Sample Digital Tipping Policy
[Hotel Name]
Effective Date: [Date]

1. Objective
This policy establishes clear guidelines for the handling of digital tips received through authorized platforms, ensuring legal compliance while creating a transparent and equitable tipping process. By leveraging digital tipping, we aim to boost employee earnings and satisfaction, fostering a positive work environment for our team.

2. Scope
This policy applies to all eligible employees at [Hotel Name], reinforcing the growing industry trend toward digital and cashless payments for gratuities.

3. Authorized Digital Tipping Platform(s)
The following platform(s) are authorized for collecting digital tips at [Hotel Name]:
· [Platform Name(s)]
Employees should encourage guests to use these designated systems for any digital gratuities they wish to leave, while being mindful of our policy against solicitation of gratuities. No other methods of digital tipping are permitted under this policy.

4. Tip Distribution Options
Depending on our property’s tipping structure, digital tips may be distributed as follows:
A. Direct-to-Employee Model
· Tips directed to a specific employee will be credited directly to that employee.
· All gratuities will be fully distributed by the next regular payday.
· Employees will receive 100% of tips allocated to them, less any required standard payroll withholdings.
· Employees will see their digital tips itemized separately on their pay statements for transparency.
· All tip earnings must be reported in accordance with IRS rules.

B. Tip Pooling [if applicable]
· Digital tips will be pooled and distributed in accordance with our general tip pooling policy.
Any questions or concerns regarding pooled tips should be directed to the management team for prompt resolution. Tip pooling records will be available for employees to review upon request.

5. Employee Responsibilities
· Complete required training for the digital tipping platform.
· Accurately track and report tips received at the end of every shift. 
· Report all digital tips received during their shifts and immediately communicate any discrepancies or unreported tips to management for investigation and correction.  
· Immediately notify management of any technical issues related to digital tipping systems or distribution.
· Adhere to state and federal guidelines for tip reporting, ensuring all tip earnings are declared appropriately during tax filings.
· Do not solicit digital tips from guests.
· Maintain confidentiality and privacy of any personal or financial information related to guests.  
· Maintain professionalism at all times when interacting with guests regarding gratuities.  

6. Management Duties
· Ensure fair and transparent distribution of digital tips, including compliance with the tip pooling policy (if applicable).
· Keep accurate records of all tips received and disbursed.
· Provide regular training sessions on using digital tipping platforms.
· Promptly address employee concerns or questions regarding digital tips.
· Ensure compliance with labor laws governing tip distribution.
· Offer detailed records of tips received to employees upon request.
· Stay up to date on all changes to state and federal laws related to tipping.
· Safe guard employee and guest privacy and confidentiality related to the administration of the digital tipping policy.  
· Ensure that managers, supervisors, and independent contractors are not receiving tips or participating in any tip pool. 

7. Tip Processing Timelines
· Digital tips will be paid out either [in the employee's next regular scheduled payday or earlier depending on the platform].
· Tips collected or reported after payroll cut-off will roll over and be distributed on the next payday.
· In the event of technical issues or processing delays, employees will be notified immediately, and tips will be disbursed as soon as possible.

8. Recordkeeping
Management will maintain detailed records of the following for each digital tip transaction:
· Date and time of the transaction
· Amount of the tip
· Employee recipient(s)
· Distribution breakdown (for pooled tips)
· Final disbursement figures

These records will be preserved for [X] years.

9. Guest Awareness
Clear communication of digital tipping options will be displayed throughout the property. QR codes or other methods for easy access to digital tipping will be available at:
· [Guest rooms
· Front desk
· Concierge desk
· Bell/valet desk
· Other key service areas]

[Digital tipping options may also be available through online checkout systems or post-stay guest feedback surveys to ensure guests can show their appreciation even after their stay.
Guests will be permitted to select any amount they wish to tip through the digital tipping platform.  Suggested gratuities of [insert] will be included.]

10. Compliance and Fees
This policy fully complies with the California Labor Code and Fair Labor Standards Act regarding tipping. No processing or administrative fees associated with digital tipping will be deducted from tips distributed to employees. Additionally, management, supervisors, employer representatives, and non-service staff will not participate in any tip pooling arrangements. Violations of this policy may result in corrective actions.

11. Policy Review and Amendments
This policy will be reviewed on an annual basis and updated as necessary. Employees will be notified of any changes or updates, and feedback from staff will be taken into account during revisions.

12. Questions or Clarifications
For questions or concerns regarding this policy, employees should reach out to:
· Their direct supervisor
· Human Resources
· General Manager

[Hotel Name]
[Date]
[Contact Information]
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