling demands, regardless of any existing outside work requirements.

ARAMARK Parks and Destinations- Alaska reserves the right to evaluate each situation on a case –by-
case basis and further expand this policy when deemed necessary.  Violating this policy can result in 
immediate termination of employment with ARAMARK Parks and Destinations- Alaska;  a violation is 
not subject to the progressive discipline policy outlined in this Employee Handbook.

Outside employment that constitutes a conflict of interest is prohibited. Employees may not receive any 
income or material gain from individuals outside ARAMARK Parks and Destinations-Alaska for materials 
produced or services rendered while performing their jobs. 
Your manager must approve working at a different department or property. 

PERFORMANCE EVALUATION

Supervisors and employees are strongly encouraged to discuss job performance and goals on an informal, 
day-to-day basis.

Full-time regular staff performance evaluations are scheduled in January. The immediate supervisor 
completes the performance evaluation with input from the employee. The supervisor then reviews the 
complete form with the next level of management for any additional comments or input. After review by 
immediate and next-level supervision, it is then discussed with the employee. If the employee disagrees 
with any portion of the evaluation or wishes to make comments on the evaluation, they may do so in the 
space provided on the evaluation or on attachments.

Seasonal employees will receive an evaluation at mid (60 days) and end (120 days) of each season.  This 
evaluation will be used to determine eligibility for rehire and potential wage increase for the following 
year.

EMPLOYEE BENEFITS

Eligible employees at ARAMARK Parks and Destinations-Alaska are provided a wide range of 
benefits. A number of the programs (such as Social Security, workers compensation, state disability, 
and unemployment insurance) cover all employees in the manner prescribed by law.  Benefits eligibility 
is dependent upon a variety of factors, including employee classification. Your supervisor, or Human 
Resources Office, can identify the programs for which you are eligible.

WORKERS COMPENSATION INSURANCE

ARAMARK Parks and Destinations-Alaska provides a comprehensive workers compensation 
insurance program at no cost to employees. This program covers any injury or illness sustained in the 
course of employment that requires medical, surgical, or hospital treatment.  Subject to applicable 
legal requirements, workers compensation insurance provides benefits after a short waiting period or 
immediately if the employee is hospitalized.

Employees who sustain work-related injuries or illnesses should inform their supervisor 
immediately. No matter how minor an on-the-job injury may appear, it is important that it be 
reported immediately. This will enable an eligible employee to qualify for coverage as quickly as 
possible. The supervisor will then notify Human Resources and the appropriate reports will be 
prepared and sent to our insurance claims manager.
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ARAMARK Parks and Destinations-Alaska will not be liable for the payment of workers compensation 
benefits for injuries that occur during an employee’s voluntary participation in any off-duty recreational, 
social, or athletic activity sponsored by ARAMARK Parks and Destinations-Alaska.

Anyone filing a false Workers Compensation claim will be prosecuted. To report a false Workers 
Compensation claim please call the Employee Hotline toll free at 1-877-224-0411.

EMPLOYEE HOUSING

Please refer to your “EMPLOYEE HOUSING HANDBOOK” for complete details.

VISITORS IN THE WORKPLACE AND IN HOUSING

To provide for the safety and security of employees and the facilities at ARAMARK Parks and 
Destinations-Alaska, only authorized visitors are allowed in the workplace and housing premises. 
Restricting unauthorized visitors helps maintain safety standards, protects against theft, ensures security of 
equipment and personal belongings, protects confidential information, safeguards employee welfare, and 
avoids potential distractions and disturbances.

If you want to arrange for a visitor to your housing area by friends or family, you must obtain permission 
in advance from Human Resources or the Housing Supervisor. Visitors to company housing areas must be 
registered with either Human Resources or the Housing Supervisor. Terminated employees are not allowed 
in employee housing units or areas. Employees are responsible for the conduct and safety of their visitors. 
Violations of this policy by employees or their visitors may result in disciplinary action including possible 
loss of housing privileges or possible termination.

If an unauthorized individual is observed on restricted ARAMARK Parks and Destinations-Alaska work 
or housing premises, employees should immediately notify their supervisor, Housing Supervisor or 
General Manager, and if necessary, direct the individual to the appropriate person.

SMOKING

In keeping with ARAMARK Parks and Destinations-Alaska’s intent to provide a safe and healthful work 
environment, smoking in the workplace is prohibited. This applies to offices, administrative buildings, 
warehouses, employee housing units, employee dining areas, rec. rooms, bathhouses, laundry areas, and 
other enclosed employee areas. Smoking is prohibited within 50ft of any building on ARAMARK 
Parks and Destinations- Alaska property. Smoking is also prohibited in all meetings, regardless of 
location, and in all company vehicles. There is no smoking permitted on the upper pad of the Canyon 
Lodge. Please dispose of cigarette butts in designated receptacles. Leaving cigarette butts on the ground 
is littering.   If you are a smoker, please help keep smoking areas free of debris.  Butt cans are not for 
garbage and when used as such create a fire hazard.

SHOWER/LAUNDRY FACILITIES 

A laundry facility is located at each ARAMARK Parks and Destinations-Alaska property at no charge to 
employees in company housing. Non-resident employees may use these facilities and showers by signing 
up in the Human Resources Office for the season at a rate of $2.00 per day.  This amount will be deducted 
from your paycheck. All non-resident employees must show ID when asked, or forfeit use of facilities. 
This includes filling water jugs for personal use off-property.

Using shower/laundry facilities when not on the shower/laundry plan is cause for disciplinary action up to 
and including termination.
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EMPLOYEE DINING POLICY

If you live in company housing you must be on the meal plan as state law prohibits cooking in such 
rooms. The meal plan consists of three meals and all after meal snacks at $12.50 per day, which is 
deducted from your pay. You may request sack lunches with 24-hour advance notice by filling out a form 
provided and signed by your manager for days you will be gone. Special dietary needs may not be able to 
be accommodated.

1.	 The following meal policies are in effect to keep the operation as efficient and low cost as 
possible: All employees must present an ID card before being served.

2.	 Meals may be purchased at the Vault, Wilderness Access Center or HR at a cost of $7.00 for 
breakfast, $8.00 for lunch and $10.00 for dinner for those not on the meal plan.

3.	 Meals may be purchased for employee guests for up to one week at the same rates.

4.	 Persons not on the meal plan are welcome to eat their own lunches in employee dining rooms, 
but should not be in the serving area unless they have purchased a meal ticket.

5.	 Meal status can only be changed at the beginning of a pay period.

6.	 ARAMARK Parks and Destinations-Alaska will enforce meal policies. Using dining facilities 
when not on the meal plan will be cause for disciplinary action and possible termination.

7.	 Giving meals to individuals not on the meal plan will also be cause for disciplinary action and 
possible termination.

8.	 All glasses, mugs, flatware, bowls, plates, dishes and other containers are to remain in the 
dining rooms.

CHECK CASHING

ARAMARK Parks and Destinations-Alaska provides check cashing for payroll checks only.  Personal 
checks will not be cashed.  Only one paycheck per pay period will be cashed.  Payroll checks will not 
be cashed without valid ID.  There are ATM cash machines in the Chalet Gift Shop, Bluffs, Grande 
and at Lynx Creek Convenience Store.  There will be times when ARAMARK Parks and Destinations-
Alaska does not have enough cash on hand to cash payroll checks.  For this reason, it is HIGHLY 
RECOMMENDED that you sign up for direct deposit.  Direct deposit is a free service offered by 
ARAMARK Parks and Destinations-Alaska. Please see Human Resources to sign up for these services.

ELECTRONIC PAYROLL

Direct Deposit is available, if your financial institution participates.  Please see HR for the authorization 
form.  When you participate in this program, your paycheck is deposited directly into the account of your 
choice and you receive a statement of earnings and deductions on payday.   Please keep in mind that if you 
change direct deposit accounts, you will receive at least one paper/manual check during the change before 
the new direct deposit becomes effective.  

FINANCIAL OBLIGATIONS

Financial obligations to ARAMARK Parks and Destinations-Alaska are to be paid by the next payday.  
Financial obligations consist of, but are not limited to, NSF (non sufficient funds) checks or declined 
credit cards. In the event the financial obligation is greater than the employee’s paycheck, a financial 
repayment agreement shall be made between the employee and ARAMARK Parks and Destinations-
Alaska.
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EMPLOYEE DISCOUNTS

ARAMARK Parks and Destinations-Alaska offers discounts to all of its employees. The intention is to 
make the products and services available at attractive rates when there is available capacity. It is hoped 
that all employees will take advantage of this benefit, and learn more about the products and services we 
offer. We also want our employees to more fully enjoy the exciting recreational experience here at Denali.

ID cards must be presented prior to beginning the transaction to receive discounts. The employee discount 
in the gift shops is 25%. The employee discount in the grocery stores is 10%. Most items are discounted, 
but there are exceptions: alcohol, tobacco, phone cards, and stamps. For a complete list of food and retail 
discounts available for employees, please contact Human Resources.

Discounts must have management approval. Giving or receiving an unauthorized discount is considered 
theft.

Friends and Family of ARAMARK Parks and Destinations- Alaska may also receive a $99/night 
rate on lodging accommodations, based on space availability.  Availability can be checked at:  www.
denaliparkresorts.com/aramark-friends-family.cfm.  If an employee is occupying the room, they 
are eligible for a rate of $50/night based on availability, and should check availability at:   www.
denaliparkresorts.com/employee.cfm.  

Employees and their immediate family may take the “Tundra Wilderness Tour” and the “Natural History 
Tour” free of charge on a standby/space available basis the day of the tour.  All passengers must pay the 
park entrance fee or show a valid pass when booking.  No reservations accepted.

Alaska CABIN NITE DINNER THEATER is presented at the McKinley Chalet Resort. There are 
two shows nightly: 5:30 & 8:30 p.m. Employees may attend this event free of charge based on space 
availability.  Please contact Human Resources or an Employee Activities Coordinator for availability.

Explore Denali Rafting offers ARAMARK Parks and Destinations-Alaska employees whitewater rafting 
trips on a standby basis.  Check in at the Explore Denali Rafting boathouse with your employee ID at least 
one hour prior to the scheduled departure times. Dress appropriately for activities. If in doubt, please ask 
when you pick up your ticket. Your employee ID is required when booking.  

ENVIRONMENTAL MANAGEMENT SYSTEM

Our Green Thread Platform

At ARAMARK, we have a deep respect for and commitment to protecting and improving the 
environment.  We work to reduce our environmental footprint while delivering exceptional operational 
results.  We also offer expertise and practical solutions to our clients to help them reduce their 
environmental impacts.  Throughout our corporation, we develop and implement long-term environmental 
stewardship programs and policies within the areas of sustainable food; responsible procurement; green 
buildings; energy and water conservation; transportation; and waste stream management.  We call these 
programs and policies Green Thread as they weave throughout our business operations every day!

 
Our Alaska operations have been a leader in environmental practices with the JV developing an 
Environmental Management System (EMS) and obtaining ISO 14001 certification in 2004 .  In 2009 our 
hotel operations started working toward ISO certification with the goal of obtaining certification in 2010.  
We are pleased that you will be assisting us with this effort.   

All environmental policies are to be strictly followed.  You will find work instructions in the workplace 
that will help guide you in performing your job tasks while minimizing your impact upon environment.  
An internal audit is conducted annually and all non-conformities will result in corrective actions.   Our 
goal is to continually improve our environmental practices and procedures.  
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Aspects* and Impacts* have been identified and objectives and targets set for our season.  All employees 
will become familiar with the environmental aspects and impacts within their operations and on the 
employee campus.  

*Environmental aspects are elements of an organization’s activities, products or services that can interact with the environment

*Environmental Impacts Positive or negative change in the environment as a result of our environmental aspect

Critical to the success of our EMS is proper Waste Management.  All employees are expected to follow 
procedures for safe and proper chemical management, compressed gas cylinder handling, and universal 
waste procedures as to minimize our waste streams.  In reducing our footprint our goal is to Reduce, 
Reuse, Recycle.  

Recycling centers are set up at each location.  Ask your HR representative if you are unsure where to 
dispose of articles.  

Item Where it goes
Aluminum Recyclable

Cardboard Recyclable

Paper Recyclable

Plastic #1 & 2 Recyclable

Glass Trash (seeking source for recycling)

Fryer Grease Recyclable

Compact Florescent Light bulbs and  tubes Recyclable (Universal Waste)

Batteries Recyclable (Universal Waste)

Tin cans Recyclable

Used motor oil Bus Barn 

Unwanted Clothes Give away box in employee laundry

Food Waste Trash (seeking composting options)

•  Compact florescent light bulbs, light tubes, and batteries are considered universal waste and not 
permitted in the Denali Borough landfill.  Please dispose in Universal Waste Collection locations at each 
property.  

Call to Action

•	 Reduce, Reuse, Recycle! 

•	  Contribute to the Green Thread effort by following green policies.

•	  Share your knowledge with a visitor!

•	  Submit a Best Practice- look for areas we can improve and tell your manager or contact an 		
	 environmental steward. 

PAYDAYS 

All employees are paid biweekly according to the posted pay schedule. Each paycheck will include 
earnings for all work performed through the end of the previous payroll period. If there is a problem with 
your check, see your supervisor. Our pay schedule is located on the New Hire Information sheet at www.
aradenali.com.
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Pay Stub Abbreviations:

REGULAR = Rate x Hours Worked EXCPAY = Exception Pay

COMMISSION = Commission pay RENT = Room and Board Charge

EXCSTIPS = Reported Tips FICA HI = Medicare Tax

GRATUITY = Voucher Tips OASDI = Social Security Tax

TIPALLOC = Tip Allocation DI/SUI = State Unemployment Insurance

FED TAX = Federal Income Tax PILOBEN = Health & Welfare               

WORK SCHEDULES

Work schedules for employees vary throughout our organization. Supervisors will advise employees 
of their individual work schedules. Normal work schedule is 8 hours per day 5 days per week. Some 
departments offer a flextime work schedule. Staffing needs and operational demands may necessitate 
variations in starting and ending times, as well as variations in the total hours that may be scheduled each 
day and week. If you are scheduled to work less than 40 hours in your department, you may be scheduled 

to work in other departments.

If it becomes necessary for you to change your schedule for any reason, you must obtain prior approval 
from your supervisor.

TIMEKEEPING

It is the employee’s responsibility to accurately record their hours worked by clocking in/out with 
their badge at the Kronos time clock. If an employee is unable to clock in/out at a Kronos time clock, 
they must turn in a time card to their manager.  The manager will sign off on the employee’s time worked 
no later than the Thursday after the end of the pay period and turn it into payroll. 

Federal and state laws require ARAMARK Parks and Destinations-Alaska to keep an accurate record of 
time worked in order to calculate employee pay and benefits. Time worked is all the time actually spent 
on the job performing assigned duties. Non-exempt employees should not report to work prior to their 
scheduled starting time nor stay after their scheduled end time without express, prior authorization from 
their supervisor/manager. All hourly employees ARE STRONGLY RECOMMENDED to keep a daily 
record of hours worked.  Timesheets are available from your supervisor.

Week 

Beginning Week Ending Pay Day

Week 

Beginning Week Ending Pay Day

10/08/09 10/21/09 10/31/09 04/08/10 04/21/10 05/01/10

10/22/09 11/04/09 11/14/09 04/22/10 05/05/10 05/15/10

11/05/09 11/18/09 11/28/09 05/06/10 05/19/10 05/29/10

11/19/09 12/02/09 12/12/09 05/20/10 06/02/10 06/12/10

12/03/09 12/16/09 12/26/09 06/03/10 06/16/10 06/26/10

12/17/09 12/30/09 01/09/10 06/17/10 06/30/10 07/10/10

12/31/09 01/13/10 01/23/10 07/01/10 07/14/10 07/24/10

01/14/10 01/27/10 02/06/10 07/15/10 07/28/10 08/07/10

01/28/10 02/10/10 02/20/10 07/29/10 08/11/10 08/21/10

02/11/10 02/24/10 03/06/10 08/12/10 08/25/10 09/04/10

02/25/10 03/10/10 03/20/10 08/26/10 09/08/10 09/18/10

03/11/10 03/24/10 04/03/10 09/09/10 09/22/10 10/02/10

03/25/10 04/07/10 04/17/10 09/23/10 10/06/10 10/16/10

10/07/10 10/20/10 10/30/10
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Altering, copying, falsifying or tampering with time badge or time clock on your own or another 
employee’s time record may result in disciplinary action, up to and including immediate termination of 
employment.

If an employee should lose their badge, miss a clock in/out, or clock in/out incorrectly, it is their 
responsibility to notify their supervisor/manager as soon as possible. If they do not, they may not receive 
pay in the current pay period for hours worked.  Pay corrections for previous periods will be processed 
during the following pay cycle after the error has been brought to Payroll. By taking care of a problem at 
the time clock as soon as it happens employees are insuring that they will be paid correctly in the current 
pay period.  Your supervisor is always your first point of contact to correct payroll errors.

Throughout the pay period supervisors/managers receive records of each employee’s punches at the time 
clock.  It is the employee’s responsibility to review that record with their supervisor/manager to assure its 
accuracy.  All employees must review their hours worked and any meal period deductions for accuracy.  
The employee must review and sign their payroll records for accuracy.  Payroll cannot add a punch, 
change a punch, change a job code, add hours, change a rate of pay, etc., without supervisor/manager’s 
written approval.  Payroll cannot add or take away hours without the employee’s signature as well as 
written approval from the supervisor/manager.   Most seasonal employees are not eligible for sick pay, 
holiday pay, or vacation pay.

OVERTIME

When operating requirements or other needs cannot be met during regular working hours, employees 
may be scheduled to work overtime hours. When possible, advance notification will be provided. All 
overtime work must receive the manager’s prior authorization. Overtime assignments will be distributed 
as equitably and as is practical to all employees qualified to perform the required work.

Overtime compensation is paid at 1.5 times the hourly rate (designated TH, time and-one-half) to all non-
exempt (hourly) employees in accordance with federal and state wage and hour restrictions. As required 
by law, overtime pay is based on actual hours worked over 8 regular hours per day (over 10 hours per day 
on a flex-time schedule) and/or 40 regular hours per workweek.

NOTE: If you work a job outside your regular department you must clock in/out at the time clock under 
the job code for the additional job. You will only receive TH for that job if you have worked over 8 
regular hours (unless on flex-time schedule) that day and/or 40 regular hours that work week. Notify your 
supervisor/manager immediately if you have difficulty swiping the additional job at the time clock.

TIP REPORTING

All tips you receive are income and are subject to federal income tax. You must include in gross income 
all tips you receive directly, charged tips that are paid to you by your employer, and your share of any tips 
you receive under a tip-splitting or tip-pooling arrangement.  The value of non-cash tips, such as tickets, 
passes, or other items of value are also income and subject to tax.

Reporting your tip income correctly is not difficult. You must do the following three thing.
1.	 Keep a daily tip record

2.	 Report tips to your employer

3.	 Report all your tips on your income tax return

PAY DEDUCTIONS AND SETOFFS

The law requires that ARAMARK Parks and Destinations-Alaska make certain deductions from every 
employee’s compensation. The percentages deducted are determined by the information provided on the 
W-4 form completed prior to beginning work. Among these are federal taxes, unemployment taxes, and 
Social Security taxes.
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ARAMARK Parks and Destinations-Alaska offers programs and benefits beyond those required by law. 
Eligible employees may voluntarily authorize deductions from their paychecks to cover those costs. 
Examples include, but are not limited to, lodging, child support, and tax garnishments.

If you have questions concerning deductions from your paycheck, or how they were calculated, see your 
supervisor/manager.

REST BREAKS AND MEAL PERIODS

Rest breaks and meal periods will be provided in accordance with state laws.  During rest breaks and meal 
periods, employees are not to perform any work related duties.

In Alaska, employers are not required to give breaks and/or meal periods for employees 18 years and over.  
If your manager allows breaks, and they last less than 20 minutes, the employee will be paid for the break.  
If your manager allows meal periods, the employee will be provided with one 30-minute, uninterrupted, 
unpaid meal period.  The meal period must be taken (signed, clocked or punched out for) at the time 
designated by your supervisor.  Any change in time for meal periods must be approved by the Manager.

Meal periods may not be combined with rest breaks to create longer rest/meal periods or shorten the work 
schedule.  Meal periods cannot be accrued to take at another time, i.e.  skipping a meal or breaks does not 
permit an employee to leave work early or makeup for coming in late.

ADMINISTRATIVE PAY CORRECTIONS

ARAMARK Parks and Destinations-Alaska takes all reasonable steps to assure that employees receive 
the correct amount of pay in each paycheck and that employees are paid promptly on the scheduled day. 
In the unlikely event that there is an error in the amount of pay, the employee should promptly bring 
the discrepancy to the attention of their supervisor/manager so that corrections can be made as quickly 
as possible. Once underpayments or overpayments are identified and verified, they will be corrected as 
quickly as possible, usually in the next regular paycheck.

FINAL PAY CHECK

Payment Upon Termination

If you voluntarily leave your position, or your seasonal employment has ended while there is still work 
available to you with ARAMARK, your final check will be paid to you on the following scheduled pay date.

If your employment is ended involuntarily, or your agreement is completed at the end of the season and 
there is no longer work available, your final check will be available within (3) business days.  Due to these 
time constraints, it will likely not be electronically deposited to your Pay Card or Direct Deposit account. 

It is imperative that when you check out with Human Resources, you verify the address where we will send 
your final check and your W2,. If you have direct deposit, please do not close the account until the final 
check has been deposited.  Failure to do so will result in significant delays.

Completion Incentive
This policy applies to all hourly seasonal employees working at the Denali National Park 
operations or Glacier Bay operations. The completion incentive will be calculated at $.50 per hour 
worked and $.75 per overtime hour worked between April 15, 2010  and September 22, 2010.

Example:
Joe Smith worked 1,000 regular hours and 70 overtime hours from April 15 to September 16.  
Joe would receive $552.20 (1,000 x .50 + 70 x .75).
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1.	 The last day worked must be the date on the original work agreement.  This agreement may 
not be changed after the first day worked. You may only change this date prior to your first day 
of work and you must be issued a new work agreement by Human Resources. There are no 
exceptions to this stipulation. We understand if you have a personal emergency that requires 
you to leave before the end date agreed upon in your work agreement, however this incentive is 
a reward for those fulfilling their work agreement.

2.	 Your end date may be shortened by ARAMARK management due to business necessity or 
weather conditions. In this case you are eligible for the completion incentive in either of these 
situations.

3.	 The incentive will be paid within the normal payroll cycle after your last day worked.  If you 
have requested direct deposit for your payroll checks, the incentive check will also be direct 
deposited.  The incentive will be subject to all applicable payroll taxes and deductions.

4.	 Interns and regular/full-time employees are not eligible for this incentive.

**A copy of the complete policy is available at your HR office.

SAFETY

Our Safety policies and practices have been developed with care and concern for both you and our guests.  
Employees are expected to adhere to all safety policies and procedures.  All ARAMARK locations are 
expected to be 100% compliant with the ARAMARK Safety Excellence Program compliance.  Our goal is 
“NO ONE GETS HURT".  Our leadership has developed a Loss Improvement Plan (LIP) that is updated 
on a regular basis.  A portion of the Loss Improvement Plan is the Safety Excellence Program.  

Safety Excellence outlines minimum safety requirements, which are measured and results posted 
continuously:

•	 Employees trained on Basic Safety policies and procedures.  This is provided during the Safety 
Enviro Training

•	 Employees trained in Safe STEP, weekly Safe STEP observations, monthly Site Assessments 
completed.  Training occurs during Safety Enviro with observations and site assessments 
occurring at the department level.  

•	 All employee injuries are reported immediately and manager calls in a report.  

•	 5 Why’s investigation completed on all incidents and accidents. All incidents and accidents 
are reviewed monthly by Sr. Leadership.  Corrective actions are monitored to insure they have 
been put into place to prevent others from getting injured.

•	 Routine Safety Meetings with documented attendance and minutes.

•	 Employees are recognized and rewarded for contributing to Safety. Managers are required 
to recognize at least 20% of their employees annually for safety.  This is also shared at our 
monthly safety meetings.  

The Alaska team has been at the top of the leader board for safety; the expectation is that we exceed any 
of our earlier achievements.  In addition to the Loss Improvement Plan with Safety Excellence, Alaska has 
additional goals for 2010:

1.	 Reduce our incident /accident rate by 30% over 2009. 

2.	 Any employee incident or injury at work (no matter how incidental) must immediately be 
reported to your manager they are required to report the incident with hours of it occurring.  

3.	 Participate in enhanced 5S program.  A program based on organizing the workplace and 
establishing order and sustaining cleanliness and order to your location.

The Sr. Leadership Team in Alaska has zero tolerance for failure to comply with our safety policies.  Any 
employee or manager failing to comply will be accountable for the non-compliance, up to and including 
termination.  This includes but not limited to the wearing of proper personal protective equipment (PPE), 
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proper chemical management and handling of compressed gas cylinders, reporting of hazards and prompt 
abatement of hazards, tolerance of unsafe lifting practices to name a few.  Lack of compliance will not be 
tolerated.  

Safe work places do not occur without a relationship between employees and management.  Employees 
are asked to bring their concerns forward to their managers, GM’s, or Risk Management.  We are a team 
and it is that relationship that has led to our accomplishments.  You are the ones performing tasks and we 
are constantly developing best management practices for our operations. Your idea may be just what we 
were looking for. 

Monthly Safety Inspections and Safety Committee meetings occur and are open to employees.  Ask your 
manager how you can participate.  

Incidents/Accidents/Injuries

All incidents and accidents, no matter how minor, are to be reported immediately.  

1) To provide a safe and healthful work environment for employees, customers, and visitors, ARAMARK 
Parks and Destinations-Alaska has established a workplace safety program (Loss Control). This program 
is a top priority for ARAMARK Parks and Destinations-Alaska. The Regional Vice President and all 
department managers have responsibility for implementing, administering, monitoring, and evaluating the 
safety program. Its success depends on the alertness and personal commitment of all.

2) ARAMARK Parks and Destinations – Alaska provides information to employees about workplace 
safety and health issues through regular internal communication channels such as supervisor-employee 
meetings, bulletin board postings, memos, or other written and verbal communications. A Safety 
Committee has been established to assist in these activities and to facilitate effective communication 
between employees and management about workplace safety and health issues.  This committee meets 
once per month and is open to all employees.

3)  Employees and supervisors receive periodic workplace safety training. The training covers potential 
safety and health hazards and safe work practices and procedures to eliminate or minimize hazards.  In 
addition, we have implemented Drug and Alcohol Policies that include testing.  It is your responsibility to 
become familiar with the policy related to your work situation.

4)  Some of the best safety improvement ideas come from employees. Those with ideas, concerns, or 
suggestions for improved safety in the workplace are encouraged to raise them with their supervisor, or 
with another supervisor or manager, or bring them to the attention of a member of the safety advisory 
group. Reports and concerns about workplace safety issues may be made anonymously to Risk 
Management if the employee wishes. All reports can be made without fear of reprisal.

5)  Each employee is expected to obey safety rules and to exercise caution in all work activities. 
Employees must immediately report any unsafe condition to the appropriate supervisor. Employees who 
violate safety standards, who cause hazardous or dangerous situations, or who fail to report or remedy 
such situations, may be subject to disciplinary action, up to and including termination of employment.

SAFETY RULES

While each department has its own safety rules and guidelines, some general principles apply to all areas.

•	 Understand job instructions and follow policy and procedures or ask your department manager 
if you are unclear.

•	 Inspect all tools prior to using; Red tag any tool that is unsafe to use and store all tools and 
equipment properly. Use the right tool and equipment for the job at hand.

•	 Only operate equipment and tools that you have been trained to use.

•	 Use all applicable safety and personal protective equipment (PPE).  Inspect your PPE and 
replace if it is compromised in any way.
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•	 Report any accident immediately, regardless of how minor, to the Supervisor. Even near misses 
can help identify unsafe conditions or behaviors.

•	 Keep your mind on the job at all times and communicate with your coworkers.

•	 Obey all instructions, rules, and signage.

•	 Work smart and use your judgment about things that aren’t comfortable to do. Recognize and 
follow your own limitations. If in doubt, ASK!

•	 Avoid all construction areas.

•	 Ask for assistance when lifting heavy objects, never lift and twist.

•	 Never report to work while under the influence of alcohol or other drugs

•	 Wash your hands frequently and as recommended for the task

•	 Keep work area clean and organized at all times

•	 Complete all safety inspections and abate the hazards

Observing safety rules is extremely important for both you and ARAMARK Parks and Destinations-
Alaska.   Report any unsafe conditions or practices to your Department Manager or the Risk Manager 
immediately.

ACCIDENT REPORTING

Incidents and Accidents on the job:

All incidents and accidents are reportable at ARAMARK.  For instance if you “Tweak your back” that is 
a reportable incident, failure to report or late reporting of incidents and accidents is not tolerated and will 
result in consequences to the individual(s) who fails to follow this procedures.  

If you are hurt on the job, no matter how small, notify your manager immediately! The 
manager will initiate the proper paperwork and provide you directions for the next step if follow up 
is necessary.  If your injury requires medical treatment from a medical provider you must obtain a 
Medical Authorization form from HR for each visit.  Upon completion of your doctor visit, the Medical 
Authorization form needs to be returned to HR and if applicable to the situation you may be required to 
comply with Drug and Alcohol testing.

ARAMARK Parks and Destinations-Alaska offers modified duty options for employees hurt on the job. It 
is our goal to prevent this from occurring by not having lost time injuries.   We can always find modified 
duty for you to perform within the parameters of your release from your medical provider. Since your 
presence on our employee campus is tied to your employment with us, lost time injuries with extended 
periods of time away from work will result in loss of housing privileges.

All Emergencies are reported to the Front Desk or the Joint Venture Dispatch at the Park, they in turn will 
contact 911.

Accidents or illness off the job: 
Notify your supervisor if you are unable to report for work.

If you need medical attention, a clinic is located in the canyon. Appointments are not necessary but 
suggested.  Employees are responsible for paying for their own medical expenses. Medical insurance is 
available for full time/regular employees only; contact Human Resources for details.

Accidents to guests: 
Report all accidents immediately to Front Desk staff or MOD for your property.  Make sure you complete 
an accident report form available from your manager.
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SAFETY INSPECTIONS

ARAMARK Parks and Destinations-Alaska’s goal is to maintain a work environment that is free of illegal 
drugs, alcohol, firearms, explosives, or other improper materials. To this end, ARAMARK Parks and 
Destinations-Alaska prohibits the possession, transfer, sale, or use of such materials on its work premises. 
Similar restrictions exist for company housing premises and are specified in your housing agreement. 
ARAMARK Parks and Destinations-Alaska requires the cooperation of all employees in administering 
this policy.

ARAMARK Parks and Destinations-Alaska prohibits theft or unauthorized possession of the property 
of employees, ARAMARK Parks and Destinations-Alaska, the National Park Service, visitors, and 
customers. To facilitate enforcement of this policy, ARAMARK Parks and Destinations-Alaska or its 
representative may inspect, not only work areas and company housing, but also persons entering and/or 

leaving the premises and any packages or other belongings.

WORKPLACE SEARCHES

ARAMARK respects each individual and we do not want to interfere with your private life or activities. 
In order to maintain safety and efficiency of business operations, and to comply with applicable security 
policies and procedures, we reserve the right to gain access to or limit employee use of company or 
client property or records and monitor work activities as needed. This includes use of company or client 
property such as vehicles, desks, lockers, toolboxes, cabinets, telephones, computers or similar items. The 
company reserves the right to question employees and all other persons entering and leaving the client's 
premises, and to inspect any packages, parcels, purses, handbags, briefcases, lunch boxes, or any other 
possessions or articles carried to and from the client's property. In addition, the company reserves the right 
to search any employee's office, desk, files, locker, or any other area or article on the client's premises. In 
this regard, it should be noted that all offices, desks, files, lockers, etc., are the property of the company 
or the client, and are issued for the use of employees only during their employment. Inspections may be 
conducted at anytime at the discretion of the company or the client.

Employees working in, entering or leaving the premises who refuse to cooperate in an inspection, as well 
employees who, after the inspection, are believed to be in possession of stolen property, alcohol, illegal 
drugs, or other contraband, or who are found to be in violation of ARAMARK's Drug Free Workplace or 
Security policies, will be subject to disciplinary action up to and including termination.

ELECTRONIC DEVICES

Personal radios, TV's, beepers, and portable telephones should not be used by employees while on duty 
unless the employee has been authorized to carry or use these items by ARAMARK as part of their job 
responsibility.  This includes small units with earphones.  If an employee brings any of these items to 
work, the items are to be either left in their locker or automobile, or carried only under the guidelines 
provided by a manager.  In emergency situations, security personnel will immediately contact an 
employee.  Accordingly, these items are not needed in everyday scheduling.  Violations to this policy may 
result in disciplinary action. 

EMPLOYEE CONDUCT AND BEHAVIOR RULES

To assure orderly operations and provide the best possible work environment, ARAMARK Parks and 
Destinations-Alaska expects employees to follow rules of conduct that will protect the interests and safety 
of all employees and the organization.

All employees are required to adhere to proper standards of conduct at all times. Following are a few 
examples of rules and regulations, which are specifically prohibited, and violation of these will normally 
result in dismissal and prosecution by law when applicable.

It is not possible to list all the forms of behavior that are considered unacceptable in the workplace. 
Reasonable and considerate conduct and behavior guided by common sense is the best course to follow. 
The following are some examples of infractions of rules of conduct that may result in disciplinary action, 
up to and including termination of employment.
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•	 Violation of any Federal, State, local laws, ordinances or statues

•	 Violation of company policy

•	 Violation of any health or safety rule

•	 Theft or inappropriate removal or possession of property, which does not belong to the 
employee.  Theft of any kind is taken seriously.  ARAMARK Parks and Destinations-Alaska 
will prosecute anyone caught stealing from a retail facility.

•	 Dishonesty, including falsifying any company document, report, timesheet or personnel records

•	 Destruction, abuse, misuse, negligence or improper conduct leading to damage of company, 
employee or customer property

•	 Employees under the age of 21 are not allowed to enter bars

•	 Providing alcohol to a minor or underage consumption on ARAMARK property

•	 All employees must comply with bartender, security and management requests for ID

•	 Open containers or Public intoxication on ARAMARK Parks and Destinations-Alaska property

•	 Drinking or being under the influence of alcohol or drugs during working hours, on work 
breaks or less than 8 hours prior to a shift for drivers

•	 Smoking on the job, in a company vehicle or in "No Smoking" areas

•	 Unlawful possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the 
workplace, in company housing, on company property, while on duty, or while operating 
employer-owned vehicles or equipment

•	 Unsafe practices on or off the job that endanger others

•	 Possession of dangerous or unauthorized materials, such as weapons including knives 
explosives, fireworks or firearms on company property

•	 Engaging in conduct which creates a safety hazard, including roughhousing

•	 Fighting or threatening violence in the workplace or any other company premises, including 
housing

•	 Physical, verbal or mental abuse of another person

•	 Inappropriate, unreasonable, boisterous or disruptive activity in the workplace or any other 
company premises

•	 Immoral, offensive, or indecent conduct and/or language: including the use of derogatory terms 
to guests or other employees and public nudity

•	 Gambling or conducting a lottery while on duty

•	 Non-adherence to quiet hours in the employee housing areas

•	  Admittance of unauthorized personnel into company work areas including employee housing 
areas

•	 Pets in seasonal employee housing units or areas

•	 Unauthorized tampering or disabling of smoke alarms in employee housing

•	 Insubordinate, disrespectful conduct, or refusal to follow a supervisor's directions, including 
interfering with the work of other employees or supervisors

•	 Any action, which would be neglectful of any employee's assigned job and its responsibilities, 
including lack of courtesy to our guests

•	 Unauthorized absence from work station during the workday

•	 Unauthorized or inappropriate use of telephones, mail system, or other employer-owned 
equipment

•	 Excessive tardiness or any absence without notice

•	 Unsatisfactory work performance or conduct

•	 Failure to comply with personal appearance and grooming standards

•	 Disregard for the environmental integrity of the Park area

•	 Sleeping or dozing on the job

•	 Not providing I-9 information within three (3) business days of starting work

•	 Encouraging others to take part in, or taking part in an unlawful work stoppage or slowdown
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All officers, managers, and employees of ARAMARK Parks and Destinations-Alaska will conduct 
business operations in a manner that protects the natural environment and human health and safety.  Please 
take the time to read posted policy statements in the work areas.

ARAMARK Parks and Destinations-Alaska employees shall at all times comply with all federal, state 
and local laws, statutes, ordinances, and regulations relating to the environment and to the policy and 
procedures as set forth in ARAMARK Parks and Destinatinos-Alaska/NPS programs and to any new 
directives as communicated by ARAMARK Parks and Destinations-Alaska/NPS management.

DRUG-FREE WORKPLACE

ARAMARK Parks and Destinations-Alaska has a long-standing commitment to maintain the highest 
standards possible for the health and safety of its employees, customers, clients, and the public at large.  
The use of or impairment by drugs and/or alcohol during work time is contrary to these standards and will 
not be tolerated.  Irresponsible use of alcohol and/or activity involving drugs resulting in disturbances 
on the premises or in the area will not be tolerated.   All complaints will be handled in a timely manner.  
Confidentiality will be maintained throughout the investigation to the extent consistent with appropriate 
investigatory and corrective action.    Please see our Drug and Alcohol Policy at dpr.web.

The purpose of our Drug and Alcohol Policy is to maintain the highest safety, health, and work 
performance standards and to reduce work related accidents, injuries and damage that may be caused 
by drug or alcohol impairment.  This policy is also intended to ensure the maintenance of productivity, 
the quality of products and services, and the security of property.  It is also intended to ensure a peaceful 
atmosphere for employees living on campus. 

We have both DOT and Non-DOT testing programs.  Reasons for testing are listed below with job 
categories for testing.

Pre-employment testing: (DOT) Drivers and other Safety Sensitive Positions as determined by 
ARAMARK Parks and Destinations-Alaska, including Rafting, and DQ’d  driving positions (Non-DOT)

Random: All Employees 

Post Accident: All employees

Reasonable Suspicion:  All employees

(Reasonable suspicion is witnessed physical or behavioral symptoms or reactions commonly attributed to 
the use of controlled substances or alcohol.)

Return to Duty:  Any employee who tested positive and is requesting to return to work 

Periodic/Follow-up:  Any employee who has been returned to duty after complying with Substance 
Abuse Professional recommendation and who has a negative return to duty test.  Periodic testing is at the 
employer’s discretion and can occur as necessary. 

(1) Purpose:
ARAMARK Food and Support Services (hereinafter “ARAMARK”) is committed to the maintenance of 
a drug-free work place and ensuring compliance with the Drug-Free Workplace Act of 1988.   This Policy 
prohibits the use of intoxicants and illegal drugs in the workplace in compliance with federal and state 
regulations. ARAMARK believes that employee involvement with intoxicants or illegal drugs produces 
an adverse impact upon the work environment and employee job performance.  ARAMARK also feels 
that involvement in such activities is detrimental to the business.

NOTE: This Policy does not affect ARAMARK’s ability to engage in the lawful sale, distribution, 
or use of alcoholic beverages pursuant to its business and/or contractual obligations, or otherwise in 
the ordinary course of its operations
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(2) Scope:
This Policy applies to all ARAMARK employees and prospective employees in the United States.  

i. Responsibility:

Each Front-Line Manager has the responsibility to enforce standards of the Drug-Free Workplace Act as 
outlined in this Policy.

ii. Policy/Process:

4.1 Definitions: 

(a) 	 Under the influence: the employee is affected by a drug or intoxicant    (including alcohol) or 
the combination of a drug and intoxicant in any detectable manner.  The symptoms of being under the 
influence are not confined to those consistent with misbehavior, nor to obvious impairment of physical 
or mental ability, such as slurred speech or difficulty in maintaining balance.  (A determination of 
being under the influence can be established by a professional opinion or scientifically valid test).

(b)	 Illegal drugs: include any drug,
•	 Which is not legally obtainable.

•	 Which is legally obtainable but has not been legally obtained.  The term includes prescribed 
drugs not legally obtained and prescribed drugs not being used for prescribed purposes.  
This also includes, but is not limited to, marijuana.

(c) 	 Workplace: includes,
•	 The site where the work is done with a specific federal contract

•	 An employee operating an ARAMARK  leased fleet vehicle or any other vehicle used for 
business purposes

•	 Wherever or whenever the employee is representing ARAMARK 

•	 ARAMARK property

•	 Property of ARAMARK clients

•	 Work-related setting outside the workplace, such as during business trips, business meetings, 
company-sponsored social events, and off-site catering events

(d)	 Working hours: include,

•	�� Period during which an employee is required to be at work including, but not limited to meal 
time(s), rest break(s), and overtime

• 	�Period during which an employee is conducting business on behalf of ARAMARK

• 	�Period during which an employee is on-call

(e)	 Employee: includes any current Employee of ARAMARK.

(f)	 Prospective Employee: includes applicants who have been given conditional offers of em-
ployment, or under certain circumstances, may include applicants for employment.

4.2 Prohibitions:

The following acts of misconduct are strictly prohibited by ARAMARK:

(a)	 Reporting for work under the influence of intoxicants or illegal drugs.

(b)	 The manufacture, distribution, dispensing, possession, use, sale, offer for sale or trade of in-
toxicants or illegal drugs in any manner during working hours, in the workplace, or at any time 
on ARAMARK property, or on the property of ARAMARK clients.
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This Policy does not affect ARAMARK’s ability to engage in the lawful sale, distribution, or use 
of alcoholic beverages pursuant to its business and/or contractual obligations, or otherwise in the 
ordinary course of its business operations.

(c)	 Failure to comply with this Policy may result in:

•	 Disciplinary action, up to and including termination, or

• 	Offering an employee an opportunity to participate in a drug abuse assistance program or 
rehabilitation program particularly when required by law

4.3 Drug Testing: ARAMARK will conduct pre-employment or on-the job drug/alcohol testing of 
prospective or current employees pursuant to ARAMARK’s Pre-Employment Screening/Employment 
Background Check Policy and ARAMARK’s  procedures for implementing this Policy.  

5.0 Guidelines for Employers Governed by the Provisions of the Drug-Free Workplace Act:

(a)	 Pre-award Certification: ARAMARK will provide a pre-award certification to the contract-
ing agency stating that the Company will provide a drug-free workplace and will comply with 
all other provisions under the Drug-Free Workplace Act.

(b)	 Policy Distribution: The Front-Line Manager will distribute to all employees a copy of the 
ARAMARK Drug-Free Workplace Act Policy.  All employees will be required to sign a certifi-
cation that they have received, read, and understand ARAMARK’s Policy on a drug-free work-
place, and that they acknowledge that compliance with the terms of this Policy is a condition 
of employment.  A copy of the signed certification will be retained in the employee’s personnel 
file.

(c)	 Impairment Caused by Legal Medications: Medications legally prescribed by a licensed 
physician or available over the counter can also affect performance and behavior.  Employees 
should obtain information from their physician regarding any potential impairment that may be 
caused by such medications and are required to inform their Front-Line Manager where impair-
ment potential exists.  Employees may be required to provide a written statement from their 
physician concerning the effects of the medication.

(d)	 Employee Obligation: Employees are required to notify their Front-Line Manager of any 
criminal drug statute conviction for a violation involving the manufacture, distribution, dis-
pensing possession, sale, or use of any illegal drug for violations occurring in the workplace, 
on ARAMARK’s property, or the property of ARAMARK clients, not longer than five (5) days 
after such a conviction. 

(e)	 Manager Responsibility: The Front-Line Manager will notify the appropriate Human Re-
source professional, immediately upon receipt by ARAMARK, of any notice that an employee 
has been convicted of a drug-related offense in the workplace.

(f)	 Human Resources Responsibility: Human Resources will notify the contracting agency 
within 10 days of the Front-Line Manager’s receipt of notice of criminal drug statute convic-
tion under 5(d) of this Policy.

(g)	 Disciplinary Action: Within thirty (30) days after receiving notice that an employee has been 
convicted of a drug-related offense in the workplace, ARAMARK will impose one of the fol-
lowing sanctions or remedial measures on the employee who has been so convicted:

•	 Disciplinary action, up to and including termination; or

•	 Requiring employee to satisfactorily participate in a drug abuse assistance or rehabilitation 
program approved for such purpose by a federal, state or local health, law enforcement or other 
appropriate agency

(h)	 Awareness Programs: ARAMARK will establish a drug-free awareness program to inform 
employees about:



32

• 	The dangers of drug/alcohol abuse in the work place 

• 	ARAMARK’s Policy of maintaining a drug-free workplace  (as stated in the Business Conduct 
Policy and above)

• 	The  availability of drug/alcohol counseling, rehabilitation, and employee assistance program

• 	The disciplinary action that may be imposed upon employees for drug abuse violations occur-
ring in the workplace (as stated in section 5.0(g))

ATTENDANCE AND PUNCTUALITY

To maintain a safe and productive work environment, ARAMARK Parks and Destinations-Alaska 
expects employees to be reliable and to be punctual in reporting for scheduled work. Absenteeism and 
tardiness place a burden on other employees and on ARAMARK Parks and Destinations-Alaska. In the 
rare instances when employees cannot avoid being late to work or are unable to work as scheduled, they 
should notify their supervisor as soon as possible in advance of the anticipated tardiness or absence. Tardy 
is defined as not being prepared to start work at the time indicated on your posted schedule.

Poor attendance and excessive tardiness are disruptive. Either may lead to disciplinary action, up to and 
including termination of employment. Specific attendance and punctuality standards are:

• One (1) day of no-show, no-call will constitute a voluntary termination.

• Missing half of your shift without notifying your manager constitutes a no-call no-show.

• Three (3) times tardy or absent may result in termination. The first tardy will result in a documented 
verbal warning, the second a documented written warning, and the third may result in termination.

• You are expected to notify your supervisor at least two hours before the start of your shift if you will be 
late or unable to work your shift for any reason.

• When an employee is absent for 3 or more days, management reserves the right to request medical 
certification of the illness or injury and the employee’s fitness to return to duty.

PERSONAL APPEARANCE / UNIFORMS AND GROOMING

Please be advised that the following grooming standards will be STRICTLY ENFORCED.  Those 
individuals failing to meet these standards will not be allowed to check in with Human Resources.

Dress, grooming, and personal cleanliness standards contribute to the morale of all employees and affect 
the business image ARAMARK Parks and Destinations-Alaska presents to customers and visitors.  Your 
General Manager will determine appropriate dress, grooming and cleanliness standards.

During business hours, employees are expected to present a clean and neat appearance and to dress 
according to the requirements of their positions.  Employees who appear for work inappropriately dressed 
will be sent home and directed to return to work in proper attire. Under such circumstances, employees 
will not be compensated for the time away from work.

Consult your manager, department head or dress code policy if you have questions as to what constitutes 
appropriate attire. The following standards are to ensure that our guests deal with employees who are 
clean, well groomed, and dressed appropriately for their work. Your General Manager will make the final 
determination as to whether you meet our grooming standards.

•	 All uniforms must be worn at all times while on duty, complete with name tag. Failure to 
comply with this provision will result in the employee being sent home.

•	 Employees may be charged for abused or unreturned uniforms.

•	 Company uniforms may not be worn when off duty: including company name tags, jackets, 
and hats.

•	 Employees may not purchase or consume alcoholic beverages while in uniform.

•	 Employees shall be neat and clean at all times, unless engaged in work which makes it 
impractical to keep a clean uniform all day, i.e., mechanics, maintenance, dishwashers, etc…
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•	 All employees will arrive at work in clean uniforms, not dirty from the previous day.

•	 Wrinkled clothes are not considered appropriate uniform appearance.

•	 Shirts must be tucked in and buttoned.

•	 Shirts may be opened no more than two buttons from the top.

•	 No shirts of contrasting color may be worn underneath the uniform and no scarves, vests, or 
other accessories that substantially alter the uniform’s appearance.

•	 Uniforms with missing buttons, rips, tears or alterations will not be accepted.

•	 Pants must be worn snug at the waist.

•	 Hats worn by employees will be kept clean. The type of hat worn must be an approved 
ARAMARK Parks and Destinations-Alaska hat.

•	 Hats with brims for sun protection must be worn with the brim forward.

•	 Shoes worn by employees must be in good condition.

•	 Closed toes and heels are mandatory in specified work areas.

•	 Hair must be clean, combed and well groomed at all times, no non-natural styles or colors. 
Dreadlocks are not permitted for employees with direct guest contact.

•	 Employees with long hair must wear hair away from their face and those with long hair must 
tie their hair back in an appropriate manner.

•	 Facial hair must be neatly trimmed, no non-natural styles or colors.

•	 Beards may not exceed two-inches in length. 

•	 Starting a beard or mustache during the season is not allowed.

•	 Jewelry worn on the job must be conservative, in good taste, appropriate to working attire, and 
not conflict with job related safety standards.

•	 Visible body piercing (with the exception of ears) is not acceptable.

•	 Perfumes, colognes, and scented lotions must be worn appropriately at the discretion of your 
department manager.

•	 Visible tattoos are not permitted in direct guest contact positions and will be evaluated by your 
department manager on a case-by-case basis.

•	 Department managers may choose to wear uniforms or appropriate professional attire for their 
areas. This privilege may be extended to supervisors and other staff at the discretion of the 
Regional Vice President.

PROGRESSIVE DISCIPLINE

The purpose of this policy is to state ARAMARK Parks and Destinations-Alaska’s position on 
administering corrective action for unsatisfactory conduct in the workplace or company housing. The best 
corrective action is the one that does not have to be enforced and comes from good leadership and skillful 
supervision at all employment levels. The major purpose of any corrective action is to correct the problem, 
prevent recurrence, and prepare the employee for satisfactory service in the future.

Disciplinary action may call for any of the following:

•	 a documented verbal warning

•	 a documented written warning

•	 a final written warning

•	 termination of employment

Although employment with ARAMARK Parks and Destinations-Alaska is based on mutual consent 
and both the employee and ARAMARK Parks and Destinations-Alaska have the right to terminate 
employment at-will, with or without cause or advance notice, ARAMARK Parks and Destinations-Alaska 
may use progressive discipline at its discretion.
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While it is impossible to list every type of behavior that may be deemed a serious offense, the 
EMPLOYEE CONDUCT, WORK RULES AND GENERAL RULES policies include examples of 
problems that may result in immediate suspension or termination of employment. However, the problems 
listed are not all necessarily serious offenses, but may be examples of unsatisfactory conduct that will 
trigger progressive discipline. By using progressive discipline, we believe that most employee problems 
can be corrected at an early stage, benefiting both the employee and ARAMARK Parks and Destinations-
Alaska. There may be circumstances when one or more steps are bypassed depending on the severity of 
the problem and the number of occurrences 

Progressive discipline means that, with respect to most disciplinary problems, these steps will normally be 
followed:

1.	 a first offense may call for a documented verbal warning

2.	 a next offense may be followed by a documented written warning

3.	 a third offense may lead to a suspension or termination of employment

This process is communicated and documented on the Progressive Discipline Form.

ARAMARK Parks and Destinations-Alaska recognizes that there are certain types of employee problems 
that are serious enough to justify either a suspension, or, in extreme situations, termination of employment, 
without going through the usual progressive discipline steps.

SOLICITATION

In an effort to assure a productive and harmonious work environment no one may solicit, post or distribute 
literature in the workplace without HR approval.

ARAMARK Parks and Destinations-Alaska recognizes that employees may have interests in events 
and organizations outside the workplace. However, employees may not solicit or distribute literature 
concerning activities not sponsored by the company during working time.  (Working time does not include 
lunch periods, work breaks, or any other periods in which employees are not on duty.)

Examples of impermissible forms of solicitation include:

The collection of money, goods, or gifts for religious or charity groups

The collection of money, goods, or gifts for political groups

The sale of goods, services, or subscriptions outside the scope of official organization business

The circulation of petitions

The distribution of literature not approved by the employer

In addition, the posting of written solicitations on company bulletin boards is restricted. If employees 
have a message of interest to the workplace, they may submit it to the Human Resources Office. Human 
Resources or their designee will post approved messages.

RETURN OF PROPERTY

Employees are responsible for all property, materials, or written information issued to them or in their 
possession or control. Employees must return all ARAMARK Parks and Destinations-Alaska property 
immediately upon request or upon termination of employment. Where permitted by applicable laws, 
ARAMARK Parks and Destinations-Alaska may withhold from the employee’s check or final paycheck 
the cost of any items that are not returned when required. ARAMARK Parks and Destinations-Alaska may 
also take all action deemed appropriate to recover or protect its property.
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USE OF EQUIPMENT AND VEHICLES

Equipment and vehicles, essential in accomplishing job duties are expensive and may be difficult to 
replace. When using property, employees are expected to exercise care, perform required maintenance, 
and follow all operating instructions, safety standards, and guidelines.

Please notify the supervisor if any equipment, machines, tools, or vehicles appear to be damaged, 
defective, or in need of repair. Prompt reporting of damages, defects, and the need for repairs could 
prevent deterioration of equipment and possible injury to employees or others. The supervisor can answer 
any questions about an employee’s responsibility for maintenance and care of equipment and vehicles 
used on the job.

Unauthorized use of company vehicles  improper, careless, negligent, destructive, or unsafe use or 
operation of equipment or vehicles, as well as excessive or avoidable traffic and parking violations, can 
result in disciplinary action, up to and including termination of employment. Employees are not allowed to 
give vehicle keys to another employee.  All vehicle keys need to be turned in and reissued.

Employees may not operate equipment or vehicles until and unless they have been properly trained, 
certified, and licensed.  Employees must comply with reporting requirements in the event of an accident.  
If you have questions, contact your Manager promptly.

COMPANY OWNED AUTOMOBILES

Employees other than officers of the company are assigned automobiles only when the demands of the 
particular job require substantial usage of an automobile on a regular and consistent basis.

The company will pay for any travel performed in the execution of company business by personal 
automobile after proper Regional Vice President approval.  Travel from home to office and office to home 
will not be considered company business travel.

Following is the policy on company-owned vehicles:

Company automobiles are issued to certain key employees and officers of the company for company use 
only. These certain individuals are, by the nature and assignment of their responsibilities, subject to call at 
the company’s convenience on a 24-hour basis. At the Component level, the District or General Manager 
is responsible for following Corporate policies regarding the use, maintenance, and control of all company 
vehicles. It is anticipated that personal use of the automobiles will be incidental and that any charges in 
excess of incidental will be borne by the company.

PERSONAL VEHICLES USED FOR COMPANY BUSINESS

It is recognized by ARAMARK Parks and Destinations-Alaska that from time-to-time employees may 
have to use their own personal vehicles for company business. In these instances the following criteria 
must be met:

An employee who uses his/her own personal vehicle must have approval of use of their personal vehicle 
for business purposes from their manager.

An employee who uses his/her own personal vehicle for company business must have a valid driver’s 
license and minimum insurance coverage of $100/$300,000 bodily injury and $25,000 property damage.

Any accidents incurred while on company business must be reported to the Risk Manager immediately.

It is the Policy of ARAMARK Parks and Destinations-Alaska to pay employees the current ARAMARK 
rate per mile to cover the cost of operating their vehicle while on company business.  
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PARKING

Employee vehicles must be registered with Human Resources and parked in the designated employee 
parking lots at all ARAMARK Parks and Destinations-Alaska properties. A permit will be issued and must 
be displayed in the appropriate location. (See parking agreement when checking in.) This will be strictly 
enforced. Parking is available in designated employee parking areas. NO parking in the bus shop lot, 
commissary area, guest parking spots, or along the Village property road.

LOST AND FOUND

All lost and found items found within the boundary of Denali National Park must be turned in to the  
Baggage Claim  immediately. All reports of lost items and found items must be logged into the lost and 
found log to facilitate return to the rightful owner. By federal law, no concession employee, or employee 
family member, may make a claim to lost and found items  Items found on ARAMARK Parks and 
Destinations-Alaska property outside Denali National Park boundary must be turned in to Security or the 
Front Desk at that property and logged into the lost and found log immediately. All items turned into Lost 
and Found are logged and honest audits are periodically performed to insure that no theft of lost and found 
items is occurring.  Annually, prior to our opening, all previous seasons unclaimed inventory is given to 
local and regional charities.

USE OF PHONE AND MAIL SYSTEMS

Personal use of company telephones including guest room phones for outgoing calls, including local 
calls, is not permitted. Employees may be subject to discipline up to and including termination, and 
will also be required to reimburse ARAMARK Parks and Destinations-Alaska for any charges resulting 
from their personal use of the telephone. Public phones are available for personal outgoing calls during 
breaks, meal periods, or at other times with the supervisor’s permission.  A calling card is required for 
long distance calls. Pay phones are located at various locations in ARAMARK Parks and Destinations-
Alaska facilities. Be aware that guests and other employees may also want to use the phones. Please limit 
the length of your calls. Relatives may get messages to employees by calling (907) 683-8247. DO NOT 
have relatives call the Anchorage office to contact you or leave messages.  The Anchorage office cannot 
take employee messages or transfer calls to the Park.  Phone messages will be relayed in the shortest time 
possible, generally by sending messages in the inter-department mail. The use of ARAMARK Parks and 
Destinations-Alaska-paid postage for personal correspondence is not permitted.

After you arrive in the Park, you may go to the Post Office and rent a mailbox. If you wish to forward 
magazines and need your box number prior to arrival, you may write: Postmaster, Denali Park, AK 99755 
to request your box number in advance. If you are a returning employee include your previous year’s box 
number with your request. To ship boxes that cannot be sent through US mail, use UPS. The address for 
UPS is: Your Name and Department, ARAMARK Parks and Destinations- AK, Mile 238.9 George Parks 
Hwy, Denali Park, AK 99755. 

Because we DO NOT have a secured storage area, send your packages to arrive AFTER you do. 
Denali National Park is not in a FedEx zone. We strongly recommend you use other means of shipping if 
you need the items soon.

INFORMATION TECHNOLOGY POLICIES

Internet access is provided for the convenience of our employees.  Abuse of company computers 
or violation of the following policy guidelines will result in disciplinary action up to and including 
termination of employment.  Please abide by posted limits for Internet usage.

Copyright:  It is ARAMARK’s policy to respect copyrights owned by others and to use copyrighted 
material only as allowed by law or agreement.  Users are not permitted to make copies, resell, or transfer 
software and its supporting documentation, including manuals, unless authorized by the license agreement 
for that software.  ARAMARK licensed or owned software is not to be used on any computer other than 
the ARAMARK issued equipment unless authorized through a standard management approval process.
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Users must not alter, repair, add to, or install any equipment or software without the prior consent of 
the IT department.  Only ARAMARK approved software and applications may be used on ARAMARK 
computers.  Users must not move or remove ARAMARK controlled equipment other than approved 
portable equipment without written management approval. Users must not intentionally write, compile, 
copy, propagate, execute, or attempt to introduce any virus onto any ARAMARK owned or operated 
computer system.

Prohibited Content:  The content of anything exchanged via Internet access shall be appropriate and 
consistent with company policy, subject to the same restrictions as any other correspondence.  In addition, 
this content may not contain language, images, or sound which are harassing, intimidating, libelous, 
defamatory, discriminatory, or which threaten physical harm. The viewing, downloading or accessing of 
sexually explicit material is strictly prohibited.

The e-mail system and all messages sent or received by e-mail are the property of ARAMARK  Parks 
and Destinations-Alaska. We reserve the right to access and disclose all messages sent or received using 
our e-mail system. ARAMARK  Parks and Destinations-Alaska through our system administrators, 
supervisors, counsel or auditors, may review the e-mail messages and Internet usage of end users to 
review possible security breaches, policy violations or other unauthorized or illegal actions. Use of the 
e-mail system is consent to review any messages received or sent by the user.  Management may at any 
time monitor activity on workstations.

Email Acceptable Use: E-mail is to be used primarily for business purposes. Any personal use must 
not interfere with normal business activities, must not involve chain letters or solicitations, must not be 
associated with any for-profit outside business activity, and must

not potentially embarrass ARAMARK, damage ARAMARK’s reputation, or tarnish its image.

Email Content Precaution: E-mail users must treat e-mail messages as if they were written on ARAMARK 
letterhead. In addition, e-mails may not contain language, images or sounds that are harassing, 
intimidating, libelous, defamatory, discriminatory, or threaten physical harm.

Email Security: E-mail messages (especially but not limited to those sent over the Internet) may 
potentially be accessed or viewed by unintended persons. E-mail users must use care when using e-mail to 
send or receive sensitive or confidential information.

IN CASE OF EMERGENCY –CONTACT THE FRONT DESK OR THE JOINT VENTURE 
DISPATCH-THEY IN TURN CONTACT 911 AND ALL IN-HOUSE RESPONDERS.  

We hope your summer goes smoothly, however if a problem does occur, please report it immediately to 
the following people.:	

•	 Emergency: Nearest Front Desk or Joint Venture Dispatch if in the Park
•	 Harassment or Employee Relations: Department Manager, Security or Human Resources
•	 Other Health Problems: Canyon Clinic
•	 Work Related Problems: Department Manager or Human Resources
•	 Safety Problems: Department Manager or Risk Manager
•	 Housing Problems: Security or Human Resources
•	 Payroll Problems: Department Manager, Human Resources, Payroll
•	 Employee Hotline: 1-877-224-0411 

If the first person does not address the problem to your satisfaction, you may address it to the second, and 
so on. 
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Frequently Asked Questions

PAYROLL:

I will receive my first paycheck on (date) _________________________. 

The payroll cycle at my component includes all hours worked in a two-week period from: (day of the 
week) ___________________ to (day of the week) _____________________.

Payday is every other (list day) __________________.

I should contact _________________ with questions about my check.

SEXUAL HARASSMENT AND OTHER WORKPLACE HARASSMENT:

If I feel I have been a victim of harassment or witnessed any conduct that is inconsistent with 
ARAMARK’s Policy on Harassment Free Workplace,  
I must report the incident to 		  . If this is not 
appropriate, the incident must be reported to a member of the 		   department. 
You may also call the Employment Relations Department at 1-800-999-8989.

CALL-IN PROCEDURE:

If the event of an unplanned absence, i.e. sick day or other unexpected absence, I must notify my manager 
directly (and speak to them live) at least _____ hours before my scheduled start time.

WORK SCHEDULES:

My work schedule is posted (location) 	

EMPLOYEE PARKING:

Designated employee parking is located 	

SAFETY:

In the event of an accident, I should 	



TELEPHONE DIRECTORY
IN CASE OF EMERGENCY – DIAL 911

ANCHORAGE

Switchboard� 907-264-4600
Anchorage Wholesale� 907-264-4612
Anchorage Groups� 907-264-4616

RESERVATIONS

Denali Lodging, Tours, Rafting and Cabin Nite� 800-276-7234
NPS Visitor Transportation System� 800-622-7275
Glacier Bay Lodge & Tours� 888-229-8687

DENALI PARK

Denali NPS Visitors Center� (907) 683-1266
Denali NPS Lost and Found� 683-1081
Denali Post Office� 683-2291
Dispatch� 683-9555
General Manager� 683-9210
Transportation Operations Manager� 683-9292
Tour Operations Manager� 683-9204
HR Manager� 683-9244
Maintenance Manager	� 683-9217
Riley Creek Mercantile� 683-9246

GLACIER BAY

Glacier Bay NPS Visitors Center� 697-2661
Gustavus Post Office� 697-2202
Gustavus Clinic� 697-3008
Lodge Switchboard� 697-4000
General Manager� 697-4010
Facilities� 697-4080
Commissary� 697-4040

MCKINLEY CHALETS

Switchboard� 683-8200
General Manager� 683-8297
HR Manager� 683-8290

MCKINLEY VILLAGE

Switchboard� 683-8900
General Manager� 683-8913
HR Manager� 683-8916

OTHER

Denali Education Center� 683-2597
Canyon Clinic� 683-4433
Interior Community Health Clinic, Healy� 683-2211
Employee Hotline� 1-877-224-0411
Corporate Headquarters� 1-800-999-8989




