
	

Continue

https://lazav.co.za/YmrXLWy8?keyword=mcdonalds%20employee%20handbook


Mcdonalds	employee	handbook

We	are	a	group	of	students	working	on	this	project	as	if	it	were	a	full	time	job.	Any	amount	will	help	support	and	continue	the	development	of	this	project	and	will	be	greatly	appreciated.	An	employee	handbook	is	a	formal	written	policy	related	to	key	topics	relevant	to	business	operations.	It	is	a	business	resource	that	ensures	that	all	employees	are
aware	of	the	company's	rules	and	procedural	policies	and	reduces	confusion	in	the	workplace	related	to	the	issues	covered.	First	impressions	frequently	create	lasting	impressions.	A	firm	that	has	taken	the	time	to	develop	a	thorough	employee	handbook	communicates	a	high	level	of	professionalism	to	new	employees.	Having	uniform	policies	in	a
written	employee	manual	sets	the	initial	tone	of	the	business	culture	as	taking	the	matters	addressed	in	the	handbook	seriously.	When	the	company	communicates	these	as	matters	of	great	importance,	employees	also	will	view	them	as	important	to	their	position	within	the	company.	An	employee	handbook	is	the	best	way	to	ensure	that	a	business
enterprise	complies	with	its	regulatory	obligations,	such	as	issues	related	to	safety	and	employment	discrimination	laws.	When	a	company	operates	without	a	written	employee	handbook,	it	assumes	that	its	employees	are	fully	aware	of	the	company's	operational	protocols.	This	can	be	a	costly	assumption.	It	also	is	a	good	company	policy	to	have
employee	handbooks	regularly	reviewed	by	an	attorney	to	ensure	that	all	matters	addressed	comply	with	existing	laws.	A	poorly	drafted	or	outdated	employee	manual	can	create	substantial	legal	exposure	for	a	company.	A	thorough	review	of	the	information	contained	in	an	employee	handbook	should	be	part	of	the	training	for	new	employees.	Typical
handbooks	cover	issues	such	as	policies	and	procedures	related	to	pay	and	salaries,	attendance,	employee	benefits,	sexual	harassment,	disciplinary	procedures	and	safety.	Standardizing	these	practices	through	a	written	manual	places	everyone	on	the	same	page.	The	existence	of	an	employee	handbook	can	be	a	formal	agreement	between	a	company
and	its	employees.	New	employees	generally	must	sign	a	form	that	confirms	they	have	read,	understand	and	agree	to	the	employee	handbook	policies	and	procedures	as	a	condition	of	employment.	When	an	employee	files	a	civil	complaint	against	a	company	related	to	matters	covered	in	an	employee	handbook,	it	can	become	an	important	document	in
the	case.	An	employee	manual	can	help	in	defending	cases	such	as	common	law	breach	of	contract	claims	where	the	legal	matter	relates	to	issues	addressed	in	a	handbook.	Also,	the	existence	of	an	employee	handbook	that	is	consistently	applied	to	employees	regardless	of	matters	related	to	race,	sex	and	age	can	help	in	claims	related	to	employment
discrimination.	An	employee	handbook	that	is	clearly	written	and	defines	hallmark	issues	related	to	employment	will	reduce	an	employee's	need	to	call	upon	human	resource	personnel	with	questions	that	are	addressed	in	the	handbook.	This	creates	cost	efficiencies	by	providing	human	resource	or	administrative	professionals	more	time	to	address
other	matters	within	the	company.	Like	most	major	companies,	McDonald's	likely	wouldn't	be	the	global	megachain	it	is	if	it	didn't	protect	its	trade	secrets	and	impose	certain	rules	of	conduct	on	its	employees.	While	following	strict	guidelines	regarding	appearance,	personal	hygiene,	and	interaction	with	customers	pretty	much	comes	with	the
territory	when	you	work	in	the	food	service	industry,	McDonald's	employees	have	to	abide	by	several	other	chain-specific	guidelines.	Here	are	some	of	the	weirder	rules	McDonald's	workers	have	to	follow.	For	more	fast-food	news,	check	out	8	Worst	Fast-Food	Burgers	to	Stay	Away	From	Right	Now.	ShutterstockThe	drive-thru	is	one	of	the	most
important	aspects	of	McDonald's	business,	but	the	chain's	workers	will	not	be	able	to	serve	you	if	you	show	up	on	foot	or	on	a	bicycle.	Sign	up	for	our	newsletter!	JStone/ShutterstockCelebrity	love	of	classic	McDonald's	grub	is	well	documented—from	Kylie	Jenner	to	Adele,	everyone	has	a	go-to	Mickey	D's	order.	But	if	a	famous	face	shows	up	at	a
McDonald's	restaurant,	the	staff	is	instructed	to	stay	calm	and	to	definitely	refrain	from	asking	for	a	selfie.	ShutterstockIn	case	you	missed	it,	McDonald's	has	a	no-tipping	policy.	If	you	do	end	up	leaving	behind	some	change	thinking	it'll	go	to	the	person	that	served	you,	you're	wrong.	All	the	money	left	behind	by	customers	goes	into	the	charity	box
(like	the	Ronald	McDonald	House	donation	box),	and	according	to	some	employees,	keeping	those	tips	for	themselves	is	considered	theft.6254a4d1642c605c54bf1cab17d50f1e	ShutterstockOnce	McDonald's	employees	clock	in,	they	better	forget	they	own	a	phone	(or	any	other	electronic	device	for	that	matter.)	According	to	an	employee	handbook,
cell	phones	must	not	be	"used,	seen,	or	heard	in	any	way."	This	includes	taking	pictures	or	videos	while	on	McDonald's	premises,	too.	ShutterstockWhile	employees	have	the	right	to	heavily	discounted	or	free	food	(depending	on	location)	during	their	shift,	they're	not	supposed	to	be	the	ones	preparing	their	own	meals.	One	employee	handbook	states
that	once	a	staffer	clocks	out	for	their	meal	break,	a	manager	is	to	take	their	order	and	assemble	it	for	them,	while	the	staffer	waits	in	the	customer	area.	Colin	Temple/ShutterstockAccording	to	the	same	employee	handbook,	employees	shouldn't	be	arriving	to	the	restaurant	more	than	15	minutes	before	their	shift	starts	or	hanging	around	more	than
15	minutes	after	the	shift	ends.	They	are	also	not	supposed	to	loiter	near	the	manager's	desk	area,	safe,	or	cabinets.	ShutterstockMcDonald's	staffers	are	advised	to	exercise	caution	when	talking	about	McDonald's	on	social	media.	For	example,	they're	asked	to	clarify	that	their	views	and	opinions	are	their	own	and	do	not	represent	McDonald's.
They're	also	prohibited	from	disclosing	the	company's	trade	secrets,	including	"methods	or	processes,	sales	figures,	guest	counts,	business	plans,	how	food	or	marketing	promotions	are	doing,	and	any	other	similar	internal	business-related	confidential	information	or	communications."	An	employee	handbook	organizes	and	explains	all	your	company’s
policies.Employee	handbooks	encourage	behavior,	work	habits	and	work	quality	that	meet	your	company’s	standards.Employee	handbooks	should	include	a	large	number	of	clauses,	and	you’ll	likely	fare	better	writing	these	clauses	yourself	than	using	a	template	or	hiring	a	consultant.This	article	is	for	new	business	owners	interested	in	creating	an
employee	handbook	for	their	company.Launching	a	new	company	certainly	keeps	you	busy.	Not	only	do	you	have	to	build	teams	to	help	you	with	marketing,	product	creation,	communications,	sales	and	more,	but	you	also	have	to	train	your	employees	and	make	sure	their	work	and	behavior	is	in	line	with	your	company	vision.	Together,	these	activities
can	rapidly	chip	away	at	your	time.That’s	why	you	should	have	an	employee	handbook	in	place	when	you	start	your	company.	This	document	will	answer	all	your	employees’	questions	about	company	operations,	saving	you	endless	time	from	day	one.	Read	on	to	learn	why	employee	handbooks	are	necessary	for	any	startup	intent	on	building	a
successful	team	and	what	your	handbook	should	include.What	is	an	employee	handbook?An	employee	handbook	is	an	extensive	document	that	lists	and	details	a	company’s	policies.	While	these	policies	comprise	the	bulk	of	an	employee	handbook,	the	document	often	includes	other	information:A	company	mission	statementA	guide	to	the	onboarding
process	for	new	employeesContact	information	for	important	company	membersA	brief	primer	on	employment	law	basics	to	educate	employees	about	their	rightsNondisclosure	and	noncompete	agreements,	if	applicableKey	takeaway:	An	employee	handbook	outlines	company	policies	and	other	information	related	to	the	business’s	goals,	onboarding
procedures,	contacts	and	employee	agreements.Why	do	you	need	an	employee	handbook?As	a	new	business	owner,	you’ll	likely	need	an	employee	handbook	to	keep	your	team’s	behavior,	work	habits	and	performance	in	line	with	your	company	mission	statement,	your	vision	of	an	ideal	workplace,	and	your	goals	for	your	company	culture.	When	you
give	your	employees	an	in-depth	employee	manual	that	describes	how	you	want	your	business	to	operate,	you	reduce	the	time	you’ll	spend	training	your	team	on	skills	not	directly	related	to	your	projects.Since	it	creates	a	team-based	approach	to	all	work	procedures	and	concerns,	an	employee	handbook	can	help	you	achieve	a	productive,
professional,	welcoming	workplace.	As	employee	manuals	go,	work	procedures	may	include	basics	such	as	requesting	medical	leave	in	accordance	with	the	company’s	sick	leave	policy.	Work	concerns	may	include	matters	of	employment	law,	such	as	addressing	workplace	sexual	harassment	allegations;	including	such	provisions	can	reduce	your
company’s	liability	in	the	event	of	a	lawsuit.Despite	the	legal	protections	and	more	streamlined	workplaces	that	employee	handbooks	can	provide,	no	employer	is	required	to	have	one.	That	said,	almost	all	human	resources	experts	recommend	creating	an	employee	handbook	for	your	company.	Key	takeaway:	An	employee	handbook	can	streamline
your	business	operations,	enhance	your	company	culture	and	protect	your	business	from	liability	in	the	event	of	a	lawsuit.What	should	an	employee	handbook	include?An	employee	handbook	will	include	many	sections,	and	some	might	have	sections	that	others	don’t.	While	no	two	employee	handbooks	are	exactly	alike,	most	should	have	the	following
sections.Company	policiesThe	bulk	of	your	employee	handbook	should	be	company	policies	covering	these	areas:Employee	conductEqual	employment	opportunitiesDisciplinary	actionSocial	media	useWorkplace	securityAttendance,	working	hours,	time	off	and	sick	leaveSubstance	abuseExpensingSellingNon-contract	statementInclude	a	clause	clearly
stating	that	the	handbook	is	not	a	substitute	for	a	formal	employment	contract.	Tell	your	employees	that	receiving	an	employee	handbook	does	not	guarantee	continued	employment.At-will	employmentRelatedly,	include	a	clause	stating	that	all	your	company’s	employees	are	hired	at	will.	The	terms	of	at-will	employment	allow	you	to	terminate	an
employee	for	any	reason,	at	any	time,	without	any	advance	notice.	Some	employment	contracts	and	employee	handbooks	state	not	just	that	employees	are	hired	at	will,	but	that	they	can	also	leave	their	jobs	for	any	reason,	at	any	time,	without	any	advance	notice.Employee	handbook	authorityIt’s	important	to	include	a	clause	stating	that	the	current
version	of	your	company’s	employee	handbook	is	the	go-to	version.	This	way,	as	you	revise	your	handbook	based	on	employee	feedback,	your	employees	will	know	that	older	versions	are	invalid.The	nature	of	handbook	changesState	that	the	policies	in	your	employee	handbook	are	subject	to	change	at	any	time.	This	gives	you	the	power	to	change	your
company’s	policies	as	needed	without	seeking	extensive	employee	feedback.	You	should	also	explicitly	state	how	employees	can	expect	to	receive	notice	of	handbook	changes.Company	historyIncluding	your	company	history	in	your	employee	handbooks	isn’t	as	strictly	necessary	as	are	some	of	the	other	clauses	listed	here,	but	educating	your
employees	on	your	company’s	evolution	never	hurts.	Plus,	your	company	history	is	a	helpful	precedent	to	a	much	more	common	section	in	employee	handbooks:	the	company	mission	statement.Company	mission	statementNear	the	beginning	of	your	employee	handbook,	you	may	want	to	present	your	company	mission	statement	so	your	employees
know	the	goals	they’ll	work	toward.	Be	careful	not	to	conflate	a	statement	of	your	business	goals	with	your	ideal	employee	treatment	procedures	–	let	your	employee	handbook’s	other	sections	speak	to	compensation,	benefits	and	other	key	employment	factors.Onboarding	processCreating	standards	for	how	you’ll	onboard	every	new	hire	can	massively
streamline	this	process	–	as	can	handing	your	employees	a	document	that	explicitly	states	your	onboarding	process.	When	your	employees	have	as	much	information	about	your	onboarding	process	as	your	human	resources	and	hiring	teams	do,	their	earliest	days	with	your	team	will	be	that	much	easier	for	everyone.Employment	law	basicsIn	your
employee	conduct	policies,	you	should	firmly	ban	sexual	harassment	and	outline	the	disciplinary	actions	you’ll	take	when	employees	bring	accusations	to	your	human	resources	team.	But	what	if	your	company	faces	a	lawsuit	too?	That’s	where	your	employment	law	basics	clause	comes	in.A	section	on	employment	law	can	educate	employees	on	their
rights	and	the	conditions	under	which	they	can	sue	for	sexual	harassment	or	any	other	infractions.	This	primer	can	help	your	employees	feel	safe	in	the	workplace,	while	fortifying	your	defenses	in	the	wake	of	a	lawsuit.	Simplest	of	all,	it’s	just	nice	to	show	your	employees	that	they	have	recourse	if	they	need	it.Contact	informationSome	employee
handbooks	include	key	company	contacts’	email	addresses	and	phone	numbers.	You	can	choose	to	list	contact	information	for	just	yourself	or	for	all	company	executives,	or	you	could	include	a	full	employee	directory.	A	large	employee	directory	may	be	more	useful	if	stored	digitally	so	employees	can	simply	click	on	email	addresses	rather	than
manually	typing	them.Nondisclosure	and	noncompete	agreementsIf	you	require	your	employees	to	sign	nondisclosure	and	noncompete	agreements,	you	will	generally	include	these	in	your	employee	handbook.	You	should	have	new	employees	sign	these	agreements	before	starting	their	work.	Employee	benefitsA	thorough	guide	to	employee	benefits	is
one	of	the	most	important	things	to	include	in	your	employee	handbook.	Sure,	you’ll	discuss	certain	employee	benefits	such	as	medical	leave	and	vacation	time	in	your	handbook’s	attendance	policies	section,	but	you	should	detail	them	here	too.	These	are	some	other	employee	benefits	that	you	should	discuss	in	your	employee	manual:Health
insuranceRetirement	plansCommuter	benefitsCollege	savings	plansWellness	programsWorkplace	perksChild	care	programsThe	employee	benefits	section	of	your	handbook	should	state	which	of	these	benefits	your	company	offers,	which	employees	qualify	for	these	benefits,	and	how	your	employees	can	work	with	you	and	your	human	resources	team
to	access	and	maintain	these	benefits.	In	most	cases,	you	can	get	away	with	not	mentioning	any	benefits	you	don’t	offer,	but	you	should	always	detail	your	health	insurance	and	retirement	plan	offerings	(or	lack	thereof),	since	these	are	the	most	sought-after	benefits.Employee	signature	pageAt	the	end	of	your	employee	handbook,	you	should	leave
space	for	your	employees	to	sign	and	acknowledge	that	they	have	a	copy	of	the	handbook	and	understand	its	contents.	You	may	also	want	to	restate	that	all	policies	are	subject	to	change	and	outline	how	employees	can	offer	suggestions,	questions	and	concerns.Key	takeaway:	Some	of	the	most	important	elements	of	employee	handbooks	are	sections
on	company	policies,	employment	terms,	benefit	offerings,	onboarding	basics	and	a	company	mission	statement.Is	there	anything	that	should	be	excluded	from	an	employee	handbook?When	you’re	crafting	an	employee	handbook,	you	should	focus	on	including	all	the	necessary	elements	rather	than	on	omitting	potentially	ineffective,	confusing
content.	That	said,	you	may	do	well	to	exclude	these	provisions:Overly	strict	social	media	use	policies:	Many	employers	and	HR	experts	urge	business	owners	to	implement	social	media	policies,	but	overly	strict	policies	can	backfire.	If	you	ban	your	employees	from	speaking	negatively	about	your	company	on	social	media,	you	may	violate	their	rights
under	Section	7	of	the	National	Labor	Relations	Act.	Yes,	you	should	call	out	social	media	libel	about	your	company	wherever	you	see	it,	but	no,	you	cannot	craft	social	media	policies	restricting	your	employees’	rights	to	free	speech.Inflexible	disciplinary	policies:	Few	HR	experts	would	speak	badly	of	disciplinary	policies	at	large,	but	some	might	urge
employers	to	implement	loose	disciplinary	policies.	A	policy	that	allows	supervisors	to	deviate	from	a	typical	step-by-step	disciplinary	process	rather	than	blindly	adhere	to	it	better	equips	higher-ups	to	tackle	serious	infractions.Sections	lifted	from	irrelevant	templates:	This	concern	relates	to	the	somewhat	common	employer	practice	of	buying	an
employee	handbook	template	rather	than	creating	one	from	scratch.Key	takeaway:	Don’t	make	your	social	media	policy	too	strict,	your	disciplinary	policies	too	rigid	or	your	handbook	too	reflective	of	a	template.	Should	you	buy	or	write	an	employee	handbook?Employee	handbooks	can	take	a	while	to	create,	so	some	employers	purchase	an	employee
handbook	template	and	fill	in	the	blanks	as	needed.	Others	commission	a	consultant	to	create	a	brand-new	handbook.	Many	experts	discourage	both	these	approaches.For	starters,	hiring	a	consultant	to	write	your	employee	handbook	can	cost	thousands	of	dollars.	Also,	small	businesses	that	adopt	templates	may	wind	up	with	policies	and	bylaws	that
only	larger	companies	can	feasibly	implement.	That’s	why	many	experts	suggest	writing	your	own	employee	handbook.	Granted,	there’s	nothing	wrong	with	using	a	template	to	guide	your	handbook’s	structure	and	provisions,	but	be	sure	not	to	exactly	copy	the	template’s	text	–	modify	it	to	fit	your	company’s	culture,	structure,	size	and	industry.Key
takeaway:	The	most	effective	employee	handbooks	are	written	from	scratch,	though	templates	may	be	helpful	for	guiding	structure	and	section	titles.Distributing	your	handbook	is	not	quite	the	final	step.	You	should	update	your	employee	handbook	at	least	annually,	review	it	semiannually,	and	spend	the	time	between	your	review	and	your	rewrite
jotting	down	notes	about	possible	new	policies	or	changes	to	old	policies.	Come	rewrite	time,	transform	your	notes	into	a	new	handbook	–	and	then	send	it	around	to	employees	to	review,	acknowledge	and	sign.Key	takeaway:	You	should	update	your	employee	handbook	at	least	annually	and	review	it	every	six	months.Where	can	I	find	employee
handbook	templates?If	one	thing	should	be	clear	to	you	now,	it’s	that	creating	an	employee	handbook	takes	time	and	work.	You	should	also	know	now	that	employee	handbook	texts	are	references	unique	to	your	business,	not	inflexible	documents	to	copy	from	other	companies.	With	all	these	considerations	in	mind,	feel	free	to	look	at	these	employee
handbook	templates	and	examples	to	get	started.
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