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Introduction  

  

Welcome to the Loveland Laser Tag Fun Center team! Working at LLT can be a fun and 
rewarding experience. Your primary job is to make sure that our guests have a memorable 
experience with friends, family, and coworkers. It’s your job to keep this facility in excellent 
shape to make your job easier and to ensure guests are comfortable and impressed.  The work 
you do directly impacts our image as a company, and ultimately, your job security and benefits.  
 

Policy Enforcement 
 

To ensure a high quality guest experience and a fair, consistent work environment, it’s important 
that LLT’s procedures are followed. We use a two-stage write-up system to enforce our policies. 
All managers have the authority to issue write-ups. 

● Minor infractions will result in a yellow write-up. 
● Major infractions will result in a red write-up. 
● 3 yellow write-ups equals 1 red write-up. 
● 3 red write-ups will result in job termination. 

Other notes 

● Any yellow write-ups expire 6 months from the date the write-up was issued. 
● Red write-ups do not expire, even if you go on leave for any period of time. 
● All consequences listed in this policy document are the minimum penalties, but can be 

higher depending on the individual circumstance and job position. 
● All new hires are on “probation” for the first 30 days, so any write-ups in this period may 

result in instant termination. 
● This infraction system is separate from Time Emporium Escape Rooms. 

Employee Schedule  

Availability 

Setting time to be unavailable in our staff scheduling system is intended for long-term schedule 
needs. This could be a school schedule, a second job, church, or a sports team. When setting 



 

your availability in WhenIWork, make sure you give yourself time to get to work. For example, if 
class is out at 4:00, put 4:15 or 4:30 to give yourself time to come in. 

● Availability is not to be used for one-off time off requests or to set preferred hours.  
● You are expected to be generally available to work based on the schedule discussed 

during your interview. All availability changes must be approved by Jeff before you are 
allowed to change them in WhenIWork.  

● We make every effort to be flexible with scheduling. If you have a school or church 
commitment, are on a sports team, or have an extra-curricular activity, we will generally 
work around your schedule.  

● We cannot provide specific times off on a recurring basis unless it is to accommodate 
school, church, or an extra-curricular activity, unless it was explicitly agreed upon as a 
condition of hiring.  

● Since most of our customers visit LLT on the weekend, you are expected to be available 
to work most weekends.  

● Hours may be limited if your availability changes  

Time Off Requests 

You should enter a time off request for events such as vacation, appointments, or special 
occasions. Time off does not have a repeat option. You can also use it for full or partial days 
and you can enter a request that spans multiple days.  

You are responsible for the shifts you are scheduled for!  

● If circumstances outside your control are going to make you late, please call to let your 
shift manager know so they can plan accordingly.  

● You must request off no later than Wednesday at 5pm for the following week. Once the 
schedule is published, it is too late to request off.  You must either come into work or find 
another employee to pick up your shift.  

● If you are scheduled for a shift and cannot make it, it is your responsibility to find a 
replacement. Whoever covers your shift must be able to do the position you were 
assigned and must be eligible to work the extra hours.  

● If an emergency arises that will cause you to miss a scheduled shift without a 
replacement, you must inform the manager on shift immediately. You must be able to 
provide a doctor’s note within a week if you miss a shift due to illness. 

● Forgetting to ask off for a family vacation or other obligation is not an acceptable reason 
to miss a scheduled shift.  

● If you got approved for your time off request and we accidentally scheduled you, let us 
know as soon as possible so we can correct it. 

● You are welcome to put in a time off request for any reason. To make it easier to 
prioritize time off requests, we ask that you include a brief reason along with the request. 
Please be honest. If you want time off to go to a concert, don’t say you’re going out of 



 

town! We try to approve all time off requests, but it depends on the schedule and the 
number of employees that have already asked off.  

● When submitting a time off request, make sure to include the times you need. For 
example, you are more likely to have a weekend time off request approved if it is for a 
half day.  

Consequences 

Infraction Penalty 

Not showing up to a shift (with manager 
permission) 

Yellow 

Not showing up to a shift (with advanced 
notice 

Red 

Not showing up to a shift without giving 
advance notice 

Termination 

Showing up late to a shift (less than 15 min) Yellow 

Showing up late to a shift (more than 15 min) Red 

Changing availability without approval Yellow 

Lying about reason for time off request Yellow 

Lying for reason for not showing up to work Red 

 

Dress Code 

● Required: Staff shirt, Walkie, Earpiece, Nametag (even in cafe!) 
● Shoes: Must be closed toe with non-slip soles 
● Pants: No Joggers, sweatpants or basketball shorts, skirts, or short shorts 
● Shirt: LLT staff shirt. If you're scheduled an escape room marshall shift, then it's also 

acceptable to wear a Time Emporium staff shirt or Time Emporium hoodie that day 
● Men MUST tuck in all shirts (hoodies excluded) 
● If you are cold, you may wear a hoodie or long-sleeve shirt underneath your staff shirt. 

Do not wear a jacket, vest, or hoodie over your staff shift.  
● Managers must wear a manager shirt with the LLT logo during their manager shifts, but 

only when they are scheduled as a manager. 
● Jewelry is allowed. 
● Tattoos and piercings are allowed as long as they're appropriate.  
● You can have any hair color. 



 

● Long hair must be pulled back if you are working or helping out in the café. 
● Make sure your clothing is clean and wrinkle free. 
● Your earpiece needs to be in your ear at all times, not just hanging by your side. 
● Make sure you keep your hygiene clean and free of body odor. 

 
Exceptions 
 

● While working in the cafe, your shirt doesn’t need to be tucked in. 
● While running ropes course you don’t need to wear your nametag, just keep it placed in 

view of customers so they know your name. 
 
*There are NO other exceptions* 
 
If you lose any dress code items, you must either pay for a new one or turn in a broken one to 
get a replacement item for free. 
 
Consequences 
 

Infraction Penalty 

Any violation or missing dress code item Yellow (each day until fixed or order placed) 

 

Employee Benefits 

Personal Benefits 
 
As an LLT employee, you can enjoy free attractions, including laser tag, laser maze, bumper 
cars, climbing wall, ropes course, X-Rider, RAID, and arcade. You can play all the activities you 
want, with a few restrictions.  

● When doing the climbing wall, for safety reasons, another employee must check your 
harness before clipping in.  

● If doing the ropes course, a certified ropes course operator must help you.  
● You’ll be given a staff card to play unlimited arcade games, but don’t share the card with 

your friends, win redemption tickets, or play the cranes. If you lose this card you will 
have to buy a new staff card. You cannot replace it with an unlimited arcade card. 

● If you want to earn tickets or crane prizes, you must pay full price for an arcade card. 
● Most of the time, guests have first priority when it comes to attraction availability. 

However, depending on the situation, it is OK to ask the front desk manager to print you 
a ticket so you can play in a game with friends or family. Use your judgment. Don’t take 
up the last spot in a laser tag game if it means a birthday party guest can’t play!  



 

● You should enjoy yourself and have a good time, but remember that you still represent 
LLT.  Act appropriately and help out if you see a guest doing something that harms 
themselves or our facility in any way.  

● All food prepared in the cafe is 50% off, both on and off your shifts. 
● Everything in the coolers and the candy and chip racks are 30% off, both on and off your 

shifts. 
● Drinks from the soda fountain, coffee, ice tea and ICEEs are free, both on and off a shift, 

as long as you use your own non-disposable cup with a lid. This includes coffee cups.  
● Alcoholic beverages are 30% off. (only when you are not working!) 

Bonus Pay Scenarios  

● Holidays are paid at 1.5x your regular pay rate. Holidays include Christmas Eve and 4th 
of July. Note: We are closed on Thanksgiving, Christmas and Easter.  

● If you work more than 12 hours in a single workday, any time exceeding 12 hours is paid 
at 1.5x your regular pay rate.  

● If you work more than 40 hours in a week, any time exceeding 40 hours is paid at 1.5x 
your regular pay rate.  

● Paid Time Off  
○ As a reward for your hard work, if you average at least 30 hours in a calendar 

year, we’ll give you one week of paid vacation!  
● We typically provide a bonus per hour rate for manager and cafe shifts. 

Family & Friends Benefits 
 

● Immediate family members can receive free attractions when you are with them but 
requires shift manager approval. 

● When booking a birthday party or group event, family members can receive a free 
upgrade to the next highest package. 

● On Tuesdays, you can bring one friend for free for laser tag and arcade on 
● You can use your employee food discount for friends and family as long as you are off 

the clock and with them.  
● Any other request must go through the shift manager 

 
Consequences 
 

Infraction Penalty 

Any violation Yellow and loss of benefits for up to 6 months 

 



 

Break Room & Office Policies 

● Do not touch other employees’ belongings if it is in their own cubby without their 
approval. 

● The microwave and fridge are for all staff. Make sure you clean out your items and clean 
up after yourself. 

● Clean up your food and trash after eating in the break room! 
● The bathroom in the break room is for office staff during office shifts only. Other 

employees may use it to change clothes and use the mirror before and after their shifts. 
● Do not touch the tool cabinet unless given approval by a manager. 
● Only managers or an employee assigned to a cash register are allowed in the manager 

office when money is being counted. 
● Do not be in the break room if you're clocked in and not on break. So that means you 

need to get everything you need from your cubby either before you clock or during your 
break. 

● Do not use the break room as a pass-through for quicker access. 
● Knock on the manager office door if it’s closed before you open it.  

 
Consequences  
 

Infraction Penalty 

Touching other people’s belongings Red 

All other violations Yellow 

 

Breaks 

● Our breaks policy is to give every employee a 15-minute break per regular shift (8 hours 
or less) and two 10-minute breaks per double shift (More than 8 hours) 

● The shift manager must approve all breaks so they can plan accordingly. Check with 
your shift manager first before going on break!  

● If you haven’t had a break yet but need one, please remind the shift manager. It doesn’t 
mean they are intentionally forgetting you.  

● When you are on break, it should be readily apparent to shift managers and customers. 
Please use the break room with the door shut where customers can’t see you. If you’re 
going to be in the lobby, please take your staff shirt off. 

● Don’t distract other employees when you are on break.  
● If you order food from the café, make sure to place your order ahead of time, so you 

don’t waste your break waiting for your food.  



 

● Only scheduled cafe staff or managers may ring up food orders in the POS for your 
break and only scheduled cafe staff can make your order unless you have manager 
approval. 

● Working at LLT can be very hectic at times, but we also want it to be fun and 
sustainable.  If you have a situation requiring more frequent breaks or are getting burnt 
out, please discuss it with your shift manager or Jeff.  We’ll make every effort to 
accommodate your needs.  

Consequences  
 

Infraction Penalty 

All violations Yellow 

 

General Guidelines   

● Show up on time! Being on the schedule is a commitment to show up to work. 
● You should be ready to start working when your scheduled shift begins. That means you 

should already have your staff shirt, nametag, walkie-talkie and earpiece on and should 
have already eaten.  Do not clock on and then take a food break at the start of your shift.  

● Being tired or distracted is not an excuse for poor performance.  LLT is a fast-paced 
environment and you are on the front line making sure guests have a great time.  LLT 
and our guests should be your main focus.  

● When you are clocked in, it is expected that you are working and helping out.  
● Customer service is your first priority, so even if there is no one at your position, look for 

other opportunities to help guests out somewhere else. 
● There are to-do lists of general maintenance & cleaning your manager can give you.  
● Not working while you are clocked in is the same thing as stealing.  
● Cursing or using profanity is strictly prohibited. We’re a family-friendly facility. 
● We have a zero-tolerance policy regarding harassment or bullying. If another employee 

is making you uncomfortable for any reason, please let your shift manager or Jeff know 
immediately.  

● If you notice a problem such as an arcade game that’s not working or something that 
requires maintenance, please report it to your shift manager. They will either fix it or log it 
before the end of their shift so it can be addressed.  

● Obviously, stealing, whether it is cash, merchandise, cafe inventory, or redemption 
prizes, is strictly prohibited.  

● On Friday, Saturday and Sunday shifts, you must park either behind the building or in 
front of other builds besides the one LLT is in. 



 

● Before you clock off at the end of the shift, you must check with the shift. We do our best 
to get you out on time, but there may be times when you have to stay past your shift. 
These reasons include but are not limited to: 

○ Your party is still in the building. 
○ An employee coming in for the next shift is running late. 
○ We’re very busy and need your help. 
○ Your shift manager assigned extra cleaning tasks to you. 

● If you forget to clock in or out make sure you put a note in WhenIWork, fill out the sheet 
of shame, or let the shift manager know. 

Consequences  

Infraction Penalty 

Theft Termination and referral to police 

Sexual harassment Termination and referral to police 

Harassment or bullying Red 

All other violations Yellow 

 

Guest Service  

Customer service is your most important responsibility!  Everything you do at LLT Fun Center 
should be done with our guests in mind, and every task can be traced back to customer service. 
It’s important you work hard because your work ethic makes an impression on guests.  And a 
clean facility makes guests more comfortable and likely to return.  

● Things to do  
○ Smile and make eye contact with guests.  
○ Always ask if there’s something you can do to help.  
○ Be observant so you can anticipate a guest’s needs.  For example, if they appear 

to be struggling with the arcade kiosk, ask if you can help or offer to load their 
arcade card at the redemption counter.  

○ Remember the customer is always right.  
○ Try not to say “no” or give negative responses to guests.  If they ask a question 

or have expectations you can’t meet, try to find a way to turn it into a positive 
response.  

○ Think of LLT as a theatre performance.  You are an actor/actress, so you should 
be in character anytime you are around guests.  The customer-visible part of LLT 



 

is the stage.  That means everything a guest sees must be clean, in good repair, 
and where it is supposed to be.  

● Things NOT to do  
○ Don’t have private conversations in front of guests that would break character.  
○ Don’t use your cell phone in a guest-visible area while on the clock.  That 

includes texting!  
○ Don’t argue with guests.  Even if you are right and they’re wrong, remain polite 

and understanding.  Seek a manager’s assistance if you need to.  
○ Don’t complain about guests!  You may be frustrated, but it’s a bad habit to get 

into.  If you have to vent, do it in a private area like the break room, out of earshot 
of ANY guests.  

Consequences  

Infraction Penalty 

Minor guest services issues such as being on 
your phone for non-work-related reasons in 
front of guests 

Yellow 

 

  

  
 


