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Welcome to Tim Hortons! We are excited to have you join our team.
Your first weeks will involve learning new processes, policies, and expectations. Before we get into the details, we want to share what guides us every day — our core values. At Tim Hortons, we are committed to:
· Supporting people and communities
· Maintaining high standards of food and beverage quality
· Protecting the planet
· Creating a safe workplace
As you grow with our team, we hope you will embrace these commitments and bring dedication and pride to your role.
This manual provides an overview of our employee policies. If you have any questions, please reach out to your manager or team members. Remember, you are part of a supportive workplace where collaboration is key.
We look forward to working with you!
Sincerely,
Abe & Suzanne Robalo 

II. Company Policies
Attendance & Reporting Hours
· Attendance and punctuality are essential. Team members should be on the floor five (5) minutes before their scheduled shift.
· Weekly schedules are available on our website. On your first day, management will activate your account.
  Website: www.jjamstims.com
  
· Time-off requests must be submitted at least 2 weeks in advance through the website.
· Shift changes must be reasonable and require manager approval. Please notify your manager as early as possible to arrange an exchange.
· Sick calls must be made directly to a manager on duty (not via text). This allows time to arrange coverage.
· Breaks: 15-minute breaks are unpaid.
· Perks on break: Team members receive FREE coffee or steeped tea and a 30% discount on other food and beverages. Please inform the manager or supervisor before ordering.
· Parking: Available in the Sobeys and Save-On-Foods lots. For closing shifts, employees may park at the back entrance.
Payroll
· Pay periods are bi-weekly. A Ceridian link will be emailed to you for pay stubs and T4s.
· Vacation pay is 4% added to each paycheck (not banked).
· For statutory holiday pay, you must work your scheduled shifts before and after the holiday to be eligible.
Uniform & Career Wear
· Uniforms are issued within 2–3 weeks of hire.
· All team members must wear black, non-slip running shoes.
If your uniform is not yet available, wear:
· Black dress pants
· Black t-shirt or dress shirt
Items not permitted:
· Hooped earrings (studs permitted)
· Facial piercings (per TDL standards)
· Nail polish or artificial nails
· Bracelets, watches, rings, perfumes, or cologne

III. Rewards & Benefits
· Star Employee of the Month: Recognition program celebrating team members’ commitment, teamwork, and customer service.
· Employee Benefits: Full details are provided separately by our administration team and your store manager.

IV. Employee Development & Performance
Probationary Period
· New employees are on probation for the first three (3) months.
Performance Reviews
· Evaluations occur at the third month and sixth month of employment.
· Annual reviews are conducted to assess performance, provide feedback, and support growth within the company and yourself.

V. Workplace Communication
At Tim Hortons, we are committed to maintaining a safe, respectful, and professional workplace.
· Violence, harassment, or abuse will not be tolerated.
· We follow occupational safety standards to safeguard mental and physical wellbeing.
· Employees are encouraged to review the Occupational Safety Brochure and the Workplace Harassment Policy, both available on our website.
· We have an open-door policy. If you ever feel unsafe, mistreated, or harassed, you may speak directly with management or ownership. All concerns will be addressed promptly.
Who to Contact:
If conflict arises in the workplace, contact your manager immediately so appropriate action can be taken.

VI. Hiring
Employee Referral Program
· Details will be shared by management regarding eligibility and referral bonuses.
Re-hiring Former Employees
· Former employees may be considered for re-hire at management’s discretion, based on prior performance and availability of positions.

ACKNOWLEDGEMENT OF RECEIPT OF ORIENTATION MANUAL
I acknowledge that I have received a copy of the Tim Hortons Orientation Manual. I understand that this manual serves as a guideline to help me succeed as an employee.
I have received a copy of the Safety brochure and Workplace Harassment policy
I agree that it is my responsibility to read and become familiar with the contents.

Date: ____________________________

Employee’s Name: ____________________
________
Employee’s Signature: _________________________
Noted by:

Manager’s Name: ____________________________

Manager’s Signature: _________________________
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