DILLARDS EMPLOYEE HANDBOOK

DILLARDS EMPLOYEE HANDBOOK SERVES AS A CRUCIAL RESOURCE FOR EMPLOYEES AT DILLARD’S/ PROVIDING COMPREHENSIVE
GUIDELINES, COMPANY POLICIES, AND WORKPLACE EXPECTATIONS. THIS HANDBOOK IS DESIGNED TO ENSURE THAT ALL STAFF
MEMBERS UNDERSTAND THEIR RIGHTS AND RESPONSIBILITIES, FOSTERING A PROFESSIONAL AND PRODUCTIVE WORK ENVIRONMENT.
|T COVERS ESSENTIAL TOPICS SUCH AS WORKPLACE CONDUCT, ATTENDANCE, DRESS CODE, SAFETY PROTOCOLS, AND BENEFITS,
ALL TAILORED TO MEET THE STANDARDS OF A LEADING DEPARTMENT STORE CHAIN. UNDERSTANDING THE CONTENTS OF THE
DILLARDS EMPLOYEE HANDBOOK IS VITAL FOR BOTH NEW HIRES AND SEASONED EMPLOYEES, AS IT PROMOTES CONSISTENCY AND
FAIRNESS ACROSS ALL LEVELS OF THE ORGANIZATION. THIS ARTICLE EXPLORES THE KEY COMPONENTS OF THE DILLARDS
EMPLOYEE HANDBOOK, DETAILING ITS STRUCTURE, POLICIES, AND THE IMPORTANCE OF COMPLIANCE. THE FOLLOWING SECTIONS
WILL GUIDE READERS THROUGH THE HANDBOOK’S MAIN AREAS, OFFERING INSIGHT INTO HOW IT SUPPORTS EMPLOYEE SUCCESS
AND COMPANY INTEGRITY.

o OVERVIEW OF THE DILLARDS EMPLOYEE HANDBOOK
o EMPLOYMENT POLICIES AND PROCEDURES
o W/ orkPLACE CONDUCT AND BEHAVIOR STANDARDS

® ATTENDANCE AND SCHEDULING GUIDELINES

o COMPENSATION AND BENEFITS INFORMATION

SAFETY AND SECURITY MEASURES

EMPLOYEE RESOURCES AND SUPPORT

OVERVIEW OF THE DILLARDS EMPLOYEE HANDBOOK

THE DILLARDS EMPLOYEE HANDBOOK IS A DETAILED DOCUMENT THAT OUTLINES THE COMPANY'S EXPECTATIONS AND POLICIES
FOR ALL EMPLOYEES. THIS HANDBOOK SERVES AS A REFERENCE POINT FOR WORKPLACE RULES, ENSURING THAT EMPLOYEES HAVE
A CLEAR UNDERSTANDING OF THEIR ROLES AND THE ORGANIZATIONAL CULTURE. |T IS REGULARLY UPDATED TO REFLECT CHANGES
IN LABOR LAWS, COMPANY POLICIES, AND OPERATIONAL PROCEDURES. THE HANDBOOK IS INTENDED TO CREATE A TRANSPARENT
W ORK ENVIRONMENT WHERE EMPLOYEES CAN THRIVE WHILE MAINTAINING COMPLIANCE WITH LEGAL AND COMPANY STANDARDS.

EMPLOYMENT POLICIES AND PROCEDURES

EMPLOYMENT POLICIES FORM THE BACKBONE OF THE DILLARDS EMPLOYEE HANDBOOK, CLEARLY DEFINING HIRING PRACTICES,
EQUAL EMPLOYMENT OPPORTUNITY STATEMENTS, AND EMPLOYEE CLASSIFICATION. THESE POLICIES EMPHASIZE DILLARD’S
COMMITMENT TO DIVERSITY AND INCLUSION, ENSURING FAIR TREATMENT REGARDLESS OF RACE, GENDER, AGE, OR OTHER
PROTECTED STATUSES. THE HANDBOOK ALSO DETAILS THE HIRING PROCESS, PROBATIONARY PERIODS, AND THE CRITERIA FOR
PROMOTIONS AND TRANSFERS WITHIN THE COMPANY.

EQuAL OPPORTUNITY EMPLOYMENT

DILLARD’S MAINTAINS A STRICT EQUAL OPPORTUNITY EMPLOYMENT POLICY, WHICH PROHIBITS DISCRIMINATION AND
HARASSMENT IN ANY FORM. THE EMPLOYEE HANDBOOK OUTLINES THE PROCEDURES FOR REPORTING CONCERNS AND THE
COMPANY’S COMMITMENT TO INVESTIGATING ALL COMPLAINTS THOROUGHLY. THIS POLICY ENSURES A RESPECTFUL AND
INCLUSIVE WORKPLACE FOR ALL EMPLOYEES.



EMPLOYEE CLASSIFICATION AND STATUS

EMPLOYEES AT DILLARD’S ARE CLASSIFIED BASED ON THEIR ROLES, HOURS WORKED, AND EMPLOYMENT STATUS (FULL‘TIME,
PART-TIME, TEMPORARY). THE HANDBOOK EXPLAINS HOW THESE CLASSIFICATIONS AFFECT ELIGIBILITY FOR BENEFITS, OVERTIME
PAY, AND OTHER EMPLOYMENT RIGHTS.

¥/ orkPLACE CONDUCT AND BEHAVIOR STANDARDS

THE DILLARDS EMPLOYEE HANDBOOK CLEARLY DEFINES ACCEPTABLE WORKPLACE BEHAVIOR AND SETS EXPECTATIONS FOR
PROFESSIONALISM. [T ADDRESSES TOPICS SUCH AS DRESS CODE, ETHICS, USE OF COMPANY PROPERTY, AND CONFLICT
RESOLUTION. THESE STANDARDS HELP MAINTAIN A POSITIVE AND EFFICIENT WORK ENVIRONMENT, REDUCING MISUNDERSTANDINGS
AND PROMOTING MUTUAL RESPECT AMONG EMPLOYEES AND MANAGEMENT.

Dress CobDE AND APPEARANCE

EMPLOYEES ARE EXPECTED TO ADHERE TO A DRESS CODE THAT REFLECTS THE COMPANY’S BRAND AND PROFESSIONAL IMAGE. THE
HANDBOOK SPECIFIES ACCEPTABLE ATTIRE AND GROOMING STANDARDS, WHICH VARY DEPENDING ON THE DEPARTMENT AND JOB
FUNCTION. COMPLIANCE WITH THE DRESS CODE IS ESSENTIAL FOR CREATING A CONSISTENT CUSTOMER EXPERIENCE.

ETHIcAL CONDUCT AND INTEGRITY

ETHICAL BEHAVIOR IS A CORNERSTONE OF THE DILLARDS EMPLOYEE HANDBOOK. EMPLOYEES ARE REQUIRED TO ACT WITH
HONESTY, INTEGRITY, AND TRANSPARENCY IN ALL \WORK-RELATED ACTIVITIES. THE HANDBOOK OUTLINES PROHIBITED BEHAVIORS
SUCH AS THEFT, FRAUD, AND CONFLICTS OF INTEREST, ALONG WITH DISCIPLINARY ACTIONS FOR VIOLATIONS.

ATTENDANCE AND SCHEDULING GUIDELINES

RELIABLE ATTENDANCE AND PUNCTUALITY ARE CRITICAL COMPONENTS ADDRESSED IN THE DILLARDS EMPLOYEE HANDBOOK. THE
POLICIES PROVIDE CLEAR GUIDELINES ON SCHEDULING, SHIFT CHANGES, REQUESTING TIME OFF, AND REPORTING ABSENCES. THeSE
RULES HELP ENSURE SMOOTH STORE OPERATIONS AND FAIR TREATMENT OF ALL EMPLOYEES.

ATTENDANCE EXPECTATIONS

THE HANDBOOK DEFINES ATTENDANCE REQUIREMENTS, EMPHASIZING THE IMPORTANCE OF SHOWING UP ON TIME FOR SCHEDULED
SHIFTS. IT ALSO EXPLAINS THE PROCESS FOR NOTIFYING SUPERVISORS IN CASE OF ABSENCE OR TARDINESS AND THE
CONSEQUENCES OF EXCESSIVE ABSENTEEISM.

SCHEDULING AND SHIFT CHANGES

DILLARD’S USES A STRUCTURED SCHEDULING SYSTEM TO MANAGE EMPLOYEE WORK HOURS EFFECTIVELY. THE HANDBOOK
DESCRIBES HOW SHIFTS ARE ASSIGNED, THE PROTOCOL FOR REQUESTING SCHEDULE CHANGES, AND THE COMPANY’S APPROACH
TO ACCOMMODATING EMPLOYEE NEEDS WHILE MAINTAINING OPERATIONAL EFFICIENCY.

COMPENSATION AND BENEFITS INFORMATION

THE DILLARDS EMPLOYEE HANDBOOK PROVIDES DETAILED INFORMATION ABOUT EMPLOYEE COMPENSATION, INCLUDING PAY
SCHEDULES, OVERTIME POLICIES, AND PERFORMANCE-BASED INCENTIVES. ADDITIONALLY, IT OUTLINES THE COMPREHENSIVE



BENEFITS PACKAGE AVAILABLE TO ELIGIBLE EMPLOYEES, SUCH AS HEALTH INSURANCE, RETIREMENT PLANS, AND EMPLOYEE
DISCOUNTS.

PAY AND OVERTIME POLICIES

THE HANDBOOK CLEARLY EXPLAINS THE WAGE STRUCTURE, PAYMENT FREQUENCY, AND ELIGIBILITY CRITERIA FOR OVERTIME PAY.
EMPLOYEES ARE INFORMED ABOUT HOW THEIR HOURS ARE RECORDED AND THE IMPORTANCE OF TIMELY AND ACCURATE
TIMEKEEPING.

EMPLOYEE BENEFITS

DILLARD’S OFFERS A RANGE OF BENEFITS DESIGNED TO SUPPORT EMPLOYEE WELL-BEING AND JOB SATISFACTION. THESE BENEFITS
TYPICALLY INCLUDE MEDICAL, DENTAL, AND VISION INSURANCE, 401 (K) RETIREMENT PLANS, PAID TIME OFF, AND EMPLOYEE
MERCHANDISE DISCOUNTS. THE HANDBOOK DETAILS ELIGIBILITY REQUIREMENTS AND ENROLLMENT PROCEDURES FOR THESE
PROGRAMS.

SAFETY AND SECURITY MEASURES

ENSURING A SAFE WORK ENVIRONMENT IS A PRIORITY OUTLINED IN THE DILLARDS EMPLOYEE HANDBOOK. T HE DOCUMENT INCLUDES
SAFETY PROTOCOLS, EMERGENCY PROCEDURES, AND GUIDELINES FOR REPORTING W ORKPLACE HAZARDS OR INCIDENTS. THESE
MEASURES PROTECT EMPLOYEES, CUSTOMERS, AND COMPANY PROPERTY.

\X/ ORKPLACE SAFETY PoOLICIES

THE HANDBOOK EMPHASIZES ADHERENCE TO OSHA REGULATIONS AND COMPANY-SPECIFIC SAFETY RULES. EMPLOYEES RECEIVE
INSTRUCTIONS ON PROPER EQUIPMENT USE, ACCIDENT PREVENTION, AND MAINTAINING A HAZARD-FREE \WORK AREA.

EMERGENCY PROCEDURES

DILLARD’S HAS ESTABLISHED PROTOCOLS FOR RESPONDING TO EMERGENCIES SUCH AS FIRES, MEDICAL INCIDENTS, OR SECURITY
THREATS. THE HANDBOOK PROVIDES STEP-BY-STEP GUIDANCE TO ENSURE EMPLOYEE PREPAREDNESS AND SWIFT, EFFECTIVE
ACTION DURING EMERGENCIES.

EMPLOYEE RESOURCES AND SUPPORT

THE DILLARDS EMPLOYEE HANDBOOK ALSO HIGHLIGHTS THE VARIOUS RESOURCES AVAILABLE TO EMPLOYEES, INCLUDING
TRAINING PROGRAMS, PERFORMANCE EVALUATIONS, AND EMPLOYEE ASSISTANCE SERVICES. THESE TOOLS ARE DESIGNED TO
FOSTER PROFESSIONAL GROWTH AND PROVIDE SUPPORT FOR PERSONAL CHALLENGES.

TRAINING AND DEVELOPMENT

EMPLOYEES ARE ENCOURAGED TO TAKE ADVANTAGE OF TRAINING OPPORTUNITIES OFFERED BY DILLARD’S TO ENHANCE THEIR
SKILLS AND ADVANCE THEIR CAREERS. THE HANDBOOK OUTLINES AVAILABLE PROGRAMS AND THE COMPANY’S COMMITMENT TO
ONGOING EMPLOYEE DEVELOPMENT.



EMPLOYEE ASSISTANCE PROGRAMS

DILLARD’S PROVIDES ACCESS TO SUPPORT SERVICES FOR EMPLOYEES FACING PERSONAL OR PROFESSIONAL DIFFICULTIES. THESE
PROGRAMS OFFER CONFIDENTIAL COUNSELING, FINANCIAL ADVICE, AND OTHER RESOURCES TO HELP MAINTAIN A HEALTHY \WORK-
LIFE BALANCE.

® [UNDERSTAND COMPANY POLICIES AND EXPECTATIONS CLEARLY

e ACCESS COMPREHENSIVE INFORMATION ON COMPENSATION AND BENEFITS

® | EARN ABOUT WORKPLACE SAFETY AND EMERGENCY PROTOCOLS

o UTILIZE AVAILABLE EMPLOYEE RESOURCES FOR DEVELOPMENT AND SUPPORT

® MAINTAIN PROFESSIONAL CONDUCT AND ATTENDANCE STANDARDS

FREQUENTLY ASKeD QUESTIONS

WHAT TOPICS ARE COVERED IN THE DILLARD’S EMPLOYEE HANDBOOK?

THe DILLARD’S EMPLOYEE HANDBOOK TYPICALLY COVERS COMPANY POLICIES, WORKPLACE CONDUCT, ATTENDANCE, DRESS
CODE, EMPLOYEE BENEFITS, SAFETY GUIDELINES, AND PROCEDURES FOR REPORTING ISSUES.

\W/HERE CAN | ACCESS THE DILLARD’S EMPLOYEE HANDBOOK?

EMPLOYEES CAN USUALLY ACCESS THE DILLARD’S EMPLOYEE HANDBOOK THROUGH THE COMPANY’S INTERNAL HR PORTAL OR
RECEIVE A PHYSICAL COPY DURING ONBOARDING.

ARE THERE SPECIFIC DRESS CODE GUIDELINES MENTIONED IN THE DILLARD’S EMPLOYEE
HANDBOOK?

YES/ THE HANDBOOK OUTLINES DRESS CODE POLICIES, EMPHASIZING PROFESSIONAL ATTIRE APPROPRIATE FOR RETAIL
ENVIRONMENTS, INCLUDING GUIDELINES ON GROOMING AND UNIFORM REQUIREMENTS IF APPLICABLE.

WHAT IS DILLARD'S POLICY ON EMPLOYEE ATTENDANCE AND PUNCTUALITY ACCORDING
TO THE HANDBOOK?

DILLARD’S EMPLOYEE HANDBOOK TYPICALLY EMPHASIZES THE IMPORTANCE OF PUNCTUALITY AND REGULAR ATTENDANCE,
DETAILING PROCEDURES FOR REPORTING ABSENCES AND THE CONSEQUENCES OF EXCESSIVE TARDINESS OR ABSENTEEISM.

DoEes THE DILLARD’S EMPLOYEE HANDBOOK INCLUDE INFORMATION ABOUT EMPLOYEE
BENEFITS?

YES, THE HANDBOOK PROVIDES AN OVERVIEW OF EMPLOYEE BENEFITS SUCH AS HEALTH INSURANCE, RETIREMENT PLANS,
EMPLOYEE DISCOUNTS, AND PAID TIME OFF.

How DoEs THE DILLARD’S EMPLOYEE HANDBOOK ADDRESS WORKPLACE HARASSMENT



AND DISCRIMINATION?

THE HANDBOOK INCLUDES STRICT POLICIES AGAINST WORKPLACE HARASSMENT AND DISCRIMINATION, OUTLINING REPORTING
PROCEDURES, INVESTIGATION PROCESSES, AND ZERO-TOLERANCE ENFORCEMENT TO ENSURE A SAFE \WORK ENVIRONMENT.

CAN THE POLICIES IN THE DILLARD’S EMPLOYEE HANDBOOK CHANGE OVER TIME?

YES, COMPANY POLICIES IN THE DILLARD’S EMPLOYEE HANDBOOK CAN BE UPDATED PERIODICALLY TO REFLECT CHANGES IN LAWS,
COMPANY PRACTICES, OR BUSINESS NEEDS, AND EMPLOYEES ARE TYPICALLY NOTIFIED OF SIGNIFICANT CHANGES.

ADDITIONAL RESOURCES

1. DiLLARD’s EMPLOYEE HANDBOOK: POLICIES AND PROCEDURES EXPLAINED

THIS BOOK OFFERS A COMPREHENSIVE OVERVIEW OF THE KEY POLICIES AND PROCEDURES OUTLINED IN THE DILLARD’S EMPLOYEE
HANDBOOK. |T BREAKS DOWN COMPLEX RULES INTO EASY-TO-UNDERSTAND LANGUAGE, HELPING EMPLOYEES GRASP THEIR
RESPONSIBILITIES AND RIGHTS. IDEAL FOR NEW HIRES AND MANAGERS ALIKE, IT ENSURES EVERYONE STAYS COMPLIANT AND
INFORMED.

2. EFFecTivE COMMUNICATION IN RETAIL: LESSONS FROM DILLARD’S

FOCUSING ON COMMUNICATION STRATEGIES WITHIN RETAIL ENVIRONMENTS, THIS BOOK DRAWS EXAMPLES FROM DILLARD’S
WORKPLACE CULTURE. |T COVERS HOW CLEAR COMMUNICATION CAN IMPROVE CUSTOMER SERVICE, TEAMWORK, AND CONFLICT
RESOLUTION. READERS WILL LEARN PRACTICAL TIPS FOR ENHANCING DIALOGUE WITH COLLEAGUES AND CUSTOMERS.

3. RETAIL MANAGEMENT ESSENTIALS: INSIGHTS FROM DILLARD’S

THIS GUIDE DIVES INTO THE FUNDAMENTALS OF MANAGING RETAIL STAFF, INSPIRED BY PRACTICES AT DILLARD’S. TOPICS INCLUDE
STAFF SCHEDULING, PERFORMANCE EVALUATIONS, AND LEADERSHIP TECHNIQUES THAT FOSTER A PRODUCTIVE WORK
ENVIRONMENT. PERFECT FOR SUPERVISORS AIMING TO BOOST TEAM MORALE AND EFFICIENCY.

4. WorkpLACE ETHICS AND COMPLIANCE: A DILLARD’S PERSPECTIVE

EXPLORING THE ETHICAL STANDARDS AND COMPLIANCE REQUIREMENTS EXPECTED AT DILLARD’S, THIS BOOK EMPHASIZES THE
IMPORTANCE OF INTEGRITY IN RETAIL. |T PRESENTS REAL-WORLD SCENARIOS AND SOLUTIONS TO COMMON ETHICAL DILEMMAS
EMPLOYEES MAY FACE. A VALUABLE RESOURCE FOR PROMOTING A TRUSTWORTHY WORKPLACE CULTURE.

5. CUusTOoMER SERVICE EXCELLENCE: STRATEGIES FROM DILLARD’S EMPLOYEES

THIS BOOK HIGHLIGHTS PROVEN CUSTOMER SERVICE METHODS EMPLOYED BY DILLARD’S STAFF TO CREATE MEMORABLE SHOPPING
EXPERIENCES. | T DISCUSSES HOW ADHERENCE TO THE EMPLOYEE HANDBOOK SUPPORTS EXCELLENT SERVICE DELIVERY. READERS
WILL GAIN ACTIONABLE TECHNIQUES TO ENHANCE CUSTOMER SATISFACTION AND LOYALTY.

6. HEALTH AND SAFETY IN RETAIL: GUIDELINES BASED ON DILLARD’S POLICIES

FOCUSING ON MAINTAINING A SAFE AND HEALTHY RETAIL ENVIRONMENT, THIS BOOK OUTLINES KEY HEALTH AND SAFETY
PROTOCOLS FROM DILLARD’S EMPLOYEE HANDBOOK. |T COVERS HAZARD IDENTIFICATION, EMERGENCY PROCEDURES, AND
EMPLOYEE RESPONSIBILITIES. ESSENTIAL READING FOR ANYONE INVOLVED IN RETAIL OPERATIONS.

7. TiME MANAGEMENT AND PRODUCTIVITY FOR RETAIL W ORKERS

DESIGNED TO HELP RETAIL EMPLOYEES OPTIMIZE THEIR WORK HOURS, THIS BOOK OFFERS TIME MANAGEMENT STRATEGIES ALIGNED
WITH DILLARD’S WORKPLACE EXPECTATIONS. |T INCLUDES TIPS ON PRIORITIZING TASKS, REDUCING DISTRACTIONS, AND
BALANCING WORK DUTIES EFFICIENTLY. A PRACTICAL GUIDE FOR IMPROVING DAILY PRODUCTIVITY.

8. DIVERSITY AND INCLUSION IN RETAIL: EMBRACING DILLARD’S V/ALUES

THIS BOOK EXPLORES HOW DILLARD’S FOSTERS A DIVERSE AND INCLUSIVE WORKPLACE THROUGH ITS POLICIES AND CULTURE. IT
DISCUSSES THE BENEFITS OF DIVERSITY IN RETAIL SETTINGS AND PROVIDES GUIDANCE ON SUPPORTING AN INCLUSIVE
ENVIRONMENT. USEFUL FOR EMPLOYEES AND LEADERS COMMITTED TO EQUITY AND RESPECT.

Q. CoNFLICT RESOLUTION IN RETAIL: TECHNIQUES INSPIRED BY DILLARD’S HANDBOOK

ADDRESSING COMMON CONFLICTS THAT ARISE IN RETAIL, THIS BOOK PRESENTS EFFECTIVE RESOLUTION STRATEGIES BASED ON
DILLARD’S EMPLOYEE GUIDELINES. |T OFFERS COMMUNICATION TIPS, MEDIATION STEPS, AND WAYS TO MAINTAIN
PROFESSIONALISM DURING DISPUTES. A HELPFUL RESOURCE FOR MAINTAINING HARMONY AMONG RETAIL TEAMS.
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