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“We know that 

loyal guests come

from happy, 

empowered 

employees.”

Welcome to the family of

Sierra-at-Tahoe

You have chosen to work and play at one of Lake Tahoe’s finest resorts, known for our
welcoming, friendly, convenient service. Sierra Resort is where many skiers and riders first
learned to enjoy winter sports, and our loyal guests have their reasons why they love us. We
are blessed with abundant snowfall, beautiful mountain scenery, and awesome location in the
Tahoe region. Sierra has become a favorite choice of Northern California, local South Lake
Tahoe and destination visitors who know us as the best choice for a day trip to the
mountains.
 Our success is no secret, we have the best people! Friendly, outgoing, energetic,
dedicated employees create a vibe that our guests love. We have a strong sense of values
and commitments to the environment, to our communities, and to each other, which sets us
apart. We believe Respect Gets Respect. We know that loyal guests come from happy,
empowered employees. We strive to exceed our guests’ expectations, and deliver on our
promise of Great Mountain, Great Service, Great People!
 Congratulations on becoming a productive member of our team. Our leadership will
commit to providing a work environment that is safe, fun, and challenging. We will provide
you with the tools and resources to be successful and help us achieve our goals. We hope
that you have found a home where you can do what you love, and love what you do!
Here’s to a great winter season, and I will see you on the slopes!

John A. Rice

Vice President and General Manager
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Mission
Great Mountain, Great Service, Great People!
People come to our mountain to have fun. We believe that
satisfied, loyal, returning guests come from happy, empowered,
rewarded employees, which drives profitability.

Commitments & Values
These are things that make us get up in the morning. Light up our
lives. Make us proud. You get the picture! 1. Guest experience—
we’re committed to making it great. 2. Employees—when you’re
happy, we’re happy. 3. Responsible resort operations—integrity
top to bottom, in equipment, in people, in how we do business.
4. Financial performance—money not only talks, it builds us a
better mountain.

True North Direction
When we sat down to define and describe our company’s culture
and our dream for the ultimately cool workplace, one word stood
out above all others. Kindness. Surprised? It isn’t often
corporations talk about kindness, let alone use it to describe one
of its guiding principles. True North on our compass is to do
what’s right to get and keep our guests. Consider “get and keep 
guests” your working mantra. When in doubt, be kind.

Get Guests and Keep Them
Without our guests, we’re nothing. Zip. Zero. Nada. You either
interact directly with guests or you support someone who does.
No matter what your job is, add marketer to your title. We get
guests here by promoting our events, services and product (and
it’s a pretty spectacular product if we do say so ourselves). We
keep them coming back by giving them more than they expected
and doing it with relish and pleasure.

The Golden Rule
This will serve you in work and in life: Treat others the way you
would like to be treated.

Branded Delivery
In order to get and keep guests, we want guests to experience 
Sierra at its best. That experience comes from our employees 
delivering on the Sierra personality. The definition of a brand is 
a product with a personality, and Sierra’s personality is what sets 
us apart from other winter resorts. Sierra’s personality (or brand) 
is fun, welcoming, quirky, easy/hassle-free, and value-oriented. 
These are some of the qualities we look for when we hire employ-
ees since we know it is the employees who bring this experience 
to life. Every interaction we have with a guest should be thought 
of with the brand personality in mind. So, now that you’re here, 
get your fun on!

Make The Guest Right
If we’ve learned one thing in dealing with people, it’s that “yes” is
always a better answer than “no.” Keep this in mind when you’re
problem solving for our guests. Our “Make The Guest Right”
program and philosophy will show you how to break down
barriers and provide excellent guest service. Your supervisor will
explain the process and give you forms and information. Always
use your best judgment. Make people happy. Get to “yes.”





employee
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opportunity
Employee Relations
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You got a question? We got an answer. This handbook explains our policies and guidelines along with federal employment laws. The
management at your company will provide information on state and local regulations and other information not addressed in these
pages. Please read it. Know it. Own it.

Employment-At-Will
Although we want and encourage you to have fun while you’re
working, there are times when we need to be serious. This is one
of them. This handbook and information does not constitute a
contract or guarantee of employment. Our relationship is “at will”.
That means we can terminate your employment at any time,
for any reason, with or without cause. The same holds true for
you. You can voluntarily terminate your employment at any time,
for any reason. Any changes to an “at-will” employment
agreement must be made in writing and signed by both you and
the General Management. We understand and honor flexibility in
guidelines and policies as a necessary part of doing business in
an ever-changing world. And while those outlined in this book
are valid today, they may change at any time.

Equal Employment
Opportunity, Diversity &
Americans With Disabilities
Act (ADA)
When you do what you love, you love what you do. We’re
committed to getting the best person for the job. Our Company is
an Equal Opportunity Employer that does not discriminate on the
basis of actual or perceived race, color, national origin, ancestry,
sex, gender, gender identity, pregnancy, childbirth or related
medical condition, religion, creed, physical disability, mental
disability, age, medical condition, marital status, sexual
orientation, or any other characteristic protected by federal,
state or local law. We welcome and celebrate diversity. Our
management team is dedicated to this policy with respect to
recruitment, hiring, placement, promotion, transfer, training,
compensation, benefits, employee activities and general
treatment during employment.
 We will endeavor to make a reasonable accommodation to the
known physical or mental limitations of qualified employees with
disabilities unless the accommodation would impose an undue
hardship on the operation of our business. If you need
assistance to perform your job duties because of a physical or
mental condition, please let any manager know.
 Any employee with questions or concerns about equal
employment opportunities in the workplace is encouraged to
bring these issues to the attention of any manager. The Company
will not allow any form of retaliation against individuals who
raise issues of equal employment opportunity. To ensure our
workplace is free of artificial barriers, violation of this policy
will lead to discipline, up to and including discharge.



complaint
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Unlawful Harassment, 
Discrimination and Bullying 
Policy 
With the focus on kindness, making people right and creating 
harmony, it’s probably obvious that our company absolutely 
prohibits any form of unlawful harassment. We want you to 
look forward to coming to work.  Sierra at Tahoe is committed 
to providing a work environment free of unlawful harassment 
and discrimination.  We also prohibit bullying and cyberbullying 
behaviors.

The policy prohibits sexual harassment, harassment, and 
discrimination based on pregnancy, childbirth or related medical 
conditions, race, religious creed, color, national origin, ancestry, 
physical disability, mental disability, medical condition, genetic 
information, marital status, domestic partner status, sex, sexual 
orientation, sex stereotype, gender, gender identity, gender 
expression, age for individuals over forty years of age, and 
military and veteran status and or any other basis protected by 
federal, state or local law or ordinance or regulation. All such 
harassment or discrimination is unlawful. 

Sierra at Tahoe anti-harassment and discrimination policy 
applies to all persons involved in the operation of Sierra at 
Tahoe and prohibits unlawful harassment and discrimination 
by any employee, including supervisors and managers, as well 
as vendors, customers, independent contractors and any other 
persons. It also prohibits unlawful harassment based on the 
perception that anyone has any of those characteristics, or is 
associated with a person who has or is perceived as having any 
of those characteristics. We prohibit unwelcome sexual advances; 
requests for sexual favors, all other verbal, visual or physical 
conduct of a sexual or otherwise offensive nature, especially 
where:

•  Submission to such conduct is made either explicitly or 
implicitly a term or condition of employment,

• Submission to, or rejection of, such conduct is used as the 
basis for decisions affecting an individual’s employment; or

• Such conduct has the purpose or effect of creating an 
intimidating, hostile, or offensive working environment.

While it is not easy to define precisely what types of conduct 
could constitute sexual harassment, examples of prohibited 
behavior include unwelcome sexual advances, requests for sexual 
favors, obscene gestures, displaying sexually graphic videos 
on cell phones, personal computers, company computers or any 
form of media and/or personal social media while on the clock; 
displaying sexually graphic photos from magazines, calendars, 
posters and sending sexually explicit or inappropriate e-mails, 

texts and other verbal or physical conduct of a sexual nature, 
such as uninvited touching of a sexual nature or sexually related 
comments, jokes or offensive language and cover stations. If you 
feel that you have been subjected to conduct which violates this 
policy, you should immediately report the matter to any manager 
or Human Resources.

Open Door Policy &
Complaint Procedure
Let’s talk. The best way of resolving issues is through open
communication. We support an open door policy. Start with your
supervisor. If you don’t feel it is appropriate to discuss your
concern with your supervisor, speak to your department
manager. If necessary, senior management and the General
Manager may become involved. And the door to Human Resources
is always open to help you understand policies and expectations
and to think through and resolve what’s on your mind. Every
employee in our company should be treated with respect. If you
experience any type of harassment or believe you’ve been
treated in an unlawful, discriminatory manner, let management
know immediately, so that we can investigate. If it is determined
that an employee is guilty of harassing another employee,
disciplinary action—which may include termination—will be 
taken. Retaliation against employees for filing complaints or 
assisting with investigations will not be tolerated. Any employee 
filing false complaints or giving false information will also be 
subject to disciplinary action—which may include termination.
We are dedicated to supporting an amicable, enjoyable work-
place. Anything less is a compromise of our principles.

Performance Reviews
How ya doin’? We encourage you to discuss your job performance 
with your supervisor frequently. We find that regular job perfor-
mance reviews give us an opportunity to thank employees for 
jobs well done. Generally speaking, Group 1 employees receive a 
minimum of one performance review a year and seasonal (Groups 
2, 3 & 4) may be reviewed after they’ve worked 200 hours or
by the end of the season. Management may also participate in a
360 degree review. Exit interviews with seasonal employees and
employees changing departments help us determine how to make
our company an even better place to work.
 Please understand that a positive performance evaluation
does not guarantee an increase in salary, a promotion, or
continued employment. Compensation increases and the terms
and conditions of employment, including job assignments,
transfers, promotions, and demotions, are determined by and at
the discretion of management.
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conduct
Workplace Conduct
Each employee plays a role in fostering a positive environment. We all must abide by certain rules of conduct, based on honesty,
common sense and fair play. The following is a list of absolute no-nos. And while it includes many, it doesn’t include all of the
offenses which can lead to disciplinary action or termination;

•  Obtaining employment on the basis of false or misleading 
information.

•  Insubordination or disobedience of a lawful management 
directive.

•  Inexcusable or excessive absence or tardiness or failure to  
follow proper call-in sick, or late procedures.

•  Unsatisfactory performance of or failure to perform job 
duties.

•  Failure to maintain personal cleanliness and hygiene.
•  Violation of drug and alcohol policy.
•  Violation of internet, blog and social media policy.
•  Violation of anti-harassment or equal employment 

opportunity policies.
•  Violation of the communication and computer systems policy 

including misuse of internet, intranet, phones, etc.
•  Violation of our Anti-Workplace Violence policy including, 

threats of violence, carrying a weapon or having unauthorized 
weapons on property.

•  Additionally, fighting, threatening or disrupting the work of 
others or other violations of the workplace violence policy.

•  Sleeping during working hours.
•  Using profane or abusive language; lewd or obscene conduct 

in any situation while on company property; any verbal 
or physical conduct that creates an offensive working 
environment.

•  Violation of our Code of Conduct policy both on and off the 
clock while on the company’s property.

•  Suggesting a tip for any service performed for a guest.
•  Theft, fraud or dishonesty including but not limited to,
  removal of, or unauthorized use or possession of company 

goods, products, records, property or funds, abuse of resort
  privileges or the misrepresentation of facts in reporting
  incidents, time records or describing events. (The company
  may report violations of the law.)
•  Performing work of a personal nature during working time.
•  Walking off the job during an assigned work shift.
•  Inability or unwillingness to work cooperatively and 

harmoniously with other employees.
•  Failure to cooperate with a company investigation.
•  Unsatisfactory guest relations. Being rude or indifferent to a 

guest or fellow employee.

•  Disregard of safety procedures as well as posted safety rules.
•  Failing to disclose on a blog that your views are not 

representative of your company.
•  Disclosure of confidential company information.
•  Failure to follow any of the guidelines in this handbook, or 

violation or disregard for any other rule, procedure or policy 
which is known to the employee through other written or 
verbal communication.

 All employees are employed at-will, and we reserve the right
to impose whatever discipline is appropriate, or none at all, in a
particular instance. Nothing in this handbook should be
construed as a promise of specific treatment in a given situation.
For specific policies, please see Human Resources. We ask that
you use your good judgment and treat others as you would like
to be treated.



development
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A Learning Organization
The more you know, the better you get. So we foster an
environment of curiosity, learning and exploration. We keep our
eyes, ears and hearts open to new ideas—and ways of doing
business that keep us at the top of our game. Because nothing
ventured means nothing gained, we learn from our mistakes,
position ourselves in the place of most potential and move on to
the next great idea.

Building Benchstrength
We plan on making a mark in this world. And we welcome you to
grow with us. So we offer a variety of workshops and classes.
There are too many to list, but here’s a sampling:

Employee Orientation
Designed for new and returning team members to learn what’s
new, what’s expected and what’s in it for you. (All team members)

Weekly Service, Safety & Sales Topics
Fun, refresher training delivered by your peers to keep us
focused on the 3 S’s. Service, Safety and Sales.
(All team members)

Departmental Training
What you need to know about how to do your job better.
(All team members)

Leadership Toolkit
New to supervision or a leadership role? You are invited to a
series of talent development sessions to prepare you for 
management, help you understand your responsibilities and
provide you with the tools you’ll need to be successful.
(Management)

Management & Leadership
Development Topics
You are encouraged to invest in your own growth, development
and self-renewal. We provide the opportunity to participate in a
variety of talent development topics. For example, available
topics listed under the letter “C” include Coaching with Care,
Communication Styles, Creativity and Ideas Workshop, Who
Moved My Cheese and Taking Charge of Change. In addition, you
will learn about the resort’s business plan and how to funnel that
information into your own department’s operating plan.
(Team Members & Management)

Train the Trainer
“Please, not another lecture!” Not in this workshop. This highly
interactive program is designed for participants to discuss and
experience the many ways to learn through guided discovery. Be
a mentor to your peers. Whether you are a first time presenter
or a seasoned veteran, you will develop skills to deliver
information more creatively and professionally.
(Team Members and Management)

Recognition
We want your name here. We have special team member
recognition programs to reward outstanding job performance,
including our Mahalo Star and Moments of Magic. If you want to
rub shoulders with some of the most interesting people on the
planet, come to the fun employee events we host throughout the
year. Talk about movin’ and shakin’! Your company’s bulletin
boards and newsletter will keep you posted.

Talent Development
.  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 

You are encouraged

     to invest in your own

 growth, development

            and self-renewal.
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Pre-employment & Post-
employment Requirements
We’re looking for the best and the brightest. Sometimes that
search requires reference checks, background checks, post-offer
physicals, drug tests and Department of Motor Vehicles checks.
Be truthful on all hire paperwork as falsification of information
can result in disciplinary action up to and including termination.

Employment of Relatives
What’s good for the goose is good for the gander. And the
spouse, mother, father, child, brother, sister, aunt, uncle, cousin,
niece, nephew, in-law, step-relative, grandparent, grandchild and
domestic partner. Working at our company may be all in the
family as long as one employee doesn’t report directly to a
supervisor or manager who is a relative, there is no apparent
conflict of interest and a relative is not in a position to access
sensitive or confidential information regarding another relative.
To avoid this problem, your company may refuse to hire or place
a relative in a position where the potential for favoritism or
conflict exists.
 If employees become related or enter into an intimate
relationship during the course of their tenure (hey, it happens)
and their relationship creates a conflict in supervision, safety,
security or morale, or if a reorganization creates such conflict,
your company may require a shift change, department transfer
or employment termination. It is your obligation to inform your
immediate supervisor or Human Resources if you enter into such
a relationship. Situations will be evaluated on a case by case
basis and adjustments will be made when necessary.
 For the purposes of this policy, a relative is any person who
is related by blood or marriage, or whose relationship with the
employee is similar to that of persons who are related by blood
or marriage. Any exceptions must be approved by the General
Manager and Director of Human Resources.

Employment Of Minors
We gladly employ people under the age of 18 with valid work
permits. The company follows all federal and state laws
regarding the employment of minors. Prior to starting your job,
you must obtain a valid work permit from your local school
district office. State and federal laws may restrict the number of
hours you can work and the type of job you can hold at your
company. Check with your resort’s Human Resources department
for details.

Job Posting
As an equal opportunity employer, we fill positions with the most
qualified candidate for the job. We encourage you to grow with
us and we promote employees from within whenever appropriate.
Job openings are posted in the Human Resources department and
on our website www.sierraattahoe.com.

Departmental Transfers
Want to try something new? Broaden your experience by
checking out another department. Departmental transfers are
generally based on job performance and need. If you’re
interested in applying for a different job, discuss it with your 
manager first, then apply through Human Resources.

Policies & Procedures
.  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 

The most important employment

    prerequisites at our company

 are friendliness, willingness

  and a positive attitude.
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punctuality
Personnel Records
Just the facts, please. If you change your name, address, phone
number, marital status, tax status, emergency contact or other
important fact of your life, please notify Human Resources. HR
also needs to know of any specialized training or skills you may
acquire in the future, and changes to any required visas.

Unreported changes of address, marital status, etc. can affect
your withholding tax and benefit coverage. It would not be
helpful in urgent situations to find that your emergency contact
or personal information is out of date.
 You can review your file by making an appointment during
regular business hours. Copies of documents can be provided
with the approval of the Director of Human Resources. All
personnel files are confidential and except to satisfy legal
requirements like subpoenas and requests from government
agencies, we do not release any information outside your
company without your written approval.

Letters Of Recommendation
Letters of recommendation and references are handled
exclusively by Human Resources. Your written authorization is
required to release any information other than your hire and
termination dates and the title of the position you held at
termination.

Attendance & Punctuality
It’s pretty basic. Be here when you’re scheduled to be and show
up on time, alert and ready for action. We’re counting on you. If
you’re sick or are going to be late, let your supervisor know at
least one hour before your scheduled start time. Calling into a
co-worker, leaving a voicemail or text message is not sufficient
or acceptable protocol. Unnecessary absences and lateness are
expensive, disruptive and place an unfair burden on your fellow
employees and your supervisor. We expect excellent attendance
from each of you. Excessive absenteeism or tardiness will result
in disciplinary action up to and including discharge. Sierra is an
excellent place to work and many people apply for jobs with us.
We want people who want to be here. We consider absences of
two consecutive working days without notification abandonment
of employment and voluntary resignation. Absences of three
days due to sickness or injury may require a doctor’s notice. We
work in geographic areas affected by challenging weather (we
can’t bring ourselves to call snow “bad”) and slow traffic, so plan
ahead to avoid being late. Guests arrive, snow or shine. You
should, too.

Hours Of Work
Time is money. The hours you work depend upon your job and the
department in which you work. In the recreation industry, we
operate seven days a week, including weekends and holidays.
Weather and business level fluctuations preclude us from
guaranteeing hours. It’s your responsibility to check the
schedule or ask your supervisors about working hours. All
schedule changes must be cleared with your supervisor. It’s
important that you are at your workstation on time and “clock in”
at the start of your shift and “clock out” immediately after your
shift, or when you are no longer on duty. “Clock in and out” refers
to punching in or out, or signing in or out, depending on your
department’s time keeping system. If you are unable or forget to
clock in or out, see your supervisor immediately. Your supervisor
must approve early departure or overtime for any reason. Please
clock in and out for yourself only. Any falsification of records or
failure to comply with taking responsibility for time-keeping
may result in disciplinary action, up to and including
termination.
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Breaks & Reporting Time Pay
Gimme a break. Actually give me two 10-minute breaks each day
or a 10-minute break for every four hours worked. You will be
paid for these rest breaks.
 In accordance with State law, you may also receive a 30-
minute meal period if you work more than five consecutive hours
per day. And if you work more than 10 consecutive hours per day
you may be provided with a second meal period of at least 30
minutes. You are not permitted to waive your lunch break or add
your 10 minute breaks to it. Your supervisor will require you to
clock in and out for your lunch break. Your manager or
supervisor will schedule your meal period. It is important that
you return to work promptly at the end of your meal period.
 You may be compensated for “Reporting Time Pay” for shifts
not completed due to business, weather and other circumstances
in accordance with state and federal law. To ensure that you are
paid properly for all shifts and that no improper deductions are
made, review your pay stubs promptly to identify and report all
errors. Human Resources can explain specific policies.

Delivery of Employee Pay
on Paydays
Show me the money. You’ve earned it. There are two delivery
methods from which to choose; Direct Deposit or a paper
paycheck. Already have a bank account? You may choose Direct
Deposit where your pay is electronically delivered to your
existing bank account. Your detailed payroll stub will be
delivered electronically via a secured website. No need to make a
trip. Paper paychecks will be made available for pick up in the
Human Resources department after 4:00 p.m. on each scheduled
payday. Scheduled paydays are every other week (or more
frequently as required by state law). The payroll stub will reflect
wages earned the previous two work weeks (or one work week as
required by state law) from Saturdays at 12:00 a.m. through
Fridays at 11:59 p.m. Payroll advances are not permitted and you
are not able to cash payroll checks at company locations.
 Your payroll stub itemizes deductions made from your gross
earnings. By law, we are required to make deductions for Social
Security, federal income tax and any other appropriate taxes.
These required deductions also may include any court-ordered
garnishments. Your payroll stub will also differentiate between
regular pay received and overtime pay received.

 If you lose your paycheck, you must complete a lost paycheck
form to initiate the stop-payment process and you may be
assessed a stop-payment fee. This process generally takes 5 to
10 business days. Report any lost paychecks or other payroll
issues directly to your supervisor or your Human Resources
department and they will work with the payroll group to resolve
any issues.
 If you believe there is an error in your pay, bring the matter
to the attention of your supervisor or the Human Resources
department immediately so we can resolve the matter quickly
and amicably.
 Your paycheck will be given only to you, unless you request
that it be mailed.
 Direct Deposit is the fastest and most convenient way for you
to receive your pay. For more program and enrollment
information regarding these programs, please check with the
Human Resources department.

Overtime and Double-Time
(in California only) Guidelines
Like most successful companies, we experience periods of
extremely high activity. During these busy periods, additional
work is required from all of us. Your supervisor is responsible
for monitoring business activity and requesting that you work
overtime when it is necessary. When possible, you will be
provided with advance notice.
 Non-exempt employees (those paid on an hourly basis) may
be entitled to overtime pay. Overtime pay is one-and-one-half
times the regular rate of pay for hours worked over eight per
day. Employees also will be paid one-and-one-half times their
regular rate of pay for hours worked over 40 hours per week.
California employees who work more than 12 hours per day will
be paid double their regular rates of pay. During the winter
seasons, companies that operate ski establishments must pay
overtime after 10 hours in a day and 48 hours per work week as
required by California state law. During the winter season in
California, double-time is not applicable unless you have
worked seven consecutive days within the same pay
period, and you exceed 8 hours on the 7th day.
 Daily and weekly overtime and double-time will be paid
according to state law. Overtime must be approved by your
manager prior to working the overtime hours. If you hold two or
more positions at your company or resort, the combined hours
are treated as one job for the purpose of overtime.

For purposes of calculating overtime for non-exempt 
employees, the workweek begins on Saturday and ends on Friday.
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appearance
Leaving The Company
There may come a time when we have to part company. Like the
end of each season, when most seasonal employees are outta
here. As you know, we depend on the good graces of Mother
Nature for our business. And when the lady is uncooperative, it
can create unforeseen layoffs. There are other reasons for us
going our own ways (we’ve listed a few), but we expect your
tenure to be a mutually satisfying and a wonderful experience. If
you decide to leave your job, please discuss it with your manager
prior to your departure to schedule your final day and checkout.
A two-week notice before leaving is always appreciated. When
you separate from your company for any reason, all company
property including, but not limited to, keys, security cards,
parking passes, laptop computers, fax machines, uniforms, etc.
must be returned at separation. You should also return all
company confidential information upon separation. To the extent
permitted by law, you will be required to repay your company for
any lost or damaged company property. Your final check and
information regarding unemployment benefits will be made
available in Human Resources.
 We hope our parting words to you are “Y’all come back now,
ya hear?” Your performance and attitude determine your
eligibility to be rehired the following season. The decision to
rehire a former employee is made on an individual, case-by case
basis when there is an opening for which you are qualified. You’ll
need to complete an employment application, be interviewed and
recommended by Human Resources for rehire. As noted
previously, all employees are employed at-will and nothing in
this handbook changes that status.

Grooming &
Appearance
The whole reason we’re in business is to provide memorable
experiences for our guests. This experience begins even before
they reach the parking lot through images and messages created
by our marketing department and through “the word on the
street.” We have a reputation for exceptional quality in every
aspect of our products and services—from our great mountain
and food to sensational snow and staff. It’s a fact, when you look
good, you feel good. And when you feel good,
you shine.

Cleanliness Of Facilities
Imagine your mother-in-law walking through your house with a
white glove. Now imagine that it’s you and you’re walking
through your workplace. We expect you to keep your work
environment neat, clean and professional looking and to take
action or inform others if you see an area that needs some
attention. Using a clean bathroom or public area is a whole lot
nicer than the alternative. Like mom used to say, “Leave things
nicer than you found them.”

Personal Grooming
When you look good, we look good. You’re expected to show up
for work clean and well-groomed, with hair and uniform to
match. Enough said.

Uniforms
Uniforms make identifying staff easy for our guests. They say
“helpful, friendly employee over here!” If you’re working, you
need to be flying our colors by wearing your uniform. We
designed them to be warm and comfortable and stylish, too. You
are responsible for keeping your uniform clean and wrinkle free.
Depending on your position, you may be issued returnable
uniform items such as jackets, pullovers, shirts, vests, fleece or
pants. You may wear your own pants as long as they are
consistent in color with uniform guidelines, full length and
regular size; no pants fitting too tightly, excessively baggy, too
long, low or too short. Issued uniforms are to be returned at the
end of your employment. Be sure to check the number of the
items issued to you as you are responsible for returning the
same items you checked out. Unreturned items will be reported
as stolen property to local law enforcement.
 All clothing must be in good condition, not badly faded or
tattered. Footwear must be safe and appropriate for your job.
During the summer months, shorts may be permitted in some
positions. Uniforms are to be worn on duty only. You may be
asked to change out of issued jackets or pants before free skiing
or participating in other personal activities on or off company
property. Uniform jackets and name tags are absolutely not
permitted while socializing in bars or while drinking alcohol or
using tobacco products. Please don’t wear any other company’s
promotional clothing while you’re on the job.

Name Tags
Face it, people are going to want to know your name. Enter the
name tag. Be sure to wear yours at all times when at work. If you
lose your name tag, notify your manager to order a replacement.
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privileges

Employee Resort
Identification & Pass
Your employee resort I.D. will be issued when you start work.
This picture I.D. is your passport to benefits and privileges at
Sierra. Keep in mind that you must have your employee I.D. with
you to take advantage of any of the benefits and privileges
offered. All employees must sign a liability release before using
employee privileges. All employees (except those with “on-call”
status) receive an I.D. card. “On-call” employees receive
privileges on a per-shift worked basis. Your dependents may also
be eligible for privileges. A dependent is defined as a spouse,
qualified domestic partner or a legal dependent 21 years or
younger. The Human Resources department can provide specific
information.

Skiing & Snowboarding
We work hard and we play hard. Your employee I.D. may allow

you to ski or snowboard free of charge. While enjoying your
privileges, you are expected to represent your company in a
positive manner and observe “Your Responsibility Code” as listed
in the safety section of this handbook. Letting someone else use
your I.D. is considered an abuse of this privilege and may result
in disciplinary action including suspension of privileges or
termination of employment. We expect you to “do the right thing”
on and off the hill. Employees unable to perform normal work
duties due to illness, injury, personal business or other reasons
will not be allowed to use skiing, snowboarding or other
privileges until they return to work. Employees separated for
reasons other than being laid off must surrender their season
pass as well as any dependent passes at that time. Please don’t
wear your uniform when enjoying our mountain while you’re off- 
duty. Your company will provide specific information on
employee I.D. and pass privileges.

Sierra has a policy regarding complimentary tickets. The 
number of complimentary or discounted tickets may vary, and
are good only for the current season. These vouchers are for
your personal use or for friends and family and are not to be 
resold.

Privileges Overview
.  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 

We believe working with you is in and of itself beneficial and a privilege. And to make it an even better proposition we offer a
competitive privilege package. You deserve it. And we’re happy to make it available. Employees are eligible for privileges according 
to an assigned employee group status. Benefit-qualified employees accrue and are eligible for benefits when active (working regular 
hours) and not during periods of unpaid leave or after termination. Being designated a particular group status does not imply future or
continuous employment. Although privileges may change, we offer the following guidelines. Please refer to your company’s specific
information. We can’t predict the future, so we reserve the right to amend or terminate any or all benefits and/or privileges without
notice. If you have specific questions about any of our benefit or privilege plans, please contact the Human Resources department.
Unless otherwise stated, all benefits and privileges are for the employee only, apply at Sierra only and are subject to change at any 
time without notice. Following are examples and summary descriptions of privileges that may be offered.

   Please do not wear your

 uniform when enjoying

  our mountain while

   you are off-duty.
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Discounts & Free Skiing
At Other Ski Resorts
They say you have to kiss a lot of toads before you find your
handsome prince. So go out there, sample the other ski resorts.
Some may be charming. Others smart. Bring the ideas from the
best ones home to us. In the industry it’s known as
“benchmarking.” And the ideas we get just may help us to become
even more attractive to our guests. Many ski resorts will offer a
discount to our employees. Present a letter of introduction with
your employee I.D. to receive any discounts offered. Letters of
introduction and more details can be obtained at your Human
Resources office. When visiting another resort please abide by
their regulations and guidelines. You are an ambassador of
Sierra when you use this privilege. Have fun, but remember who
loves ya.

Ski & Snowboard Lessons
That’ll teach you. Employees with a valid employee I.D. may join a
group lesson for skiing, snowboarding or cross-country
depending on availability of space in the class. Check with Ski
and Snowboard School for specific privileges and pricing details.

Ski & Snowboard Rentals
Discounted ski and snowboard equipment rentals may be
available. Check with the rental shop for specific privileges and
pricing details.

Food & Beverage
Eat, drink and save money. You can receive a discount on food
and non-alcoholic beverages at Sierra with a valid employee I.D.
This discount is for your use only (not for friends or family). This
discount may not be available during peak lunch periods and is
not valid on alcoholic beverages at any location.

Retail
The retail shop may offer employee discounts on regularly priced
merchandise. They may also offer special deals and additional
discounts. Just present your employee I.D. when you make your
purchase. Watch your bulletin boards and resort newsletter for
details.

Local Merchants
What’s the big deal? Look no further than your local merchants.
Many offer discounts to our employees with proper identification
or coupons. Human Resources has a list of local “partners” and
their offers.
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bennies

Employee Benefit Group
Status
Employee Benefit Groups are defined as the following:

GROUP 1 - FULL-TIME YEAR-ROUND
Group 1 eligibility requirements are as follows:

1.  All full-time, year-round (FTYR) employees who are regularly 
scheduled to work, without a consecutive (4) four week break 
in service, for the Plan Sponsor or an affiliated company for 
at least thirty (30) hours per week and scheduled to work a 
minimum of fifteen hundred sixty (1560) hours per benefit 
plan year.

2.  All part-time, year-round (PTYR) who are salaried employees 
or supervisor and above level employees (hourly or salaried) 
of the Plan Sponsor or an affiliated company who work at 
least one thousand (1000) hours per benefit plan year, 
without a consecutive four (4) week break in service during 
the benefit plan year.

GROUP 2 - FULL-TIME RETURNING SEASONAL
Group 2 employees may be either salaried or hourly and includes
those employees who are returning for one or more consecutive
seasons. This group includes rehires who are scheduled to work 
24 hours or more a week on a seasonal basis.

GROUP 3 - FULL-TIME NEW SEASONAL
Group 3 employees may be either salaried or hourly and includes
those employees who are new to the Company (or returning back
after a break in service of more than 1 year). This group includes
new hires who are scheduled to work 24 hours or more a week on 
a seasonal basis.

GROUP 4 - ON-CALL AND/OR PART-TIME
“On-call” employees have no regular schedule and are not eligible
for privileges described below except on a per shift basis. Group 
4 employees may also include employees who are either new or
returning to the Company on a part-time (scheduled less than 24
hours per week) or on-call basis.

Health Insurance
GROUP 1 STATUS:
Sierra-at-Tahoe is proud to offer a comprehensive and competi-
tive package of group and supplemental benefits programs to 
Group 1 employees.

GROUP 2, 3 & 4 STATUS:
The Health Insurance Marketplace is designed to help you find 
health insurance that meets your needs and fits your budget.  
The Marketplace offers “one-stop shopping” to find and compare 
private health insurance options. Visit Healthcare.gov,    
CoveredCA.com, or the Employee Services office for more 
information. We encourage all employees to obtain coverage 
under some type of medical insurance plan.

Benefits Overview
.  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 

In addition to good working conditions and competitive pay, it is our choice to provide a combination of creatively designed group and
supplemental benefits to eligible employees. We are constantly studying and evaluating our benefits programs and policies to better
meet your present and future needs. What follows is an outline of eligibility groups, benefits programs, guidelines and summary
information.

The descriptions of the insurance and other plan benefits highlight certain aspects of the applicable plans for your general
information only. The details of those plans are spelled out in the official plan documents, which are available for review upon your
request from the Human Resources department. Additionally, the provisions of the plans, including eligibility and benefits provisions,
are summarized in the summary plan descriptions (“SPDs”) which may be revised from time to time. The terms and language of the
official plan documents shall govern all matters related to plan administration and any descriptions of the plans, including the SPDs 
and this handbook.

While it is our intention to maintain these employee benefits, we reserve the absolute right to modify, amend or terminate these
benefits at any time and for any reason. If you have any questions regarding benefits or eligibility for benefits, please contact your
company’s Human Resources department.
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Retirement - 401(k) Plan
It’s never too early to plan your future. Sierra-at-Tahoe offers a
401(k) program that enables eligible employees to start saving
for their retirement. You are eligible to enroll upon specified
enrollment dates in January and July each year if you are 21
years of age or older, have 12 months of service and 1000 hours
of work within those 12 months of service. Once enrolled, you
may choose to invest in a variety of options. Sierra may match a
portion of your contributions. Complete details of the 401(k)
plan, as well as educational materials on your investment
options, are available from the Human Resources department.

Jury Duty
We’ll help you answer the call of jury duty. All employees will be
allowed time off to perform such civic service as required by law.
You are expected, however, to provide proper notice of your
request to perform jury duty and with your verification of
service. You also are expected to keep management informed of
the expected length of your jury duty service and to report to
work for the major portion of the day if you are excused by the
court. If the required absence presents a serious conflict for
management, you may be asked to try to postpone your jury
duty. Employees in Benefit Group 1 are granted a maximum of 15
days of paid jury duty leave per year and exempt employees will
be paid their full salary for any week in which they perform any
work. All other employees will be compensated for lost pay in
accordance with state law. If you are excused from jury duty
early or are not required to be present in court, notify your
supervisor and get back to your other duty, your job!

Voting
Get out and vote! In the event that you do not have sufficient time 
outside of working hours to vote in a statewide election, you may 
take off sufficient working time to vote. This time should be taken 
at the time of day that is least disruptive time to guest service that 
allows the most free time for voting and the least time off from work.

Bereavement
We recognize the importance of attending to family matters
when someone in your immediate family passes away. Immediate
family includes spouse, domestic partner, son, daughter, sister,
brother, mother, father, mother-in-law, father-in-law,
grandparents, grandchild or other relative living in your
residence. We try to be flexible about the amount of time you
take off. We will compensate you for lost pay up to a maximum of
three scheduled working days. Time-off forms should be
completed by the employee and signed by the manager prior to
absences for bereavement.

State Unemployment Benefits
Due to the seasonal nature of our business, you may be 
concerned about unemployment benefits. To apply for 
unemployment, call your state’s Employment Department. 
Employees leaving in good standing may be referred to other 
summer jobs. Employees who lose their jobs because of 
business conditions including end of season termination may be 
eligible to collect unemployment insurance until they find other 
employment. Employees who quit without good cause or are 
discharged for misconduct or refusing an offer of suitable work 
are not eligible to collect unemployment insurance.

Employee Assistance Program
(E.A.P.)
We all have difficult life situations to cope with at times, so we’ve 
contracted with Cigna to provide an employee assistance program 
(EAP). The EAP is a totally confidential service to help you address 
problems that interfere with a healthy, happy lifestyle, i.e., 
alcohol and drug abuse, marital and family issues, emotional and 
financial difficulties, concerns about child and elder care, legal 
issues, and pre-retirement concerns. Call the 24-hour toll-free 
hotline for more information at 1.800.538.3543.

Paid Sick Leave 
Unless exempt, the employee is entitled to minimum requirements 
for paid sick leave under state law which provides that an employee:

•  May accrue paid sick leave and may request and use up to  
3 days or 24 hours of accrued paid sick leave per year.

•  May not be terminated or retaliated against for using or 
requesting the use of accrued paid sick leave.

•  Has the right to file a complaint or against an employer who 
retaliates or discriminates against an employee for:
1.      Requesting or using accrued sick days;
2.      Attempting to exercise the right to use accrued paid 

sick days;
3.      Filing a complaint or alleging a violation of Article 1.5 

section 245 et seq. of California labor code;
4.      Cooperating in an investigation or prosecution of 

an alleged violation of this article or opposing any 
policy or practice or act that an investigation or act 
that is prohibited by Article 1.5 section 245 et seq. of 
California labor code.

Employee accrues paid sick leave pursuant to the employer’s 
policy which satisfies or exceeds the accrual, carryover, and use 
requirements of Labor Code 246.
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absence

Family and Medical Leave Act
(FMLA) and California’s Family
Rights Act (CFRA)
Under the federal Family Medical Leave Act (and the California
Family Rights Act), you may be eligible to take up to twelve (12)
weeks of unpaid family/medical leave within any 12-month
period and be restored to the same or an equivalent position
upon your return from leave (subject to the terms of the Family
and Medical Leave Act (FMLA) and the California Family Rights Act
(CFRA)) provided you: (1) have worked for the Company for at
least twelve (12) months and a total of at least one thousand,
two hundred and fifty (1,250) hours in the last twelve (12)
months; and (2) are employed at a worksite that has fifty (50) or
more employees within seventy-five (75) miles. The 12-month
period is a rolling 12 months and will be measured backward
from the date an employee uses any FMLA leave.

Reasons for Leave. Eligible employees may take
family/medical leave for any of the following reasons: (1) the
birth of a son or daughter and in order to care for such son or

daughter; (2) the placement of a son or daughter with you for
adoption or foster care and in order to care for the newly placed
son or daughter; (3) to care for a spouse, domestic partner, son,
daughter, or parent (“covered relation”) with a serious health
condition; or (4) because of your own serious health condition
which renders you unable to perform any of the essential
functions of your position.

For comprehensive information regarding giving notice of
intention to take FMLA and/or CFRA, required medical
certification, requirements for reporting in while on leave, paid
vs. unpaid leave, medical and other benefits, intermittent and
reduced schedule leave, returning from leave, exemption for
highly compensated employees, and Domestic Partners and
Service Member FMLA, ask for a copy of the entire policy in the
Human Resources office.

Pregnancy Disability Leave
in California Only
If you are disabled by pregnancy, childbirth or related medical
conditions, you are eligible to take a pregnancy disability leave
(PDL). If you are affected by pregnancy or a related medical
condition, you are also eligible to transfer to a less strenuous or
hazardous position or to less strenuous or hazardous duties, if
such a transfer is medically advisable and can be reasonably
accommodated. In addition, if it is medically advisable for you to
take intermittent leave or work a reduced schedule, the Company
may require you to transfer temporarily to an alternative
position with equivalent pay and benefits that can better
accommodate recurring periods of leave.

The PDL is for any period(s) of actual disability caused by
your pregnancy, childbirth or related medical condition up to
four (4) months (or eighty-eight (88) work days for a full-time
employee) per pregnancy.

For comprehensive information regarding giving notice of
intention to take PDL, required medical certification, 
requirements for reporting in while on leave, paid vs. unpaid 
leave, state disability insurance in California, medical and other 
benefits, intermittent and reduced schedule leave, and returning 
from leave, ask for a copy of the entire policy in the Human 
Resources office.

Leaves of Absence
.  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 

Leaves of absence are granted for a variety of professional and personal reasons. All leaves of absence are subject to the written
approval of the Human Resources Director and your department manager.
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Paid Family Leave Benefits
in California Only
California employees who are off work to care for a child,
spouse, parent, or registered domestic partner with a serious
health condition, or to bond with a new child, may be eligible to
receive benefits through the California “Paid Family Leave” (PFL)
program, which is administered by the Employment Development
Department (EDD).

Generally there is a waiting period during which no PFL
benefits are available. The EDD can provide additional
information about any applicable waiting period.

If you need to take time off work to care for a child, spouse,
parent, or registered domestic partner with a serious health
condition or to bond with a new child please advise the Human
Resources department, and you will be given information about
the EDD’s PFL program and how to apply for benefits.

While on “PFL” you are not guaranteed job reinstatement
unless you qualify for such reinstatement under federal or state
family and medical leave laws.

Any time off for Paid Family Leave purposes will run
concurrently with other leaves of absence, such as Family and
Medical Leave and California’s Family Rights Act if applicable.

Personal Leave
If you are ineligible for any other leave of absence, Sierra-at-
Tahoe, under certain circumstances, may grant you a personal
leave of absence without pay. A written request for a personal
leave should be presented to management at least two (2) weeks
before the anticipated start of the leave. If the leave is requested
for medical reasons and you are not eligible for FMLA or CFRA (in
California), medical certification also must be submitted. Your
request will be considered on the basis of staffing requirements
and the reasons for the requested leave, as well as your
performance and attendance records. Normally, a leave of
absence will be granted for a period of up to thirty (30) days.

During leave, benefit eligible employees will not earn
vacation, personal days or sick days. We will continue your
health insurance coverage during your leave if you submit your
share of the monthly premium payments in a timely manner,
subject to the terms of the plan documents.

Upon completion of your personal leave of absence, Sierra
will attempt to return you to your original job, or to a similar
position, subject to prevailing business considerations.
Reinstatement is not guaranteed.

Failure to advise management of your availability to return to
work, failure to return to work when notified, or your continued
absence from work beyond the time approved by your company
will be considered a voluntary resignation of your employment.

For more information, ask for a copy of this policy in the
Human Resources office.
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time off
Military Leave
If you are called into active military service or you enlist in the
uniformed services, you will be eligible to receive an unpaid
military leave of absence. To be eligible for military leave, you
must provide management with advance notice of your service
obligations unless you are prevented from providing such notice
by military necessity or it is otherwise impossible or
unreasonable for you to provide such notice. Provided your
absence does not exceed applicable statutory limitations, you
will retain reemployment rights and accrue seniority and
benefits in accordance with applicable federal and state laws.
 If you are required to attend yearly Reserves or National
Guard duty, you can apply for an unpaid temporary military leave
of absence not to exceed the number of days allowed by law
(including travel). You should give management as much advance
notice of your need for military leave as possible so that we can
maintain proper coverage while you are away.
 For more information, ask for a copy of this policy in the
Human Resources office.

Rehabilitation Leave
Our company is committed to providing assistance to our
employees to overcome substance abuse problems. If you wish
to voluntarily enter and participate in an alcohol or drug
rehabilitation program, your company may provide reasonable
accommodation which may include time off without pay or an
adjusted work schedule, provided the accommodation does not
impose an undue hardship. You may also use accumulated sick
days, if applicable, for this purpose.
 Please pursue this option before work related performance or
conduct issues arise. Your intention to enter rehab does not
negate any stage of corrective action or termination for violation
of workplace standards based on your behavior prior to your
participation in such a program.
 You should notify Human Resources if you need such
accommodation. Your company will take reasonable steps to
safeguard your privacy with respect to the fact that you are
enrolled in an alcohol or drug rehabilitation program.

For more information, ask for a copy of this policy in the 
Human Resources office.

Time Off for Volunteer
Firefighters
Thank you for keeping us safe. If you are a volunteer firefighter
you are permitted unpaid time off, not to exceed fourteen (14)
days per calendar year, for the purpose of engaging in fire or law
enforcement training. Please let your supervisor know a leave is
necessary as soon as you have been made aware that you are
needed.
 For more information, ask for a copy of this policy in the
Human Resources office.
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communicate

Bulletin Boards
Stay in the loop. Important notices and items of general interest
are continually posted on bulletin boards. Make it a practice to
review new information frequently to keep up with what is current
at your company. To avoid confusion, please do not post or 
remove any material from the bulletin board. All materials 
must be approved in advance through the Human Resources 
department.

Solicitation & Distributions
To avoid distraction from serving the guest, employees are
prohibited from soliciting and collecting money for memberships,
pledges and subscriptions and other forms of soliciting during
working time. Think of that telephone call you get just as you sit
down to dinner. Be considerate of your fellow employees. You are
free to do so during breaks or meal periods.

Non-employees may be permitted to post housing 
information and selected items for sale on a community bulletin 
board or other space provided by management when approved in 
advance by the Human Resources department.

Distribution of advertising material, handbills, printed or
written literature of any kind at your company is prohibited at all
times. Distribution of literature or material by non-employees on
company premises is prohibited at all times.

Personal Cell Phones, Wireless
Handheld Devices, Computers
& Portable Media Players
For your safety, and the safety of those around you, the use 
of cell phones, iPods, other types of MP3 players and wireless 
handheld devises for personal use are not allowed to be turned 
on during work hours. You may use them during your breaks and 
meal periods away from your work station.

Disregard of this policy during work hours will result in
disciplinary action up to and including termination. Personal
emergency phone calls should be handled through the company 
phone system when possible. Anti-Harassment and Zero 
Tolerance Policies regarding Drugs & Alcohol & Violence apply to 
personal cell phones, wireless hand-held devices, computers and 
portable media players.

Camera/Camera Phones/
Recording Devices
Because we are sensitive to the potential for issues such as
invasion of privacy and sexual harassment, you are asked not to
use the camera function of your cell phone (or any type of still or
moving picture camera) while on company property unless you 
are recording images related to a suggestion for improvement or
images that benefit your company. Cell phones should be used
only during breaks and should never interfere with serving the
guest during the course of your shift.

The use of tape recorders and other types of voice recording
devices anywhere on company property, including to record
conversations or activities of other employees or management, 
or while performing work is strictly prohibited, unless the device 
was provided to you by your company and is used solely for 
legitimate business purposes.

Communication
.  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 

Talk to us. The doors to managers, Human Resources and senior management are always open. You are the eyes and ears of our
organization and through you, we learn how to improve. You have a voice and we welcome your thoughts, suggestions and concerns.
We may ask that you participate in an employee climate survey as they provide valuable insight into planning for the future. Bulletin
boards, newsletters, and memos are a few of the avenues we use to communicate with our staff. Company information is confidential 
and we ask that you maintain the confidentiality of your company’s material.
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Use of Communication and
Computer Systems
Sierra-at-Tahoe communication and computer systems are
intended for business purposes and may be used only during
working time; however limited personal usage is permitted if it
does not hinder performance of job duties or violate any other
Company policy. This includes voice mail, e-mail, personal
computers, phones and Internet systems. Users should have no
legitimate expectation of privacy in regard to their use of
company systems.

Company management may access voice mail, e-mail and
Internet systems and obtain communications within the systems,
including past voice mail and e-mail messages, without notice to
users of the system, in the ordinary course of business when
deemed appropriate to do so. Further, management may review
Internet usage to ensure that such use with Company property,
or communications sent via the Internet with Company property,
is appropriate. The reasons for which management may obtain
such access include, but are not limited to: maintaining the
system; preventing or investigating allegations of system abuse
or misuse; assuring compliance with software copyright laws;
complying with legal and regulatory requests for information;
and ensuring that Company operations continue appropriately
during an employee’s absence.

Management may store electronic communications for a
period of time after the communication is created. From time to
time, copies of communications may be deleted.

The Company’s policies prohibiting harassment, in their
entirety, apply to the use of the Company√’s communication and
computer systems. No one may use any communication or
computer system in a manner that may be construed by others
as harassing or offensive based on race, national origin, sex,
sexual orientation, age, disability, religious beliefs or any other
characteristic protected by federal, state or local law. Since the
Company’s communication and computer systems are intended
for business use, these systems may not be used to solicit for
religious or political causes or outside organizations.

Further, since the Company’s communication and computer
systems are intended for business use, all employees, upon
request, must inform management of any private access codes or
passwords. Unauthorized duplication of copyrighted computer
software violates the law and is strictly prohibited. No employee
may access, or attempt to obtain access to, another employee’s
computer system without appropriate authorization.

In summary, company phones, computers, e-mail, Internet,
instant chat programs, and voice mail systems are to be used for
Sierra-at-Tahoe business. Documents and messages are
considered company property. Computer software developed by
employees or contract personnel on behalf of the Company, or
that is purchased for the use of the Company, is Company
property. We expect you to maintain the confidentiality of
company messages and information. Misuse of these systems
will result in disciplinary action, including termination.

Company management may access voice 
mail, 

e-mail and internet systems and obtain

communications within the systems.
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websites
Blogs & Social Website
Communications
Blogs, personal websites, social websites, web logs and blogs
are popular outlets for self-expression in Internet culture. We
respect the right of employees to use these mediums during
their personal time. Because our guests regard our team
members as ambassadors of their companies we require that if
you post comments or content or author a blog that you disclose
that your views do not represent those of your company or
resort and that you are not a representative of your company or
resort. Your position is one of trust and confidence, you are to
respect the privacy of trade secrets and confidential and
proprietary business information of the organization and its
guests, contractors and others with whom the company has a
relationship. For the entire policy, please visit the Human
Resources department.
 We respect the right of any employee to maintain a blog.
However, to protect the Company’s interests and ensure that we
all focus on our job duties, employees must adhere to the
following rules:

1.  Employees may not post on a blog, personal website, or 
social media site during work time with company equipment.

2.  Employees may not post on a blog, personal website, or 
social media site during work time on their own personal 
devices unless they are off the clock, out of sight of the 
guest.

3.  All rules regarding confidential information apply in full to 
blogs. Any information that cannot be disclosed through a 
conversation, a note or an e-mail also cannot be disclosed in 
a blog.

4.  Any conduct which under the law is impermissible if 
expressed in any other form or forum is impermissible if 
expressed through a blog.

5.  Employees must follow all company anti-harassment 
guidelines and be mindful of their posts on blogs, personal 
websites, and social media sites including but not limited to 
Twitter, Facebook, MySpace, LinkedIn, and any other form of 
social networking sites not named.

 Further, we encourage all employees to contemplate the
speed and manner in which information posted on a blog can be
relayed and often misunderstood by readers. Thus, subject to the
limited restrictions above, while an employee’s free time is
generally not subject to any restrictions, we urge all employees
to not post information regarding your company or their jobs
which could lead to morale issues in the workplace or which
could detrimentally affect your company’s business.

Media Inquiries & Logos
All media inquiries must be referred to the Marketing
Department or to the General Manager. Employees should not
answer questions from the media. We appreciate your
understanding of this policy; it’s to protect the best interests of
all of us. Resort and company logos cannot be used without
written permission. Please contact the Marketing Department for
details.

Lost & Found
Employees and guests alike are grateful for the recovery of their
belongings, so each resort and company has a designated Lost &
Found area. You are required to turn in Lost and Found items
immediately, during, before or after your shift. If you do not
immediately turn in Lost and Found items to the appropriate
location, it may result in disciplinary action up to and including
termination. Please confirm with your supervisor or manager of
the location of the Lost & Found at your resort or company.

All rules regarding

confidential information apply

in full to blogs.
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Missing Persons
Everyone of us, at one time or another, has been lost. You know
the panic. That sinking feeling in your stomach. It’s not exactly
“fun.” Anyone reporting a missing person at a resort should be
directed to the Guest Services Center, Security and/or Ski Patrol
with the utmost kindness and consideration. This may include a
phone call or escorting the guest to where he or she can receive
assistance. Lost children may need extra attention. And so may
their parents. True North Direction, i.e., kindness and
compassion, is the name of the game here.

Employee Parking
You may have access to free shuttle transportation to and from
work. If you drive to work you may be asked to park in
alternative sites in order to accommodate guests on weekends
and holidays, and other days designated by management. When
parking, please take precautions to make your car visible to road
maintenance and snow removal personnel and respect parking
attendant instructions. Better yet, share your ride to work. It
saves on emissions, parking space, traffic and supports our
commitment to the environment. Check with the Human Resource
department for more information about carpool or rideshare
programs in the local area.

Pet Free Workplace
It may be a dog-eat-dog world, but it’s a pet-free workplace.
Employees are not permitted to bring animals on company
property with the exception of service animals for individuals
with disabilities or approved search and rescue dogs. This rule
includes parking lots, too. Please leave your pets at home.

Smoking
Smoking stinks. That’s why the use of tobacco products is strictly
prohibited while you’re working, or in the workplace. This
includes company vehicles, equipment and issued uniform items.
If you smoke, bring a personal jacket for use during breaks.
Employees who wish to use tobacco products during breaks must
do so in designated areas only. In accordance with state and
federal law, minors are not allowed to smoke.

Personal Property
While it is our intention to hire only honest and trustworthy
people, your company cannot assume liability for your personal
property while at work. Employees should not leave personal
property unattended or on site without realizing their liability.
Some examples are personal skis, boots, clothing, computers,
cell phones, etc. Lockers may be assigned to some employees for
temporary storage of ski equipment and clothing. We can’t,
however, reimburse employees for damage to or loss of property
on the premises.

In the event of a theft, report the loss to your supervisor
immediately. We will investigate and may notify local law
enforcement agencies of the loss. Stay alert and always take
precautions to prevent theft from occurring to you.
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procedures
Weapons & Workplace
Violence
All we are saying is give peace a chance. Violence, threats of
violence and intimidation have no place at our resort. We have a
strong commitment to providing a safe workplace. The purpose
of this policy is to minimize the risk of personal injury to
employees and damage to company and personal property.
 We do not expect you to become an expert in psychology or to
physically subdue a threatening or violent individual. Indeed, we
specifically discourage you from engaging in any physical
confrontation with a violent or potentially violent individual.
However, we do expect and encourage you to exercise reasonable
judgment in identifying potentially dangerous situations.
 Below are some signs that health professionals say may be
observable behaviors that a troubled individual may
demonstrate prior to engaging in acts of violence. Be aware of
these behaviors and please report any concerns to your
supervisor or the Human Resource department.

•  Over-resentment
•  Anger and hostility
•  Extreme agitation
•  Making ominous threats such as “Bad things will happen”

Zero Tolerance for
Violent Conduct
Threats, threatening language or any other acts of aggression or
violence made toward or by any employee WILL NOT BE
TOLERATED. For purposes of this policy, a threat includes any
verbal or physical harassment or abuse, any attempt at
intimidating or instilling fear in others, menacing gestures,
flashing of weapons, stalking or any other hostile, aggressive,
injurious or destructive action undertaken for the purpose of
domination or intimidation. Employees and visitors are
prohibited from carrying weapons onto company premises, with
the exception of authorized personnel such as law enforcement,
avalanche control or other approved positions.

Procedures for
Reporting a Threat
All potentially dangerous situations, including threats by 
coworkers, should be reported immediately to any member of
management with whom you feel comfortable, including your
immediate supervisor, manager or a representative from the
Human Resource department. Reports of threats may remain
confidential to the extent that maintaining confidentiality does
not impede our ability to investigate and respond to the
complaints. All threats will be promptly investigated. No
employee will be subjected to retaliation, intimidation or
disciplinary action as a result of reporting a threat in good faith
under this policy. If we find that someone has violated this
policy, we will take swift and appropriate corrective action.
If you are the recipient of a threat made by an outside party,
please follow the steps detailed in this section. It is important
for us to be aware of any potential danger in our work areas.
Indeed, we want to take effective measures to protect everyone
from the threat of a violent act by an employee or by anyone
else.

Employee Security &
Search Policy
We’re committed to keeping employees and guests safe and
sound. Employees are expected to cooperate fully in any
interviews or investigations of possible violations of our
company rules and policies. We reserve the right to require
employees, while on duty or on our property, including the
parking lot, to agree to inspections of their person, vehicles,
lockers, desks, file cabinets, handbags or their personal property
whenever it is deemed necessary for safety, business or security
reasons. An employee’s refusal to consent to such an inspection,
or to otherwise cooperate in an investigation conducted under
this policy, is grounds for disciplinary action up to and including
termination. We appreciate your full understanding and
cooperation.

Violence, threats of violence

and intimidation have no

place at our resort.
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Chapter Six
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expectations

•  Engage the guest immediately with warmth and enthusiasm.
•  Use the guests’ name if you recognize them and personalize 

their experience.
•  Anticipate what the guest will need to have a good day.
•  Use the 10-foot rule and make eye contact with our guests.
•  Listen empathetically when a guest has a concern.
•  Use your knowledge to suggest appropriate products and 

services.
•  Customize your suggestions to the individual guest profile.
•  Take initiative to solve a problem for a guest.
•  Understand and use both LAST and the Make the Guest Right 

programs.
•  Thank the guest for their valued patronage and suggest a 

return visit.
•  Invite the guest to return and provide assistance with their 

reservation.
•  Smile and provide great guest service from beginning to end.

Being Flexible
Our businesses are often subject to variables like weather, road
conditions and fluctuations in guest and business volume; things
that are outside of our control. That’s why we look for and hire
people who are adaptable and flexible. There may be extra long
workdays or very short workdays, depending on demand. Thanks
for being flexible. It says a lot about your character both
professionally and personally.

Reduce, Reuse, Recycle.
Sierra-at-Tahoe believes that the environment is our livelihood.
We encourage employees to reduce, reuse, and recycle. Become
part of the solution and get involved. Check with your local 
Human Resource department for more details.

Exceeding Our Guests Expectations
.  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 

You hear a lot about people and businesses “going the extra mile.” At Sierra, it’s more than a catchy slogan, it’s how we do business.
Think about your own experiences. For the price you pay for services, you expect quality, value, service, cleanliness, and timely
delivery. If you do not have your expectations met, you most likely will not return and will tell others about your bad experience. If
your expectations are exceeded, you most likely will return and will tell others how great it was.

Sierra has a reputation for exceeding the expectations of our guests, so it’s no wonder a large percentage of our business is from
return guests and referrals. Our goal is to set the standard in our industries. We want to be known for legendary service. That’s where
you come in. Let’s work together to go above and beyond and dazzle our guests with impeccable service.

Creating a moment of magic for our guests is as simple as going above and beyond the call of duty. Order takers simply fill guests’
requests, while our staff asks if the guest would like another product or service to complement their requests. Here are some ways to
create a moment of magic…
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Our Safety Policy
Safety is, obviously, an important priority in the ski and
snowboard industry. We are committed to providing a safe and
secure working environment for our guests and employees.
Sierra intends to comply with all health and safety laws
applicable to our business. To this end, we must rely upon
employees to ensure that work areas are kept safe and free of
hazardous conditions. Employees are required to be
conscientious about workplace safety, including proper operating
methods, and recognize dangerous conditions or hazards. Any
unsafe conditions or potential hazards should be reported to
management immediately, even if the problem appears to be
corrected. Any suspicion of a concealed danger present on the
Company’s premises, or in a product, facility, piece of equipment,
process or business practice for which the Company is
responsible should be brought to the attention of management
immediately.

Periodically, the Company may issue rules and guidelines
governing workplace safety and health. The Company may also
issue rules and guidelines regarding the handling and disposal
of hazardous substances and waste. All employees should
familiarize themselves with these rules and guidelines, as strict
compliance will be expected.

Any workplace injury, accident, or illness must be reported to
the employee’s supervisor or the Risk Manager as soon as
possible, regardless of the severity of the injury or accident.

Training for your specific job includes additional instruction
on safe work practices and the proper operation of tools and
machinery in your work area. During your training, you will have
an opportunity to ask questions about any aspect of your work
that you do not understand, and you are encouraged to do so. In
addition to the initial training, your department holds regularly
scheduled safety meetings and inspections to address ongoing
safety issues. We encourage, and in some cases may require,
your participation and questions.

Use of Facilities, Equipment
and Property
Equipment essential in accomplishing job duties is often
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 your supervisor if any equipment, machines, or
tools appear to be damaged, defective, or in need of repair.
Prompt reporting of loss, damages, defects, and the need for
repairs could prevent deterioration of equipment and possible
injury to employees or others. Your supervisor can answer any
questions about your responsibility for maintenance and care of
equipment used on the job.

Improper, careless, negligent, destructive, or unsafe use or
operation of equipment can result in discipline, up to and
including discharge.

Our Commitment To You
You’re safe. Stay that way. Your company’s safety program is
designed to reduce injuries, accidents and property damage. We
strive to maintain the highest standards and the safest work
environment possible.

Our safety program requires that an employee knows his or
her job, the procedures for correcting unsafe conditions, and
how to help maintain an accident-free environment. The urgency
of any task cannot be at the sacrifice of your safety and welfare.
We are committed to providing the resources and tools
necessary to do the job safely. If at any time you feel an unsafe
situation or condition exists, report it to your supervisor. One of
our supporting values is “Safety is every person’s job.” This
means you must take an active role for your own safety as well
as that of your co-workers and guests.

Before Your Job Begins
On your mark, get set, go! Starting a new job is always exciting
and on some levels, challenging. There also may be some
prerequisites before you can begin work in your position. This 
may include specific training, a post-offer physical, or having 
your equipment inspected and adjusted before it is used while 
on duty. Some other prerequisites for certain jobs include 
background or motor vehicle record checks and drug and alcohol 
testing (as required by the Department of Transportation). Human 
Resources or your supervisor will inform you of your particular 
post-offer requirements and assist you in completing them. Not 
disclosing truthful information on your employment application 
may result in disciplinary action up to and including termination.

You are safe.

Stay that way.



2 0 1 7 / 2 0 1 8  S I E R R A - A T - T A H O E  E M P L O Y E E  H A N D B O O K    • • •    P A G E  3 2

policy
Drug & Alcohol Policy
It’s common sense. Drugs and alcohol have no place in the
workplace. Sierra-at-Tahoe is committed to providing a safe,
healthy, drug and alcohol-free environment for employees. We
believe in operating our resorts responsibly, which includes
reducing injuries, accidents and property damage. Our drug and
alcohol policy applies to all employees and other individuals who
perform work for the Company and is strictly enforced.

 Sierra-at-Tahoe prohibits the unlawful or unauthorized use,
abuse, solicitation, theft, possession, transfer, purchase, sale or
distribution of controlled substances or drug paraphernalia by
an individual anywhere on company premises, while on company
business (whether or not on company premises) or while
representing the Company. Employees and other individuals who
work for the Company also are prohibited from reporting to work
or working while they are using or under the influence of alcohol
or any controlled substances. Alcohol is not permitted in the
workplace, on or off-duty, except at company-sponsored events
or with management’s express authorization and approval. Off-
duty employees who choose to drink alcohol at resort bars must 
be 21 and carry legal proof of age. Additionally, employees are 
not allowed to wear uniforms while drinking or socializing in any 
establishment both on and off company property.

The use of prescription drugs is permitted on the job if it does
not impair an employee’s ability to perform the essential 
functions of the job in a safe and effective manner and when it 
does not endanger guests or other individuals in the workplace. 
Employees who operate heavy equipment, company vehicles, 
or are otherwise in a safety sensitive position and are taking 
prescription drugs, must report that information to the 
department supervisor and/or Risk Manager/Human Resources 
department.

Sierra recognizes that some controlled substances, including
marijuana, may be approved for employee use for medical
purposes by individual states. Any employee that presents a
doctor’s recommendation will not be excused from compliance
with our policies, including prohibition from smoking marijuana
at work and possessing or selling marijuana on property. Nor
does the use of medical marijuana excuse the employee from
other performance standards. Employees must be fit for work
regardless of state statute approval to use a controlled
substance. All questions regarding this issue should be referred
immediately to Human Resources.

You will be asked to submit to a drug and alcohol screen if:

1. You are involved in an incident which:
a. Requires you to seek medical treatment from a hospital or
medical facility.
b. Causes property damage of more than $500.

2. The Company has reasonable suspicion that you are under
the influence of alcohol or drugs while on the job or that you
are in violation of this Drug and Alcohol policy.

 Sierra-at-Tahoe has a policy of zero tolerance. Any employee
whose drug and alcohol screen comes back positive for drugs or
alcohol will be terminated. Employees have the right to refuse
drug and alcohol testing. However, any refusal to consent to a
drug and alcohol screen upon request is grounds for termination.
 An employee who quits or is terminated based on a positive
drug or alcohol screen may reapply for employment after a
period of up to one year provided that proof of a clean drug and
alcohol screen is documented at the employee’s own cost.
 There are resources available through your company’s Human
Resources department if you need help with a drug or alcohol
problem. We encourage you to contact our Employee Assistance
Program at 1.800.538.3543. Please approach us for help before
you get into trouble at work. Once you have had performance
problems and/or disciplinary action applied due to substance or
alcohol use, you may be subject to further discipline including
termination.
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Code of Safe Work Practices
All employees in all work areas should follow this list of general
safety practices. In addition to the general guidelines for all
employees, it is your responsibility to follow the specific rules,
policies and training guidelines for your department. Each
department supervisor provides specific training necessary for
successfully performing your job duties.

1.  Think before acting.
2.  Know your limits. Ask for help when needed.
3.  Take the time to do the job right.
4.  Report all accidents and unsafe work conditions to your 

supervisor or the Risk Manager immediately.
5.  Attend all regularly scheduled safety meetings.
6.  Avoid physical confrontation with guests or co-workers.
7.  Avoid horseplay.
8.  Recreational skiing or snowboarding shall be off the clock 

and out of uniform.
9.  Always observe “Your Responsibility Code” and all other 

policies relating to skiing and snowboarding.
10.  Use proper body posture when carrying loads or lifting.
11.  Exercise caution when climbing, bending or working around 

machinery or equipment.
12.  Use all step stools and ladders safely. Do not stand on the top 

steps of ladders.
13.  Use seat belts whenever operating a vehicle.
14.  Work in well lighted areas.
15.  Promptly clean up all spills.
16.  Unauthorized personnel should not be in work areas.
17.  Always use guards where provided for all equipment, 

machinery and tools.
18.  Do not distract the attention of any employee operating a 

machine or tool.
19.  Use Safe Job Operating Procedures (SJOP) whenever you use 

equipment, machinery or tools.
20.  Do not operate equipment, machinery or tools unless you 

have been trained to do so.
21.  Keep equipment, machinery and tools in top working shape.
22.  Wear proper Personal Protective Equipment (PPE) as 

recommended for the job you’re doing.
23.  Wear proper clothing and footwear for each job.
24.  Do not remove safety warning devices or tags from equipment 

or machinery.
25.  Keep fire exits, stairs, walkways and aisles free of obstacles.
26.  Keep all work areas clean and free of clutter.
27.  Know how to safely use and clean up any hazardous material 

before you work with it.

28.  Know where the Material Safety Data Sheets (MSDS) and 
Safety Data Sheets (SDS) are located in your department.  
Read the MSDS and SDS before using hazardous substances.

29.  Keep flammables stored properly.
30.  Know the location of and use of fire alarms and equipment.
31.  Be aware of gas shut off locations.
32.  Keep electrical cords in good working order and do not 

overload outlets.
33.  De-energize and lock out/tag out all mechanized devices prior 

to service, inspection or maintenance.

Disciplinary Action For
Safety Violations
We care about our employees. And the decisions we make affect
each other. Employees who fail to follow prescribed safety rules
may be subject to disciplinary action up to and including
termination of employment. For us to be successful, each
employee must be committed to our safety effort. Most accidents
can be prevented. Whatever your role at Sierra, you are
important, and our goal is that you work safely each day and
never experience an injury.
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inspections
Personal Protective
Equipment
Some jobs require an employee to utilize Personal Protective
Equipment (PPE). We will provide the necessary PPE and expect
each employee to use it properly every time it is needed.
Personal Protective Equipment includes, but is not limited to: ear
plugs, dust masks, work gloves, work goggles/glasses, hard hats,
helmets, and respirators. Take the time to get appropriate, well
fitting PPE prior to undertaking a task. Personal Protective
Equipment is each employee’s shield against health and safety
hazards.

Department Safety Meetings
All departments will hold regularly scheduled meetings to
discuss work hazards and unsafe practices that may lead to
employee or guest injuries and property damage. Safety
meetings will be conducted by a variety of people and will
sometimes include training from outside specialists or by video.
Your participation is encouraged and your ideas are welcome.
Attendance will be taken to document participation.

Workplace Inspections
The inspector is in. All departments will conduct regularly
scheduled safety inspections of all work areas to look for
hazards, identify areas that may need improvement, and to
document our identification and correction of problems.
Regularly scheduled workplace inspections will be conducted in
your department and you may be asked to participate. If
hazardous conditions are noted, immediately report them to your
supervisor. If you are capable of safely correcting the hazard,
take the initiative to do so. If the hazard poses a substantial and
imminent risk of injury, notify your supervisor immediately.

Our Safety Committee
Sierra may designate a Health and Safety Committee made up of
managers, supervisors and line staff. The committee brainstorms
remedies to common concerns and discusses techniques and
solutions to identifiable hazards. Your supervisor may ask you to
represent your department on a committee. Of course, safety is
everyone’s job, not just committee members! All employees are
welcome to participate.

Accident Investigations
Accidents happen. And when they do, you are asked to refrain
from making any comments about the cause, result or losses of
an accident to an injured person(s), the general public, press or
media. If you witness an accident involving employees or guests,
report it IMMEDIATELY to your supervisor so that a full
investigation can be conducted. You play a vital role in helping
management sort out the facts of who, what, where, when and
how the incident occurred. Thorough investigative reports are
critical for eliminating future injuries and losses. Post-accident
investigations can include reports, employee statements,
witness statements, photos, and preservation of evidence. We
expect full cooperation in these investigations and appreciate
your help in completing them.

Employee Skiing &
Snowboarding
As an employee of a Sierra-at-Tahoe, you may enjoy the privilege
of skiing and snowboarding on breaks and on your days off. If
you take advantage of this privilege, take care to respect the
following rules:

1.  Observe “Your Responsibility Code” as well as state and local 
skiing and snowboarding statutes outlined in your resort’s 
trail map.

2.  “Clock out” before taking a ski or snowboarding break.
3.  All recreational skiing and snowboarding is considered “off 

the clock” activities and resulting injuries are not covered by 
Workers’ Compensation.

4.  An employee that must ski or snowboard for his or her job, or 
report to the job site by skiing or snowboarding, shall take 
designated routes or the easiest route between areas.

5.  All employees who ski or snowboard while off-duty shall not 
be in uniform. Check your department specific guidelines for 
exceptions to this rule.

Clock out before

taking a ski or

snowboarding break.
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Workers’ Compensation
Ouch! If you are injured on the job, report it to your supervisor
immediately. All employees of Sierra-at-Tahoe are covered by
Workers’ Compensation for injuries or illnesses that arise out of
and occur within the scope of employment. Work related injuries
must be reported to your supervisor immediately in order to
preserve your right to benefits. These benefits may provide you
with:

1.  Appropriate medical care.
2.  Assistance with wage loss during your temporary absence 

from work.
3.  Compensation for permanent disability that may result from 

the injury.
4.  A return to suitable, gainful employment as soon as your 

condition allows.

Sierra-at-Tahoe’s drug and alcohol policy requires that you
submit to a drug and alcohol test after a work related injury. If
the test results in a positive finding of drugs or alcohol, your
right to Workers’ Compensation benefits may be jeopardized.
We are committed to getting you back to work. If you are
unable to return to your assigned job because of a work related
injury, every attempt will be made to provide modified duty until
a physician provides a full release. If light duty or modified work
has been offered and you refuse this work, you could lose your
right to some Workers’ Compensation benefits as well as your
job.

Any leave of absence due to a workplace injury runs
concurrently with all other Company leaves of absence.
Reinstatement from leave is guaranteed only if required by law.
Employees who need to miss work due to a workplace injury must
also request a formal leave of absence. See the Leave of Absence
section of this handbook for more information.

Your Responsibility Code
Skiing and snowboarding are, without a doubt, some of the most
fun activities on the planet. And there’s no denying they carry
with them an element of danger. When you choose to participate
in these sports on our mountain, you are accepting the risks
involved. These include all the things that could cause you to
lose control, fall, collide with another person, object or the snow,
and become injured or die as a result. Please read and
understand “Your Responsibility Code” and follow it when
enjoying the sport. As an employee you can help enforce the code
by example and by talking with others on the mountain. All
employees must sign a liability release before being issued their
employee resort I.D.

Common sense and personal awareness can help reduce risk.
Observe the code listed below and share with other snow and
recreational enthusiasts the responsibility for a great skiing
experience.

1.  Always stay in control and be able to stop or avoid other 
people or objects.

2.  People ahead of you have the right of way. It is your 
responsibility to avoid them.

3.  You must not stop where you obstruct a trail or are not visible 
from above.

4.  Whenever starting downhill or merging into a trail, look 
uphill and yield to others.

5.  Always use devices to help prevent runaway equipment.
6.  Observe all posted signs and warnings.
7.  Keep off closed trails and out of closed areas.
8.  Prior to using any lift you must have the knowledge and 

ability to load, ride and unload safely.
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vehicle

Vehicle Policy
You’re in the driver’s seat. Here’s how to stay there. If your job
requires you to operate a company vehicle, equipment or your
personal vehicle for business purposes, you must meet specific
requirements at your resort before being permitted to do so.
After being hired, if you do not meet the requirements to drive a
company vehicle due to your DMV clearance, your job offer may
be revoked at that time. It can take up to 5–10 business days to
gain DMV clearance at which time a determination will be made.
Individuals that do not meet company vehicle policy guidelines
are welcome to reapply for non-driving positions.

 All employees authorized to
drive Company-owned or
leased vehicles or personal
vehicles in conducting
company business must
possess a current, valid
driver’s license and an acceptable driving record. Any change in
license status or driving record must be reported to management
immediately. Refusal or avoidance to report changes to the
status of their driver’s license may result in disciplinary action
up to and including termination.
 A valid driver’s license must be in your possession while
operating a vehicle off or on company property. It is the
responsibility of every employee to drive safely and obey all
traffic, vehicle safety, and parking laws or regulations. Drivers
must demonstrate safe driving habits at all times.
Company-owned or leased vehicles may be used only as
authorized by management.
 A current list of authorized drivers will be kept in the Human
Resources Department. Your department supervisor will provide
the necessary training and safety guidelines that must be
followed to maintain your authorization to drive. In order to
ensure the continued eligibility of employees who operate
vehicles on the job, we may periodically review the Motor Vehicle
Reports (MVR) of all authorized drivers. If an employee’s MVR
exceeds the standards for driving outlined at your resort, you
may lose your driving privileges. If an employee, whose
responsibilities include driving a company vehicle, becomes
ineligible to operate a vehicle for company business, a transfer
of position may be offered as an alternative to termination. Here
are the do’s and dont’s:

•  Sierra-at-Tahoe vehicles are for Company use only.
•  Do not drive if you are impaired in any way.
•  ONLY authorized employees are permitted to drive Sierra-at- 

Tahoe vehicles.
•  Clean the vehicle after each use.
•  Don’t use cell phones while driving company vehicles.
•  If you notice any problems with any Company vehicle, report 

the problem immediately.
•  Accidents of any kind must be reported immediately, no 

matter how minor.

Do not use cell phones

while driving

company vehicles.
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Cellular Phone Usage
When Driving
Employees with cell phones must refrain from using their phones
while driving. Safety must come before all other concerns.
Regardless of the circumstances, including slow or stopped
traffic, employees should proceed to a safe location off the road
and safely stop the vehicle before placing or accepting a call. If
acceptance of a call is absolutely necessary while the employee
is driving, the employee must use a hands-free option and
advise the caller that he/she is unable to speak at that time and
will return the call shortly.

Employees who do not drive Company cars but use a cell
phone for business use also must abide by the above
regulations. Under no circumstances should employees feel that
they need to place themselves at risk to fulfill business needs.

Because job descriptions do not require any employee to use
a cell phone while driving, employees who are charged with
traffic violations resulting from the use of their phones while
driving will be solely responsible for all liabilities that result
from such actions.

Hazardous Materials
Communication Plan
Sierra-at-Tahoe has a Hazard Communication (HAZCOM) Plan that 
provides you with information on the various substances and 
materials that are used on site. Your department has a Material
Safety Data Sheets / Safety Data Sheet (MSDS/SDS) book, which 
has information on substances used in your area. MSDS/SDS 
forms list safe work practices, potential harmful effects of 
the chemical or substance, first aid measures and information 
needed for cleaning up spills.

The MSDS/SDS book is your guide to the substances you use. 
If you have any questions about any chemical or substance you 
are using, inspect the form and obtain the recommended personal 
protective equipment prior to using the substance. Please 
ask your supervisor before using any material or substance. 
If you inhale, ingest or absorb any chemical or material that 
causes a problem with any of your senses or bodily functions, 
please notify your supervisor immediately. Report any spills or 
problems with chemicals immediately.

Disaster Planning &
Emergency Procedures Plan
We’re the masters in times of disasters. Sierra has an Emergency
Procedures Plan. The plan is designed to prepare and guide you
to protect the health, safety and welfare of employees, guests
and Company property. Part of the Emergency Procedures Plan
includes training to explain your role in an emergency. It is
impossible to fully predict the extent to which a disaster or

emergency may affect the area because each situation is
different. So the information set forth in the Emergency
Procedures Plan is meant as a guideline only and contains
responses for various types of disasters such as fire, avalanche,
lift evacuation, search and rescue and other emergency
operations.

Part of the Emergency

Procedures Plan includes training

to explain your role in a emergency.
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emergency
Media Inquiries
In the event of an emergency or disaster, communication is
essential. However, the General Manager, Marketing Director or
Public Relations Manager will handle all press/media and
directives. Employees are not authorized to make any statement
to any media or outside representatives about the cause of the
disaster, relief efforts, injuries or other information. This is
necessary to control accuracy and keep the situation in
perspective. If you are contacted by any of media
representatives, immediately refer them to management.

In The Event Of An Emergency
1.  Remain calm.
2.  Notify your resort’s SECURITY, DISPATCH or ANY SUPERVISOR. 

If after hours, and no supervisor is present, CALL 911.
3.  Tell dispatch, supervisor or 911:
 • Your name.
 • The department in which the emergency occurred.
 • Your location.
 • Type of emergency.
 • Any injuries.
 • Answer any questions that dispatch may have for you.
 • Let dispatch hang up first to be sure they have no additional 

questions for you.
4.  Until additional help arrives, remain at a safe distance from 

the scene to aid in crowd control. If you are asked to help 
further, follow the directions of the person in charge. DO NOT 
RISK YOUR OWN SAFETY.

5.  If evacuation is recommended, follow standard evacuation 
procedures:

 • Remain calm.
 • Locate safe and accessible exits.
 • Lead guests and employees out of the building or area in an 

orderly manner.
 • Secure the building or area until it is safe for re-entry.
6.  Report to your supervisor so that all employees will be 

accounted for. Do not leave the area without notifying the 
supervisor in charge.

 Thank you for your cooperation with all of our company
policies. If you have further questions contact your manager or
Human Resources. Have the time of your life and ensure the
same for our guests!

Receipt of Employee
Handbook
This Employee Handbook is an important document intended to
help you become acquainted with your company and Sierra-at-
Tahoe. This document is intended to provide guidelines and
general descriptions only; it is not the final word in all cases.
Individual circumstances may call for individual attention.
 Because the Company’s operations may change, the contents
of this handbook may be changed at any time, with or without
notice, in an individual case or generally, at the sole discretion
of management.

This document is intended to

provide guidelines and general

descriptions only; it is not the final

word in all cases.
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Accident Investigations, 34
Alcohol in the Workplace, 32, 35
Americans With Disabilities Act, 6
Appearance, 14
Attendance, 12

B
Benefits, 15, 18, 19, 21
Bereavement, 19
Beverage: Discounts, 17
Blogs, 26
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C
Cameras, use of, 24
California Family Rights Act (CFRA),
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Cell phones, 24, 37
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Communication, 24
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Complaint Procedure, 7
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Disaster Planning, 37
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Equal Employment Opportunity, 6
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Grooming and Appearance, 14
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Harassment Policy, 7
Hazardous Materials,
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Health Insurance, 18
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Identification Pass, 16
Injuries, 35
Investigations and Inspections, 34

J
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Job Prerequisites, 11, 31
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L
Leaves of Absence, 20
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Logos, 26
Lost and Found, 26

M
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Material Safety Data Sheets (MSDS),
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Media Inquiries, 26, 38
Medical Insurance, 18
Military Leave, 22
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Missing Persons, 27
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N
Name tags, 14

O
Open Door Grievance Policy, 7
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Overtime, 13

P
Pagers, 24
Paid Sick Leave, 19
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Performance Reviews, 7
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Recycle, 30
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Reporting a Threat, 28
Requirements, 11
Resort Operations, 23
Responsibility Code, 35
Retail, 17
Retirement Benefits–401(k), 19
Rice, 2

S
Safe Work Practices, 34
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Safety Meetings, 34
Safety Policy, 9, 31
Safety Training, 35
Safety Violations, 33
Search Policy, 28
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Smoking, 27
Solicitations, 24

T
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Training and Development, 9
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U
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