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Personal Information

Your Name:
_____________________________________________

Please ask your Manager for any of the following information that you do not have:

Your Restaurant Number: _________________________

Restaurant Address: _______________________________________________
Restaurant Phone: ________________________________________________

Restaurant Email:
_______________________________________________

Restaurant General Manager:  _______________________________________

Area Coach (AC): 
________________________________________________

AC Phone:

________________________________________________

Franchise Head Office:

Franchise Management Inc. (FMI)

417 Connell Street   Unit 7

Woodstock NB   E7M 5G5
Phone
(506) 328-4631
Fax (506)328-9408
Visit us on the web at www.fmigroup.ca
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The History of Pizza Hut!  
Pizza Hut
In 1958, Frank and Dan Carney were students at Wichita State University, in Kansas, USA.  They worked evenings and weekends in the family grocery store when, as Frank recalls, “Our landlady became concerned about complaints that she was getting about the clientele of the tavern next to our family’s grocery.  She wanted a nice neighbourhood business to occupy her building.  She approached Dan and I with the idea of opening a pizza place in her building.  Although pizza was relatively unknown in Wichita at the time, we decided that it just might work.”

On June 13th, 1958, the first Pizza Hut Restaurant opened.  By September, it was making $750 per week, by December, over $1000 per week.  Pizza Hut Restaurants number two and three soon followed.

Pizza Hut entered the Canadian marketplace in 1968 in Surrey British Columbia.  Eventually, it bought Frank Vetere’s Pizzerias and began converting them to Pizza Huts.  Pizza Hut soon became Canada’s largest restaurant company, competing in all market segments, including dine-in, delivery and take-out, as well as quick service kiosks.

The History of KFC!
KFC

Colonel Harland D. Sander, the founder of KFC, has become a symbol of entrepreneurial spirit, determination, and positive energy.  As a gas station operator in a small American town in 1939, the Colonel developed and perfected his secret blend of 11 herbs and spices, which we know today as the Original Recipe.  This blend of herbs and spices was kept secret for decades by the Colonel and to this day, the recipe is locked away in a safe in Louisville, Kentucky.

In the 1950’s, the Colonel began selling his breading concept and cooking procedures to small restaurants across the USA and Canada, earning initial royalty fee of 5 cents for every chicken sold.  Over the next twenty-five years, the business was sold three times with the Colonel remaining as the official KFC Ambassador until his death in 1980 at the age of 90.  In 1987, PepsiCo Inc. bought the Canadian rights to KFC, becoming the world’s largest restaurant group, with more than 21,000 KFC, Pizza Hut and Taco Bell restaurants.

Through his hard work and dedication, the Colonel pioneered the American Quick Service industry creating one of the strongest, most popular restaurants on the globe.  He inspires all who is part of the KFC family.
WELCOME TO THE TEAM!!

Customer Mania

Pizza Hut is a customer driven organization that values equally both our Team Members and our customers.  Our interaction with each other and our customers is key to maintaining our present customer base while attracting new customers, which inevitably sustains both the growth of our company and jobs for our Team Members.  You will be invited to a Customer Mania Celebrations at your restaurant where you will trained on how to effectively take care of our customers concerns and make them happy each and every time they visit us. 

The How We Work Together (HWWT) principles provide you with guidelines to help develop your relationships with other Team Members and customers in a positive and valuable way.  By focusing in on these HWWT principles, we will create a harmonious work team and a positive work environment. 
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CHAMPS

We follow the C.H.A.M.P.S. principles as set out in the C.H.A.M.P.S. Standards Library.  C.H.A.M.P.S. stands for our belief that the most important thing that each of us can do is focus on C.H.A.M.P.S. in order to satisfy our customers.
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Communication

	   Communication means both expressing your thoughts and concerns and actively listening to others.


A big part of working together is being able to openly and directly communicate with each other.  Everyone shares this important responsibility – including you!

	If you have ideas for improving the workplace, please share them with your Manager, Area Coach or Regional Director of Operations.


Meetings

Team Meetings are a great opportunity for you to discuss what is going on in your restaurant.  Through your participation, you can help to address and resolve practical issues such as information on promotions and new restaurant procedures. 

If you have a concern that you need to discuss please do not wait for a team meeting but do approach your Restaurant General Manager.  If you are in a sensitive situation that concerns your Manager, please contact your Area Manager.
Team Member Surveys – The “Voice of Champions”

From time to time, you may be asked to participate in a Team Member survey called the “Voice of Champions” to provide valuable feedback.  This survey helps the Company to assess the climate and attitude of our Team Members, their views on management, and the overall training that they have experienced.  The questionnaires that you are asked to fill out are kept completely confidential and are used to determine how well we are leading in order to positively impact your workplace and satisfy our customers.

A Five Step Approach to Planning a Personal Discussion with a Team Member or managers:

1. Focus on the situation, issue or behaviour, not on the person – remember, every Team Member is important!

2. Before the meeting, write down specific examples of your concerns or observations.

3. In order for the discussion to be effective, you are encouraged to enter into an open discussion and to maintain respect and understanding for all of the Team Members.

4. Work together and take the initiative to find an agreeable solution.

5. When the discussion is over, be certain that you clearly understand the solutions, action plans and any necessary follow-ups.

Resolving Issues in the Workplace:

If you need to resolve an issue the first step is to:
Discuss the issue with the Team Member with whom you are having a conflict or disagreement.  

 (If not resolved)

     (Discuss the issue with your Manager

(If not resolved)
     ( Discuss the issue with your Area Coach (as applicable) 
Complaints escalated to your Area Coach or above must be put in writing
(If not resolved)

     (Discuss the issue with your Regional Director of Operations (as applicable)
While you are encouraged to follow the steps as outlined above, please feel free to contact the person with whom you feel most comfortable.  For specific information on our Concern Resolution Process please refer to the complete policy and procedures.
Team Members who have an issue involving harassment may bypass any Manager/individual who has encouraged or participated in the harassment.

Business Conduct

Guiding Principles

As an important member of our team, part of your role is to do your job with the highest level of integrity.  We expect you to exercise good judgement while at work, to follow the HWWT guiding principles, and to practice standards as set out in the C.H.A.M.P.S. Standards Library (CSL) and our Policy and Procedures Manuals.

In respect of these principles and standards, it is extremely important for every Team Member to acknowledge and understand our other policies, such as Cash Handling Policies, Back Door Policies, Safety and Security Policies, Harassment Policies, and provincial Employment Standards Acts.  Violations to these standards are serious and those in violation will face the appropriate progressive disciplinary consequences. 

Some examples of these violations include but are not limited to the following:
· The possession of drugs, alcohol, or any controlled substance while on store premises or while wearing the store uniform;

· Reporting to work under the influence of drugs, alcohol or any controlled substance;

· Possession of a weapon in the restaurant or on restaurant property that is illegal or is known to be used to cause bodily harm;

· The manipulation or falsification of financial, operational or performance information which may involve but is not limited to the following:

· Inventory counts or transfers,

· Vendor purchase invoices,

· Coupons, allowances, discounts or promotions, credit cards or delayed payments;

· Theft, intentional misuse or destruction of assets or the misconduct leading to such a loss;

· Violation of the Cash Handling policy;
· Violation of the Social Media standards;
· Allowing anyone into the restaurant while it is closed.  Vendors are permitted entrance after close only if given authorized scheduled work;

· Failure to comply with the Personal Protection Equipment (PPE) / Health & Safety policy;

· Repeated absence or tardiness;

· Violation of local, provincial or federal laws while working or on premises;

· Violations of any of your Franchise Company’s rules, policies, or standards as published from time to time; and,

· Repeated violations of policy after subsequent warnings have been issued.

Depending on the specific circumstances, the Company will take the appropriate disciplinary action ranging from verbal or written warning, to suspension or termination of employment and where applicable, criminal prosecution.  Please be aware that some first offense violations may result in immediate termination, depending on the severity of the offense.
Progressive Discipline

Progressive discipline is a process for correcting and improving unsatisfactory job performance or work habits.  Discipline occurs in order to let the Team Member know what is being done wrong, to clarify the Company’s expectations and possible future consequences if such behaviour continues, and to help improve performance. While it is important for you to understand the policy on progressive discipline, it is equally important that we point out the fact that the vast majority of our Team Members do a consistently good job.

The type of disciplinary action applied would depend on the seriousness of the performance problem. Please note that, subject to the seriousness of the incidence or occurrence, these steps may not be followed in order.

1. Corrective Guidance

· The first course of action is initiated as soon as a problem is recognized.

· The focus is on helping and coaching the Team Member to improve by discussing the problem and developing ways to change the unsatisfactory behaviour.

2. Verbal Warning (note to file)

· The focus is on helping and coaching the Team Member to improve by discussing the problem and developing ways to change the behaviour.

· The Team Member is warned that if they continue to show this type of behaviour, they will be subject to future discipline.  This discipline could result in termination.

· Documentation of this meeting is placed in the Team Member’s file.

3. Written Warning (documented)

· The focus is on helping and coaching the Team Member to improve by discussing the problem and developing ways to change the behaviour.

· A discussion with the Manager will occur detailing how and when this behaviour should be changed.

· The incident is recorded and the Team Member is asked to sign and/or witness.

· Depending on the severity of the issue, a Manager may issue a final written warning on a first offense.  This final written warning would indicate that the Team Member would be terminated if the same offense were to occur again. 

· Further written warnings may result in termination of employment.

4. Suspension (with or without pay)

· If the Team Member cannot make the agreed upon changes in behaviour, they may be suspended with or without pay, depending on the circumstances.  The suspension is first reviewed with the Team Member and a notation is made in the Team Member’s file.

5. Termination

· The final step used when all other attempts to correct the behaviour have failed is termination of employment.

Social Media
FMI staff members that maintain personal social media pages or accounts (including but are not limited to: Facebook, Twitter, LinkedIn, MySpace, YouTube) are required to comply company and brand guidelines in relation to their association with FMI.  Employees will be held accountable for what they write or post on social media or internet pages, whether it is public or private.  Inflammatory comments, unprofessional remarks or disparaging remarks made about the organization, its employees, customers, brands, vendors or competitors may result in disciplinary action, up to and including termination. 

The use of any type of camera, video or recording device, including cell phone cameras, is STRICTLY PROHIBITED within the restaurant. Posting or texting any of the following is STRICTLY PROHIBITED:

o Videos, photos or sound recordings of the restaurant or anything that happens in the restaurant

o Videos, photos or sound recordings that violate Food Safety Procedures

o Videos, photos, sound recordings, or any other content that reflect negatively on the Taco Bell, KFC or Pizza Hut Brands, including videos or photos showing you in your uniform or other clothing with a Taco Bell, KFC or Pizza Hut logo that could reflect negatively on yourself

o Taco Bell, KFC or Pizza Hut information, including operational standards, job aids, training materials, workplace policies and product specifications

o Personal information of other employees, such as name, phone number, address and identity number

When posting on Social Media, do not misrepresent your role with Pizza Hut, KFC or Taco Bell.
Anti-Harassment & Anti-Discrimination


As a responsible employer, the company is committed to a work environment that provides respect and dignity for all Team Members and protects them from actual or potential harassment and discrimination.  No harassment of any kind will be tolerated in the work environment.  Harassment is degrading and deprives us of the respect that we all deserve.  No matter how hectic, frustrated, or angry a Manager or Team Member might be, he or she must never harass subordinates or fellow workers for any reason.  Each of us has a responsibility to prevent all types of harassment and discrimination in the workplace.  

It is our commitment that every Team Member is given this respect and fair treatment in the workplace in order to pursue her or his career aspirations.  To provide a harassment-free work environment, the company respects the Human Rights legislation of the provinces and territories in which we operate. The harassment and discrimination policy applies to all phases of the employment relationship including recruitment, hiring, promotion/demotion, transfer, termination, rates of pay, performance appraisal, and selection for training.

What is Harassment?


Harassment is defined as any unsolicited or unwelcome verbal, physical or visual behaviour that is known, or ought reasonably to have been known, to be offensive or humiliating in nature and interferes with an individual’s work performance, creates a threatening work environment or affects their career opportunities.

Examples of behaviour that can constitute harassment include, but are not limited to the following:

· Use of swear words or profanity when giving orders or directions

· Unwelcome remarks, insults, derogatory comments or jokes about sex, race, national origin, religion, age, disability, physical appearance, sexual orientation, marital status, or family status

· Threats, intimidation or verbal abuse

· Pushing Team Members out of the way or into position; impeding or blocking someone’s movements

· Unnecessary physical contact, such as touching, patting, pinching, or punching

· Slamming equipment around, throwing or kicking objects in frustration and anger

· Physical and / or sexual assault

· Any posters, pictures, emails, drawings or cartoons that may be racist, sexist or offensive in nature

· Suggestive gestures, remarks or advances

What is Discrimination?


Discrimination refers to any action or inaction that differentiates between Team Members, imposes a disadvantage, or withholds an advantage on the basis of a protected ground.

Under provincial Human Rights codes, the prohibited grounds of discrimination may include:


	· Race
	· Ancestry

	· Place of origin
	· Colour

	· Ethnic origin
	· Citizenship

	· Creed
	· Sex

	· Age
	· Sexual orientation

	· Marital status
	· Family status

	· Pregnancy
	· Religion

	· Political conviction or opinion
	· Language

	· Physical or mental disability or the use of any means to aid a disability
	· Social conditions

	· Criminal or summary conviction of an offense unrelated to employment
	· Any other ground prohibited in your provincial Human Rights legislation


Sexual Harassment


One of the most common and harmful forms of harassment is of a sexual nature and therefore needs careful consideration.  Sexual harassment is a serious problem that has affected the lives of many people.  It is not something that is imagined or exaggerated: it is real and it is against the law in Canada.

What is sexual harassment?


Sexual harassment is commonly defined as any unwanted or unwelcome conduct of a sexual nature that interferes with an individual’s employment or work performance, or creates a hostile work environment.  It may occur as one serious incident or as a series of unwanted incidents over a period of time.  Sexual harassment is not harmless, funny or trivial: it is an expression of power that offends and humiliates its victims.  Sexual harassment can happen to both women and men by offenders of the opposite or same sex.

What are some examples of sexual harassment?


Sometimes sexual harassment is obvious and sometimes it is very subtle.  It can occur in many different forms and may be verbal, physical, or visual.  Sexual harassment includes, but is not limited to the following:

· Any unwelcome sexual attention, advances, and/or requests for sexual favours;

· Offering favours (such as promotions, favourable performance appraisals, favourable shifts, recommendations, etc.) in exchange for sexual favours;

· Jokes, innuendoes or taunting about clothing, body image, sexual activities, sex or gender-specific traits;

· Verbal abuse, threats or intimidation;

· Derogatory or patronizing name calling, comments or attitudes;

· Invading an individual’s personal space;

· Grabbing, touching, or brushing against parts of the body;

· Display of offensive, derogatory or sexually-explicit pictures, photographs, cartoons, screen-savers or objects; and,

· Suggestive leering, whistling, or kissing sounds.

Sexual conduct is not sexual harassment if it is consensual, but consent is not valid if it is obtained through threats or promises concerning employment.  Silence to sexual conduct does not necessarily mean consent because victims may often be intimidated into silence.  Therefore, a harasser will be liable if he or she ought reasonably to have known that the behaviour was unwelcome.

Reporting Harassment or Discrimination


If you feel that you are being harassed you should make your feelings of disapproval known to the offender immediately.  If you are uncomfortable or the harassment persists, you should immediately report this to your Manager, Area Coach, Regional Director of Operations, Franchise representative, or the person with whom you feel most comfortable.  If the Supervisor or Manager has participated in or condoned the harassment, contact their immediate Supervisor.   Once a member of the Management Team has been made aware of the harassment, it is their responsibility to report the situation to their immediate supervisor.  


All complaints will be treated in a confidential manner and all reported incidents will be investigated appropriately.  Depending on the outcome of the investigation, the person accused of the harassment/discrimination may be disciplined up to and including termination.


Any reprisals or intentionally false reports of harassment will be treated seriously and may result in the discipline of those issuing intentionally false reports.  Additionally, there may be disciplinary action taken if you fail to report an incident of harassment, which you have witnessed or have been informed of.

Health, Safety and Security of Team Members

The health and safety of our Team Members is of prime importance.  In fulfilling this commitment, management will train Team Members on safe operating procedures and maintain a safe and healthy work environment that meets or exceeds provincial legislation.  

It is in everyone’s interest to consider health and safety aspects of their work activities. All Team Members have the following rights: 

· The right to participate in identifying and resolving workplace health and safety issues.

· The right to know about potential hazards, including equipment, processes and substances (see the WHMIS Manual).

· The right to refuse work that is dangerous to the Team Members health and safety.

As well as rights, Team Members are responsible for:
· Following all established safety procedures including the wearing of personal protective equipment,

· Reporting unsafe conditions to their Managers, and

· Promptly reporting all injuries to their Managers; and completing an incident report.  If/when medical attention is required, the Manager on Duty must notify human resources immediately so that an injury report form can be sent to the government workplace safety organization in the respective province of operation.  Unreported injuries requiring medical attention will result in a fine to our organization. 
Security

The security of our Team Members, customers, and restaurants is as important to us as customer satisfaction.  As a Team Member, you have the responsibility to support our security objectives by learning and following our security policies.  These policies include all Safety and Security Guidelines, the Back Door Policy, the Cash Handling Policy and any other policy relating to a secure work environment.
Failure to follow these and other policies will result in discipline up to and including termination of employment.

Back Door Policy

Our back door policy covers all entrances that are solid or metal doors and are not intended for customer use.

1. Keep the restaurant back and side doors locked at all times.

2. Never open the back door after dark.

3. Do not allow unauthorized personnel in the back of the restaurant.

4. During the day, any individuals requiring entry through the back door must first identify themselves at the front of the restaurant.

5. During any delivery, the back door must never be left unattended.

6. After dark, deliveries must be made only through the front door.

7. Team Members may not use the back door when arriving for or leaving from work.

8. Drivers must use the front door after dark.

Please consult your Manager on any additional security policies that are specific to your restaurant.

Cash Handling Policy

Those responsible for handling cash are expected to know and follow all cash handling policies:

1. Only assigned Team Members may operate the cash register.  Those assigned are totally responsible for their cash drawer(s).

2. If you are assigned to cash, always count your cash drawer(s) before and after your shift in order to balance the cash accurately.

3. Always keep the cash register drawer closed, except when making change.

4. Always complete each sale separately and close the drawer after each transaction.

5. Always complete each sale immediately.  Never put money aside to be entered at a later time and never combine sales.

6. Never make change from the cash drawer for yourself.

7. Never cash your own or another Team Member’s pay-cheque of any kind.

8. Never use personal debit cards or charge cards in exchange for cash from restaurant funds for personal use.

9. U.S. money collected from customers becomes the property of the Company and must be deposited into the bank.  Team Members cannot sell, buy or exchange U.S. money for their personal gain.

10. Always log on and off the register.

11. Make frequent drawer skims / cash drops.  You should never have any more than $150.00 in your cash drawer unless a different amount has been authorized in writing by your franchise group.

12. Your cash must balance to plus or minus $3.00.

Please consult your manager on any additional regulations regarding cash control that are specific to your company or store. Please refer to the complete Cash Handling and Security Policy, which requires sign off by all employees.
Emergencies

In the case that you must deal with an emergency such as fire, personal injury or theft, make yourself familiar with all emergency phone numbers in the area.

Under no circumstances should you ever put yourself or any other Team Member or customer in jeopardy.

In the event of a robbery, be cooperative.  Do nothing to annoy the thief and everything to avoid violence.  Be alert and try to remember any details that will aid in the arrest of the robber.  It is important that every Team Member frequently reviews and understands the Robbery Prevention Guidelines.
Personal Presentation and Appearance

All employees must present themselves in a professional manner that represents the image we want our customers to associate with our brand.  As such, the following are guidelines for personal presentation and appearance.

The restaurant industry is governed by federal, provincial, and municipal health and sanitation regulations. Provincial regulations may vary from the standards listed below and in such cases, the provincial standards will apply.

· Jewelry
Any jewelry that is visible is considered a health, safety, and sanitation risk, however any jewelry worn for medical reasons will be allowed.  It is acceptable for our “front of the house” FOH Team Members to wear only stud or hoop earrings, provided that there are no more than two earrings per ear and are no bigger than a dime. Management or team members may wear a watch, only when performing non-food handling tasks. No visible body piercings (other than earrings) that are permitted for FOH Team Members, unless the piercing is for traditional (religious) reasons.  No earrings or watches are permitted to be worn in the “back of the house” BOH by any staff.   Rings other than wedding and engagement rings are not acceptable in the food production area. 
· Hair/Facial Hair
   Hair that is below the collar level must be completely tied or pulled back (hanging sections or wisps of hair not restrained fully in a ponytail are not permitted); this is essential to meet proper health and sanitation standards.  Those Team Members involved in food preparation and work in the BOH must wear a hat and a hairnet at all times while on duty.
   Male Team Members may choose to be clean shaven, or to maintain facial hair as follows:  moustaches and goatees are neat and trimmed and are not wider than the outer edge of the mouth and eyes. Goatees must be covered with a beard net if required by Local Health Department.
Beards are only approved for members of the management team for Medical or religious reasons; must be neatly groomed trimmed and covered with a beard net. Team Members who appear “unshaven” may be asked to either shave or go home without pay and return when an acceptable facial hair style is complete.
 These stipulations are necessary to comply with brand standards, and food and sanitation/public health laws and regulations.
· Presentation

   Any unnatural or unusual hair colour or style must be covered with a hat and must not be visible to the customer. Employees are not allowed to work with or handle food if they wear false eyelashes. Make-up must present a natural appearance (i.e. no excessive make-up).  Tattoos and body art which is not excessive or in questionable taste are permitted.  Otherwise such tattoos which do not meet these criteria are to be covered.
· Hands

   Hands must be kept clean, fingernails kept trimmed, and unpolished (colored or clear nail polish is not allowed) for health and sanitary reasons.  Similarly artificial nails including acrylic nails, gel nails and airbrushing are NOT permitted, for the same reason.

· Uniform

   The uniform (shirt, hat, nametag, apron – as needed) is supplied by the employer; the associated costs are covered via payroll deduction, as permissible by provincial employment standards legislation.   Should employment end prior to full payment (where applicable) or without return of the FMI uniform, any/all outstanding amounts owed will be deducted from the employee’s final pay. Uniforms must be worn as directed by your Manager and will follow these guidelines. 

   Shirts must be neatly tucked in.  Clothing items with permanent stains must not be worn and will need to be replaced.  Clothing is to be kept clean and pressed regularly.  Black pants must be ironed, and hemmed to an appropriate and safe length for a professional appearance. Jeans, low rise pants or pants revealing undergarments/flesh and are not acceptable substitutes for uniform pants.  A high quality durable dress pant is available through our supplier or an appropriate substitute may be purchased by Team Members.  Team Members who appear at work in below standard or incomplete uniform will either be asked to change, or to go home without pay and return in proper uniform.  
   Clean, closed-toe, black leather or polishable, slip-resistant, rubber-soled, low heeled shoes in good repair must be worn from day one of employment.  Shoes meeting these standards may be purchased from a retailer of the Team Member’s choice or may be purchased/ordered from a work shoe supplier.  These shoes are purchased by the Team Member and remain the property of the Team Member.  Team Members are also to wear black socks with their uniform while on shift. 
A legible, non-handwritten nametag is required as part of a proper uniform.

When you wear your uniform you represent our brand and its standards to every customer who walks through our doors. All employees must practice good personal hygiene. Our members of our restaurant team represent our brand to the customer. As such, high standards of personal presentation and grooming are required; if you fail to comply/adhere to these policies you may not be allowed to continue your employment. 
Guidelines While On the Job

Availability

Upon hire, you will need to provide for your Manager a written notice of your shift availability.  We require that you are available for at least three shifts, one during the week and two on the weekend. If your availability should change, you must notify your Manager in writing.  We will do our best to accommodate your schedule, but this may not always be possible due to the needs of the business.

Probationary Period

Every new Team Member will enter into a probationary period upon hire.  The duration of this probationary period will vary according to provincial legislation.  At some point during this period your Restaurant Manager will review your performance to discuss your progress.  Please refer to your provincial Employment Standards Act or speak to a Manager for more specific information.

The appropriate training is provided during the probationary period in order to assist you in meeting the performance standards as set out in C.H.A.M.P.S.  In the case that you are not adequately achieving the performance expectations, you may be terminated without notice during this period.

Work Schedules

Work schedules are prepared on a weekly basis.  Check with your Restaurant Manager for information on when your schedule will be posted.

Every effort is made to follow work schedules but since we are in a service business, it may be necessary to change your schedule or extend your hours of work from time to time.  Please check your hours each time you are in the restaurant.  Due to the nature of the business there is no guarantee of hours or set shifts on a week to week basis.  While your Manager will notify you of a change to your posted schedule, you share a mutual responsibility for knowing your own work schedule and reporting to work as assigned.

Due to business and customer needs, it is expected that you provide us with as much advance notice as possible if you cannot work as scheduled or as requested due to illness or emergency.  You must inform your Manager as soon as possible and, at the very least, four (4) hours before your scheduled shift.  Please consult your manager on specific policies of your Franchisee regarding schedules.

Minimum Hours of Work

Within a given scheduled work day, every Team Member is guaranteed minimum hours of work under provincial legislation.  Please refer to your provincial legislation for further details.  This guarantee will not apply in those instances where Team Members fail to start work at the scheduled time or are voluntarily absent on any part of the day that they are scheduled to work.

Time-Off

If you require time-off, please provide a minimum of two weeks written notice and your Manager will do his or her best to accommodate your request.  Requests for time-off will be dealt with on a first-come, first-serve basis.  If you want to exchange shifts with another Team Member, please make your request in writing at least two days in advance and obtain approval from your Manager.

For further information on other types of time-off, please see the Team Member Leaves section of this handbook.

Attendance and Tardiness

   Punctuality and attendance are an important part of an efficient and successful business.  As a Team Member, you are expected to be on time and prepared to begin work as scheduled.

   If you are going to be late or absent due to illness, please give us a minimum of four (4) hours’ notice or more.

   If you fail to report to work for three consecutively scheduled workdays without receiving approval from your Manager or without providing a reason satisfactory to your Manager, we will consider this action as a voluntary resignation.

Overtime

Overtime (which should be on an exceptional basis only) is to be approved by your Manager.  If your Manager asks you to work an unscheduled shift or overtime, it is your decision.  Should you agree to work for someone else (and by doing so would be eligible for overtime), please obtain your Manager’s permission prior to accepting the additional hours.  In accordance with provincial Employment Standards, you will be paid for all hours worked.  Working while not scheduled is not allowed and neither is working without being paid.

Time Tracking

For security reasons, it is important that you and only you sign in and out on the time sheet or on the computer system with your Team Member identification number and password. Please sign in only when you are ready to begin your shift.

Pay Periods/Cheque Pick-Up

     Team Members are paid on a bi-weekly basis, by Direct Deposit.  On the exceptional basis where required, Payroll cheques will be sent via regular ground mail and distributed by your Manager. Pay stubs are provided online via email notification from Payroll.  All employees are required to be on direct deposit and to provide an email address for paystub notifications.  Please try to avoid asking your Manager for your pay cheque or stub during busy times in your restaurant (between 11am-2pm and 4pm-8pm).
Minimum Wage

Minimum wage is subject to provincial legislation.  For current rates, please refer to your province’s Employment Standards Act or ask your Manager for further information.

Deductions

By Canadian Law, we are required to deduct such items as Income Tax, Canada Pension Plan, and Employment Insurance from your pay.  The Employer/Franchisee also contributes an equal or greater amount to the government on your behalf.  Please regularly review your online pay stub for the amounts and categories deducted and to ensure that you are covered for the appropriate benefits, if applicable.  If you want/require additional deductions off your pay talk to your Manager and they will provide you with the proper documents to fill out and return to the Payroll Department. 

Payroll Questions

If you have any questions regarding your time worked or rate of pay, bring it immediately to the attention of your Manager.  Your Manager will either clarify the matter or handle any necessary corrections.  Should a matter not be resolved, please contact your Area Coach.
Rest Periods/Breaks
Provincial legislation regarding rest periods varies by province.  Please refer to your provincial Occupational Health and Safety Act or Employment Standards Act (depending on the jurisdiction) for detailed information.  Team Members earn a thirty minute unpaid break if they are scheduled for five consecutive hours or more.
Work Related Injury or Illness or “Near-Miss” Incident
If you are injured in any way, you must report the injury or incident immediately to the Manager/Shift Manager on duty.  Basic “first-aid” related injuries must be recorded on the first aid log.  For any/all work related injuries or illnesses a provincial Injury/Illness Report form must be completed by the employee and the employer and provided to the respective provincial workplace health and safety authority. A copy must be sent to the Human Resources (HR) department.  If you require assistance in this process please contact your Manager, Area Coach or HR as soon as possible.  Regulatory fines will be imposed for failure to report an injury or illness in a timely manner, usually within 48 hours.  
Team Member Meals While on Shift

You are entitled to a discounted Team Member meal after a set length of shift.  Employees who work a shift that is 5 hours or more will now have the opportunity to purchase their employee meal at 50% off.  Employees who work less than 5 hours, and who the manager allows a short period of time to eat, are still entitled to a 20% discount.  These discounts apply to menu items and sizes that can reasonably be consumed by 1 person in 1 sitting. 

Team Member meals are a special privilege provided specifically for Team Members. Therefore, Team Member meals must be eaten on the premises and may not be taken out or eaten by someone other than the Team Member. A Manager must sign for all Team member meals at the time the meal is taken.  As per regular policy, the team member meal MUST be processed in the POS system and fully paid for before the food item is made.

For health, safety, and security reasons, Team Members are not permitted to eat expired product or to take expired product out of the restaurant.

Participating restaurants honour a Team Member discount card that may be used while you are not on shift.  This card is for your personal/employee meal use only: the discount is not transferable to family or friends and may not be used for delivery or with any other offers.  Your Manager will be able to provide you with information about the discount card, including the locations at which it may be used.

  
 All breaks are unpaid at all times.  The employee must clock out when beginning their break and clock back in after their break is finished. Please ask your Manager should you require any clarification of these details.

Performance Appraisal

The purpose of a Performance Appraisal is to provide a planned time to meet, to let Team Members know how they are performing, and to discuss ways in which they can improve.  The outcome of the Performance Appraisal may be linked with pay rate increases.  Formal performance appraisals occur once per year.  

Remember that any performance problems that occur throughout the year should be addressed in a timely manner – please do not wait until the formal Performance Appraisal meeting to deal with concerns/problems.

Please consult your Manager regarding your location’s performance appraisal process.

Service Awards

Service awards are an opportunity to recognize and appreciate our Team Members.  Please consult your Manager for any specific programs that may be in place. 

Personal Belongings

Although the Company takes every reasonable precaution against theft, you are responsible for your own personal property in the restaurant, parking lot, and on all other Company premises.  For your own protection, please do not bring personal valuables such as jewelry, handheld electronic devices and/or larger sums of cash to work.  Despite security measures that are in place it is your own personal responsibility to protect your property (including cellphones/smartphones) and belongings that you choose to bring to work, FMI will not be held liable for any lost or stolen items. 
Off Shift

While the Company encourages teamwork and positive energy under our How We Work Together Principles, Team Members are dissuaded to be in the restaurant during off hours for any prolonged period of time.  We want to ensure we are delivering 100% CHAMPS with a YES ATTITUDE to our customers, and any distractions to those Team Members on shift may prevent us from delivering this.

Personal Telephone Calls and Mail

The telephone and mail services at the restaurant are for business use only and should not be used for personal reasons.  As well, personal mail or packages should not be sent to the restaurant.  All personal pagers and cell phones must be turned off while you are on shift.

If an urgent situation occurs and you need to use the telephone, ask for permission from the Manager on duty.  You must use the restaurant telephone only for brief, local calls and keep incoming and outgoing calls to a minimum.  Under no circumstances are long distance calls and or personal mail to be charged to the restaurant.
Team Members will not be permitted to have their cell/smart phone “on-them” in their direct possession while performing their job duties.   It is to be left with the Manager on Duty who will ensure they are stored in a secured area until the end of your shift.  
Solicitation/Distribution

Any form of solicitation or distribution by Team Members of unauthorized leaflets, papers, or other materials is prohibited during work hours or in work areas.  Other Team Members may not wish or be financially able to support activities being solicited.  In addition, distribution of materials is distracting and is not a proper use of work time.

All forms of solicitation and distribution by non-Team Members on Company property are also prohibited, unless otherwise approved by a Manager.

Transfers

Transfers are granted whenever possible and decisions regarding transfers are made on an individual basis, based first and foremost on business needs.  Some of the factors taken into account when considering an application for transfer are as follows: 

· Reason for request;

· Business/Operations needs of the restaurant involved;

· Work performance of the Team Member requesting the transfer; and,

· Adaptability and skills acquired by the Team Member.

If you wish to be transferred to another restaurant or franchisee, you need to make this request, in writing, through your Manager.  

Please consult your Franchisee regarding any details of such policies.

Employment of Relatives/Dating Relationships

     The purpose of this policy is to protect both the employees and the Company from any situation where favoritism might arise or potentially be perceived: 
· Team Members with a family relationship may not be allowed to work in the same restaurant together if a direct or indirect reporting relationship exists. 

· Team Members who are dating, living together or married may not be allowed to work in the same restaurant together if a direct or indirect reporting relationship exists.

If a situation does arise as described above it may be required that one of the Team Members be transferred to another location.  Discretionary decisions pertaining to these matters will be determined by the Manager, Area Coach, Director of Operations and Human Resources as required. 
Termination of Employment

Upon termination, Team Members will be paid for all time worked up to the date of separation, including any unused, accrued vacation pay.  If you decide to terminate your employment voluntarily, you must provide written confirmation of this decision, and must provide adequate notice as required by provincial legislation requirements; this notice must also be confirmed in writing.  Please refer to your province’s Employment Standards Act for the appropriate information.

If you have completed your probationary period and the Company terminates your employment for any reason other than for just cause, you will receive notice of termination of employment and/or pay in lieu of notice, as dictated by provincial Employment Standards legislation.

If the Company takes disciplinary action to terminate your employment with just cause, your employment will end immediately without provision of notice of termination or pay in lieu of notice thereof, as dictated by legislated requirements.  All employee benefits cease on the date of termination of employment.  
We generate electronic Records of Employment which are automatically filed with Service Canada.  We are not required to provide any paper copies.  The ROE can be accessed online by registering on the Service Canada (SC) website http://www.servicecanada.gc.ca/eng/ei/employers/view_roe.shtml
or by visiting your local SC centre.  Should you require further information please contact Payroll or Human Resources. 

Insurance

Provincial Health Care Coverage

Team Members are eligible for Health Care coverage provided by the province.  Some provinces require individual enrollment for the Health Care program in which you work.  Please refer to your provincial program for further information on this coverage.

Group Insurance

In addition to your provincial Health Care program, you may be eligible to participate in the Group Insurance Benefits Plan.  

Please speak with your Manager or Franchisee regarding any group insurance plans which may be available.

Team Member Leaves
Personal Leave

If you have completed your probationary period, you may request a personal leave of absence without pay.  Your request must be submitted in writing at least 21 days before the beginning date of the leave and must state the beginning date of the requested leave, the intended return-to-work date, and the reason for the requested leave.  The requested personal leave may be granted at the discretion of your Manager, Area Coach and the Regional Director of Operations.  
Sick Leave

If you are unable to work due to illness, it is your responsibility to ensure that your Manager is notified of your intention of sick leave with at least 4 hours notice before the start of your shift and provide with an expected return-to-work date.  If you are ill for three days or longer, you are required to submit a doctor’s note to your Manager indicating the anticipated length of illness, a specific return-to-work date, and a description of any modified work that you may be able to perform.  The costs for obtaining any of the above documentation will be paid by the Team Member.

The Company reserves the right to request an independent medical assessment or additional supporting medical documentation.  Failure to provide the above information and failure to return to the work environment can result in corrective action up to and including termination of employment.  
Bereavement Leave

In the event that you suffer the loss of a close family member, your provincial legislation may entitle you to time-off, without pay.  Please refer to the legislation in your province of residence for further details on this issue.  

If the provincial legislation does not sufficiently accommodate the Team Member’s situation, the Manager may grant an exception or extension of an unpaid leave after consideration on an individual basis.  Any requests for exceptions or extensions of bereavement leaves must be submitted in writing to your Manager for review and approval by your Area Coach.

Jury Duty/Court Leave
Team Members summoned for jury duty, jury selection or to appear as a court witness will be entitled to unpaid leave from work in accordance with Provincial Employment Standards legislation.  On any day or half day that an employee is not required to be in court as outlined above, he or she will be expected to return to/attend work as per their regular work schedule.   
You must provide court documentation of the dates, times of jury duty or court appearances and a jury pay receipt.

Maternity/Parental/Adoption Leave

Female Team Members are entitled to an unpaid maternity leave after the birth of their child or surrogate child.  Eligibility for receipt of government maternity leave Employment Insurance benefits is determined by Service Canada.  For details regarding start dates, return notices, and extensions of this provision please consult the Employment Insurance (EI) Act/Regulations.  

Parental leave is an unpaid leave that may be taken by a parent after the birth or adoption of a child.  Claims for benefits for maternity and parental leaves may be filed under the Employment Insurance program through Service Canada.  Should you require assistance in obtaining information from Service Canada, please talk to your Manager who can contact Human Resources.

Other Legislated Leave Provisions

    The Provincial Employment Standards Acts provided details surrounding additional legislated employee leave provisions available based on specific circumstances.     

Holiday/Vacation

Religious Holidays

Team Members who wish to celebrate religious holidays other than those defined by provincial statute or Company policy may request vacation time or request an unpaid leave of absence.  Any request for time off to observe religious holidays will require the standard 2 weeks written notice and approval of your Manager.  Your Manager will do his or her best to accommodate your request.

Statutory Holidays

Policies, eligibility, and calendar dates for statutory holidays vary according to provincial legislation. Team Members will be paid according to these provincial regulations and standards. 

Should a statutory holiday occur during a Team Member’s vacation period, an additional day of vacation will be allowed at another time.

A Team Member, who is eligible for payment of overtime and works on a holiday, will receive pay at the rate defined by provincial legislation.

Vacation

For information on length of vacation, vacation pay percentage, and other important details, please refer to your provincial legislation or speak to your Manager.  

It is important that you provide a written request to your Manager well in advance of when you wish to take your vacation.

Your vacation pay will be paid out on every cheque as per the regular payroll schedule.

Information
Changing Personal Information

Please ensure that your Manager is aware of any changes in personal information such as change of name, address, or phone number.  It is the responsibility of the Team Member to bring these changes forward to their Manager.

If you keep us informed, we can maintain accurate information in your file.

Requests for Information

   Information about the brand and its Franchise operations and their Team Members is confidential and is not to be discussed with anyone.  Confidential information about Team Members includes their work schedules, phone numbers, home addresses and any other personal information.

If you are asked by an individual, organization, or member of the news media for information and/or its current or former Team Members, obtain the individual’s name and phone number and refer her or him to your Manager or Area Coach.

If someone calls and claims that they must reach a Team Member or your Manager for an emergency, please take their number and call the Team Member or Manager yourself to tell her or him of the caller.

Privacy Policy

We are committed to maintaining the accuracy, confidentiality and security of the personal information that we collect from our Team Members. Personal Information is information that refers to an employee specifically. The type of information that we collect from our employees includes their name, address, date of birth, phone number and social insurance number, as well as all other information relevant to the employment relationship.

Why do we collect Personal Information? 

We collect Personal Information from our employees in connection with the establishment, management and termination of the employment relationship. Unless we otherwise obtain consent, we will not use Personal Information collected from our employees for any purpose other than the purposes described in the Company’s policy. 

Personal Information may be shared with our affiliates, agents, representatives, contractors and service providers who provide us with support services relating to the management of the employment relationship, including third party employee benefit providers and organizations that provide payroll support services. These service providers are required to only use Personal Information in accordance with this privacy policy.  Except for these service providers, we will not give, sell, rent, or loan any of your Personal Information to any third party without your consent, except as required by law or as otherwise specifically described in this privacy policy.

Personal Information may be passed on to a third party in the event of the sale of our business (or the assets of our business). 

Confidentiality
As a Team Member, you have access to confidential information about our brands and how we operate.  We commit to keeping your personal information private and we ask the same of you.  Please speak with your Manager if you have any questions about the information that is confidential to the brand. 

In Closing…

Please use the Working Together Team Member Handbook as a reference tool if you have questions regarding the Company’s policies.  Please do not hesitate to personally communicate with your Manager or Franchisee, if you have any questions or concerns.

The information that is provided in this Working Together Team Member Handbook is meant to be a resource that is informative and instructional.  While it is important for you to be familiar with our operational policies, it is equally important that you understand the philosophies driving our business.  We are committed to a work team and environment that is positive, energetic, and people-focused.  As an important part of this team, you will have fun, learn a lot, and grow with us.

Your success is important to us and will be best achieved when we work together as a team.  When we work together, we can accomplish extraordinary things!

Working Together 

Team Member Handbook

	


Training Certification
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This form certifies that I, the undersigned, have read, understood and agree to adhere to the policies, procedures, and philosophies outlined in the Working Together Team Member Handbook.

I, _________________________, acknowledge the receipt of my uniform(s) (indicate # if applicable). 

I, _________________________, have read the Personal Presentation and Appearance standards and agree to comply with the conditions therein.

I fully understand that following this signed acknowledgment, I will be held responsible for my conduct, the conduct of the Team Members that I supervise, and/or the conduct of the people or individuals impacting the Team Members in my place of work.  Further, I understand the importance and necessity of using the Working Together Team Member Handbook as a resourceful tool in solving any issues or questions that may arise.

________________________
__________________________
Name (please print)




Date

________________________
__________________________
Employee Signature




Trainer 
A signed copy of this Certificate must be placed in the Employee’s file. 

Please obtain a copy to sign from your RGM/Trainer. 
CLEAN Restaurants


HOSPITABLE Service


ACCURATE Orders


MAINTAINED Facilities


PRODUCT Quality


SPEED With Service








PAGE  
23
Franchise Management Inc. Team Member Handbook 

Revision 2. October 2012


