CIRCLE K EMPLOYEE HANDBOOK 2023

CIrcLE K EMPLOYEE HANDBOOK 2023 IS AN ESSENTIAL RESOURCE DESIGNED TO GUIDE EMPLOYEES THROUGH THEIR ROLES,
RESPONSIBILITIES, AND THE COMPANY CULTURE. THIS HANDBOOK SERVES AS A COMPREHENSIVE MANUAL FOR BOTH NEW HIRES
AND EXISTING EMPLOYEES, OUTLINING IMPORTANT POLICIES, PROCEDURES, AND EXPECTATIONS THAT CONTRIBUTE TO A POSITIVE
WORK ENVIRONMENT. UNDERSTANDING THE CONTENTS OF THE HANDBOOK CAN EMPOWER EMPLOYEES TO PERFORM THEIR DUTIES
EFFECTIVELY WHILE ALIGNING WITH CIRCLE K°S VALUES AND MISSION.

OvVerVIEW OF CIRCLE K

CIRCLE K IS A GLOBAL CONVENIENCE STORE CHAIN THAT OPERATES THOUSANDS OF LOCATIONS WORLDWIDE. KNOWN FOR ITS
COMMITMENT TO CUSTOMER SERVICE AND PROVIDING QUALITY PRODUCTS, CIRCLE K OFFERS A VARIETY OF SERVICES, FROM
FUEL TO SNACKS AND BEVERAGES. AS PART OF A LARGER ORGANIZATION, EMPLOYEES PLAY A CRUCIAL ROLE IN UPHOLDING THE
BRAND'S REPUTATION AND ENSURING CUSTOMER SATISFACTION.

MissioN AND VISION

- MissION: To BE THE BEST IN CONVENIENCE BY DELIVERING EXCEPTIONAL CUSTOMER EXPERIENCES AND QUALITY PRODUCTS.
- Vision: To BE THE WORLD'S PREFERRED DESTINATION FOR CONVENIENCE AND FUEL, FOSTERING AN INNOVATIVE AND
COLLABORATIVE WORK ENVIRONMENT.

Core VALUES

1. CusToMER Focus: PRIORITIZING CUSTOMER NEEDS AND SATISFACTION.

2. INTEGRITY: ACTING WITH HONESTY AND TRANSPARENCY.

3. Teamwork: COLLABORATING EFFECTIVELY WITHIN DIVERSE TEAMS.

4. INNOVATION: CONTINUOUSLY IMPROVING SERVICES AND PROCESSES.

5. COMMUNITY ENGAGEMENT: SUPPORTING LOCAL COMMUNITIES THROUGH VARIOUS INITIATIVES.

EMPLOYEE CONDUCT AND EXPECTATIONS

THe CircLE K EMPLOYEE HANDBOOK 202 3 EMPHASIZES THE IMPORTANCE OF PROFESSIONAL CONDUCT IN THE WORKPLACE.
EMPLOYEES ARE EXPECTED TO ADHERE TO SPECIFIC BEHAVIORS AND STANDARDS THAT REFLECT THE COMPANY’S VALUES.

PROFESSIONALISM

- MAINTAIN A POSITIVE ATTITUDE AND APPROACH ALL TASKS WITH ENTHUSIASM.
- DRESS APPROPRIATELY ACCORDING TO THE COMPANY’S DRESS CODE.
- BE PUNCTUAL AND RESPECT WORK SCHEDULES.

COMMUNICATION

EFFECTIVE COMMUNICATION IS ESSENTIAL FOR TEAMWORK AND CUSTOMER INTERACTIONS. EMPLOYEES ARE ENCOURAGED TO:



- PRACTICE ACTIVE LISTENING WHEN INTERACTING WITH CUSTOMERS AND COW ORKERS.
- USE CLEAR AND RESPECTFUL LANGUAGE IN ALL COMMUNICATIONS.
- ADDRESS CONFLICTS DIRECTLY AND PROFESSIONALLY.

\X/ ORKPLACE POLICIES

THE HANDBOOK OUTLINES CRUCIAL WORKPLACE POLICIES DESIGNED TO ENSURE A SAFE, FAIR, AND PRODUCTIVE ENVIRONMENT
FOR ALL EMPLOYEES.

EQUAL EMPLOYMENT OPPORTUNITY

CIRCLE K IS COMMITTED TO PROVIDING EQUAL EMPLOYMENT OPPORTUNITIES TO ALL EMPLOYEES AND APPLICANTS. THE
COMPANY PROHIBITS DISCRIMINATION BASED ON RACE, COLOR, RELIGION, GENDER, SEXUAL ORIENTATION, AGE, DISABILITY, OR
ANY OTHER CHARACTERISTIC PROTECTED BY LAW.

HARASSMENT PoLicY

CIRCLE K HAS A ZERO-TOLERANCE POLICY FOR HARASSMENT IN THE WORKPLACE. EMPLOYEES SHOULD REPORT ANY INCIDENTS OF
HARASSMENT OR DISCRIMINATION TO THEIR SUPERVISOR OR HR IMMEDIATELY. THE COMPANY WILL INVESTIGATE ALL CLAIMS
PROMPTLY AND CONFIDENTIALLY.

ATTENDANCE PoLicy

REGULAR ATTENDANCE IS CRUCIAL FOR THE SMOOTH OPERATION OF CIRCLE K STORES. EMPLOYEES ARE EXPECTED TO:
- ARRIVE ON TIME FOR SCHEDULED SHIFTS.

- NOTIFY THEIR SUPERVISOR AS SOON AS POSSIBLE IF THEY CANNOT ATTEND WORK DUE TO ILLNESS OR EMERGENCIES.
- FoLLow THE PROPER PROCEDURE FOR REQUESTING TIME OFF.

HeALTH AND SAFETY GUIDELINES

ENSURING A SAFE WORK ENVIRONMENT IS A TOP PRIORITY FOR CIRCLE K. THE EMPLOYEE HANDBOOK INCLUDES GUIDELINES THAT
ALL EMPLOYEES MUST FOLLOW.

\X/ ORKPLACE SAFETY

EMPLOYEES ARE REQUIRED TO:

- REPORT UNSAFE WORKING CONDITIONS OR HAZARDOUS MATERIALS TO A SUPERVISOR IMMEDIATELY.
- USE PERSONAL PROTECTIVE EQUIPMENT (PPE) AS REQUIRED.
- PARTICIPATE IN SAFETY TRAINING AND DRILLS AS SCHEDULED.



EMERGENCY PROCEDURES

IN CASE OF EMERGENCIES, EMPLOYEES SHOULD BE FAMILIAR WITH:
- THE LOCATION OF EMERGENCY EXITS AND FIRST-AID KITS.

- THE PROCEDURES FOR HANDLING FIRES, SEVERE WEATHER, AND OTHER EMERGENCIES.
- THE IMPORTANCE OF REMAINING CALM AND ASSISTING CUSTOMERS DURING EMERGENCIES.

EMPLOYEE BENEFITS AND COMPENSATION

CIRCLE K VALUES ITS EMPLOYEES AND OFFERS A COMPREHENSIVE BENEFITS PACKAGE DESIGNED TO SUPPORT THEIR WELL-BEING
AND PROFESSIONAL GROWTH.

COMPENSATION STRUCTURE

- COMPETITIVE WAGES BASED ON MARKET STANDARDS.
- OVERTIME PAY FOR HOURS WORKED BEYOND THE STANDARD 40 HOURS PER WEEK.
- REGULAR PERFORMANCE REVIEWS TO ASSESS AND ADJUST COMPENSATION.

BeNeFITS OFFERED

1. HEALTH INSURANCE: MEDICAL, DENTAL, AND VISION COVERAGE OPTIONS.

2. RETIREMENT PLANS: 40 1(k) PLANS WITH COMPANY MATCHING CONTRIBUTIONS.
3. PaD TiME OFF: VACATION DAYS, SICK LEAVE, AND PAID HOLIDAYS.

4. EMPLOYEE DISCOUNTS: DISCOUNTS ON IN-STORE PURCHASES FOR EMPLOYEES.

TRAINING AND DEVELOPMENT

CIRCLE K INVESTS IN THE PROFESSIONAL DEVELOPMENT OF ITS EMPLOYEES THROUGH VARIOUS TRAINING PROGRAMS.

ORIENTATION AND ONBOARDING

NEW EMPLOYEES WILL UNDERGO A COMPREHENSIVE ORIENTATION PROGRAM THAT INCLUDES:

- INTRODUCTION TO COMPANY POLICIES AND PROCEDURES.
- OVERVIEW OF JOB RESPONSIBILITIES AND EXPECTATIONS.
- TRAINING ON CUSTOMER SERVICE AND OPERATIONAL PROCEDURES.

CoNTINUOUS LEARNING OPPORTUNITIES

- ACCESS TO ONLINE TRAINING MODULES FOR SKILL ENHANCEMENT.
- REGULAR WORKSHOPS AND SEMINARS ON VARIOUS TOPICS, INCLUDING LEADERSHIP AND CUSTOMER SERVICE.
- OPPORTUNITIES FOR CAREER ADVANCEMENT WITHIN THE COMPANY.



PERFORMANCE MANAGEMENT

THe CIrCLE K EMPLOYEE HANDBOOK 2023 EMPHASIZES THE IMPORTANCE OF PERFORMANCE MANAGEMENT IN FOSTERING
EMPLOYEE GROWTH AND ACCOUNTABILITY.

PeErRFORMANCE REVIEWS

EMPLOYEES WILL RECEIVE REGULAR PERFORMANCE EVALUATIONS, WHICH INCLUDE:

- FEEDBACK ON JOB PERFORMANCE AND AREAS FOR IMPROVEMENT.
- SETTING GOALS FOR FUTURE PERFORMANCE.
- DISCUSSION OF CAREER ASPIRATIONS AND DEVELOPMENT PLANS.

DiscIPLINARY PROCEDURES

W/HEN PERFORMANCE ISSUES ARISE, CIRCLE K FOLLOWS A STRUCTURED DISCIPLINARY PROCESS THAT MAY INCLUDE:

1. VERBAL W ARNING: INITIAL DISCUSSION ABOUT PERFORMANCE ISSUES.

2. WRITTEN W ARNING: DOCUMENTATION OF ONGOING ISSUES.

3. FINAL W/ ARNING: LAST CHANCE TO IMPROVE BEFORE FURTHER ACTION.

4. TERMINATION: [N CASES OF CONTINUED UNSATISFACTORY PERFORMANCE OR SEVERE MISCONDUCT.

CoNcCLUSION

THe CIRcLE K EMPLOYEE HANDBOOK 2023 SERVES AS AN ESSENTIAL GUIDE FOR EMPLOYEES, PROVIDING CLARITY ON THE
COMPANY'S EXPECTATIONS AND RESOURCES AVAILABLE TO THEM. BY FOSTERING A CULTURE OF PROFESSIONALISM, SAFETY,
AND CONTINUOUS IMPROVEMENT, CIRCLE K AIMS TO CREATE AN ENVIRONMENT WHERE EMPLOYEES FEEL VALUED AND EMPOWERED.
(UNDERST ANDING AND ADHERING TO THE POLICIES OUTLINED IN THE HANDBOOK NOT ONLY ENHANCES INDIVIDUAL PERFORMANCE
BUT ALSO CONTRIBUTES TO THE OVERALL SUCCESS OF THE CIRCLE K BRAND AND ITS COMMITMENT TO CUSTOMER
SATISFACTION. AS AN EMPLOYEE OF CIRCLE K, EMBRACING THESE GUIDELINES WILL LEAD TO A FULFILLING AND SUCCESSFUL
CAREER WITHIN THE COMPANY.

FREQUENTLY AskeD QUESTIONS

\WHAT ARE THE KEY CHANGES IN THE CIRCLE K EMPLOYEE HANDBOOK FOR 2023°

THe 2023 CIRCLE K EMPLOYEE HANDBOOK INCLUDES UPDATED POLICIES ON REMOTE WORK, DIVERSITY AND INCLUSION
INITIATIVES, AND ENHANCED SAFETY PROTOCOLS.

How cAN CIRCLE K EMPLOYEES ACCESS THE 2023 EMPLOYEE HANDBOOK?

EMPLOYEES CAN ACCESS THE 2023 EMPLOYEE HANDBOOK THROUGH THE COMPANY INTRANET OR BY REQUESTING A PHYSICAL
COPY FROM THEIR SUPERVISOR.

ARE THERE ANY NEW BENEFITS INTRODUCED IN THE CIRCLE K EMPLOYEE HANDBOOK FOR



2023r¢

YES, THE 2023 HANDBOOK INTRODUCES NEW MENTAL HEALTH RESOURCES, EXPANDED PARENTAL LEAVE, AND A WELLNESS
REIMBURSEMENT PROGRAM.

WHAT sHouLD CIRCLE K EMPLOYEES DO IF THEY HAVE QUESTIONS ABOUT THE NEW
HANDBOOK POLICIES?

EMPLOYEES SHOULD REACH OUT TO THEIR HR REPRESENTATIVE OR ATTEND THE SCHEDULED Qﬁ'A SESSIONS TO CLARIFY ANY
QUESTIONS REGARDING THE NEW POLICIES.

Does THE CIRCLE K EMPLOYEE HANDBOOK FOR 2023 ADDRESS \WORKPLACE
HARASSMENT?

YES, THE 202 3 HANDBOOK EMPHASIZES A ZERO-TOLERANCE POLICY FOR WORKPLACE HARASSMENT AND PROVIDES CLEAR
PROCEDURES FOR REPORTING INCIDENTS.

WHAT TRAINING IS REQUIRED FOR CIRCLE K EMPLOYEES REGARDING THE UPDATES IN THE
2023 HANDBOOK?

EMPLOYEES ARE REQUIRED TO COMPLETE AN ONLINE TRAINING MODULE THAT COVERS THE NEW POLICIES AND UPDATES INCLUDED
IN THE 2023 EMPLOYEE HANDBOOK.

How poes THE 2023 CIrcLE K EMPLOYEE HANDBOOK PROMOTE EMPLOYEE WELLNESS?

THE HANDBOOK PROMOTES EMPLOYEE WELLNESS THROUGH INITIATIVES LIKE FLEXIBLE W ORK HOURS, WELLNESS CHALLENGES, AND
ACCESS TO MENTAL HEALTH SERVICES.

ARE THERE ANY CHANGES TO THE DRESS CODE PoLICY IN THE CIRCLE K EMPLOYEE
HANDBOOK FOR 20237

THE 2023 HANDBOOK REVISES THE DRESS CODE POLICY TO ALLOW FOR MORE CASUAL ATTIRE WHILE MAINTAINING
PROFESSIONALISM IN CUSTOMER INTERACTIONS.

WHAT STEPS ARE OUTLINED IN THE 2023 CIRCLE K EMPLOYEE HANDBOOK FOR
PERFORMANCE EVALUATIONS?

THE HANDBOOK OUTLINES A STRUCTURED PERFORMANCE EVALUATION PROCESS THAT INCLUDES SELF-ASSESSMENTS, MANAGER
REVIEWS, AND GOAL-SETTING FOR THE UPCOMING YEAR.
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