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Loves Truck Stop EMPLOYEE HANDBOOK

THE Loves Truck STop EMPLOYEE HANDBOOK IS AN ESSENTIAL RESOURCE DESIGNED TO GUIDE EMPLOYEES THROUGH THE
VARIOUS POLICIES, PROCEDURES, AND EXPECTATIONS OF WORKING AT ONE OF THE NATION’S LEADING TRAVEL STOP CHAINS.
THIS HANDBOOK NOT ONLY SERVES AS A COMPREHENSIVE REFERENCE FOR STAFF BUT ALSO EMBODIES THE COMPANY’S VALUES,
MISSION, AND COMMITMENT TO PROVIDING A GREAT EXPERIENCE FOR BOTH EMPLOYEES AND CUSTOMERS. THIS ARTICLE WILL
DELVE INTO THE KEY COMPONENTS OF THE LOVES TRUCK STOP EMPLOYEE HANDBOOK, EXPLAINING ITS IMPORTANCE, THE
ESSENTIAL POLICIES IT COVERS, AND HOW EMPLOYEES CAN UTILIZE IT EFFECTIVELY.

INTRODUCTION TO LoVves Truck STop

Loves TRAVEL STops § COUNTRY STORES, COMMONLY REFERRED TO AS LOVES, HAS ESTABLISHED ITSELF AS A
CORNERSTONE OF THE AMERICAN ROAD TRIP EXPERIENCE. W/ITH OVER 600 LOCATIONS ACROSS THE UNITED STATES, LOVES
PROVIDES ESSENTIAL SERVICES SUCH AS FUEL, FOOD, AND REST FACILITIES FOR TRAVELERS AND TRUCK DRIVERS. THE COMPANY
PRIDES ITSELF ON QUALITY SERVICE, CLEANLINESS, AND A WELCOMING ATMOSPHERE, ALL OF WHICH ARE REFLECTED IN ITS
EMPLOYEE HANDBOOK.

PuUrPOSE OF THE EMPLOYEE HANDBOOK

THe Loves Truck STop EMPLOYEE HANDBOOK SERVES MULTIPLE PURPOSES, INCLUDING:

1. ORIENTATION: |T PROVIDES NEW EMPLOYEES WITH A COMPREHENSIVE INTRODUCTION TO THE COMPANY, ITS CULTURE, AND
ITS OPERATIONAL POLICIES.

2. GUIDANCE: THE HANDBOOK OUTLINES EXPECTATIONS FOR PERFORMANCE AND BEHAVIOR, HELPING EMPLOYEES UNDERSTAND
THEIR ROLES AND RESPONSIBILITIES.

3. RESOURCES: |T SERVES AS A REFERENCE POINT FOR QUESTIONS REGARDING COMPANY POLICIES, BENEFITS, AND PROCEDURES.
4. | eGAL COMPLIANCE: THE HANDBOOK ENSURES THAT EMPLOYEES ARE INFORMED ABOUT THEIR RIGHTS, RESPONSIBILITIES, AND
W ORKPLACE REGULATIONS.

EmMPLOYEE CONDUCT AND EXPECTATIONS

PROFESSIONALISM

EMPLOYEES AT LOVES TRUCK STOP ARE EXPECTED TO MAINTAIN A HIGH LEVEL OF PROFESSIONALISM AT ALL TIMES. THIS
INCLUDES:

- Dress CoDE: EMPLOYEES MUST ADHERE TO THE COMPANY’S DRESS CODE, WHICH TYPICALLY INCLUDES WEARING A COMPANY -
PROVIDED UNIFORM. CLEANLINESS AND PERSONAL HYGIENE ARE ALSO PRIORITIZED.

- PUNCTUALITY: ARRIVING ON TIME FOR SHIFTS IS CRUCIAL TO ENSURE SMOOTH OPERATIONS AND PROVIDE EXCELLENT
CUSTOMER SERVICE.

- ResPECTFUL BEHAVIOR: EMPLOYEES ARE EXPECTED TO TREAT CUSTOMERS AND FELLOW EMPLOYEES WITH RESPECT AND
COURTESY, CREATING A POSITIVE WORK ENVIRONMENT.



PERFORMANCE STANDARDS

PERFORMANCE STANDARDS ARE CLEARLY OUTLINED IN THE EMPLOYEE HANDBOOK. EMPLOYEES ARE ASSESSED BASED ON SEVERAL
CRITERIA:

- CUSTOMER SERVICE: PROVIDING EXCEPTIONAL SERVICE IS A TOP PRIORITY. EMPLOYEES SHOULD STRIVE TO MEET CUSTOMER
NEEDS PROMPTLY AND EFFICIENTLY.

- TeaMwORK: COOPERATION WITH COLLEAGUES IS ESSENTIAL FOR MAINTAINING A HARMONIOUS WORKPLACE. EMPLOYEES
SHOULD WORK COLLABORATIVELY TO ACHIEVE COMMON GOALS.

- SAFETY COMPLIANCE: ADHERING TO SAFETY PROTOCOLS IS CRITICAL TO ENSURING THE WELL-BEING OF BOTH EMPLOYEES AND
CUSTOMERS. EMPLOYEES MUST FAMILIARIZE THEMSELVES WITH SAFETY PROCEDURES OUTLINED IN THE HANDBOOK.

CoMPANY PoLICIES AND PROCEDURES

¥ ork HOURS AND SCHEDULING

THe Loves Truck STop EMPLOYEE HANDBOOK INCLUDES DETAILED INFORMATION ABOUT WORK HOURS AND SCHEDULING
PRACTICES:

- SHIFT ASSIGNMENTS: EMPLOYEES WILL RECEIVE THEIR SHIFT ASSIGNMENTS IN ADVANCE, TYPICALLY ON A WEEKLY BASIS. IT1s
IMPORTANT TO COMMUNICATE ANY SCHEDULING CONFLICTS AS EARLY AS POSSIBLE.

- OVERTIME: EMPLOYEES MAY BE ELIGIBLE FOR OVERTIME PAY IN ACCORDANCE WITH FEDERAL AND STATE LABOR LAWS. THE
HANDBOOK OUTLINES HOW OVERTIME IS CALCULATED AND THE APPROV AL PROCESS.

LeaVE PoLICIES

UNDERSTANDING LEAVE POLICIES IS CRUCIAL FOR EMPLOYEES. THE HANDBOOK ADDRESSES VARIOUS TYPES OF LEAVE:

- Sick LEAVE: EMPLOYEES ARE ENTITLED TO A CERTAIN NUMBER OF SICK DAYS EACH YEAR. PROCEDURES FOR REPORTING ILLNESS
AND REQUESTING SICK LEAVE ARE SPECIFIED.

- VACATION TIME: EMPLOYEES EARN VACATION TIME BASED ON THEIR LENGTH OF SERVICE. THE HANDBOOK OUTLINES HOW
VACATION REQUESTS SHOULD BE SUBMITTED AND APPROVED.

- FAMILY LEAVE: THE HANDBOOK PROVIDES INFORMATION ABOUT FAMILY AND MEDICAL LEAVE, INCLUDING ELIGIBILITY
REQUIREMENTS AND APPLICATION PROCESSES.

COMPENSATION AND BENEFITS

W AGES AND PAY STRUCTURE

THe Loves Truck STop EMPLOYEE HANDBOOK EXPLAINS THE COMPANY’S PAY STRUCTURE, INCLUDING:

- HOURLY W AGES: EMPLOYEES ARE PAID ON AN HOURLY BASIS, WITH WAGES VARYING BY POSITION AND EXPERIENCE.
- PAY PerioDS: THE HANDBOOK OUTLINES THE PAY SCHEDULE, DETAILING WHEN EMPLOYEES CAN EXPECT TO RECEIVE THEIR
PAYCHECKS.



EMPLOYEE BENEFITS

LOVES OFFERS A RANGE OF BENEFITS DESIGNED TO SUPPORT EMPLOYEES' WELL-BEING:
1. HEALTH INSURANCE: FULL-TIME EMPLOYEES MAY BE ELIGIBLE FOR HEALTH, DENTAL, AND VISION INSURANCE.
2. RETIREMENT PLANS: THE COMPANY PROVIDES OPTIONS FOR RETIREMENT SAVINGS, INCLUDING 40 1 (k) PLANS WITH EMPLOYER

MATCHING.
3. EMPLOYEE DISCOUNTS: EMPLOYEES MAY RECEIVE DISCOUNTS ON FUEL AND MERCHANDISE PURCHASED AT LOVES LOCATIONS.

TRAINING AND DEVELOPMENT

ONBOARDING PROCESS

THE ONBOARDING PROCESS AT LOVES IS DESIGNED TO EQUIP NEW EMPLOYEES WITH THE NECESSARY SKILLS AND KNOWLEDGE TO
SUCCEED:

- ORIENTATION PROGRAM: NEW HIRES PARTICIPATE IN AN ORIENTATION PROGRAM THAT INTRODUCES THEM TO COMPANY
VALUES, CULTURE, AND OPERATIONAL PROCEDURES.

‘JOB TRAINING: EMPLOYEES RECEIVE HANDS-ON TRAINING SPECIFIC TO THEIR ROLES, ENSURING THEY ARE WELL-PREPARED TO
MEET JOB EXPECTATIONS.

CAREER ADVANCEMENT OPPORTUNITIES

LOVES IS COMMITTED TO EMPLOYEE GROWTH AND DEVELOPMENT. THE HANDBOOK HIGHLIGHTS PATHWAYS FOR CAREER
ADVANCEMENT:

- PERFORMANCE REVIEWS: REGULAR PERFORMANCE EVALUATIONS HELP IDENTIFY STRENGTHS AND AREAS FOR IMPROVEMENT,
GUIDING EMPLOYEES IN THEIR CAREER PROGRESSION.

- ProMoTION POLICIES: THE HANDBOOK OUTLINES THE CRITERIA FOR PROMOTIONS AND HOW EMPLOYEES CAN EXPRESS THEIR
INTEREST IN ADVANCING WITHIN THE COMPANY.

HeALTH AND SAFETY STANDARDS

\X/ orkPLACE SAFETY GUIDELINES

SAFETY IS A TOP PRIORITY AT |_OVESI AND THE EMPLOYEE HANDBOOK INCLUDES COMPREHENSIVE SAFETY GUIDELINES:
- EMERGENCY PROCEDURES: EMPLOYEES ARE TRAINED IN EMERGENCY RESPONSE PROTOCOLS, INCLUDING EVACUATION ROUTES AND
FIRST-AID PROCEDURES.

- REPORTING INCIDENTS: THE HANDBOOK OUTLINES THE PROCESS FOR REPORTING WORKPLACE ACCIDENTS OR SAFETY CONCERNS,
ENSURING THAT ALL ISSUES ARE ADDRESSED PROMPTLY.

COVID-19 ProTOCOLS

IN LIGHT OF RECENT GLOBAL EVENTS, THE EMPLOYEE HANDBOOK INCLUDES SPECIFIC GUIDELINES RELATED TO HEALTH AND SAFETY



DURING THE PANDEMIC:

- HEALTH SCREENINGS: EMPLOYEES MAY BE REQUIRED TO UNDERGO HEALTH SCREENINGS BEFORE SHIFTS.
- SANITATION PRACTICES: ENHANCED CLEANING PROTOCOLS ARE OUTLINED TO MAINTAIN A SAFE AND HYGIENIC ENVIRONMENT
FOR BOTH EMPLOYEES AND CUSTOMERS.

CoNCLUSION

THe Loves TrRuck STop EMPLOYEE HANDBOOK IS AN INVALUABLE RESOURCE FOR EMPLOYEES, PROVIDING A COMPREHENSIVE
OVERVIEW OF COMPANY POLICIES, PROCEDURES, AND EXPECTATIONS. BY ADHERING TO THE GUIDELINES SET FORTH IN THE
HANDBOOK, EMPLOYEES CAN CONTRIBUTE TO A POSITIVE WORK ENVIRONMENT THAT REFLECTS LOVES® COMMITMENT TO
EXCELLENCE IN SERVICE. UNDERSTANDING AND UTILIZING THE INFORMATION WITHIN THE HANDBOOK WILL NOT ONLY HELP
EMPLOYEES SUCCEED IN THEIR ROLES BUT ALSO ENHANCE THE OVERALL EXPERIENCE FOR CUSTOMERS WHO RELY ON LOVES
TRUCK STOPS DURING THEIR TRAVELS.

FREQUENTLY ASkeD QUESTIONS

\WHAT IS THE PURPOSE OF THE LOVE'S TRUCK STOP EMPLOYEE HANDBOOK?

THE EMPLOYEE HANDBOOK SERVES AS A GUIDE FOR EMPLOYEES, OUTLINING COMPANY POLICIES, PROCEDURES, BENEFITS, AND
EXPECTATIONS TO ENSURE A SAFE AND PRODUCTIVE WORK ENVIRONMENT.

How CAN NEW EMPLOYEES ACCESS THE LoOVE's TRUCK STOP EMPLOYEE HANDBOOK?

NEW EMPLOYEES CAN ACCESS THE EMPLOYEE HANDBOOK THROUGH THE LOVE'S TRUCK STOP INTERNAL WEBSITE OR BY
REQUESTING A PHYSICAL COPY FROM THEIR MANAGER.

\WHAT KEY POLICIES ARE TYPICALLY INCLUDED IN THE LoVE's TRUCK STOP EMPLOYEE
HANDBOOK?

THE HANDBOOK USUALLY INCLUDES POLICIES ON ATTENDANCE, DRESS CODE, SAFETY PROTOCOLS, HARASSMENT, AND EMPLOYEE
BENEFITS.

ARE THERE ANY TRAINING REQUIREMENTS MENTIONED IN THE LOVE's TRUck SToP
EMPLOYEE HANDBOOK?

YES, THE HANDBOOK OUTLINES MANDATORY TRAINING PROGRAMS FOR VARIOUS POSITIONS, INCLUDING SAFETY TRAINING,
CUSTOMER SERVICE PROTOCOLS, AND FOOD HANDLING PRACTICES.

How poes LoVE's TRUCK STOP ADDRESS WORKPLACE HARASSMENT IN THEIR
EMPLOYEE HANDBOOK?

THE HANDBOOK INCLUDES A CLEAR ANTI-HARASSMENT POLICY, DETAILING THE STEPS EMPLOYEES SHOULD TAKE IF THEY
EXPERIENCE OR WITNESS HARASSMENT, AS WELL AS REPORTING PROCEDURES.

\YWHAT SHOULD AN EMPLOYEE DO IF THEY HAVE QUESTIONS ABOUT THE POLICIES IN THE
Love’'s TRUCK STOP EMPLOYEE HANDBOOK?

EMPLOYEES SHOULD REACH OUT TO THEIR SUPERVISOR OR THE HUMAN RESOURCES DEPARTMENT FOR CLARIFICATION ON ANY



POLICIES OR PROCEDURES THEY FIND UNCLEAR.

Does THE LoVE’s TRUCK STOP EMPLOYEE HANDBOOK INCLUDE INFORMATION ON
EMPLOYEE BENEFITS?

YES, THE HANDBOOK PROVIDES DETAILED INFORMATION ON EMPLOYEE BENEFITS, INCLUDING HEALTH INSURANCE, RETIREMENT
PLANS, AND EMPLOYEE DISCOUNTS.

How ofFTEN IS THE LoVE’'s TRUCK STOP EMPLOYEE HANDBOOK UPDATED?

THE EMPLOYEE HANDBOOK IS TYPICALLY REVIEWED AND UPDATED ANNUALLY TO REFLECT CHANGES IN LABOR LAWS, COMPANY
POLICIES, AND BEST PRACTICES.

\WHAT HAPPENS IF AN EMPLOYEE VIOLATES THE POLICIES OUTLINED IN THE LOVE's
TRUCK STOP EMPLOYEE HANDBOOK?

VIOLATIONS OF THE HANDBOOK POLICIES CAN RESULT IN DISCIPLINARY ACTION, WHICH MAY INCLUDE W ARNINGS, SUSPENSION,
OR TERMINATION, DEPENDING ON THE SEVERITY OF THE VIOLATION.
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