
build a bear employee handbook
build a bear employee handbook serves as an essential guide for employees
working at Build-A-Bear Workshop, outlining the company’s expectations,
policies, and workplace culture. This handbook is designed to provide clear
instructions and important information to ensure a safe, productive, and
enjoyable work environment. It includes details on employee conduct, job
responsibilities, customer service standards, and company benefits.
Understanding the contents of the Build-A-Bear employee handbook is crucial
for both new hires and existing staff to maintain consistency and
professionalism across all locations. This article explores the various
sections commonly found in the handbook, helping employees navigate their
roles effectively. The comprehensive overview also highlights the importance
of compliance with company policies to foster a positive workplace
atmosphere.
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Overview of the Build-A-Bear Employee Handbook
The Build-A-Bear employee handbook provides a structured framework for all
team members, detailing the company’s mission, vision, and values. It acts as
a reference tool that employees can consult to understand their rights and
responsibilities within the organization. The handbook is updated regularly
to reflect any changes in company policies or legal requirements. It
emphasizes the importance of teamwork, respect, and communication as
foundational elements of the Build-A-Bear work culture.



Company Policies and Code of Conduct
This section outlines the key policies that govern employee behavior and
workplace ethics. The code of conduct is designed to promote integrity,
professionalism, and respect among all employees. It covers topics such as
anti-discrimination, harassment prevention, confidentiality, and conflict
resolution. Adherence to these policies ensures a fair and inclusive
environment where everyone feels valued and supported.

Anti-Discrimination and Harassment Policies
Build-A-Bear enforces a strict zero-tolerance policy towards discrimination
and harassment of any kind. The employee handbook clearly defines
unacceptable behaviors and provides procedures for reporting incidents
confidentially. Employees are encouraged to contribute to a respectful
workplace by treating colleagues and customers with dignity.

Confidentiality and Data Protection
Employees are required to safeguard sensitive company information and
customer data. The handbook explains the importance of confidentiality and
outlines best practices for handling proprietary information. Violations of
confidentiality policies can result in disciplinary action.

Workplace Safety and Emergency Procedures
Safety is a paramount concern at Build-A-Bear locations. The employee
handbook contains detailed guidelines on maintaining a safe work environment,
including proper use of equipment and reporting hazards. The handbook also
covers emergency protocols such as fire drills, evacuations, and first aid
procedures to ensure employee preparedness in critical situations.

General Safety Guidelines
Employees are trained to identify potential risks and to follow safety
protocols at all times. This includes keeping work areas clean and organized,
using personal protective equipment when necessary, and adhering to store-
specific safety rules.

Emergency Response Procedures
The handbook provides step-by-step instructions for responding to
emergencies, such as fires, medical incidents, or natural disasters. It
emphasizes the importance of remaining calm and following the chain of



command during emergencies.

Employee Benefits and Compensation
The Build-A-Bear employee handbook highlights the various benefits available
to eligible employees. These benefits may include competitive wages, paid
time off, employee discounts, and health insurance options. Clear
explanations of payroll procedures, overtime policies, and eligibility
criteria are also provided to ensure transparency.

Compensation Structure
Employees receive detailed information about their pay rates, schedules for
wage reviews, and the process for overtime compensation. The handbook also
explains the procedures for submitting timesheets and handling payroll
discrepancies.

Employee Discounts and Perks
Build-A-Bear offers exclusive discounts on merchandise as a perk for
employees. The handbook explains how to access these discounts and any
limitations or conditions that apply.

Training and Development Opportunities
Continuous learning and professional growth are encouraged at Build-A-Bear.
The employee handbook outlines available training programs, onboarding
procedures, and opportunities for advancement within the company. Employees
are supported in developing skills that enhance both job performance and
career prospects.

New Employee Orientation
New hires undergo a comprehensive orientation process designed to familiarize
them with company policies, store operations, and customer service standards.
This initial training lays the foundation for successful integration into the
team.

Ongoing Skill Development
Build-A-Bear provides access to workshops, e-learning modules, and mentorship
programs. The handbook details how employees can enroll in these initiatives
and the benefits of participating in continuous education.



Performance Expectations and Evaluations
Performance management is a critical component of the Build-A-Bear employee
handbook. It defines clear expectations for job performance, teamwork, and
customer interaction. Regular evaluations provide constructive feedback and
identify areas for improvement or recognition.

Performance Review Process
Employees typically undergo scheduled performance reviews conducted by
supervisors. The handbook describes the criteria used to assess performance
and explains how feedback sessions support employee development.

Addressing Performance Issues
Procedures for managing performance concerns are outlined to ensure fairness
and transparency. Employees are informed about corrective actions and the
steps involved in performance improvement plans.

Customer Service Standards
Delivering exceptional customer service is a core value at Build-A-Bear. The
handbook defines the standards employees must uphold when interacting with
customers, emphasizing friendliness, attentiveness, and problem-solving
skills. Team members are trained to create memorable experiences that
encourage repeat business.

Greeting and Assisting Customers
Employees are instructed to warmly welcome guests, offer assistance
proactively, and guide customers through the Build-A-Bear experience. The
handbook provides examples of effective communication and service techniques.

Handling Customer Complaints
The handbook outlines strategies for managing dissatisfied customers
professionally and empathetically. Employees learn how to resolve issues
promptly while adhering to company policies.

Attendance and Scheduling Guidelines
Reliable attendance and punctuality are emphasized throughout the employee
handbook. Clear rules regarding shift scheduling, time-off requests, and



tardiness are provided to maintain operational efficiency. Employees are
encouraged to communicate proactively about scheduling conflicts or
emergencies.

Shift Scheduling Procedures
The handbook explains how schedules are created, distributed, and modified.
Employees receive instructions on requesting shift swaps or time off and the
timelines for submitting such requests.

Attendance Policies and Consequences
Build-A-Bear enforces attendance standards to minimize disruptions. The
handbook details acceptable and unacceptable attendance behaviors and the
disciplinary actions associated with repeated violations.

Adhere to scheduled shifts and communicate absences promptly.

Follow established procedures for requesting time off.

Understand the impact of attendance on team performance.

Frequently Asked Questions

What are the core responsibilities of a Build-A-Bear
employee according to the handbook?
Build-A-Bear employees are responsible for providing excellent customer
service, assisting customers in creating their bears, maintaining store
cleanliness, and following all company policies and procedures outlined in
the employee handbook.

Does the Build-A-Bear employee handbook include
guidelines on dress code and appearance?
Yes, the employee handbook specifies the dress code and appearance standards,
requiring employees to wear the company uniform or appropriate attire,
maintain personal hygiene, and follow any specific grooming guidelines to
ensure a professional and welcoming store environment.



What is Build-A-Bear’s policy on employee breaks and
meal periods as stated in the handbook?
According to the employee handbook, Build-A-Bear provides scheduled breaks
and meal periods in compliance with local labor laws, typically including
paid rest breaks and unpaid meal breaks for shifts exceeding a certain
duration.

How does the Build-A-Bear employee handbook address
workplace safety?
The handbook outlines safety protocols employees must follow, such as proper
handling of equipment, emergency procedures, reporting hazards or incidents
immediately, and maintaining a safe work environment for both employees and
customers.

Are there any guidelines in the Build-A-Bear
employee handbook regarding employee conduct and
behavior?
Yes, the handbook includes a code of conduct that emphasizes professionalism,
respect towards customers and coworkers, prohibition of harassment or
discrimination, punctuality, and adherence to company policies to foster a
positive and productive workplace.

Additional Resources
1. Build-A-Bear Workshop Employee Guide: Customer Service Excellence
This handbook offers comprehensive training for Build-A-Bear employees,
focusing on delivering outstanding customer service. It includes tips on
creating memorable experiences for guests, handling difficult situations, and
fostering a positive store environment. The guide also covers product
knowledge and company policies to ensure staff are well-prepared.

2. Inside Build-A-Bear: A Team Member’s Manual
Designed for new hires, this manual walks employees through the day-to-day
operations of a Build-A-Bear store. It explains the roles and
responsibilities of team members, safety protocols, and procedures for
building bears efficiently. The book emphasizes teamwork and communication to
maintain a smooth workflow.

3. Build-A-Bear Workshop Training Handbook
This training handbook provides step-by-step instructions on all aspects of
the Build-A-Bear process, from stuffing bears to managing the cash register.
It highlights best practices for engaging with customers and promoting
various products and promotions. The handbook also outlines the company’s
mission and values to inspire employees.



4. Customer Interaction Strategies for Build-A-Bear Employees
Focusing on interpersonal skills, this book teaches employees how to connect
with customers of all ages. It offers techniques for active listening,
empathy, and upselling in a friendly manner. The guide also includes role-
playing scenarios to build confidence in handling diverse customer
interactions.

5. Safety and Hygiene Standards at Build-A-Bear Workshop
This handbook details the essential safety and hygiene practices required in
a Build-A-Bear store environment. It covers cleaning procedures, equipment
handling, and emergency response plans. The book ensures employees understand
their role in maintaining a safe and clean workplace for both customers and
staff.

6. Leadership and Career Growth in Build-A-Bear Workshop
Aimed at employees seeking advancement, this book explores leadership skills
and career development opportunities within the company. It provides advice
on goal setting, performance improvement, and mentoring others. The guide
also highlights success stories from Build-A-Bear leaders to motivate staff.

7. Build-A-Bear Employee Handbook: Policies and Procedures
This detailed handbook outlines all company policies, including attendance,
dress code, and disciplinary actions. It serves as a reference for employees
to understand workplace expectations and rights. The book also explains
procedures for reporting issues and accessing employee benefits.

8. Creating Magical Moments: The Build-A-Bear Experience
This book emphasizes the importance of creating joyful and memorable
experiences for customers through personalized bear-building. It offers
creative ideas for engaging with children and families to enhance their
visit. The guide encourages employees to take pride in their role as memory-
makers.

9. Build-A-Bear Workshop Sales and Marketing Handbook
Focused on boosting store performance, this handbook provides strategies for
effective sales techniques and marketing initiatives. It includes guidance on
promoting special offers, seasonal campaigns, and loyalty programs. The book
helps employees understand their role in contributing to overall business
success.
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