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Session 1: 
Shift Leadership

(Introduction to Management)
I. GBS McDonald’s Culture & Brand

*SHINE Hospitality Driven  *Kindness Matters EVERY DAY.  Actions & words speak loudly (+/-) to your crew

II. GBS Vision and Core Values

*You are the Leader in your store:  Shift to Next Level

1) Expectations for your Training   2) Technology   3) Developing Others 4)  Equipment Expert

*Be committed to not just serve internal and external customers well—WOW THEM!

*RDM Structure of your GBS Restaurant McDonald’s

*Expectations for Shift Managers *My Performance Development Goals

III. 8 Leadership Behaviors

*Build’s Teamwork *Communicates Effectively & Honestly *Develops Crew and Managers
*Influences by Example *Organizes the Work *Supports Change *Puts Customer 1st
*Plans Beyond The Shift

IV. Shift Manager Role Profile

*12 Restaurant Systems and YOUR RESPONIBILITES to impact on them

*Overview of Shift Management System Map

*Performance Targets  *CAMPUS Assignment

V. QSC&V

*Quality:  100% Gold Standard, HOTG *Service:  Voice, ETOF, Ask, Ask Tell, Pull 4Ward, BTBOT

*Cleanliness:  Shift Cleanliness and Routines *Value:  Crew are the Experts on Promotions, LTO

*Training 101:  FRY EXPERT TRAINING EXERCISE and FRY TASTE OF QUALITY

People Practices (It Starts with YOU!) 

* Be Nice People 1st Culture (SRIW)

*Labor Laws (DOL, Wage and Hour)

*Coaching (Feedback, PRAISE, REWARD!)

*Retention: (Your actions matter to your team! Follow-ups, Orientation and Exit Interviews.)

*Training: (Be tired from Coaching, not working stations. We can fix this!)

*Influence = Trust + Respect (Shadow of Leader. Do what you say! Talk to "those who can do something about it")

Timeline of Training and Next Steps 
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Congrats on being selected to be a Shift Leader for GBS! This workbook is
to help you learn and grow. Your class time and in store training are
something we hope you both value and appreciate. Please take this time
to invest in yourself and grow in every area of leadership.

We are here to help and support your learning. We are investing in you!
Each class period, each day training in store, every amount of coaching and
development time given, is all an investment in your future and in ours.
We hope that you make wise use of this time and opportunity. By the end
of your training GBS will have invested a great amount into your learning
and development. We are happy to invest in your growth. We also know
that investing in you can help reap great results in your stores. Our goal is
to achieve an end result of having a leader who is well trained, consistent
and strives to achieve their best each day.

Once you have completed all of your learning and become a Certified Shift
Leader you will be meeting with us again, this time to commit to
continuing to learn and grow. Our investment in you comes with a
responsibility that you to help each of your stores to successfully grow in
all areas.

Please be on time for each class. Make sure you complete all of your
assignments: in the book, online in Fred, on the floor activities, crew
training requirements, equipment list training, ServSafe and attend and
participate in all Shift to the Next Level classes. Once you successfully
complete all of these, then you will become eligible to attend Leadership
Transition Class in Greenwood.

Please work with your GM to develop a timeline for your training in your
store. John is your coach in class, your GM is your coach in the stores. We
all are here to help support you and your growth with GBS.
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The role of the McDonald’s Shift Leader
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Performance expectations

“We value you, your growth
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8 Key Success Factors for Leading 
GREAT Shifts

T- Travel path EVERY 30 minutes

O- Outstanding crew recognized

P- Pre-Shift Checklist

P- Positioning Crew (Game Plans)

A-Actively Managing from OBSERVATION post

T- Targets and Expectations communicated w/crew

C- Certified & Verified Leadership Transitions GRADs

H- Leaders are Hospitality Ambassadors:  SHINE
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It's  VITALLY EMPORTANT that you become a CREW STATION and 
EQUIPMENT EXPERT. You must be 100% on all stations and continue 
working on your equipment list before moving forward to the next 
level. The equipment list does NOT have to be totally completed 
during this phase. It can be completed any time before the end of 
your Shift to the Next Level training. 
You and your GM must sign and date below when this phase is 
completed. 
You must also train 2-3 crew members (based on sales volume) during 
this phase. 

Names of Crew Trained and Verified on FRED: 

1.

2.

3.

Additionally, before you begin you must login to Global Account 
Manager and accept the following agreements: Campus, FRED 

EID Password

Sign off below when you have trained and verified 3 people using 
your stores training plan. You may use Crew Training Roadmap on 
the next page to track completion. 

Manager in Training 

GM
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Crew Training Roadmap

Crew Trainer

Program

Learner Journal Coach's Guide

1
Guest First

Hospitality

2
Foundation Food Quality &

eProduction

Food 
Safety

Safety & 
Security

Safe & 
Respectful

3
Jumping In

Fries & Hash 
Browns

4
Service

Dining Room & 
Kiosk

Beverages & 
Desserts

McCafé Guest Experience

Leader

FC Order Taking 
& Payment

FC Assemble & DT Order Taking 
& Payment

DT Assemble &

5
McDonald's 
App Mobile Order & 

Pay
MOP with Ready on 
Arrival Technology

My Rewards 
Simulator

Hospitality in a 
Digital 

Environment

My Rewards: 
Engaging the 

Customer

6
Making our 
Food Tempering & 

Prep
Baking Breakfast 

Cooking
Breakfast 
Assembly

Frying Grilling Regular Menu

7
Veri cation

Station 
Veri cations & 

Tracking
Training Aids

Campus Training 
Tracker & Assign 
Skill Level Guide

Additional Duties to Learn 
not on FRED:

o Towel Buckets
o Sweep
o Mop
o Deck Scrub
o Dishes
o Tea
o Stock
o Coffee
o Trays

Manager In Training

GM

Orientation/1st Day of Work Videos:
o Mitigating Workplace Violence (approximately 20

minutes)
o Safe & Respectful Workplace (approximately 30

minutes)
o Bullying Intervention (approximately 20-30 min)
o Bystander Intervention (approximately 15-20 min)
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Index 
Objectives 

Reading the System Maps 

Individual System Maps 

People Practices 

Learning and Development 

Staffing, Scheduling, and Positioning 

Shift Management 

SPA (Service, Production, and Assembly) 

Food Safety 

Safety and Security 

Planned and Daily Maintenance 

Inventory Management 

Proprietary and Confidential –For the Exclusive Use of McDonald’s USA, LLC
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Here are some topics you need to train on and communicate 
about with your GM at your store after completing Session 1: 

1) Shift to the Next Level: Plan for your class attendance.

2) Crew Training Roadmap: Plan for you to conduct/oversee
Crew Training for 3 new hires on your shifts.

3) Log in to FRED to Complete REQUIRED Shift Leadership
Foundations Curriculum. (Get Started by going to: Shift
Leadership Training on fredatmcd.com)

4) Equipment Expert List: Plan for your Equipment training with your GM

5) On and Off the Floor Learning Activities: Plan for when you will
do theses. Discuss these with your GM as you do them.

6) Sessions Agenda Review: Go over the topics from today with
Your GM. Talk about what you learned, what you want to learn,
and any concerns, etc.

7) RDM Structure: Discuss who DMs are and what role they
may play in your development journey.

8) CUSTOMER FIRST LEADERSHIP! Ask your GM what ways they
expect HOSPITALITY to be delivered by you on your shifts.

9) Leadership Expectations: Running Great Shifts! Discuss
with GM what time you will be running Areas of the store
and/or shifts during your training.

Review: Shift Manager Role Profile, 8 Leadership Behaviors Activity, 
ans the 8 Proven People Practices with GM. 

**Students can attend Leadership Transitions Class after successful completion 
of STTNL and with input from GM 
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1) What skills do I require this
manager to have in order to
support my business plan?

2) What development activities
can I recommend that will
help them with their present
opportunity?

3) What are their career
aspirations? What skills are
required for them to advance?

4) What current strengths can
they continue to leverage?

1) Leading talent starts with incorporating the
right people into your business plan via IDP &
Succession Planning

2) Developing talent requires identifying the right
people for the job—best crew do not always
make the best managers.

3) Leading development well requires continuous
coaching & mentoring of each manager/crew
through good routine.

How Managers Learn 
*70% Experience:

*20% Exposure:

*10% Education:

LEADING TALENT DEVELOPMENT
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Shift to the Next Level: 

 
 

Targets: 
 

Hotel Info: 
Holiday Inn Express 
1180 Wilson Drive 
Greenwood, IN 46143 

Serv Safe  
 
 
 
 

Opportunities Beyond Shift  

THERE'S NO END TO WHERE YOU'LL GO WITH GBS! 
YOU HAVE THE ABILITY TO CREATE YOUR OWN CAREER PATH BY CONSISTENTLY DOING GREAT THINGS, 
EVERYDAY AT EVERY LEVEL AT GBS! 
STEP ONE IS TO LEARN AND THEN LEAD GREAT SHIFTS. YOU'RE ALREADY ON YOUR WAY! CONGRATS! 
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Shift Leadership
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Communicate Target 
Results / Recognition

Reflect on 
What Went Well

Communicate Necessary 
Information to 

Management Team

Transition Shift to 
Next Manager

Prepare Next Shift 
Positioning

Continuous 
Improvement Mindset

Post-Shift

Shift Leader Key Success Factors

Pre-Shift

24 hours in Advance

Understand & use 
positioning guide (DSPT 

recommended) 

Knows and Sets Targets 
and Expectations

Executes 
Pre-shift Checklist

Prioritizes Tasks and 
Assignments or

training plan 

Assist in Shift 
Management Transition

Very Good Understanding:

1)

2)

3)

More Practice:

1)

2)

3)

Floor Verification not passed.
Return Date:

Congratulations!
You have passed your Floor Verification.

Discuss Shift Leader’s Role and the Key Success Factors.  
Highlight 1-2 success factors you observed the Shift Leader successfully demonstrated, and 1-2 that appear to be the most 

important opportunities.  
Use them to coach the Shift Leader: What is a strength that they can leverage? What is an opportunity to improve?  

Discuss why all the factors are critical to the success of their shift.

Shift Leader  Signature     ____________________________________
Restaurant Leader Signature  ____________________________________
Coach Signature  _____________________________   Date: ______________

Shift Leader  Signature     ____________________________________
Restaurant Leader Signature  ____________________________________
Coach Signature  _____________________________   Date: ______________

Adjust Positioning as 
conditions change

UHC Cabinet
Levels Correct

Exterior  
Clean

Quality Products 
being served

McDelivery 
Standards 

Dining Room/Beverage 
Station/Restrooms 
Clean and Stocked 

Travel Paths every 
15/30 Minutes

Coaching team using 
positive & development 

feedback

Product Prep & 
Pull Thaw 
Complete

All Products within 
Code Dates 

HOTG Standards 
in Place 

Monitors & communicates 
progress towards targets  

Customer Recovery steps 
are utilized as appropriate

Identify & Eliminate 
Danger Zones

Maintain & 
Complete Food 

Safety Procedures 

DT Pull Forward 
Procedures followed / Park 

Runner & GESSL in place

Hospitality 
Standards/Smiles/Tone 

of Voice/Eye Contact

Role Models Hospitality 
and interacts with

the guests

Service Standards Grill Standards Cleanliness StandardsG ill St d d

During Shift 
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Goals
Should Be:

Specific
Here’s what I’ll do

Important –
Values Driven
Here’s why it matters, 
and how it contributes 

Measurable
Here’s how to tell

Name People Manager’s Name Year Department

Goal #1

Goal Deadline

Goal #2

Goal Deadline

Goal #3

Goal Deadline

Serve Inclusion Integrity Community Family

21
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After you set your goals for the year as part of the Commit Conversation, you should keep track of 
the progress you’ve made towards your goals, including what you did and how you did it. You can 
use the optional space below to do so. At a few key times during the year, you should provide a formal 
update to your manager on your goal progress – between June and July as part of your Connect 
Conversation and around the October timeframe as part of Preparing for Year End. 

Optional Space to Record Progress 
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Share your McDonald's Story:

Why did you apply here?

What do you like about your job?

What are your career goals in the
next 6 months, Year, 5 Years?

How does McDonald's add value to
your life? (Flexible Schedule,

family, School, Etc...)

What is your favorite menu item?
Why?

Here we love our Crew and
Management Teams
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Role Profile
Shift LeaderShift Leader

Role Profile
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Welcome to Shift Leadership

https://mcdcampus.sabacloud.com/Saba/Web_spf/PRODTNT128/common/leclassdetail/regdw000000017368583


Scavenger Hunt 
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Consider the information in this section as company policy.

Licensees set their own policies in these areas. Your Owner/Operator
may have additional policies or variations on these policies. You will 
need to get other policy information from your coach or your 
restaurant manager.

Off-the-Floor Activity 

Complete the following training with you GM.
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Discrimination and harassment 
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*The Shift Manager or GM needs to fill out this confidential form.  Once completed please attach a copy of the
daily line bar, put in a sealed envelope & address to GM, Supervisor, HR or Director(s).   Also, inform your direct

boss of incident.

Date Employee Name

General Manager Supervisor

Employee Contact Information

Role/Title Cell Phone Email Address

Type of Complaint (Violence, Harassment, Discrimination, Bullying, Other)

Location of Occurrence Store Number Time of Occurrence 

  Details

Shift Manager Name Other Manager Present

Date Reported Report Filled out by
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Gold Standard People Visit
Store # Date Completed By

Reviewed With Time Score

30 pts
5pts

5pts

5pts

5pts

5pts

5pts

15pts
5pts

5pts
5pts

35pts
5pts
5pts
5pts

5pts

5pts

5pts

5pts

3. Reporting and response protocols and procedures are  in place for

Safe, Respectful & Inclusive Workplace
1. Harassment,  Discrimination & Retaliation policy is in place and
available to all crew
2. All new employees have completed training on Safe, Respectful and
inclusive Workplace within 14 days of hire

crew and managers to report harassment and discrimination
4. Restaurant has an Anti-Violence policy in place that is communicated
to all new employees during onboarding.
5  Records indicate that crew and managers are completing Workplace
Violence Prevention Training within 14 days
6. Reporting and Response protocols and procedures are in place for crew and
manager to report any incidents of violence

Restaurant Listening
7. An anonymous employee survey is completed at least once a year by
Crew and Managers.

8. After each employee survey, an action plan is created, posted
9. Restaurant has mechanism in place, that Crew and Managers are

aware of, to freely raise comments, suggestions or concerns (ie: GM Open Door 
time Scheduled weekly, "Crew Lead Listener" shares feedback

Hiring & Staffing
10. Open roles are updated on a regular basis on McHire, In store, Media
11. Restaurant has a staffing plan in place with goals for the month, year
12. Restaurant advertising, hiring through digital, in-store and internal
crew referral program
13. Restaurant uses McHire to hire employees. Keeping an active profile
Posting openings quickly , scheduling interviews and following up with
with all candidates
14. Restaurant has an interview guide that has a list of standard questions and
has enough people ready to interview to meet needs
15. Restaurant  has a WOW! Orientation program for new hires and schedules
adequetly trained person to deliver WOW! Oreintation, Shares Vision of Org
and I-Story

16. All newly hired crew have an executed training plan in place, on file, for
their first 30 days training

 Page 1 total is  out of 80 points
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Training & Education 50pt
5pts

5pts

5pts

5pts

5pts

5pts

5pts

5pts

5pts
5pts

20pts
5pts
5pts
5pts

5pts

Crew Trainers, Area Leaders, Shift and Department Leaders

17. Training program includes  "Individual Crew Development Plan" for each
crew hired,  Plan is reviewed in detail at orientation & questions answered
before 1st day of training
18. New crew are partnered with certified crew trainers for  shoulder
to shoulder training during their training each shift and given schedule at 
oreientation.   Weekly Onboarding Schedule is communicated to Crew Trainers, 
Shift Managers and team
19. Verification is completed for all crew after training and is required
based on RGRV-identified oppertunities.
20. Restaurant has a succession plan in place for the development of

27.Monthly "Thank You" time is planned, Celebrating milestones & wins

21. Shift Leaders have completed required FRED, In-house 8-session MIT
22. Crew Trainers have completed required FRED and 4 session In-house
classroom training and are "Crew Trainer Verified"

23. Shift, Department, and Restaurant Leaders have completed or are
scheduled to complete all required FRED and classrrom training.
24. Shift Managers are fully trained and certified within 9 mos  of
assuming their position (only if hired after Jan 01, 2022)
25. Crew Trainers have attended "Crew Trainer Boot Camp"
26. Campus is being utilized by restaurant, achievements there communicated
to all the team and are highly recognized

Recognition

Total points achieved out of 150 points 

Score 

28. "Connect Conversations" conducted with Crew weekly
29. Employees received timely reviews and has "Career Conversations"
1:1 with their GM
30. The restaurant offers rewards and incentives programs to crew and
managers using different channels for activities(Social Media, In Person)

Page 2 totals           out of 70pts
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Human Resources: US

People Practices, Internal
Communication

* Licensee employees: Read your company’s

 policies.
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Respectful Workplace
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Session 1 Activity 8 Leadership Behaviors: Your Role-Leadership Competencies 
Manager in Training and GM EACH fill this out. And then review together. 

Please take time to reflect on your behavior and rate yourself honestly. 
Grade yourself on a scale of 1-5. ( 5 4 3 2 1) 
5=Strong area of Leadership, 1=Need to work on this area (4-2) in the middle. 

Communicates Effectively and Candidly: Demonstrates strong 2-way communication skills. Conveys 
information & ideas in an open, articulate, and timely manner. Considers cultural differences and 
others' perspectives when communicating 

MIT 
(1-5) 

GM 
(1-5) 

Expected Behaviors Comments 

Conveys written and spoken 
information clearly and in a timely 
manner. 

Listens carefully to different opinions 
and ideas. 

Communicates in a way that 
demonstrates respect for individual 
differences. 

Shares viewpoints openly, even if 
they are contrary to the majority. 

Leads Change Innovation Identifies the changing needs of our customers, employees, and system. 
Successfully leads innovation that improves business 

Expected Behaviors 

Approaches problems with curiosity 
and open-mindedness. 

Picks up on and adapts to different 
or new ways of doing things. 

Identifies and surfaces opportunities 
to improve. 

Comments 

MIT 
(1-5) 

Comments GM 
(1-5) 

Comments 

Builds and Leverages Talent! Builds the quality of McDonald's employee base by seeking out high 
performers, helping others develop and grow, rewarding high achievement, and supporting diversity 
of thought and perspective 

Expected Behaviors 

Provides constructive feedback to 
others to help improve their 
performance. 

Shares own expertise and 
experience with others. 

Acknowledges others' efforts and 
accomplishments. 

Demonstrates respect for the 
diversity of talent on a team. 

GM 
(1-5) 

Comments MIT 
(1-5) 

Comments GM 
(1-5) 

Comments 
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Plans and Acts Strategically! Develops a clear and compelling vision, strategy, or action plan that is 
aligned with the organization’s goals. 

Expected Behaviors 

Aligns own activities with the work 
group's goals and strategies. 

Promotes and demonstrates 
commitment to the organizations 
vision, values, and direction. 

Develops plans for completing work, 
including the sequence of activities, 
realistic time estimates, and required 
resources. 

Breaks assignments down into 
manageable tasks. 

Coordinates planning efforts with 
other areas of the business. 

MIT 
(1-5) 

Comments GM 
(1-5) 

Comments 

Achieves through Teamwork! Works cooperatively as a member of a team and is committed to the 
overall team objectives rather than one's own interests. Is open to other's diverse ideas and 
leverages the team’s differences to achieve results 

Expected Behaviors 

Readily involves others, as 
appropriate, to accomplish 
individual and team goals. 

Volunteers to help others. 

Proactively shares updates and 
information with others. 

Seeks opportunities to collaborate 
with others, even when their own 
viewpoints may not align. 

Leads through Influence! Positively influences others and works with team in ways that inspire 
others to take new action and or change perspective. 

Expected Behaviors 

Builds networks to increase 
personal effectiveness, willing to 
learn from superiors and others. 

Engages others in own work by 
demonstrating a sense of optimism, 
ownership, and commitment. 

Influences by being credible, shows 
consistency in words and actions by 
following thru on what u say. 

Impacts others behavior by doing 
things the right way, stands behind 
them, not blaming others for things 
that need done. 

MIT 
(1-5) 

Comments GM 
(1-5) 

Comments 

GM 
(1-5) 

Comments MIT 
(1-5) 

Comments 
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Executes for Results! Relentlessly pursues the achievement of goals and sustained profitable 
growth, while upholding the highest possible standards of fairness, honest and integrity. 
Manager In 
Training (1-5) 

GM 
(1-5) 

Expected Behaviors Comments 

Sets high standards for own 
performance. 

Asks questions to clarify 
assignments and priorities as 
needed. 

Uses work routines consistently to 
keep self and others on track. 

Conveys clear expectations for 
assignments, asks questions to 
ensure others understand their tasks. 

Proactively addresses barriers 
during the shift, (conflicts, 
dissatisfied customers, equipment) 
to minimize disruptions. 

Puts the Customer First! Strives to deliver high quality menu items and superior service that 
exceeds the expectations of McDonald's internal and external customers 
Manager In 
Training (1-5) 

GM 
(1-5) 

Expected Behaviors Comments 

Makes self-visible and accessible to 
customer on the floor by responding 
to them promptly and resolving 
problems respectfully and
professionally.
Responds to ALL customers 
respectfully and professionally and 
treats them with dignity. 

Takes actions that show 100% 
commitment to customer, Coaches 
others to provide high level of 
customer service. 

Is observant of customers in the 
restaurant so he/she can improve 
the level of hospitality and customer 
satisfaction. 

Proactively addresses barriers 
during the shift, (conflicts, 
dissatisfied customers, equipment) 
to minimize disruptions. 
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Dear Manager in Training, 

Congratulations on being chosen to attend shift to the next level classes. This is the first step in what 
we hope is a long career with GBS Restaurants. I am excited and happy to be your instructor as you 
begin your journey into management training.  
Take your time and be diligent to do your work each week and communicate with your GM’s each 
regularly. 

Here are some BEST BETS to make the most of your training: 

Activities are best completed when YOU schedule a meeting with your GM each week. 
It is your responsibility to contact them to arrange a time at their convenience.

All FRED learning is accessible with your EID and Password.

All CAMPUS courses are accessible through your  
LEARNERS Journal in FRED.

Always start with FRED first! 
All videos & courses are best when viewed on a laptop computer. 

We are happy to welcome you to the team! 

Thank you for taking the next step into Leadership at your GBS Restaurant. 

If you encounter any problems, you can reach us at: 

Joann Morgan 

Director of People  

Initiatives and Development 

GBS Restaurants 

sojomorgan@aol.com 

John Campbell 

Shift Manager Development Lead  

GBS Restaurants 

812-896-4115

gideon611@hotmail.com
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 "out of the box"
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67

. 
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Must be  
Calling in an Insurance Claim for: 

Workers Compensation (When an Employee is injured)
Fill out “Employee Injury” form Must have SSN.
Call (866) 272-9267
Explain you are calling in a “First Report of Injury”
Ask for Claim# and record on form
Make a copy and put in Gerry’s box/folder

Customer Incident (Customer fall, property damage, food complaint.)
s out form.

s out form (manager can record while talking to customer.)
Call (800) 323-5650
Explain you are calling in a customer injury.
Record claim# on form
Make a copy and put in Gerry’s box/folder

Workman’s Comp. 

AmTrust North America
An AmTrust Financial Company

Provide 24/7 Toll-  

For ALL States 
Phone: (866) 272-9267 Fax: (775) 908-3724 or (877)669-9140 
Email: Amtrustclaims@qrm-inc.com Online: www.am  (Must Register) 

. 
Policy # SWC13266342 

2. Date .

4. Name, -mail of person making the report.

 
A. For Workers’ 

1. M ’
2.
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Workers’  

 

Phone:  866-272-9267 

 GBS restaurants     swc1326342 

    

Nam    

:   

  

 

   

   

Place of inci    

 

 

 

  

 

  

 

Date of report   

. M place in 
 

aims center.) 
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Claim#____________ 
Store Incident Report Form 

*Manager MUST Fill Out*
IMPORTANT!! PLEASE CALL IN CLAIMS TO 1-800-323-5650 

**DO NOT PROVIDE CUSTOMER A COPY OF THIS FORM OR AN MEDICAL OR LEGAL ADVICE** 
GENERAL INFORMATION 

Manager on Duty 
(First & Last Name): Store#: 
_______________________________________________ _____________________________________________ 
Today’s Date:  Date & Time of actual incident: 
_______________________________________________ ______________________________________________ 
Date & Time reported to store:  Who was the incident reported to: 
_______________________________________________ ______________________________________________ 
Name of person the insurance company will contact for this incident: 
____________________________________________________________________________________________________________ 
Phone:  Email: 
_______________________________________________ ______________________________________________ 

Report completed by: ________________________________________________________________________________________ 

CUSTOMER INFORMATION 

Name:  Physical Address: 
_______________________________________________ ______________________________________________ 
Parent/Guardian (if Minor): City, State, Zip 
_______________________________________________ ______________________________________________ 
Date of Birth:  Phone cell: (        )       other: (        ) 
_______________________________________________ ______________________________________________ 
Were There any witnesses?     (   ) Yes     (   ) No Ambulance Used:     (   ) Yes     (   ) No 
List names & Phone # if other than employee: Reported to Police:      (   ) Yes     (   ) No 
Wit:____________________ PH#___________________ Police Dept:___________________________________ 
Relationship:___________________________________ Report#:______________________________________ 
Wit:____________________ PH#___________________ 
Relationship:___________________________________ 

EVIDENCE TO GATHER FOR THE INSURANCE COMPANY 

     (   ) Yes     (   )No If No, why? 
_____________________________________________________________________________________________________________ 

 
_____________________________________________________________________________________________________________ 

 
_____________________________________________________________________________________________________________ 
Name  

 
_____________________________________________________________________________________________________________ 
Can be seen on camera?  (   ) Yes     (   ) No   Camera #s & Time: 

 (   ) Yes   (   ) No   _______________________________________________ 
 

______________________________________________________________________________________________________________ 
Please take photos of the are where incident took place – check if completed: Photos taken (   ) Yes (   ) No 

 
Type of incident:  (   ) Fall   (   ) n   (   ) Foreign Object   (   )Food Borne Illness   (   ) Restroom   (   )  Play Place  

(   )Property Damage 
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Customer Incident Report Form 
Customer is to Fill Out 

(Please Fill out Completely and return to manager on duty) 

CUSTOMER INFORMATION   MUST FILL OUT AREAS OF FORM 

Name: Email: 

Physical Address: Height: Weicht: Hair: 

City, St, Zip: Occupation: 

Date of Birth: Type/color of Shirt:  Pants: 

Phone cell: (     )      Other: (     ) Type/Color of Shoes: 

Best time to call: Reported to Whom: 

The following sections should be completed for all incidents: 

Date of incident: Approximate time of incident: AM/PM 

Location of incident:      (   ) Drive Thru (   )Lobby     (   )Dining Room     (   )Play Place     (   )Restroom     (   )Parking Lot 

(   )Foyer     (   )Beverage Station (   )  

Describe the condition of the location circled above: 

 

If vehicle: 
Year:   Make:   Model:  Color:  License Plate #:  State: 
Explain Injury / Property Damage: 

If injuries were involved Please indicate action taken:      (   ) Ambulance used (    ) Will seek medical attention  
 

 
Were their witnesses? (   ) Yes (   ) No 
List names (& Phone # if other than employee): 

Name: Phone: 

Name: Phone: 
Involved Party Signature: Date: 
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