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Introduction  
 

LLT has opportunities for work outside of normal shifts. This office work often comes with a 
more relaxed environment, such as flexible hours and dress code. However, it’s important to 
remember that you still represent LLT at all times and must still follow general guidelines and 
procedures. 
 

Policy Enforcement 
 

In general, we don’t use write-ups for office shifts. The consequences for failing to follow 
procedures will be handled directly by Jeff on a case-by-case basis. 

Employee Schedule  

An advantage of office work is that you often have flexible hours since your role is task-based, 
not shift-based. However, it is still important that you communicate your hours so people know 
when to expect you to be available. Often, there are secondary responsibilities besides your 
main task, such as being in the office to answer the phone and accept deliveries. If you are 
scheduled for an office shift in WhenIWork, you must follow the shift as published just like you 
would a regular shift. If you need a change made to your office schedule for a doctor’s 
appointment or other obligation, talk to Jeff. 

Dress Code 

When working an office shift, you don’t need to follow LLT’s dress code. However, you must 
always be prepared to greet a customer if they come to LLT outside of our regular hours, and 
you should keep your staff shirt available in case you’re needed to help on the floor. Also keep 
in mind that you must wear closed toe shoes to be in the cafe.  

Employee Benefits 

You’re entitled to free soda, iced tea, and coffee during your office shifts, as well as your normal 
discount on food. Since you’ll often be working while LLT is closed, you are allowed to ring up 
and make your own food if you are trained in the cafe.  



 

Breaks 

Just like regular LLT shifts, you are entitled to a paid 15 minute break during your office hours. 
It’s also OK to take a 30 minute unpaid lunch. You can either eat at LLT or somewhere else as 
long as you’re not the only employee in the building. 

General Guidelines   

Office work comes with greater responsibility but also more flexibility to self-manage your time. 
Remember that even though you are not working a regular shift, general LLT guidelines still 
apply and you’re still clocked on earning pay for your time. 

● It’s OK to use your cell phone during your office shift but only at a minimum level to 
respond to calls and messages, look things up, etc… Do not use your office time to 
browse social media. 

● It’s OK to socialize with other employees, but don’t let it distract you.  
● Your main focus needs to be on your assigned tasks. You can participate in work 

discussions with other employees, but don’t let helping other people prevent you from 
finishing your own work. 

  

  
 


