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 Welcome  
 To Macca’s 
It’s my pleasure to welcome you to the Macca’s team! As you might have 
noticed, we are a pretty tight bunch here at Macca’s, and we are pleased 
to have you as part of our team. 

We are proud to provide opportunities for our employees to grow. Not 
only do we provide tens of thousands of Australians with employment, 
we invest more than $40 million annually on training our Crew, Managers 
and corporate employees. As a Registered Training Organisation we’re 
able to offer tremendous opportunities to help our people gain the 
skills they need to forge rewarding and exciting careers. Many of our 
people are able to use the foundations learned at Macca’s to pursue 
their professional careers, even if they decide to move beyond Macca’s. 
In fact, many of our corporate employees and franchisees have either 
progressed through Macca’s restaurants as Crew Members and 
Managers, or have previously worked at a Macca’s restaurant while at 
school or university. 

Our Company vision is to achieve ‘a smile at every seat’ and that means 
any person in the restaurant, whether it be you as an employee, the 
millions of customers that walk through the door, our suppliers and 
people within the community. We want to promote an environment that 
people want to be part of and one that makes them happy. If we can 
create the most memorable and enjoyable experience it means that we 
will achieve ‘a smile at every seat’. In this booklet you will find a section on 
‘The Macca’s Way,’ our tried-and-true blueprint for creating a smile.
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This booklet outlines key information about our business, values and 
policies, together with the various benefits and incentives on offer to 
you. We’ve included a ‘jargon buster’, a frequently asked question section 
and a contact page at the end of this handbook to help you out.  
We hope you find this booklet useful. If you have a question or need 
further guidance, don’t hesitate to ask the people around you for help. 

Again, welcome to Macca’s. I look forward to seeing you when I’m out 
and about in the restaurants.

Warm Regards,

Andrew Gregory 
Managing Director / CEO
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 A Little Bit  
 About Us 
The McDonald’s story started in 1955 in Chicago, Illinois USA when Ray 
Kroc opened the first franchised McDonald’s restaurant. There are now 
34,000 McDonald’s restaurants in 118 countries around the world, serving 
50 million customers worldwide.

The first McDonald’s restaurant opened in Australia in the western 
suburbs of Sydney (Yagoona) in 1971. McDonald’s has now been in 
Australia for over 40 years, with a long and proud history of providing 
great food and service to our customers. We employ over 100,000 people 
in restaurants and across corporate sites all over Australia.  
There are over 950 Macca’s restaurants across Australia serving 1.7 
million customers every day.

Here are a few interesting dates and 
milestones for Macca’s:

 1955: Ray Kroc opens the first 
McDonald’s in Des Plaines, Illinois.

 1957: ‘Quality, Service, Cleanliness 
and Value’ (QSC&V) becomes the 
Company motto.

 1962: The Golden Arches™ 
become the company logo.

 1971: McDonald’s Australia opens 
its first restaurant in the Sydney 
suburb of Yagoona.

 1981: Australia’s first Ronald 
McDonald House opens at the Royal Alexandra Children’s Hospital, 
Camperdown NSW.

 1993: McDonald’s becomes the second most recognised brand in  
the world. The world’s first McCafé opens in Melbourne, Victoria.
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 2000: McDonald’s is the Official Restaurant of the Sydney 2000 
Olympic Games, serving more than 1.2 million meals to athletes,  
officials and spectators.

 2004: The Happy Meal celebrates 25 years (1979–2004).  
Nutrition labelling is introduced to packaging on McDonald’s core 
menu items — a Quick Service Restaurant Industry First.

 2016: 4586 employees in Australia achieved a nationally recognised 
training qualification.

THE THREE LEGGED STOOL
Approximately 85% of McDonald’s restaurants in Australia are 
independently owned and operated by franchisees, the remainder are 
Company operated. You are now part of an organisation which is one 
of the most amazing success stories in business history. You are on a 
winning team and your performance and contributions will help to grow 
the business now and in the future.

At the heart of McDonald’s operations lies a trio of essential players: 
franchisees, suppliers and employees. We refer to the close 
interdependency of these three players as a “the three legged stool”. 

The stool forms the foundation of the business and represents our 
greatest strength as a company.
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 Community  
 Involvement 
Every Macca’s restaurant is committed to contributing to the 
community in which it operates – whether this is by joining other 
restaurants to fund a major sponsorship, individually supporting their 
local youth sporting team or raising funds for Ronald McDonald House 
Charities. 

RONALD McDONALD HOUSE CHARITIES®

At the heart of Macca’s commitment to the community is Ronald 
McDonald House Charities (RMHC). The first Ronald McDonald House 
was opened in 1981 and since then has provided help to over 100,000 
families through a wide range of programs. It may be of interest to you to 
know that:

 RMHC® celebrated the 
30th anniversary of Ronald 
McDonald House in Australia in 
2011 

 In 2016 over 1200 children 
were supported by the RMHC 
learning program every week, 
which was created to catch 
up on missed education from 
being seriously ill

 The Charity’s 14th Ronald 
McDonald House opened in 
Canberra in 2012 

 Ronald McDonald Houses 
enable parents, mainly from 
country areas, to stay near 
their sick children who are 
receiving lifesaving treatment 
in nearby hospitals 

 There are twelve Ronald 
McDonald Family Rooms in 
Australian hospitals, which 
provide a relaxing haven for 
families of sick kids a to take a 
break just moments from their 
child’s bedside 

 In 2011 RMHC launched its first 
Ronald McDonald Care Mobile 
which gives children from 
rural and remote areas of NSW 
access to healthcare services 
they may otherwise miss out 
on. Since the launch 3047 
children have been seen and 
supported

 If you’d like to know more,  
 visit metime.
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 STATS  
 ABOUT US 

WE EMPLOY OVER 
100,000 

AUSSIES

5,000 
NEW CAREER 

OPPORTUNITIES 
IN 2016
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– 2500 – 
COMPLETED A  
NATIONALLY  
RECOGNISED  

QUALIFICATION  
— IN 2019—

$1+ 
BILLION 

on employee wages, salaries  
and bonuses annually

$40+ 
MILLION 
invested every year  

in staff training

MACCA’S  
CHARITIES 
GIVE 
$12+ 
MILLION 
PER YEAR IN 
SUPPORTING 
SERIOUSLY ILL 
CHILDREN AND  
THEIR FAMILIES
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Our Australian 
Restaurants  
are located

32% 
REGIONAL

68% 
METROPOLITAN

$2.7BILLION
Spent annually on wages,  

operational & capital expenditure

0.26% 
O F  

AUS GPD
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950+ 
RESTAURANTS 
IN AUSTRALIA

— OVER —

80%
RESTAURANTS 

owned by  
LOCAL FRANCHISEES

7% OF WORKERS IN THECAFÉ, RESTAURANT 
& TAKEAWAY FOODSERVICES SECTOR ARE 
McDONALD’S EMPLOYEES
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Version – December 2019

CHECK OUT THE “MACCA’S® PROSPECTUS” FOR MORE DETAILS ON THE RESTAURANT ROLES AND TRAINING OPPORTUNITIES

PATHWAYS TO  
THE FUTURE

CREW
DO: : I deliver QSC (Quality, 
Service and Cleanliness) 
to all customers in addition 
to providing an exceptional 
customer experience. 

LEARN: I am trained and verified 
through the Station Training 
App (STA) to work in the Service, 
Production, Drive-Thru or McCafe 
areas of the restaurant. Additionally, 
I can also complete a Nationally 
Recognised Qualification.

DEPARTMENT 
MANAGER & 
ASSISTANT 
RESTAURANT 
MANAGER
DO: I deliver outstanding 
QSC every shift, with an 
additional responsibility of 
leading a team as either a 
Customer Experience, People 
Performance, and Product 
Quality Manager.

LEARN: I complete Developing 
the Leader in Me and specialist 
courses relevant to the 
department I lead.

CREW COACH
DO: : I consistently and 
effectively provide guidance to 
fellow Crew and utilise all tools 
available to provide the best 
quality coaching, to ensure 
outstanding delivery of QSC.

LEARN: I learn coaching and 
leadership techniques by 
completing the Crew Coach 
Development Program. I can 
also complete a Nationally 
Recognised Qualification.

RESTAURANT 
MANAGER
DO: I am the leader of the 
restaurant, responsible for 
all aspects of the restaurant 
operations including sales, QSC, 
people and profit.

LEARN: I develop my skills 
by attending Leading Great 
Restaurants and Advanced 
Restaurant Leadership. 

SHIFT MANAGER 
DO: I am an operations 
expert and run shifts deliver 
outstanding QSC at all times.

LEARN:  I attend Leading the 
Shift which enhances my 
coaching, leadership and 
shift management skills. I can 
also complete a Nationally 
Recognised Qualification. 

CORPORATE 
OFFICE
DO: There are a range of 
corporate opportunities 
that are available in the 
corporate offices in a range 
of departments including: 
Operations, Human Resources, 
Marketing, Learning and 
Development, Workplace 
Safety, Finance, Legal, IT, Supply 
Chain, Development and 
Communications.

LEARN: Management 
Development Programs are 
offered to a range of employees, 
and range from Operations, 
Business Consultancy, 
Leadership and People 
Management.

LEADERSHIP
DO: We deliver the business 
goals and strategies through 
leading a variety of teams. 
Business leaders can be 
Franchises, Department and 
Business Function Managers, 
Senior Leaders and Global 
Managers.

LEARN: Leaders need to 
continually develop and adapt 
their skills, therefore their 
learning never stops.
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 LEARNING  
 NEW SKILLS &  
 DEVELOPMENT 
We know that McDonald’s is often the first job experience for many of 
our employees, which is why we focus on setting you up for success 
with some valuable skills that will never go out of style. You can have 
confidence in us, knowing that we will train you and train you properly. 
We offer a range of training opportunities and we have listed the key 
ones below.

STATION TRAINING APP
This is a tool that Crew Trainers will use in combination with Crew to train 
them on the various stations in the restaurants. It has videos, training 
materials and other useful information to support your learning with the 
right information at the right time. You will work up from a beginner, to an 
intermediate to being advanced, which is when you are highly proficient 
at a task. The app is just one aspect of your overall learning and it works 
in conjunction with your Online Orientation, the Welcome Party and 
Restaurant Basics training.

WE ARE A REGISTERED TRAINING 
ORGANISATION
As a Registered Training Organisation (RTO), McDonald’s is able to issue 
nationally recognised qualifications at different stages throughout your 
career. Employers Australia-wide respect the value of a McDonald’s role 
on a resume and the skills and values an individual will have developed 
whilst working for us.

We are committed to providing training and development opportunities 
for all employees, equally. Our training programs combine theory and 
practical workplace experience in a flexible learning environment.
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Macca’s offers a range of qualifications throughout your development 
from a Certificate II level right through to a Diploma. Our registered 
scope of delivery includes the Business Services, Retail and Hospitality 
training packages.

We make it a priority to train our employees not only on the physical 
aspects of working, like taking an order or creating a burger, but also on 
the soft skills associated with employment like communication, team 
work, punctuality, prioritisation and problem solving.

At Macca’s, we believe in nurturing growth and development at all levels. 
In fact, we offer comprehensive training and development programs that 
make it easy to highlight strengths, and we help our employees get there 
— all while getting paid!

APPETITE NEEDS OPPORTUNITY
When it comes to your development at Macca’s there are lots of ways 
for you to grow your skills as you think about your current role and 
potential future roles in the organisation. We like to say that if you have 
the ‘Appetite’ to succeed then Macca’s has the ‘Opportunity’ you need. 
You should own and drive your personal development, and your Manager 
in the Restaurant will be there to support and guide you through this 
process. 

As you read further through this booklet the ‘metime’ section provides 
details around how you can access learning material and search under 
specific helpful categories. Your Manager is the best person to speak 
with if you are unsure of the options available. What a way to kick start 
your working career!
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 MACCA’S  
 PEOPLE PERKS 
We offer some great benefits too. Our myBENEFITS program gives 
our employees access to instant product discounts and cash back 
offerings from over 350 retailers (like JB HIFI, Coles and Myer).  
Just log into metime, click on myBENEFITS in the menu and start being 
rewarded.
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All employees also receive half price meals when on shift and 20% off 
Macca’s anywhere in Australia. 

In addition to our employee benefits, there are a range of exciting 
opportunities for our people to have plenty of fun: 

 In-restaurant competitions and social activities 
 Participation in competitions such as our international “Voice of 

Macca’s” competition 
 Managers have the opportunity to participate in Manager 

Conventions hosted both in Australia and abroad. Recent 
destinations include South Africa, Berlin, Hawaii, Singapore San 
Francisco and LA.  
Not a bad way to spend paid time with workmates 

 Inter-restaurant and inter-State competitions are regularly held to 
drive restaurant results and also benefit our customers by providing 
world class service experiences to our customers 

 We also award one person as “Crew Member of the Month”, each 
month many restaurants display the winner on their notice board

 Through metime you will also be able to recognise your team mates 
and send them a thank you card to acknowledge great work they 
are doing in the restaurant. Start a movement by sending one to the 
person who trains you in the restaurant

 And as we mentioned above there are plenty of ways for you to learn 
and develop, so if you have the appetite we have the opportunity.
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 METIME 
Now that you are an employee of McDonald’s, you have access to our 
McDonald’s intranet — metime. 

metime is our one stop shop that houses all past, current and future 
materials that you and other members of the Macca’s community 
need. This is how we communicate, so you stay up to date on all the 
latest information and resources. You can access metime via a desktop 
computer or laptop by visiting www.metime.mcdonalds.com.au or by 
downloading the metime App from the App Store on your smart device.

Once you are confident accessing the metime platform, there are 
number of different benefits that you can gain from visiting metime 
regularly. 
1. Crew Homepage — Happening Now
2. Recommended Learning
3. Resource Library
4. Notices
5. my Station Training
6. myBENEFITS
7. Providing Feedback

1. CREW HOMEPAGE — HAPPENING NOW
Your Crew Homepage is where you will be directed to each time you log 
in to metime. From the homepage, you can navigate to different areas 
in order to find the information you are looking for. The ‘Happening 
Now’ section on the Crew Homepage highlights current and important 
information in a collection ready for you to access and view without you 
having to look for it. 
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2. RECOMMENDED 
LEARNING

The Recommended Learning 
area highlights what has been 
specifically recommended to you 
by either the Corporate Office 
or someone in your restaurant. 
A Manager may recommend a 
piece of content to you if there 
is something important they 
want you to read or participate in. 
Recommended Learning can keep 
you up to date with what the focus 
is in your restaurant and help you 
provide a better experience for our 
customers. 

You can also find Recommended 
Learning items in your menu tab:

3. RESOURCE 
LIBRARY

The Resource Library will help you 
find information that is not already 
on your homepage. If you want to 
look up a specific procedure or just 
want to upskill yourself on a specific 
piece of content – the Resource 
Library is the place to go. You can 
even narrow your search using 
‘Tags’ or ‘Categories’ if you don’t find 
what you’re looking for first go! 
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4. NOTICES
metime can also be used as a communication forum. The ‘Notices’ 
function allows Managers, Supervisors, Licensees and Corporate Staff 
to send you and every other Crew person in your restaurant information. 
This type of communication portal allows everyone to receive the same 
message without having to remember to tell you on your next shift. 
Think of it as receiving an email through metime! 

5. MY STATION TRAINING
Click on the link in the menu tab and it will direct to your station training 
history. You can view all of the training materials shown to you by your 
Crew Trainer. You can also raise Training Review Requests through here if 
you feel the Training wasn’t adequate.

6. MYBENEFITS
Click on the link in the menu tab and you will automatically get to the 
myBENEFITS page where you can start saving. Refer back to the ‘Macca’s 
People Perks’ page for more detail or login and have a play.

7. PROVIDING FEEDBACK
We are always looking at ways to improve metime and make it a better 
user experience for you. If you would like to leave us feedback, whether 
it be appreciative or constructive, use the ‘Feedback’ option in your 
menu tab.

 myJob 
Along with having access to metime, Crew will also have access to 
myJob. myJob is used by all Crew to view their rosters.

Your restaurant may also allow you to request changes to your 
availabilities, ask for days off and view your time punches online. If your 
restaurants doesn’t use these functions, check with your Restaurant 
Manager for your restaurants process.
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Macca’s 
Experience
Our “Customer” vision, is to “Make delicious feel good moments easy 
for everyone”.

This is an exciting step forward for McDonald’s and truly shows our 
commitment to our customers and how important they are to our 
business. Whether it’s in our restaurants, our drive-thrus or around 
kitchen tables we are committed to making delicious feel good 
moments easy for everyone.

You now play a vital role in “Making delcious feel good moments” for 
everyone, as everything you do and say in the restaurant has an impact 
on our customers.

We aim to make a really positive impact on every customer we interact 
with. To help us do this, think M.A.C.C.A.S
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M
ake a welcoming first impression
• Always available

• Smile at everyone

• We say hello first

A
cknowledge everyone
• Bever walk past our customers without 

acknowledging them

• We live by the “2 metre” rule

C
onsider the situation
• Every customer has a story

• A small feel good moment from us can make a 
big difference to them

C
are about the food
• We take pride in our food

• We are fanatical about the taste, quality and 
accuracy

A
ssist before being asked
• We notice all the details

• Take every opportunity to make a life a little 
easier for the customer

S
ay thank you
• We appreciate our customers for choosing us

• We say goodbye and thank you every time
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 RESPECTFUL  
 WORKPLACE 
At Macca’s it is our goal to provide employees with a positive work 
environment that enables them to deliver a great customer experience, 
every time. This means that we are committed to providing a safe, 
healthy and respectful workplace that is free of bullying, cyber bullying, 
harassment, discrimination and victimisation. Each of us has the 
obligation to treat one another with care and respect.

RESPECTFUL WORKPLACE POLICY
The Respectful Workplace Policy communicates McDonald’s expectations 
in regards to acceptable and unacceptable workplace behaviour. 

As an employee of McDonald’s, whilst at work and in connection with the 
business, you are expected to:

 behave in a responsible and professional manner
 treat others in the workplace with courtesy and respect
 listen and respond appropriately to the views and concerns of others
 be fair and honest in their dealings with others
 maintain confidentiality

Allegations of bullying, cyber bullying, harassment, discrimination 
and victimisation will be treated seriously and may be investigated. 
Employees found to have engaged in unacceptable behaviours may 
be subject to disciplinary action up to and including termination of 
employment. Employees should be aware that legal action against 
those responsible is a possibility, as bullying, harassment, discrimination 
and victimisation may also be against the law. McDonald’s may also be 
vicariously liable for the actions of its employees.

To view a full copy of the Respectful Workplace Policy, please visit 
metime or speak with a Manager. If you ever have any questions in 
relation to this Policy, you can speak to a Manager or contact the 
Employee Relations Team on (02) 9875 7200 or employee_relations@
au.mcd.com

23  McDonald’s Australia  



WHAT IF IT HAPPENS TO ME?
If you believe you are experiencing or witnessing unacceptable 
workplace behaviour such as bullying, harassment, discrimination 
or victimisation you should refer to the processes described in the 
Respectful Workplace Policy. The policy sets out both formal and 
informal options for the resolution of workplace issues. For example:

Informal — Discuss it with the person who is making you feel 
uncomfortable and ask them to stop. It may be that the other person is 
not aware that their behaviour is unacceptable, unwelcome or causing 
distress. If you do not feel comfortable approaching the person directly 
you may wish to have someone approach them on your behalf, such as a 
Manager, or you may wish to send a Personal Action Letter (PAL). Further 
information regarding PAL’s can be found on metime. 

Formal — If you are not comfortable pursuing the informal resolution 
process (for example because the complaint is of a particularly serious 
or sensitive nature) or have tried and it has not been successful, you may 
wish to make a formal complaint. Such a complaint should be provided 
in writing to your Restaurant Manager, McOpCo Operations Consultant 
or Franchisee. Further information on the complaint resolution process 
is contained in the Respectful Workplace Policy which is located on 
metime. Remember, you can call the Employee Relations Team if you 
have any questions or need help.
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OPEN DOOR POLICY
We have an “Open Door Policy” at Macca’s. This means that your 
manager’s door is always ‘open’ so that you should feel free to speak to 
your manager at any time you need to.

In the event you have a workplace grievance or concern any questions 
about your employment, you are encouraged to discuss your concerns 
with the Restaurant Manager. In the event that you are unable to resolve 
your issues after contacting the Restaurant Manager, please escalate 
your concerns with your McOpCo Operations Consultant, Franchisee or 
Restaurant Supervisor.

In the event you have followed these steps and your matter still remains 
unresolved, or you don’t feel comfortable following the above process, 
please feel free to contact the Employee Relations Team on (02) 9875 
7200 or employee_relations@au.mcd.com

PERSONAL RELATIONSHIP POLICY 
McDonald’s encourages a friendly atmosphere amongst all employees 
at work. To avoid claims of favouritism or harassment, employees in 
the same restaurant should ensure that any personal friendships, 
partnerships and family associations between them do not impact upon 
their conduct at work, McDonald’s, or the welfare of other employees, 
customers and suppliers. Employees must disclose the nature of any 
relationship with any employee or supplier which may create a conflict 
of interest. This should be done in writing to the Restaurant Manager, 
Franchisee or McOpCo Operations Consultant, so that appropriate 
working arrangements can be considered.

To view a full copy of the Personal Relationships Policy, please visit 
metime or speak with a Manager.
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SOCIAL MEDIA POLICY 
McDonald’s adheres to our Values when participating in the online social 
media community, and we expect the same commitment from anyone 
who represents the McDonald’s brand including our corporate and 
restaurant employees, Franchisees and suppliers.

To ensure social media is used appropriately, employees must comply 
with the Social Media and Respectful Workplace Policies.

In order to protect the McDonald’s brand, we do not use social media 
to undermine the goodwill, reputation, development and/or operation 
of McDonald’s, our products, our services and our people. Additionally, 
employees must ensure that posts on social media comply with the 
Respectful Workplace Policy and do not bully, harass, discriminate or 
victimise other employees. Any deviation from these commitments 
may result in disciplinary or other appropriate action, up to and including 
termination of employment. 

 To view a full copy of the Social Media Policy,  
 please visit metime or speak with a Manager. 
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 ROSTERS & PAY 
One of the greatest benefits of working at Macca’s is the flexibility in 
work rosters.

By now you would have already set up work availabilities that allow 
you to fit in your school, family and outside activity demands. To avoid 
misunderstandings we encourage you to check the weekly rosters 
carefully and write down your shift details. Your roster will be available on 
myJob. Your roster will be posted in advance, normally 5 days prior to the 
next work week. You are expected to work  as rostered unless excused by 
your restaurant management team. 

The following rostering guidelines are also in place:
 Crew will not be asked to take a break within one hour of starting their 

shift
 Every rostered shift will be at least the minimum shift length required 

by the Fast Food Industry Award 2010 (see the Fast Food Award 
Summary Document on metime).

 Your rostered time to start should equal your clocking on time, unless 
other agreed arrangements have been made

 You should only clock off when you have completed your work
 You will be paid for all hours worked including training sessions, 

crew meetings and communication sessions
 You should only clock yourself on and off with the time clock system. 

You must not clock another employee on or off on their behalf
 From time to time you may be requested to work an additional shift or 

you may be requested to work past your scheduled finish time. If you 
choose to come in for an additional shift you are guaranteed the 
minimum shift length

 Working additional shifts or staying back is optional. Whilst we 
appreciate your help, we do not want you to feel pressured to do so
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RESPONSIBLE STUDENT ROSTERING
Macca’s recognises that school is very important. For this reason, 
if you’re a school student, Macca’s will not roster you before 5am or 
after 12am on a school night. For many young people under the age 
of 18, there are also laws that govern scheduling arrangements and 
Macca’s aims to ensure that our rostering practices comply with these 
regulations. Additionally, our flexible rostering system aims to enable 
employees to specify their availability for work to suit their school, family 
and extra-curricular needs.

The Responsible Student Policy is available on metime.

IF YOU NEED TIME OFF
You may request time off using the system for time-off requests used at 
your restaurant. For example, some restaurants use myJob, while other 
will use a special book called the ‘Not Available’ or NA book. If you need a 
particular day off, you should let your restaurant’s Scheduling Manager 
know at least two weeks in advance so this request can be honoured 
whenever possible. Requests for days off will be honoured where 
operationally possible. Getting in early with your ‘NA’ request is always 
the best bet!

IF YOU’RE RUNNING LATE
Punctuality is extremely important for the team to work effectively. You 
should be in uniform, clocked on and ready for work at your rostered 
time. Turning up late not only affects restaurant operations, but it places 
unnecessary and unfair pressures on fellow team members whose work 
depends on your presence. If you find yourself running late to a shift, it is 
important that you contact the restaurant directly via phone.

If you fail to show up for your rostered shift you not only affect our 
customers’ experience, but also your fellow crew working the shift and 
this is unacceptable.

Ongoing punctuality problems and failure to show up to shifts may lead 
to disciplinary action.
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IF YOU’RE SICK
If you are unwell, it is best not to come to work. Macca’s is committed to 
ensuring a safe and healthy workplace and if you come to work unwell, 
there is a high risk of transferring bacteria to food or other employees 
and customers. If you cannot work your rostered shift due to illness, you 
need to let your restaurant know as soon as possible. The best way to 
do this is by calling the restaurant. Macca’s requires at least two hours’ 
notice so that we can find someone to cover your shift.

If you begin to feel ill during a shift, tell your manager. In the case of some 
serious illnesses, there are exclusion periods that apply to working with 
unpackaged food.

The National Employment Standards (NES) provides paid personal and 
carers leave for full-time and part-time employees who are absent due to 
personal illness or injury, or who are required to provide care and support 
to an immediate family member or member of their household. Your 
manager may request that you provide evidence to confirm the absence 
is legitimate. An example of the evidence Macca’s may require includes 
a medical certificate from a qualified medical practitioner specifying the 
nature of the illness and expected duration. Macca’s at its own discretion 
may also decide to consider other available evidence along with or 
instead of a medical certificate.

Where an employee fails to meet the requirements outlined above, their 
period of absence will be considered unauthorised and they will not be 
eligible for paid personal/carer’s leave and it may lead to disciplinary 
action.

Casual employees are entitled to 2 days unpaid carer’s leave for each 
permissible occasion to be the primary carer for a member of their 
immediate family or household. In those circumstances, notice, must be 
provided consistent with the requirements for full-time and part-time 
employees.
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BREAKS DURING SHIFTS
Where an employee is working a shift of 4 hours duration or greater, they 
need to be provided with a 10 minute drink break. 

If you work a shift of 5 hours duration or more, you will receive an unpaid 
meal break of between 30 and 60 minutes duration. Your manager will 
tell you when you need to take your break each shift. You need to make 
sure you clock yourself off when you start your break and clock yourself 
back on before you start working. 

When you’re working you can buy one meal for half price. This also 
applies up to half an hour before or after your shift. You should speak 
to your Restaurant Manager for the technical details about this great 
benefit.

PAY
You will be paid weekly for all hours worked. Please refer to the Fast Food 
Award Summary Document on metime to find out your hourly rate of 
pay.

You must ensure that you clock on and off at the start and the end of 
your shift and for any meal breaks that you take. A Manager will show you 
how to do this on your first shift, but please ask if you have any questions.



 DO’S & DON’T’S 
We want to make sure you have the best experience possible while 
working with us. Following the Do’s and Don’t’s are a great first step in 
this experience.

VALUABLES
When it comes to valuables, it is best if you don’t bring them to work as 
their safety cannot be guaranteed. Macca’s does not take responsibility 
for any items that go missing. 

ALCOHOL AND ILLEGAL SUBSTANCES
Macca’s recognises that involvement with alcohol and illegal substances 
have negative effects on the safety, morale and performance of you 
and your team. For this reason, the sale, use or possession of alcohol or 
illegal substances when you are at work or on Macca’s property is strictly 
prohibited.

In order to protect our employees, customers and the public from any 
harm, any employee at work, or on Macca’s premises, who is found to 
be involved in the manufacture, distribution, possession, sale or use of 
alcohol/illegal substances, or is under the influence of alcohol or illegal 
substances, will be subject to disciplinary action, up to and including 
termination of employment. 

In addition, off-the-job use of alcohol, illegal drugs, misuse of legal drugs 
or drugs taken for non-medicinal purposes, can also adversely affect 
an employee’s work performance or jeopardise their safety, the safety 
of other employees, business equipment, or could adversely affect 
public trust in the ability of Macca’s to carry out its responsibilities, use 
of alcohol and illegal drugs outside of work that impact work may also be 
cause for disciplinary action, up to and including termination.
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VIDEO SURVEILLANCE
Most Macca’s restaurants have continual and ongoing video surveillance 
in place.

Your actions at work are recorded and video surveillance footage 
may be reviewed by management at any time and used as evidence 
during investigation of safety and security incidents and disciplinary 
proceedings.

Video cameras may appear as dark tinted domes on the ceiling or walls. 
If you have any questions regarding video surveillance in your restaurant, 
speak to a member of the Management team.

EMPLOYEE PARKING
Because of limited customer parking in most restaurants, you should 
park in the areas designated by your management team. Check with 
your management team about designated parking areas at your 
restaurant.

NO LOITERING REQUIREMENTS
Basically, this means we ask that if you are rostered for a shift, you 
should not be in the crew room for more than 30 minutes either side of 
your shift. This is for your safety, security and the smooth running of the 
shift. If you are not rostered on, you are only permitted in the restaurant’s 
customer areas.

People lingering in the parking lot or suspiciously hanging out around the 
restaurant may be “casing” the restaurant — observing the restaurant’s 
procedures to determine the best time to commit a crime. If you see 
anyone suspicious, write down the vehicle license plate and description 
and then notify your Manager.
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CASH CONTROL
You will be required to sign a Cash Policy, which will be explained by your 
Crew Trainer during your Restaurant Basics Induction on your first shift. 
The full policy is located on metime. Some of the main points are:

 Always count your float before taking over your register;
 Only use the register assigned to you, do not let anyone else use your 

assigned register. Inform your Manager if anyone has done so; and
 Notify a Manager if you require a refund, if a customer leaves their 

change or if you are unsure of a register procedure.

We understand that people occasionally make mistakes resulting in 
a cash register being short. For this reason you will not be required to 
make up cash shortages. However, this is a serious matter and if you 
have significant cash shortage you will be notified and your cash register 
procedures will be reviewed. Failure to follow the Cash Policy may result 
in disciplinary action up to and including termination.

GIVING AWAY OR RECEIVING FREE FOOD
You may from time to time be asked by customers or friends to give away 
food, or find that you are given it without asking. At no time should you 
give away or receive free food. Giving away, or accepting, food without 
payment is a serious offence, and a breach of restaurant policy that will 
lead to disciplinary action up to and including termination. If you need to 
replace food for a customer, check with your Manager before doing so.

MEDIA ENQUIRIES
From time to time you may receive enquiries from newspapers, TV or 
radio asking for information or an interview. You should refer them to 
the Restaurant Manager who will pass the request onto the Corporate 
Communications Department in Macca’s Head Office.

Employees must never, under any circumstances, answer questions 
from the media or agree to an interview. Even harmless comments can 
be taken out of context and result in damaging or inaccurate reports.
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TELEPHONES
We understand the need to keep in contact, but when on shift, it’s 
important that we focus 100% effort on providing outstanding QSC & V 
to our customers. Please do not carry your mobile telephone on you or 
use it whilst on shift. Employees are discouraged from bringing valuable 
items such as phones to work. If you need to contact a family member 
urgently you can ask to use the restaurant telephone. Please also inform 
your family of the restaurant telephone number.

THEFT
One of our key values is that we operate our business ethically. As such, 
any unethical behaviours such as theft will not be tolerated. Acts of 
misconduct may result in disciplinary action up to and including 
dismissal.
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 A SAFE  
 WORKPLACE  
 FOR ALL! 
At McDonald’s we are dedicated to the enjoyment and safety of 
our staff and providing a positive work environment that enables 
us to deliver a great customer experience, every time. To meet our 
commitment of providing a safe and healthy working environment, 
and fulfil our responsibilities:

WORK HEALTH AND SAFETY POLICY
We manage risks to health & safety and prevent incidents
By identifying and assessing workplace hazards, we aim to eliminate or 
minimise risks to health and safety, so far as is reasonably practicable. 
Our aim is to prevent incidents.

We comply with the law
McDonald’s aims to comply with all relevant Australian Work Health & 
Safety legislation, regulations and standards. We will work with Safety 
Regulators in all States to achieve compliance and continually improve 
our results.

We set targets and goals, strive to continually improve
McDonald’s will set measurable objectives and targets for health and 
safety; to support our aim of continuous improvement as we work 
towards the elimination of work-related illness and injury in McDonald’s 
workplaces.

We up-skill and engage our people at every level
McDonald’s will train our workers to work safely. We will engage our 
people at every level, and will encourage a top-down safety culture to 
demonstrate and reinforce our commitment to the health and safety of 
our workers.
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We consult and communicate about safety
McDonald’s aims to ensure that our consultation processes give workers 
the opportunity to be included in decision-making that may impact their 
health and safety at work.

We provide transparent, easy-to-navigate systems and information

McDonald’s aims to provide appropriate health and safety information to 
our workers and workplace visitors. We will ensure our communications 
are clear and that our systems are easy to navigate.

EMPLOYEE RESPONSIBILITIES
All employees must:

 Assist Managers in implementing McDonald’s safety policies and 
procedures

 Use the Hazard Log to identify and assess hazards
 Report all work related near misses, injuries and illnesses
 Follow correct procedures and reasonable instructions including 

wearing Personal Protective Equipment (PPE) when instructed
 Look after themselves, each other and anyone else who may be 

affected by what they do or do not, while at work
 Not put other employees, customers, contractors or visitors at risk of 

injury or illness
 Not intentionally or recklessly interfere with or misuse equipment or 

any other items supplied at the workplace
 Read, understand and demonstrate at all times the specific 

responsibilities and accountabilities detailed for your role, in the 
Health and Safety Responsibilities Tables (refer to McSource).

BASIC SAFETY RULES
 All crew members are required to complete the Safety Section of 

the Welcome to Macca’s Orientation Module on metime and the 
Restaurant Basics Induction Training before initial training begins

 Crew must not work any station unsupervised unless they have been 
trained and verified on that station
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 Put away restaurant materials, equipment and tools properly, as soon 
as you’ve finished with them. Never leave them lying around where 
they could cause an incident/accident

 If you are performing a task that requires Personal Protection 
Equipment (PPE) ensure you are wearing it correctly

 Never fool around or play practical jokes as doing this can have 
dangerous consequences. You could seriously injure yourself or 
someone else

 Team members who have not been trained and verified on Litter 
Patrol using the Litter Patrol Plan in the Policies & Procedures Manual 
and the Customer Areas Checklists, must not perform Litter Patrols 
unsupervised

Only Superheroes are bullet proof. Workplace Safety is in your hands!

FOOD SAFETY AND HYGIENE
What to do if you are injured or ill
If you are unwell (for example, if you have a severe cold or are suffering 
from diarrhoea or vomiting), it is best not to come to work. You are 
at a high risk of transferring bacteria to food or others. Follow the 
instructions on page 32 regarding what to do if you’re sick.

Other things you should remember are:
 Keep fingernails trimmed and clean
 Keep long hair pulled up and restrained under your hat
 When handling straws ensure you only touch the centre of the straw.

Adhesive strips
Don’t touch or prepare food if you have cuts or sores on your hands. 
Any open cuts or wounds on hands or fingers must be covered with 
McDonald’s approved Blue Adhesive Strip and a glove. If you come to 
work with a flesh coloured adhesive strip you should change it to a blue 
one prior to starting work.
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HAZARD MANAGEMENT
Hazard Identification

For McDonald’s, providing a safe workplace for all of its employees and 
customers is a priority. It is everybody’s duty to work together to make 
our restaurants as safe as practicable. It is important to understand 
though that McDonald’s restaurants are workplaces and like many 
workplaces you may be exposed to hazards.

A hazard is anything that can cause harm or damage to someone or 
something. At McDonald’s, hazard icons are used to identify hazards. 
You will see hazard icons across our training materials, as well as on 
documents like the planned maintenance cards. They provide an 
assessment of risk and can be used as a method of controlling hazards 
encountered in the day-to-day operation of the restaurant. If the hazard 
icon appears, it is important to pay attention and identify the hazard that 
may cause the injury.

Note: Some training materials may use this icon  in place of the 
specific icons.
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Hot surfaces can cause burns so use caution around 
hot surfaces, follow correct procedures and wear PPE as 
directed.

Manual handling Lifting inappropriately can cause sprains, 
strains and other injuries. Follow the correct manual 
handling procedures as shown on the “Safe Lifting and 
Carrying” poster.

Hot fluids and steams can cause burns. Use caution with 
hot fluids and around bun steamers.

Electricity has the potential to cause life threatening 
injuries. Always check electrical equipment before using it. 
Follow electrical isolation procedures where necessary.

Slippery floors can cause falls with a variety of injuries 
such as sprains, cuts and bruises. Clean spills immediately 
and use a ‘Wet Floor’ sign if you see a wet floor. Wear 
appropriate footwear with good grip.

Hot oil can cause burns so avoid contact and splashing 
of hot oil. Follow the correct procedures and wear PPE as 
prompted.

Chemicals can cause skin and various other health 
problems. Follow the instructions for the chemical and 
wear PPE as directed.

Compressed gas/air/liquid can cause various injuries 
such as asphyxiation. Never inhale gases. Always follow 
procedures when working with compressed substances.

Sharp objects and surfaces can cause cuts and 
lacerations. Always follow procedures and wear PPE as 
directed.
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Syringes and body fluids can cause various health 
problems. Make sure you can see where you are reaching 
and follow procedures for dealing with syringes and body 
fluids.

Moving parts within machinery can cause injuries such as 
crushing and lacerations. Follow procedures and always 
keep limbs well away from moving parts.

Moving vehicles can cause a range of serious injuries. 
Always follow procedures. Look carefully before entering 
an area with moving vehicles and wear high visibility vest 
when working.

Further instructions on particular hazards can be found in the Operations 
& Training Manual, training material, or ask your manager or Crew Trainer.

If you’re not sure or it doesn’t look right; ASK! Don’t risk it.

RISK ASSESSMENT
McDonald’s has a number of tools available to assess the level of risk. 
These tools, including the Hazard Log and Hazard Rating Table, can be 
found on DoneSafe or on metime.

HAZARD CONTROL
How do we control hazards in the restaurant?

 Follow all procedures
 Follow all training instructions in the Crew Development Program 

(CDP)
 Maintain all equipment in good order – daily cleaning & Planned 

Maintenance Cards
 Do Not perform work you haven’t been trained to do
 Wear all required PPE
 Report all hazards
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INCIDENT REPORTING
An incident is any event that resulted in or could have resulted in an 
injury or illness to an employee, contractor, visitor or customer at 
McDonald’s or whilst undertaking work on behalf of McDonald’s.

While we do all we can to minimise hazards, sometimes incidents 
do occur. If an incident does happen, immediately report it to the 
Shift Manager who will record it on the Incident/Visit Report Form on 
DoneSafe Shift Managers and Managers have special training to deal 
with and report incidents.

INJURY MANAGEMENT
All employees are entitled to claim Workers’ Compensation if they 
suffer a work-related injury or illness. If you suffer a work-related injury 
or illness you must immediately inform a member of your restaurant’s 
management team. They will arrange first aid and if required, medical 
attention. The manager will document the injury in the Incident/Visit 
Report Book. 

If you seek medical attention you are required to provide a prescribed 
workers’ compensation medical certificate from your doctor.

An early return to work by an injured/ill worker is a normal practice and 
expectation of all employees. If you are unable to return to your normal 
duties, where appropriate a Return to Work Plan will be prepared by your 
restaurant’s Return to Work Co-ordinator in consultation with you, your 
treating doctor and Restaurant Manager. Every effort will be made by 
your Return to Work Co-ordinator to provide you with suitable/alternate 
duties during your recovery. If required, Workers’ Compensation forms 
are available from your Restaurant Manager or Restaurant Owner.
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SAFETY SQUAD
To make our workplaces safer it is crucial that those involved in the 
everyday tasks have a hand in developing and applying the solutions. 
Safety Squads do exactly that. The squad meets regularly and a 
summary of the minutes are posted on your noticeboard.

The Safety Squad helps to keep your workplace safer by completing the 
following roles/responsibilities:

 Discussing issues raised by you or other team members and giving 
feedback to crew at Crew Meetings

 Reviewing hazards reported in the Hazard Log and, if necessary, 
giving feedback to management about controlling hazards and 
signing the Hazard Log once satisfied

 Reviewing any accidents or incidents that have occurred and if they 
think it is necessary, giving feedback to management about ways of 
preventing recurrences

 Completing Risk Assessments
 Reviewing Safety Information that may come from Head Office 

(Safety Alerts, memos & quarterly Safety Theme)
 Completing the Safety Inspection Checklist regularly
 Generating ideas for improving health and safety
 Providing feedback to management about suggested changes in the 

restaurant which may impact on Workplace Safety
 Encouraging all employees to report all hazards and suggest safety 

improvements
 Engaging with other crew members in ‘safety conversations’ to 

reinforce safe work practices and behaviours.

Safety is an item on the agenda of Crew & Managers Meetings and is 
discussed at Communication (Rap) Sessions. The Safety Squad always 
needs people with new ideas on how to improve Workplace Safety. 
If you are interested in joining the Safety Squad please contact your 
Restaurant Manager.

You can help make the difference between a safe work environment and 
a hazardous one.
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DONESAFE
Is a Workplace Safety Online Compliance and Safety Management 
System that allows our restaurants to record Incidents, Hazards, 
Checklists and Safety Squad meeting minutes.

EMERGENCY MATERIALS
Your restaurant will have emergancy materials available inside your 
restaurant some of these materials include;

Emergancy Flipchart
The emergancy flipchart will list  what to do in case of different 
emergancies, your shift manager will always take control of the situation. 
Each restaurant will have this in a different location as part of your 
orientation the location should be pointed out.

Emergancy Evacuation Plan
The emergancy evacuation plan is a restaurant specific plan and will 
outline where to exit the restaurant.  It will outline where all the fire safety 
materials are inside the restaurant (Fire extenishers, Fire Blankets, and 
Ansul system) as well as the restaurants assembley area.

EMERGENCY RESPONSE
Refer to the Emergency Procedures Flipchart for specific action required 
for different types of emergencies, e.g. fire, flood, earthquake, cyclones, 
gas leak, bomb threat, etc.

In the case of fire:
 Call out for the manager immediately and with urgency
 Obey all instructions given by the Manager and ring the Fire Brigade 

on ‘000’ if necessary
 Alert crew, managers and customers in the vicinity of the fire
 Do not shout “FIRE” as it may cause panic.

In the case of serious injury:
 Do not move the injured person
 Call the Shift Manager who is first aid qualified
 Give assistance where possible
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During any emergancy situations your manager will take charge of the 
sitaution.

EMERGENCY PROCEDURES
If you are directed by the Manager to evacuate the building, due to an 
emergency or other situation such as a blackout:

Prepare
 Know where you restaurant’s emergency exits are located

Evacuate
 When instructed by the manager, leave by the nearest exist
 Assist customers where required
 Keep calm – don’t run
 Do not try to get personal belongings

Assemble
 Go directly to the restaurant’s assembly point
 Stay in the group so Managers can ensure no one is missing or still 

inside
 Do not attempt to re-enter the restaurant until the manager of Fire 

Brigade gives authorisation

Refer to your restaurant’s Emergency Evacuation Plan.

SECURITY
Workplace Violence and Harassment

 Verbal abuse either in person or over the phone
 Written abuse
 Discrimination
 Physical or sexual assault
 Armed robbery
 Malicious damage
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Violent Incidents and Your Safety
A violent incident occurs when someone is threatened or physically 
assaulted at work by a customer or visitor. Despite preventative 
measures, violent incidents can and do occur at the workplace.

All workplace violence and harassment issues must be reported to the 
shift manager, recorded via the Incident/Visit Report Form on Donesafe.

Here are some general guidelines you should follow when dealing with 
an angry and/or violent customer;

 Remember, your safety is always the number one priority
 Listen: Stay calm and listen to the customer
 Be understanding: Understand the problem from the customer’s 

perspective (empathy). Be courteous and patient
 Think of a solution: Solve the problem if you can or politely tell the 

customer that you will get a Manager to help with the situation (or ask 
a co-worker to get a Manager)

 Record details: Record details after the incident. The Restaurant 
Manager will ensure post incident support is provided as required

SECURITY POLICIES & PROCEDURES
Know the rules
It is very important to follow security procedures at all times, especially 
when opening and closing the restaurant to ensure the safety of yourself 
and other team members

No loitering
 Who’s hanging around? People lingering in the parking lot or 

suspiciously hanging out around the restaurant may be “casing” the 
restaurant – observing the restaurant’s procedures to determine the 
best time to commit a crime

 If you see anyone suspicious, write down the person’s license plate 
and description, then notify your manager
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Door Security
 The back door is not to be opened between sunset and sunrise, and 

never used for normal entry or exit from the restaurant. A Manager 
should be present whenever the back door is opened

 The Back Door must be closed securely during the day, the alarm 
activated and kept closed and locked

 Never open doors that lead to the exterior of the restaurant whilst the 
restaurant is closed to the public

 Corral gates and delivery hatches must be closed and secured at all 
times

Keep the drive through window closed and locked when there are no 
cars in Drive Thru & during quiet periods

Employees only
 Extra people cause confusion, distracted employees give criminals 

opportunity. Don’t go behind the counter if you’re not working, and 
don’t invite friends back there

 Ask for identification. If someone you don’t recognise wants to enter 
the kitchen, ask to see a company picture ID badge. If the person 
can’t show you one, get your Manager. A McDonald’s business card is 
NOT acceptable

Personal Security
 Car Parking. If your shift ends after 7.00pm, please park your car in the 

area designated by the Restaurant Manager.

Security and money procedures are confidential. 
For example, if someone asks you how and/or when cash collections are 
made to the restaurant, or where made-up cash drawers are stored, say 
that you don’t know. Then tell your manager what happened.

 If you have any questions about safety or security, speak to your  
 Manager. 
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 JARGON  
 BUSTER 
Some Macca’s terminology is unique to Macca’s. It may all sound a bit 
overwhelming at first, but to help you through we have put together this 
“jargon” buster.

Term That’s Macca’s For…

10:1 Meat patty for Big Mac and Cheeseburger

3:1 Meat patty for Angus Burgers

4:1 Meat patty for Quarter Pounders

ABS Automatic Beverage System

AMH Anti-microbial handwash used to wash hands before 
handling food

APSC All Purpose Super Cleaner used for various cleaning jobs 
around the restaurant

BIM Blended Ice machine – A piece of equipment that creates our 
Frappés and Smoothies

CAGE Storage area for dry stock

CAYG Clean As You Go 

COD Customer Order Display – Speaker box in Drive Thru

Cutback The cleaning product and method used for cleaning the 
stainless steel, sometimes referred to as white powder

Dangology The art of dangling a completed Drive Thru order ‘out of the 
window’ encouraging the driver to receive their order

DoneSafe Online platform were we record all Incidents and Hazards 
within restaurants

DMB Digital Menu Boards – Menu boards at the front counter and 
in Drive Thru that have digital screens
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Term That’s Macca’s For…

FIFO 
First in, First out, which refers to the method used to ensure 
stock that was delivered first is used first — sometimes 
referred to as rotation

Franchise
A business opportunity that allows a person to start a 
business by legally using someone else's business expertise, 
ideas, and processes.

Franchisee / 
Licensee

A person or business that holds an approved licence to 
conduct an activity such as operate a business

Franke Arch Fry Racker which dispenses frozen fries into baskets

FSB Frozen Sparkling Beverage – The front counter equipment 
that produces our tasty frozen drinks

Grill Direct The alternative method of preparing food where it is boxed 
and wrapped and placed in the ‘production bin’ to be served 

Grill Slip

If a customer orders a burger that is not standard, for 
example a Big Mac with no sauce it’s called a grill order. A grill 
slip prints in the kitchen to let them know to prepare the 
order

Group Handle
When a customer orders from our McCafé , our specially 
trained Baristas will use a Group Handle Coffee Machine to 
create a delicious cup of coffee

Headset A device used for taking orders through the Drive Thru.

HLZ 
Heated Landing Zone where boxed and wrapped food 
is placed for front counter crew to serve in Made for You 
restaurants

Juggler
A piece of equipment found in McCafé that dispenses milk in 
preferred quantities rather than manually pouring from the 
carton.

KVS Kitchen Video System – Displays burgers and orders

Made For You Method of preparing food where each item is assembled as it 
is ordered. Not all restaurants use the Made for You method

McOpCo Restaurants that are owned by McDonald’s

Metime Our online employee system which provides details on pay, 
communication, resources, learning, policies and more
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Term That’s Macca’s For…

myJob
Our online platform that allows Crew to access Rosters, Time 
punches*, Availabilities*, and request time off*.

* Only if restaurant has chosen to use these functions

OPS Operational Procedure Sheet during training to explain 
station procedures

Patty A chicken or meat patty that goes into the burgers

PLS Production Level System

PPE Personal protective equipment provided to protect you when 
performing some tasks e.g. wash-up or filtering of vats

Production 
Bin 

Where boxed and wrapped food is stored for up to 10 minutes 
in grill direct restaurants

QSC&V 
Quality, Service, Cleanliness and Value. Four critical areas 
we are famous for which you will learn about as you progress 
through your training

STA Station Training App, the platform we use to conduct our 
training.

SPW Shift Positioning Workbook used to list which station each 
person on shift will be working on

Station Refers to the area you will be working on. For example you 
could be working on grill station

Suppliers Various businesses that provide supply’s to the restaurants 
like the beef patties, straws and McHappy toys

The Line The work station that runs down the centre of the kitchen 
where products are assembled

TLC Think like a customer

UHC Universal Holding Cabinet used to hold cooked products 
such as Chicken Nuggets before they are boxed and served.

Walk-in Main fridge and freezer
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 FAQ 
When do I first get paid?
You will get paid for one hour of work after you have completed your 
Online Orientation. Following this initial payment you will be paid on 
a weekly basis for all hours worked. You should confirm with your 
restaurant what your normal pay day is, and where you can access your 
payslip. 

How do I read my payslip?
Depending on the payroll system your restaurant uses, your payslip 
will differ slightly. To help you read your payslip, we have put a handy 
reference guide up on metime to explain the key points.

Do I need a Tax File Number (TFN)?
We strongly suggest that you apply for a TFN as this will be required as 
you progress your career and earn more money. If you earn over the tax 
free threshold and haven’t provided your TFN to your restaurant, you may 
be taxed at a higher rate. Secondly you need to provide your TFN to your 
superannuation fund. If you require more information we suggest visiting 
www.ato.gov.au where you will also find the form to apply for your TFN 
online.

What is Superannuation?
Superannuation (or super) is money that you set aside over your lifetime 
to provide for your retirement. We know that you won’t be thinking about 
this right now, but if you are eligible, McDonald’s will pay an additional 
9.5% of your wage to your superannuation fund. 

Superannuation is payable to employees over the age of 18 who earn 
more than $450 in a calendar month, and for under 18s if they earn 
more than $450 in a calendar month and work more than 30 hours in a 
given week. If you want to learn more about superannuation we suggest 
referring to the ATO website www.ato.gov.au
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Will I get a uniform?
You will receive your uniform at your Welcome Party in your Welcome 
Bag. Take it home and try it on and let your Manager know if there are 
issues with size, so they can change it before your first shift.

What do I bring to work?
Bring yourself in full McDonald’s uniform ready to help your team and 
customers, and that’s it! 

Where do I go on day one?
On your first rostered shift, following your Welcome Party, head to the 
restaurant’s front counter and let them know that it’s your first shift. They 
will then get the Manager and your shift begins. 

When will I have my first shift?
You should have your first shift within 14 days of your Welcome Party. 
If this doesn’t happen we suggest that you speak with your Restaurant 
Manager to understand when your first shift will be.

Can I bring my own food to work?
Yes. It is not compulsory for you to eat McDonald’s food when you’re 
working, so you can bring food from home. Speak to your Manager about 
where you can store your food, whilst on shift.

What discounts do I get on Macca’s food when I’m 
working?
You can receive one meal at 50% off either 30 minutes before your shift, 
30 minutes after your shift or during a rostered break (if applicable). All 
other times the 20% metime discount applies at any restaurant. Speak 
with your Restaurant Manager if you’re ever unsure.
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 CONNECT  
 WITH US 
WE LOVE FEEDBACK
Twice a year Macca’s issues a survey called the ‘Enjoyment Index’, which 
is accessible via the metime homepage. The Enjoyment Index is a short 
survey that allows McDonald’s to measure how enjoyable it is to work 
at your restaurant. The survey contains 12 questions and takes about 5 
minutes to complete. The survey will ask for your thoughts and feedback 
on certain aspects of working at McDonald’s. This is your opportunity to 
provide feedback to help build a better working environment. 

Of course this is not the only avenue you have to provide feedback. We 
mentioned earlier that in metime there is the ‘Feedback’ option that you 
can use, if you have ideas of what can be improved in the restaurant, a 
menu idea or a better way of working we want to hear about it.

Your management team are always available for feedback too. That’s 
why we have the ‘Open Door Policy’. Your feedback is gold as you are in 
the front line representing Macca’s and getting your hands dirty in the 
day to day of the restaurant. Never be afraid to speak up and share your 
ideas. We want you to be bold! 
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Notice boards in the restaurant are used to post announcements such 
as safety requirements and updated procedures. Remember, these are 
for everyone to review so please don’t alter or remove them. Make a point 
of checking the notice board regularly so you don’t miss out on any of 
this important info!

Crew meetings are your management team’s chance to tell you about 
many of the interesting things going on in your restaurant and across the 
Company. The management team may also use the meeting to address 
policies or new menu options. We encourage you to get involved in these 
meetings and talk up, so you can share learnings and support the team.

Here are our social media channels for you to connect with as you kick 
off your Macca’s career.
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