[image: ]          Lockwood McKinnon Group Inc.
79 N. Main Street
Mansfield, MA 02048
Phone 508-339-6150
Fax 508-339-6159
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January 27, 2020
Dear 
Welcome to our team. Enjoy dinner on us! (attached is a $25.00 voucher for friends and family - one-time use).  Below is some helpful information.
Lockwood/McKinnon website: www.lockwoodmckinnon.com for Welcome Video, Monthly Newsletter, Employee Handbook, Policy & Code of Conduct.
Facebook page: Taco Bell Lockwood McKinnon
Discounts: See attached.
Paystubs: https://infosync.ultipro.com 
See attached for additional information about Initial Log in, Paystubs, Sick time, Vacation, W2, Reset password, etc.
Payday is every Monday (except certain holidays)
All employees are required to have direct deposit.

Who to Call:
Sick/Cannot work – Call your store at least 2hrs before your shift.
Payroll questions – speak to you RGM or email Emma@lockwoodmckinnon.com	
HR – refer to Open Door policy – attached.

401-K (Vanguard): Open enrollment is in July & January
Eligibility requirements: Age 21+, worked minimum of 1 year and at least 1000hrs.

Sincerely, 
Steve Perrone
Director of Operations





Lockwood McKinnon Group Inc.
Home Office






Emma Ferguson – Finance Manager
Emma@LockwoodMcKinnon.com
Emma has been with Lockwood/McKinnon since March 2016.  She oversees all aspects of the Home Office & it’s staff.
*Financial Statements *Banking *Website *Pivot table *Accounts Payable *Payroll *401K *Benefits
Originally from Guernsey, Channel Islands, Emma met her husband Justin in Utah. They have been married for 20 years and have four children, Rosie, Chloe, Phoebe, and Oliver and two Old English Bulldogs, Lola and Dolly.  In her free time, Emma enjoys gardening, reading and running.

Melissa Hathaway – Office Administrator
Melissa@LockwoodMcKinnon.com
Melissa joined the Lockwood/McKinnon team in August 2011.  Her duties include:
*Payroll processing *License renewals *Unemployment verifications *Invoice reconciliation
Melissa and her husband Neil have been married for 16 years and have two boys, Thomas and James, a Pomeranian named Teddy and a cat named Lily.  In her spare time, Melissa enjoys playing frisbee with Teddy, sewing, camping, and spending time with family and friends making memories.  Melissa also loves to bake and frequently brings her delicious goodies into the office.

Molly Van Rossum – Office Administrator
Molly@LockwoodMcKinnon.com
Molly is the newest member of the Lockwood McKinnon family.  She joined us in December 2018.  Molly brings a wealth of experience to our team and is happy to share her knowledge.  She is computer savvy and very creative.  Her duties include:
*Payroll processing *Direct deposit Help *Garnishments *Invoice reconciliation
Molly and her fiancé, Jim, will be getting married in June of this year. While wedding planning has taken up most of her free time, Molly also enjoys playing with her German Shephard/Catahoula dog, Milly, hiking, yoga, and going to concerts.

If you need assistance, please send us an email.  We’re happy to help!





Orientation Checklist
Completed by RGM on employees first day...
Opportunity for RGM to build relationship with new employee, 
make them feel comfortable with environment and set their expectations.
First...
· Hand new hire their uniform if they do not already have it
· Introduce new hire to the team
Then, as you walk around the store go over:
Schedule
1. Explain time off request process. Give them your business card and make sure they know restaurant phone number.
2. Process for calling out when sick
3. Sign off on schedule 	
4. Show how to punch in/out...also how to punch in/out for break	

Pay day
5. Monday is day they get paid
6. Direct Deposit only
7. Ulti-pro (go more in depth later with hand out) 
8. Emphasize importance of occasionally reviewing information on Ulti-pro... particularly for first pay check and after reviews...taxes, & deductions

Labor Laws...use labor law poster as reference and explain...
9. Child Labor Laws...curfews...importance of being on time and punching in and out as scheduled (Change wording)
10. Break Policy...importance of always taking a break if working over 6 hours...and punching in and out correctly...30-minute break

Getting Comfortable with Environment
11. Team Connection board	
12. Bulletin Board with employee information
13. Open Door Policy...use Open Door Policy poster to explain options if this process is needed
14. Phone location / proper greetings
15. Security System - noises and locked doors
16. Employee Room								
· Storage of personal belongings (do not bring things of great value to work)	
17. Equipment names	
18. Chemicals and other cleaning supplies
19. Restrooms...take the opportunity to emphasize importance of handwashing
20. First Aid Kit...emphasize that ALL injuries need to be reported to MIC when they happen
21. Parking	

Pair the new hire with an experienced employee for any hands-on work
Lastly, sit with your new hire and go over: (don’t forget the laptop/tablet)
Setting Expectations:
22. Have new hire view Gordon and David Welcome video
23. Review “How We Work Together” Principals
24. RGM speaks their Leadership style to new TM… how they like to do business…what to expect…etc.
25. Review uniform and grooming standards...expectations for every shift
· Jewelry
· Hair length
· Facial hair
· Jeans
· Slip resistant shoes

Training, Coaching, Feedback and Evaluation	
26. Explain what the training process will look like...
· Computer time, hands on, OTJ
· Introductory Period Policy (90 days & 45 days check in)	
· Annual Evaluation
27. Resolutions...review categories and process on Talent Reef
28. Career Path
· Explain all positions in restaurant /company and steps to get there if so desired

Policies & benefits:
29. Employee meals
· One free meal up to $8.00 each day they work
30. Contests and Incentives...explain current and future contests and incentives
31. Annual tenure bonus...receive with personal evaluation on or around anniversary of hire date
32. Bereavement leave	
33. Smoking Policy
34. Cell phone use
35. Answer all questions new hire may have about any policies that are in Employee Handbook, and any questions they have about anything you have gone over with them.
Education Opportunities
36.  GED       www.GED.com/tacobell
37. GUILD    www.tacobell.guildeducation.com
On the laptop
Resources:			
Explain and show how to use / log on to: 
38. LM website		
39. Talent Reef 	
40. Ulti-Pro (give handout)
41. Training materials, References, Job Aids, Videos, Computer
[image: Image result for LIKE US ON FACEBOOK]Ask the new hire to:                        
                                Facebook@LockwoodMcKinnon





Lockwood McKinnon Group Inc. Policies


SMOKING
Lockwood McKinnon Group / Taco Bell maintains a smoke-free work environment. This includes but is not limited to tobacco products, e-cigarettes and vaping.
For reasons of safety, public relations and other concerns, smoking is prohibited on company premises, at all times, during and after working hours.
This includes entrance ways to the building. Company premises include the kitchen and restaurant areas, as well as the offices, bathrooms and hallways.


[bookmark: _Toc514163614][bookmark: _Toc518907912]TELEPHONE AND CELL PHONE USE
Personal calls, both incoming and outgoing, should be limited to emergencies or essential personal business.  Please keep personal calls as brief as possible (not longer than 2 minutes). Personal calls of this nature will be accommodated at the manager’s discretion.
Personal cell phones may not be used while working your shift. This includes texting. They may be used during your breaks only. 
Please note the taking of videos or photos with cell phones (or other equipment), or “live streaming”, during working hours is prohibited. 
Nothing in this policy is intended to limit employees’ rights under Chapter 7 of the National Labor Relations Act.














THE LOCKWOOD/MCKINNON GROUP, INC (DBA TACO BELL) 
PHOTO RELEASE FORM
I hereby grant the Lockwood/McKinnon Group, Inc (dba Taco Bell) permission to use my likeness in a photograph, video, or other digital media (“photo”) in any and all of its publications, including web-based publications, without payment or other consideration.
I understand and agree that all photos will become the property of the Lockwood/McKinnon Group, Inc (dba Taco Bell) and will not be returned.
I hereby irrevocably authorize the Lockwood/McKinnon Group, Inc (dba Taco Bell) to edit, alter, copy, exhibit, publish, or distribute these photos for any lawful purpose. In addition, I waive any right to inspect or approve the finished product wherein my likeness appears. Additionally, I waive any right to royalties or other compensation arising or related to the use of the photo.
I hereby hold harmless, release, and forever discharge the Lockwood/McKinnon Group, Inc (dba Taco Bell) from all claims, demands, and causes of action which I, my heirs, representatives, executors, administrators, or any other persons acting on my behalf or on behalf of my estate have or may have by reason of this authorization.
I HAVE READ AND UNDERSTAND THE ABOVE PHOTO RELEASE. I AFFIRM THAT I AM AT LEAST 18 YEARS OF AGE, OR, IF I AM UNDER 18 YEARS OF AGE, I HAVE OBTAINED THE REQUIRED CONSENT OF MY PARENTS/GUARDIANS AS EVIDENCED BY THEIR SIGNATURES BELOW. I ACCEPT:
Print Name: ______________________________
Signature: ________________________________ | Date: ____ / ____ / ______
If under 18, both parents must sign individually and as parent/guardian.
Parent Signature: ______________________________ | Date: ____ / ____ / ______





Orientation Acknowledgement Checklist

Employee Name (print): __________________________________________________
have received the Lockwood McKinnon Group Inc Welcome Packet.

	
	Employee
Initial
	Date
	
	RGM Review
Initial
	Date

	Uniform received
	
	
	
	
	

	Team introductions
	
	
	
	
	

	Store tour
	
	
	
	
	

	Schedule & time off procedure
	
	
	
	
	

	Payroll information
	
	
	
	
	

	Labor Laws
	
	
	
	
	

	Breaks
	
	
	
	
	

	Open Door Policy
	
	
	
	
	

	Uniform standards
	
	
	
	
	

	Training and Coaching
	
	
	
	
	

	Introductory period
	
	
	
	
	

	Annual Evaluation
	
	
	
	
	

	Resolution system
	
	
	
	
	

	Employee Meals
	
	
	
	
	

	Smoking policy
	
	
	
	
	

	Cell phone use policy
	
	
	
	
	

	Education Opportunities
	
	
	
	
	












	Logging In

	Login Username:      Last Name + 1st Initial of 1st Name + Last 4 of SSN

	Initial Password:        8 digit birthdate (MMDDYYYY)
                                     Employee will have to change password and setup 
                                     challenge questions during 1st login

	Change Password:   Click on Preferences (upper right, dropdown option 
                                    next to employee name)
                                    Click on Change Password and follow the directions.

	Forgot Password:     Click on Forgot Password on log-in screen and follow 
                                    the directions.

	Password Reset:       Call InfoSync Help Desk at (855) 285-1198









Choose your language
https://infosync.ultipro.com
Enter Last name First initial Last 4 digits of your Social Security #
First time password = Birthdate MMDDYYYY
12251998
Click Log In








John Doe
Crew
To View your Paystubs
JOHN DOE
1234 Your St.
Anytown, MA 12345
USA
$13.25
This is what you are claiming on your W4
Pay Date = Monday
Your Name & Address
Your Job title & Rate of pay
Store #
$13.25



Click Help icon anywhere in UltiPro for information on how to use each screen.
JOHN DOE
1234 Your St.
Anytown, MA 12345
USA
1234
# of hours worked this pay period
Gross Pay (before taxes)
Benefit Deductions
Federal & State 
Taxes withheld
(Weekly & Year to Date)
NET Pay deposited to bank account
(after taxes & 
deductions)
Direct Deposit account where pay is sent
Weekly & Year to Date contribution $$
PTO earned this week
Accrued PTO 
balance accrued



JOHN DOE
Pay History lists all checks paid to you
Click on the link to view each pay stub
Listing of your Year to Date 
Earnings, Deductions and Taxes 
You can change the year to view prior year information



Add or Delete a direct 
deposit bank account
Click on the link to change account information
View your federal, state, and local withholding information on the Income Tax Summary page.
If the Exempt from Tax column is checked, no taxes are withheld. 
If the Block Withholding column is checked, no taxes are withheld.
You can update withholding information by selecting the Add/Change Withholding Form from the Things I can Do menu
Withholding entered from W4
Click here to view & print copies of your W2 Tax return
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79 N. Main Street Period Start Date07/1112018
Mansfield, MA 02048 Period End Date 07/17/2018
Pay Date 071232018
Document 32014
Net Pay 539264
Pay Detai
YEIMI LOPEZ [Employee Number 100000352 [Pay Group LG Field Hourly [Federal Income TaxS0
224 MESSER ST SN 00000000 ocation 003318 Bald Hil RISIT res. S0
APT2 Primary Job  Shit Manager STR-STR
PROVIDENCE, RI 02909 Hourly Pay Rate 132500 Region ~ 999-959
UsA Pay Frequency  Weskly rea  200-200
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Eamings Deductions
Hourly Employee
Pay Type WK DEPART JobCode  Hours  Rate Current  YTD)| poguction ProTax Current vIo
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[Total Hours Paid 380300 Total Hours Worked 00000 |R) State Income Tax 51890 $537.94
Social Securty Employee Tax 53124 583195
Paid Time Off
Plan Current Balance| Account Type Amount|
Paid Time Off 2533 38.4085| Checking 539264
539264
Pay Summary
Total Hours Gross FIT Taxable Wages Taxes Deductions Net Pay
Current 38.030000 550390 550390 511126 5000 539264
YD 891.930000 51341859 51341859 5314705 5000 $1027154
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Overtime 0.0000 $0.0000 $0.00 umnkme“w No $0.00 $0.00
Dental Yes $10.00 $90.00
Medical Yes $29.18 $26262
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Total Hours Paid 39.0700 Total Hours Worked 0.0000
Taxes
| Tax Description ‘Current YTD
Employee Medicare $822 $8475
Federal Income Tax $4403 §576.64
R Disability Employee $6.03 $6245
Rl State Income Tax $19.85 $22099
Social Security Employee Tax $3513 $36237
Paid Time Off Net Pay Distribution
Plan Current Balance | Account Number ‘Account Type Amount |
Paid Time Off 26047 25.1946 | 0000008556 Checking $435.18 |
| Total $435.18 |
Pay Summary
Total Hours Gross FIT Taxable Wages Taxes Deductions Net Pay
Current 39.070000 $607.93 §548.44 $11326 §59.49 $435.18
YTD 348740000 $6,215.97 $5677.75 $1,307.20 §538.22 $4,37055
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