
Human Resources



Food Safe



Food Safety

• Consistency of Timers
• Cooler curtains
• Turning off coolers
• Batter cart temperatures
• Working thermometers
• Cleanliness
• FiFo
• Fryer Excellence

• Wheels 
• Rack
• Ceilings



Objectives:



Payroll



Admin
All forms emailed to Leah (Headoffice@churchschickenbc.ca) 
Friday 12pm a week from payroll
qSick Pay
qVacation Pay
qEmployee Transfers
qPromotions
qWage Increase

mailto:Headoffice@churchschickenbc.ca


Sick Pay



Sick Pay form



Vacation Pay



Vacation - Insert 
form / have 
handouts



Employee Transfers



Employee Transfer Approval (Before Transfer)

qEmployee Transfer Request Form: RGM fills Employee request 
form for desired employee and sends the form to Market Leader with 
the date transfer is happening.

qKen Approval: Market Leader to email Ken for approval copying 
head office Employee request form indicating desire to for transfer, 
including the desired position or location and reason for transfer. 

qSystem Updates: Update employee records in Clearview systems 
to reflect the new position and/or location after approval on or 
before transfer day.



Employee 
Transfer 
Request Form



Leave of Absence



Employee Leave Request & Approval 
(Before employee goes on leave)

qLeave Request Form: An Employee Termination: ROE/LOA 
request form completed by the employee detailing the type of leave, 
reason, start and end dates, and any supporting documentation sent 
to Market Leader.

qSupporting Documentation: Any required documentation to 
support the leave request, such as medical certificates, legal 
documents, or personal statements.

qMarket Leader’s Approval: Market Leader emails written 
approval or acknowledgment copying Head office.



Employee 
Termination 
ROE/LOA



Documentation & Record Keeping 
(Before employee goes on leave)

qEmployee Notification: After Market Leader’s approval provide 
the employee with confirmation of the leave approval, including any 
details about coverage and next steps.

qLeave Approval Record: Document the approval process in 
Clearview, including approvals, and any related correspondence.

qPersonnel File Update: Update the employee’s personnel file to 
include records of the leave request and approval.



Post- Leave Actions (Employee return to work)

qReview and Adjust: After the leave ends, review the employee’s 
return. Reach out to employee in case no communication from them 
on return date.

qReturn to Work Plan: If employee is back to work develop a plan 
for the employee’s return to work, including any necessary 
reintegration or accommodation.

qManager Notification: Inform Market Leader copying Head office 
of the employee’s return date and any relevant details by filling up 
Employee Change Form.



Robbery 
Safety & Security 



Robbery Prevention Measures

qSurveillance Systems: Ensure staff know the locations of 
surveillance cameras and how they contribute to security.

qCash Handling: Train staff on secure cash handling practices, 
including minimizing cash in registers and using drop safes.

qBehavioral Indicators: Teach staff to recognize signs of suspicious 
behavior, such as loitering, unusual nervousness, or individuals casing 
the premises.



Communication During & After 
Robbery
qAlarm Systems: Train staff on how to use panic alarms or silent 

alarms discreetly.
qEmergency Calls: Ensure staff know how and when to call 

emergency services, such as police or medical assistance.
qNon-Resistance: Train staff to avoid resistance and not to attempt 

to confront or disarm the robbers including not chasing them after 
the robbery.



Responding to Robbery

qStay Calm: Emphasize the importance of remaining calm and 
composed during a robbery.

qFollow Instructions: Instruct staff to comply with the robbers’ 
demands to ensure their safety.

qNon-Resistance: Train staff to avoid resistance and not to attempt 
to confront or disarm the robbers including not chasing them after 
the robbery.



Post Robbery Actions

qDebriefing: Conduct a debriefing after the robbery to review what 
happened, what went well, and areas for improvement.

qCounseling and Support: Provide access to counseling or 
support services for affected employees.

qIncident Reporting: Complete an incident report detailing the 
events, actions taken, and outcomes.



Bullying and Harassment  
Safety & Security 



Preventive Measures 

qRespectful Communication: Emphasize the importance of 
respectful and professional communication. Speaking in English only.

qInclusive Environment: Promote an inclusive workplace culture 
where all employees feel valued.

qCode of Conduct: Clearly outline expected behaviors and conduct 
within the restaurant.

qRole Modeling: Encourage managers and supervisors to model 
appropriate behavior and address any issues promptly.



Reporting Procedure

• How to report: Workers at Church’s Chicken can report incidents or 
complaints of workplace bullying and harassment verbally or in 
writing. When submitting a written complaint, please use the 
workplace bullying and harassment complaint form. When reporting 
verbally, the reporting contact, along with the complainant, will fill 
out the complaint form. 

• When to report: Incidents or complaints should be reported as 
soon as possible after experiencing or witnessing an incident. This 
allows the incident to be investigated and addressed promptly. 

• Report Contact: Report any incidents or complaints to your 
Restaurant Manager, Market Leader or to Head office



Termination



Justification and Documentation

qResignation Letter: A formal written notice from the employee 
stating their intention to resign, including the effective date of 
resignation.

qSupporting Evidence: Documentation that supports the reason 
for termination, such as performance reviews, disciplinary records, or 
incident reports.

qPerformance Improvement Plans: If applicable, records of any 
performance improvement plans or corrective actions taken prior to 
the termination decision.



Review and approval of Termination

qMarket Leader’s Approval: Confirmation from Market Leader 
that the termination is warranted and has been reviewed.

qSenior Management Approval: In some cases, especially for 
high-level or sensitive terminations, approval from senior 
management may be required.

qEmployee Termination: ROE / LOA Form: RGM to fill out form 
to formalize their resignation. Send the form to Head office copy 
Market Leader on last day of work.



Company Property and Access

qCompany Property List: The employee must return keys if any for 
non 24 hr store.

qAccess Termination: Plan for disabling the employee’s access to 
Clearview website and disabling employee file in Clearview on their 
last day.
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Employee 
Documentation



Steps to create Employee 
Documentation
• Describe Specific Performance/Behavior That Requires Change
• Ensure Accuracy and Objectivity (Fact-Based & Detail-Oriented)
• Include Employee’s Response/Explanation
• Detail Goals and Steps to Achieve Them (Requires your commitment)
• Set an Expected Time Frame for Behavior to be Corrected or 

Performance to be Improved
• Consistently Follow-Up (Inspect What you Expect!)
• Use Clear Language



Positive Recognition



Written Warning – Cooking Procedure



Q&A


