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Casey's General Store Employee Handbook 1: The Ultimate Guide for New
and Existing Team Members

Every successful retail operation begins with a solid foundation—clear expectations, consistent policies, and a
shared understanding of what it means to be part of the team. For Casey’s General Store, the Casey’s General
Store Employee Handbook 1serves as that foundation, offering a comprehensive roadmap for employees to
navigate daily tasks, company culture, and career growth. Whether you're a seasoned veteran or just starting your
journey with us, this handbook is designed to empower you with the knowledge you need to thrive.

1. Introduction to the Handbook

Casey’s General Store has grown from a local corner shop into a community hub, serving families, students, and
professionals across the region. This growth has brought new challenges and opportunities. To maintain the high
standards our customers expect, we created the Casey’s General Store Employee Handbook 1. It consolidates
all essential policies, procedures, and guidelines into one easily accessible resource.

Key benefits of consulting the handbook:

 Clarity: Understand your rights, responsibilities, and the company's expectations.

¢ Consistency: Ensure uniform application of policies across all store locations.

¢ Professional Growth: Identify training opportunities and performance metrics that support your career
advancement.

e Legal Protection: Stay compliant with labor laws, safety regulations, and anti-discrimination statutes.

We encourage all employees to read the handbook thoroughly, refer to it regularly, and bring any questions to your
manager or HR representative.

2. Core Policies

2.1 Employment Policies

Employment at Casey’s General Store is governed by the following principles:

* Equal Opportunity: We hire based on merit, ensuring a fair and inclusive workplace.

e Probationary Period: New hires undergo a 90 day evaluation to assess fit and performance.

» Job Classification: Positions are categorized as full time, part time, seasonal, or temporary, each with specific
benefits and obligations.

2.2 Code of Conduct

Our code of conduct outlines the professional behavior expected from every employee. It includes:

« Integrity: Honesty in transactions, inventory, and customer interactions.

* Respect: Treating coworkers, customers, and vendors with dignity.

¢ Confidentiality: Safeguarding sensitive customer and company information.
e Compliance: Adhering to all local, state, and federal regulations.



2.3 Attendance and Punctuality

Reliable attendance is essential for smooth store operations. Employees are expected to:

 Arrive on time and ready to work for the duration of their shift.

« Notify their supervisor at least one hour before a scheduled shift if they cannot attend.

¢ Provide a valid reason for any absence, such as illness or family emergency.

¢ Submit a written excuse within 48 hours if a medical appointment or other documented event causes a
missed shift.

2.4 Workplace Safety
Safety is a top priority. Employees must:

» Follow all safety protocols, including proper lifting techniques and the use of personal protective equipment
(PPE).

« Report any hazards, accidents, or injuries to the store manager immediately.
» Participate in quarterly safety training sessions and keep a record of completion.

3. Employee Responsibilities

3.1 Job Roles and Expectations

Every position at Casey’s General Store has clearly defined duties. Common roles include:

e Cashier: Process transactions, handle returns, and maintain accurate cash drawers.

» Stock Associate: Receive, inspect, and shelve merchandise; manage inventory levels.

e Customer Service Representative: Address customer inquiries, resolve issues, and promote store events.

« Manager/Assistant Manager: Oversee daily operations, schedule staff, and ensure compliance with company
policies.

3.2 Customer Service Standards
Exceptional customer service is the cornerstone of our brand. Employees should:
e Greet customers within the first 10 seconds of their arrival.
» Offer assistance proactively without being intrusive.
¢ Resolve complaints within 24 hours, escalating to a manager when necessary.
¢ Maintain a positive attitude, even during busy periods.
3.3 Inventory Management
Efficient inventory control reduces shrinkage and ensures product availability. Key responsibilities include:
« Perform daily stock counts and reconcile discrepancies.
¢ Update the inventory management system with accurate quantities.

< Notify the manager of low-stock items and potential supply issues.
e Assist with back order processing and customer notifications.

4.Training and Development
4.1 Onboarding Process
Our onboarding program spans the first week and focuses on:

e Company history, mission, and core values.
¢ Hands on training for point of sale (POS) systems and inventory tools.



¢ Shadowing experienced staff to learn best practices.
¢ Reviewing the employee handbook and signing acknowledgment forms.
4.2 Ongoing Training

Continuous learning keeps our team competitive. Training initiatives include:

e Quarterly workshops on product knowledge and customer engagement.

e Annual safety refresher courses.

e Leadership development programs for high potential employees.

¢ Access to online modules covering industry trends and compliance updates.
4.3 Performance Reviews

Performance evaluations occur semi annually and are structured around:

¢ Key performance indicators (KPIs) such as sales targets, customer satisfaction scores, and inventory
accuracy.

e Self assessment forms completed by employees.

e 360 degree feedback from peers, supervisors, and customers.
¢ Goal setting for the upcoming review period and potential career pathways.

5. Compensation and Benefits

5.1 Pay Schedule
Employees are paid bi weekly on Fridays. Paychecks include:
* Base salary or hourly wages.
e QOvertime pay for hours exceeding the standard 40 hour workweek.
e Bonuses tied to store performance metrics.
5.2Time Off and Leave
We offer a comprehensive leave policy to support work life balance:
e Paid Time Off (PTO): Accrued at 1.25 days per month for full time staff.
¢ Holidays: Observed holidays include New Year’s Day, Memorial Day, Independence Day, Labor Day,
Thanksgiving, and Christmas.
e Family and Medical Leave: Adhering to the Family and Medical Leave Act (FMLA) for eligible employees.
* Bereavement Leave: Up to 5 days for immediate family members.
5.3 Employee Perks
To recognize hard work, we provide:
« Employee discounts on merchandise.
¢ Health and wellness programs, including gym memberships.

« Employee referral bonuses.
¢ Annual company retreats and social events.

6. Workplace Culture and Inclusion
6.1 Diversity and Inclusion
Casey’s General Store celebrates a diverse workforce. Our commitment includes:

« Inclusive hiring practices that attract talent from varied backgrounds.



* Regular diversity training sessions for all employees.
* Employee resource groups (ERGSs) that foster community and support.

6.2 Conflict Resolution

Conflicts are inevitable, but they can be managed constructively. Employees should:
e Attempt to resolve issues directly with the involved party first.

e Escalate unresolved matters to their supervisor or HR.
¢ Maintain professionalism and confidentiality throughout the process.

7. Compliance and Legal

7.1 Anti Discrimination
We uphold strict anti discrimination policies, covering:
» Protected characteristics: age, race, gender, religion, disability, sexual orientation, and more.
¢ Reporting mechanisms for any discriminatory incidents.
¢ Immediate corrective actions and disciplinary measures for violations.
7.2 Labor Laws
All employees are protected under applicable labor statutes, including:
e Minimum wage and overtime regulations.
« Workplace safety standards set by OSHA.
« Fair labor practice laws governing child labor and wage deductions.
7.3 Data Protection
Customer and employee data must be safeguarded. Key protocols include:
e Encryption of sensitive information in our POS and HR systems.

e Access controls limiting data visibility to authorized personnel.
¢ Regular audits to ensure compliance with GDPR and CCPA where applicable.

8. Frequently Asked Questions
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