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General  
 
Website & Electronic Communications 
 
Our cmapeople.com website just got easier.  No longer do you have to remember the Login or Password for your 
individual store.  Now, all you have to do is type www.cmapeople.com.   
 
Our company has established the policy of using Electronic Communications as our preferred method of 
communicating with all our associates.   Periodically, we will send you “blast” emails or reminders about new 
items on the website. It is your responsibility to view this information and keep yourself informed about changes in 
policies and procedures.  All dealerships have computers available for all associates to view items on 
www.cmapeople.com.    
 
With www.cmapeople.com the company handbook is always only a click away.  Also, info on your benefits, 
including health, dental, and vision insurance, STD/LTD, 401(k) website link, and many other informative items are 
on the website. 
 
Bulletin Boards 
 
The law still requires companies to maintain an official bulletin board for posting of certain notices.  If you have 
questions about the location of your company official bulletin board, ask your supervisor.  Please do not remove 
any item or place anything on this board without the approval of the general manager.   
 
There will be supplemental boards for departmental and customer information at points throughout the store.  
Please do not remove or add items to these boards without consulting the department manager.   
 
Equal Employment Opportunity 
 
It is our policy to grant equal employment to all qualified persons without regard to:  race, color, religion, sex, age, 
national origin, citizenship status, marital status, physical or mental disability, past, present or future membership in a 
U.S. Uniformed Service.  This includes the Genetic Information Nondiscrimination Act (GINA).   
 
It is our intent and desire to provide equal opportunities in employment, promotion, wage, benefits and all other 
privileges, terms and conditions of employment. 
 
Equal Employment Opportunity for Individuals with Disabilities 
 
The employment policy of our company is to treat applicants and associates without discrimination because of 
physical or mental disability in regard to any position for which the applicant or associate is qualified, and to treat 
them equally in all employment practices including but not limited to:  job application procedures, hiring, 
advancement, or discharges of associates, rate of pay, or other forms of compensation, benefits and all other terms, 
conditions and privileges of employment. 
 
Applicants and employees will be provided reasonable accommodation for their known disabilities to allow them to 
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perform the essential duties of their job, unless to do so would result in an undue hardship on the operations of the 
business.  This includes accommodation transfer requests as required under Americans with Disabilities Act 
(ADA). 
 
Employees Who Are Pregnant Nondiscrimination  
 
CMA will fully comply with all requirements of the Americans with Disabilities Act Amendments Act (ADAAA), 
the Pregnancy Discrimination Act (PDA), the Virginia Human Rights Act (VHRA), and the West Virginia Human 
Rights Act (WVHRA).  
 
It is the Company's policy not to discriminate against qualified individuals with disabilities or who are pregnant and 
to provide reasonable accommodations as required by law to otherwise qualified applicants or employees with 
disabilities or pregnancy-related impairments in all employment practices, including job application procedures, 
hiring, advancement, job assignments, leaves of absence, transfers, layoffs, demotions, discipline, discharge, 
compensation, fringe benefits and job training. Employment opportunities will not be denied to an otherwise 
qualified applicant or employee because of the need to make a reasonable accommodation to the physical, mental, 
or pregnancy-related impairment(s) of such individual.  
 
It is the Company's intention to hire, employ or promote the best qualified candidate for a job, regardless of whether 
the individual is disabled or pregnant. When requested by an otherwise qualified applicant or employee with a 
disability or pregnancy-related impairment to do so, the Company is prepared to modify or adjust the job application 
process or the job or work environment to make “reasonable accommodation” to the known physical or mental 
limitations of the applicant or employee to enable the applicant or employee to be considered for the position they 
desire, to perform the essential functions of the position in question, or to enjoy equal benefits and privileges of 
employment as are enjoyed by other similarly situated associates without disabilities, unless the accommodation 
would impose an "undue hardship" on the operation of the Company's business.  
 
Anti-Retaliation 
 
Our Company encourages reporting of all perceived incidents of discrimination or harassment. It is the policy of our 
Company to promptly and thoroughly investigate such reports. Retaliation against any individual who reports 
discrimination or harassment, or participates in an investigation of such reports is strictly prohibited. For purposes 
of this policy retaliation means punishing or attempting to punish an employee for having engaged in protected 
activity such as making a harassment complaint or participating in an investigation of a complaint. 
 
Interruption of Business Policy 
 
Means company is unable to perform services due to inclement weather (snow, sleet, hurricane, etc.) loss of 
electrical service, radio-active or other unknown causes.     
 
Closing before end of work day: 
If you report to work and the company determines that it is in the best interest of the company to close before the 
end of the work day, hourly associates will be paid for actual hours worked.  If available, PTO will be used in four-
hour increments to make up the difference. 
 
Official closing before beginning of work day:  Any official closing of the company will be made as designated by 
your general manager. If in doubt about whether we are open or closed, please do not take any chances.  Wait until 
you have made contact with your manager.  Also, if your internet service is working, check company website:  
www.cmapeople.com.   If hourly, time is unpaid unless you wish to use PTO if available.  All Salaried associates 
would be paid in accordance with Fair Labor Standards Act (FLSA).   
 
Confidential Information 
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In the course of your work, you may have access to confidential information regarding the company, or those we 
service.  It is one of your prime responsibilities to be sure that you in no way reveal or divulge any such 
information and that you use it only in the performance of your duties.  Divulging confidential information will 
result in discipline up to and including termination. 
 
Customer Satisfaction 
 
The customer is the reason for our existence. Today, more than ever all manufacturers are interested in customer 
satisfaction and it has become an important measurement of whether or not a new franchise can be obtained.  
Before the manufacturers started measuring customer satisfaction, we knew that it was the primary reason for our 
success.  As long as we continue to satisfy our customers' wants and needs, we will succeed.   
 
Equal Service Policy 
 
It is our policy to serve our customers equally without regard to race, sex, religion, age, national origin, physical or 
mental handicap or veteran's status.  To deny service to a qualified individual solely on these criteria is not 
consistent with our moral and ethical business standards.  We do reserve the right to protect the financial integrity 
of our company by serving only individuals who have demonstrated their ability to meet all required obligations.  
We expect our customers to conduct themselves in a manner of reasonable respect to our associates.    
 
Our Customers 
 
The continued growth and success of our company depends on the attitude and effort of each associate in satisfying 
our customers' needs.  As a company maintaining a reputation for quality and integrity, service is our primary 
objective.  In your contacts with customers, you represent the company as far as they are concerned.  Our 
reputation with the customer is at stake - it is in your hands.  Your actions and your attitudes can strengthen us or 
can quickly turn the customer against us.  Keep a friendly positive attitude. 
 
Sales Professionalism 
 
No matter what your job happens to be every person at our company is a salesperson. The first thing you have to sell 
is yourself.  Make your selling job easier by examining your strengths and weaknesses and by making needed 
improvements.  Present yourself to everyone with a positive attitude.  Your chances of success will dramatically 
improve. 
 
Remember - nothing happens until a vehicle is sold, a part ordered or a service repair order written. Make it your 
goal to provide such exceptional service to our customers that they will always want to return to our company. 
 
Customers Injured on Premises 
 
If a customer is injured on our premises, an associate should use good judgment in properly assisting the customer.  
Immediately report this to the general manager or controller. 
 
Employment of Relatives 
 
Employment of relatives (immediate family members such as, spouse, child, brother or sister) may lead to situations 
in which normal business relationships are strained.  We do not prohibit the employment of relatives, but we 
discourage situations in which two people, who are related, work together in the same department.  This is an issue 
that will be handled on a case-by-case basis.   
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Media (Newspaper, TV, Radio, etc.) 
 
Only the general manager and certain managers designated by them are authorized to respond to questions from the 
media. If you should get a call from the media, please have it transferred to the general manager.   
 
Parking 
 
If in doubt, ask your department manager where you should park your vehicle. Our company is not liable for fire, 
theft, damage or personal injury involving associate’s vehicles.   
 
 

Your Responsibilities  
 
It is your responsibility to do a good job on the work assigned to you by your supervisor. Completing each 
assignment to the satisfaction of your supervisor is the surest way to deliver the best result. If you should have a 
question about an assigned task, please ask your supervisor for clarification.   
 
Attendance 
 
If for any reason you are unable to work, please contact your supervisor directly. If possible, please make contact in 
advance the beginning of your scheduled shift.  If you need to leave work early or report late, you must obtain your 
department manager's permission ahead of time.  If an associate is absent from work for two days without calling 
their supervisor or manager, they shall be considered to have voluntarily resigned their position with the company.   
Note:  A phone call to a coworker who is not your supervisor will not be considered appropriate notification.  
 
In the event you must be absent, Paid Time Off benefit hours must be used to cover the absence in increments of 
four-hour requests unless no such benefit is available to the associate.  In this instance, the time off will be unpaid. 
 
Your Image 
 
As far as our customers are concerned, you are our company.  The way you conduct your personal business and the 
way you present yourself reflects on all of us.  You are encouraged to put your best foot forward at all times.  We 
all represent our company even when not at work.  Please be guided by high standards and genuine concern for 
your fellow person.  
 
Dress Code and Professional Appearance 
 
It is the belief of the company that first impressions are critical to the success of both the company and our 
associates. You may have one opportunity to make an excellent first impression. Our dress code has been revised to 
be more specific in what is expected of our associates. 
 
This policy is not all-encompassing. We reserve the right to amend this policy as styles change or as any associate’s 
appearance is deemed to be inappropriate for the professional image we wish to convey. 
 
Should your appearance and/or grooming be considered inappropriate or unprofessional, you may be asked to leave 
work and return when the appearance and/or grooming guidelines have been met. The associate will not be 
compensated during such time away from work and repeated violations will be cause for disciplinary action. 
 
General Guidelines as applicable to all genders 
 
Hair: Must be clean, conservatively colored, styled and neatly combed so that it will not hinder vision, work 
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performance or cause a safety hazard.  
 
Facial Hair: Clean shaven. Mustaches and beards should be neatly trimmed. Sideburns may not extend below the 
ear. 
 
Fingernails: Fingernails should be kept clean and neat at all times (exception for working techs).  
Makeup/Perfumes/Colognes: Remember, that some associates and employees are allergic to the scents and 
chemicals in perfumes and make-up, so wear these products with restraint. 
 
Hygiene: Personal and oral hygiene are vital to good grooming.  Extreme or offensive odors, including natural or 
artificial fragrances are not acceptable to our customers and coworkers. 
 
Jewelry: Employees may wear tasteful jewelry in moderation. Where job duties present any type of safety risk, 
jewelry may be prohibited or severely limited. In other areas, moderate (including size and amount) jewelry may be 
worn. No other visible body jewelry/body piercings may be worn while an employee is in the workplace. 
 
Tattoos: While tattoos are allowed, we ask that they be covered up as best as you can. Any visible tattoos worn by 
associates must not be offensive and/or controversial in nature. If a manager deems a tattoo to be offensive, we 
reserve the right to ask for it to be covered. 
 
Hats/Caps:  Baseball caps are permitted provided they are dealership or manufacturer issued.  Hats are not to be 
worn backwards and no other hats or caps are permitted while indoors.     

Footwear: 

 Service/Parts – Work appropriate footwear rated for safety preferred. No open toed shoes.  

 Sales – Comfortable dress shoes.  No sneakers or tennis shoes with dress slacks. 

 Female – Appropriate, sensible shoes, dress pumps (3” max) allowed for all but sales. In summer weather, 

dress sandals are permitted but no rubber flip flops. 

Name Tags:  Must be worn by all associates or on a uniform for technicians or reconditioning departments where a 
name tag could present a safety issue.  
 
Uniforms:  Service and reconditioning technicians are required to wear company issued uniforms whenever they 
are at work.  During summer months, Memorial Day thru Labor Day, uniform shorts may be allowed. Please check 
with your individual dealership for shorts policy.   
 
Sales Associates/Internet Sales/Service/ Parts/Department Managers:  Clothes must be clean, neat, wrinkle free and 
in good repair. All shirts must be tucked in except for female associates wearing shirts/blouses that are specifically 
tailored to be worn outside pants or skirts. Shirts/blouses may have a maximum of 2 unbuttoned buttons. No shorts 
unless part of a company specific event. Individual dealerships may require brand specific polos be issued and worn. 
Service and parts staff may wear company issued uniforms.  
 
Female associates in all positions:  Skirts & dresses no shorter than 2” above the knee. Proper undergarments must 
be worn; no excessively tight clothing, including but not limited to leggings that aren’t covered by a dress or long 
tunic. No low-cut blouses (cleavage is considered inappropriate for the workplace), no halter tops, no bare midriffs 
(test:  if your midriff shows when you raise your arms, your top is too short).  Tank tops and dresses with spaghetti 
straps must be worn with sweater or jacket at all times.   Females (non-facing customers, such as office) may 
wear dress jeans or capris.  No shorts unless part of a company specific event. No blue jeans unless a department-
wide casual day is approved. No jogging suits or wind suits allowed. 
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Pre-Requisite for Employment 
 
Ask your department manager what is required prior to employment.  Certain departments may require career-
specific apparel or uniforms.  
 
Pre-requisites for all positions are:  
 
Completion of - I-9 Work Authorization Form 
Satisfactory Pre-employment Drug Screening 
Satisfactory Background Check 
Motor Vehicle Record - Driver’s License 
 
Other pre-requisites may include: 
 
Technicians provide their own tools 
Certificate of Qualification - DMV Sales License 
 
Health Examinations 
 
After a tentative job offer, but prior to employment, you may be asked to take a health examination at the company's 
expense.  The examination may be necessary in order to be sure that you will not be placed on a job which you are 
physically unable to handle.  This examination will include screening for alcohol and/or drugs. You may be 
required to take another physical examination at any time should we feel your job assignment or general health 
require it. 
 
Substance Abuse Policy 
 
As a condition of employment, you will be required to take a pre-employment drug screening.  In addition to pre-
employment screening, associates may be asked to submit to a drug screening for reasonable suspicion and post-
accident/injury situations. All associates are requested to read and comply with our Substance Abuse Policy. See 
www.CMAPeople.com Policy Section. 
   
Promptness 
 
You are expected to be on time for your scheduled work day. If you are unable to arrive on time, please contact your 
department manager at least 30 minutes before your scheduled work day or sooner in order that your duties can be 
covered.  
 
Motor Vehicle Record (MVR) Inquiry 
 
Acceptable standards must be met and if questionable, approved by our insurance carrier. All perspective associates 
must submit to having their driving record evaluated and also agree to future inquires as required by our insurance 
carrier.   
 
Immigration Reform Act I-9 
 
In compliance with the Immigration Reform and Control Act of 1986, our company requires all newly hired 
associates to present documented proof of identity and eligibility to work in the United States of America.  
Associates will be required to furnish this information when reporting to work within the first three business days of 
employment. 
 
Performance Review 
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Verbal feedback on your performance should be received regularly.  Written evaluations are at the discretion of 
each department manager.   
 
Your Supervisor 
 
Your immediate supervisor is concerned with your work.  In addition to supervising and evaluating your job 
performance, they also stand ready to help you with any problems related to your job.  Since it is advantageous to 
everyone that morale be maintained at the highest level possible, you should feel free to take any ideas, concerns or 
problems you may have to your immediate supervisor.   
 
Open Door Policy 
 
Poor communications or lack of understanding often lead to problems. When communications seem to be the 
problem or you believe that a mistake has been made in the administration of a rule, policy, condition of 
employment or anything that affects your job or your future with the company, get the problem out in the open.  
Here are the steps you should take: 
 
1st:  Discuss it with your department manager within 48 hours of occurrence. Most problems will be solved to 
everyone's satisfaction.  Please allow your manager at least three days to resolve. However, if the problem involves 
your immediate supervisor, please escalate to the General Manager. 
 
2nd:  If you are not satisfied after the discussion with your manager, you should discuss the matter with the General 
Manager.  
 
3rd:  If you believe the situation has not been resolved by your general manager within a reasonable time frame (3-
5 days), then you should contact the Human Resources Director. 
 
Open Discussion 
 
If you are considering another job or business opportunity, you are encouraged to discuss it with your manager or 
general manager. This will have no effect on your current job status. Discussing an offer with management will not 
only give you any information that we might have about your offer, but will open discussion for future career plans 
within our company.   
 
Anti-Harassment Policy 
 
Our company does not and will not tolerate harassment of our associates or our customers. All associates of our 
company are requested to read and comply with our Anti-Harassment Policy. See www.CMAPeople.com - Policy 
section. 
 
Associate Tenure 
 
Associate tenure is important as it enables you to continue your self-improvement and advancement in order to 
qualify for higher wages and promotion opportunities. Tenure is taken into consideration when scheduling planned 
time off.  It is expected, however, that increased seniority will also be matched by increased work performance 
ability.  Tenure alone will not be the sole determining factor in consideration relative to promotions and wage 
increases or workforce reduction. 
 
Good Housekeeping 
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Please use the litter receptacles and help us pick up, clean up and straighten up. Your cooperation will be 
appreciated and will create a positive impression for our customers. You must do your part to keep our business 
clean.   Maintain your work area in a neat, clean and orderly fashion. 
 
Care of Equipment 
 
Your company has invested thousands of dollars in equipment which is designed to enable you to work more 
efficiently. Your cooperation in the care and use of this equipment is necessary. If any of our equipment is 
inoperative or in need of maintenance, please notify your supervisor immediately.  Timely repairs may prevent 
complete breakdown of the equipment. 
 
Smoking 
 
Smoking is not allowed in any building. Certain areas outside have been designated as smoking areas. If you are in 
doubt, check with your department manager.   
 
Use of Company Shop 
 
Associates are allowed to use the company shop for personal or immediate family (spouse, mother, father & 
children only) can use only when approved by the department manager and when management of that department is 
on premises.           
 
Customer’s Vehicle 
 
If you are authorized to drive a customer's car, there are some rules to follow: 
 

1. Do not remove or delete anything.  You never know what may be a valued article. Should you find cash or 
valuables left in a car, bring it to the attention of your manager immediately. 

 
2. DO NOT SMOKE!  Under no conditions is anybody EVER to smoke in a customer's car - whether the 

customer smokes or not.  Smoking in a customer's car can cost us a customer. 
 

3. Should you need to adjust the seat in order to safely operate the car or  to provide working space, please 
return it to the original position. 
 

4. TURN OFF THE RADIO AND LEAVE IT OFF. Radios should only be played for testing purposes.  If 
you get in a customer’s car and the radio is on, please turn it off.  DO NOT CHANGE STATIONS. 
 

5. DRIVE CAREFULLY and obey all traffic laws.  Should you earn a citation you will be required to pay 
for it.   
 

6. Always install a paper floor mat. Keep the customer's car at least as clean as you found it.  
 

7. Accidents happen. If you damage a car, report it to your supervisor immediately. Failure to report an 
accident could result in corrective action up to and including termination. 

 
Company Vehicles 
 
The rules for careful driving, no personal errands and reporting of accidents apply also to company vehicles. Keep 
in mind that you may be displaying the company name and how you drive will ultimately affect us all. Good 
housekeeping and complete maintenance are expected on company vehicles. 
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All associates who occasional drive or company officers who are assigned a demonstrator are requested to read and 
comply with our Company Vehicle Policy Agreement. If you are driving a company vehicle, you are agreeing to the 
company policy.  It is your responsibility to understand the Vehicle Policy and comply at all times. 
 
Subsequent moving violations or changes in motor vehicle license status must be reported immediately to your 
manager. 
 
Lost and Found 
 
Please use the administrative office as a clearing house for all lost and found items. This will give us one central 
location for all departments. Items will be retained for the period required and disposed of according to the law.   
 
Solicitation 
 
The solicitation to associates of the company by outside vendors or other associates should be subject to the 
approval of the general manager of your location prior to any solicitation occurs.     
 
Personal Mail 
 
We discourage associates to receive their personal mail at work. With the volume of mail and the number of letters 
addressed to specific associates, all incoming mail is opened. No mail sent to the company will be considered 
personal and confidential. This includes e-mail.   
 
Personal Phone Calls 
 
The company encourages associates to receive and make personal calls during non-working hours.  
 
Mobile Phones 
 
The use of mobile phones for purposes other than business use at work should be kept to a minimum. 
 
Moonlighting 
 
If you want to work multiple jobs, please discuss this with your department manager prior to commitment. 
 
Rules of Conduct 
 
The violation of any rules and regulations contained herein, including but not limited to the following, are grounds 
for disciplinary action or dismissal and civil or criminal action. 
 
1. Misconduct - deliberately violating a company rule reasonably designed to protect the legitimate business 

interests of our company or when acts or omissions are of such a nature or so recurrent as to manifest a willful 
disregard of those interests and the duties and obligations.  

 
2. Discourtesy to customers.  
 
3. Accepting money, gifts or favors from any customer or supplier with a value of more than $50.00 without 

reporting such a gift to the general manager in writing.   
 
4. Theft or embezzlement of property from customers, associates or company 

 



Associate Handbook November-2022   
 Pg. 10 
 

5. Forgery of any documents, forms or applications. 
 
6. Refusal to follow the direction of a supervisor pertaining to work. 

 
7. Falsifying personnel/pay records.   

 
8. Fighting. 

 
9. Possession of firearms, explosives or illegal weapons on company property.   
 
10. Recording worked time for another associate (time record). 

 
11. Sale of used parts or removal of parts, new or used, from the premises.   

 
12. Harassment or intimidation of either verbal or physical nature of fellow associates or customers. 

 
13. Absence without permission or failure to give proper notice of absence. Leaving early or extending lunch 

without permission.   
 
14. Willful destruction of company property.   

 
15. Violation of the attendance and/or tardiness policy.   

 
16. Violating a company safety rule.   

 
17. Selling vehicles on the side if employed in vehicle sales department. 

 
18. Improper operation of a company or customer vehicle.   

 
19. Poor work performance.   

 
20. Violation of the solicitation rule.  

 
21. Waste or misappropriation of materials and/or supplies. 

 
22. Possession or consumption of intoxicants or narcotics or similar drugs on company property or coming to 

work intoxicated.  Alcoholic beverages may be approved for certain company social functions. 
 
23. Violation of company policy to hold any sales tickets. 

 
24. Driving any company vehicles without permission. 

 
There are other activities and violations of that law that can lead to disciplinary action or termination.  In addition, 
if you are in violation of the law, charges may be filed with the Commonwealth Attorney or appropriate policy 
authority. 

 
Hours of Work / Pay 
 
Work Week. 
 
Our work week begins on Thursday and ends on Wednesday. Your particular work schedule will depend upon the 
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department in which you are assigned. Your supervisor will explain your individual work schedule. 
 
Time Records 
 
The law and regulations today are very strict about recording the exact number of hours you work. It is your 
responsibility to keep accurate records. Your manager will let you know which method (computer or time clock) is 
used in their department. Regardless of the method, accuracy is very important because the information on it is used 
for payroll computation and gives you an accurate record of your hours.   
 
Please be sure to log in the time you begin work and stop work each day. Complete your time record accurately 
each day. Each person is responsible for his own time record - do not complete anyone's time record other than your 
own. If an associate works during any or all of his normal lunch period, they must show the time worked on his time 
record and have it initialed by their supervisor.   
 
Overtime 
 
Due to the nature of our particular business, we cannot always establish a definite number of hours to be worked 
each day. Work periods will normally begin at the same time each morning, but additional time may be needed at 
the end of the day to complete your work. Overtime is extremely variable, depending to a large degree on the work 
load and season. We ask for your cooperation whenever it is necessary to work additional hours. Your supervisor 
will try to notify you in advance of overtime requirements. Some job classifications require time and a half while 
other jobs are exempt from this requirement. We will comply with the law when overtime pay is required.  
 
Meal Periods 
 
Your department manager shall make available a meal period (30 minutes to 1 hour) All hourly associates are 
required to record time taken for meal periods. You are permitted to leave the premises during your meal period, as 
long as you return by the designated time. Eating at your desk or work bench is not conducive to a good business 
environment and is therefore discouraged.   
 
Unless assigned a company vehicle, company vehicles or customer vehicles are never to be driven during meal 
periods such as to lunch or on personal errands, unless approved in advance by the appropriate department manager.  
 
Associates required to attend a mandatory lunch meeting will be paid according to the law. 
 
Pay Day / Direct Deposit or Money Card 
 
Our company pays bi-weekly on Thursday’s and for sales bi-monthly also on Thursday’s two times a month.  
 
Effective June 1, 2016, all associates will receive their pay via direct deposit. If you do not elect to have pay 
deposited into a bank account, a money card will be assigned. All associates will have access to their Earnings 
Statement on the applicable pay date. 
 
Payroll Deductions 
 
Your pay check represents the full amount of your earnings minus certain deductions. Every associate will have 
deductions for Federal and State withholding tax as directed by their tax elections as well as Social Security and 
Medicare where applicable.   
 
In addition, all voluntary deductions must be authorized by the associate before they can be made through the 
payroll system. These include but are not limited to: associate's portion of any uniform expense, associate and 
dependent insurance coverage, authorized United Way contributions, associate purchases or cash advance 
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repayments.   
 
Payroll Error 
 
Although every reasonable precaution is taken, an error may occur in calculating your pay check. If a problem 
occurs, please review the error with your supervisor to determine the problem. If no undue hardship would be 
created, an adjustment would be most efficiently made on the next pay day. If a hardship exists, we would make the 
adjustment at that time. 
 
Your Pay 
 
The pay for your individual job is determined by the requirements of the job and such factors as responsibility, skill, 
training, teamwork, education, productivity and working conditions. Wage and salary increases are based upon your 
record of performance, skills you possess and improvements you make on your current job assignment.    
 
Your Personnel Record 
 
As applicable, the payroll office should be notified promptly of changes in: 
 

1. Address and telephone number   
2. Marital status 
3. Beneficiary for life insurance & ESOP plan   
4. Number of dependents (for insurance and withholding tax purposes)   
5. Person to notify in case of accident or injury 
6. Revocation of Driver’s License 

 
You may make a request in writing to review your personnel file at the earliest convenience of the HR department.   
 

Your Benefits 
 
Benefits 
 
Your pay check does not represent your entire compensation from the company. Based on your work classification, 
you are eligible to participate in a number of benefits, including: 
 

• Health / Dental / Vision/Life, STD & LTD 
• 401(k) with company match  
• Paid time off (PTO)  
• Paid holidays 
• Training 
• Stock Bonus Plan or Employee Stock Ownership Plan or (ESOP)  

         
If you ever have any questions concerning any of these benefits, ask your supervisor or payroll/benefits coordinator.  
Your eligibility for benefits will be based on your classification. The work classifications and definitions are as 
follows: 
 
Class l - Full-time associate (36 hours or more) per week:    
 
Health Insurance, Vision, Dental, Life, STD & LTD - Associates who average 36 hours per week will be eligible 
for Health Insurance, Vision, Dental, Life, STD & LTD on the first day of the month following two continuous full 
calendar months of employment. 
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401(k) - Eligibility will be the first day of the nearest quarter after completing six continuous full calendar months 
of employment. 
 
Stock Bonus Plan - Summary Plan Description on website. 
 
Holiday Pay - Must be employed 30 days prior to Holiday to receive Holiday pay.  
 
PTO - Eligibility - see Page 13 for details. 
 
Class 2 - Regular part-time associate (30-35 hrs. per week): 
 
Health Insurance, Vision, Dental, Life, STD & LTD - Associates who average 30 hours per week will be eligible 
for Health Insurance, Vision, Dental, Life, STD & LTD on the first day of the month following two full calendar 
months of employment. 
 
401(k) - Eligibility will be the first day of the nearest quarter after completing six continuous full calendar months 
of employment. 
 
Stock Bonus Plan - Summary Plan Description on website. 
 
Holiday Pay & PTO - After completion of 12 months of employment averaging at least 30-35 hours per week, 
associate will be eligible for one half of a full-time associate’s benefit – see Page 13 for details.    
 
Example: Hired July 17, 2014 and averages between 30 and 35 hours per week for 12 months 
                   

• Earns 4 hours as of August 31st, 2015 
• Earns 4 hours each month Sept 31st—Dec 31st  

 
Class 3 - Part-time associate (average 29 or fewer hours per week): 
 
401(k) - Eligibility will be the first day of the nearest quarter after completing six continuous full calendar months 
of employment. The deduction only occurs for periods the associate works a part of that pay period. 
 
Stock Bonus Plan – Summary Plan Description on website. 
 
Grandfathered – Any associate who previously qualified for 1/2 Class 1 PTO & Holiday (average 1,040 hours 
year) prior to Jan 1st, 2015 reclassifications will maintain their classification. 
 
PTO Leave 
 
Planned Time Off or PTO Leave - Encompasses vacation, sick time, family sick, funeral leave, inclement weather 
conditions and other personal time off.  
 
Effective June 1st, 2021 our PTO policy is: 
 
1st Employment Year 
 
After 30 days of employment, associates will earn PTO at 4 hours per pay period up to a maximum of 40 hours for 
the first calendar year.  
 
2nd and 3rd Employment Year  
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Beginning January 1st, associates will earn PTO at 4 hours per pay period up to a maximum of 80 hours in these 
years.  
 
4th Employment Year and thereafter 
 
On January 1st 120 hours will credited to PTO bank.    
 
 
PTO for Laid Off Associates – Rehired 
 
Any associate who was with our company for at least 12 months prior to any lay off will be eligible to re-enter the 
PTO program at the second step which is 2nd Year (after initial year). These associates will be eligible to earn 4 
hours of PTO each pay period for a maximum of 80 hours in the year. 
 
 
PTO Pay 
 
PTO pay will be paid in the following manner:  
 
Class 1 Full-time Hourly Associates – Hourly rate times PTO hours claimed. 
 
Class 2 Hourly Associates – Hourly rate times one half of Class 1 PTO benefit.  
 
Grandfathered – Any associate who previously qualified for 1/2 Class 1 PTO & Holiday (average 1,040 hours year) 
prior to January 1st, 2014 reclassifications. 
 
Salaried Associates – Associates who earn commissions on the entire department will be paid their regular salary or 
guarantee (draw) as they will still earn an incentive or bonus for the month in which they take PTO time. If salaried 
and their commission is entirely on their individual performance, then they will be paid their average weekly 
earnings for the current year based on earnings. 
 
Technicians/Sales Associates/Internet Sales – Prior to March 31st, associates will be paid their average weekly 
earnings for the previous year. After March 31st, associates will be paid their average weekly earnings for the current 
year based on YTD earnings. 
 
PTO Leave Form – When possible and to help with scheduling, all associates should submit a PTO request form to 
the immediate supervisor at least 30 days in advance, but not before December 1st for the next year. Acceptable 
requests will be signed by the supervisor, communicated to associate, and a copy forwarded to the payroll 
department.   
 
If available, a maximum of 15 days may be used in one calendar year for PTO time. Note: Occasional exceptions to 
this may be made for associates with five or more years of continuous service.  
 
(Example: A once in a lifetime opportunity to tour Europe or travel for a month.) Please remember that customers 
are the reason for our success and it is necessary that we schedule all time off to meet their needs. The retention of 
sufficient staffing will be a factor in the scheduling of vacations. PTO used for vacation will be scheduled on a “first 
come” basis with the most senior associate having first choice if a conflict arises. 
 
Recordkeeping: All associates will be required to complete a PTO Request Form when they are absent from work 
for any given reason. Associates, who are sick, and have used all available PTO leave, will be eligible for leave 
without pay subject to Family Medical Leave Act (FMLA) requirements. 
 
Increments: All PTO leave will be charged in either 4- or 8-hour increments.   
 
PTO Annual Leave Balance: 
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Associates will be allowed to have a maximum carry-over balance of 240 hours.  
 
PTO Death Benefit: In the event of your death, any remaining PTO will be paid to the associates direct deposit 
account on record.  
 
PTO Cash Out Policy: 
 
Effective June 1st, 2020 the maximum Cash Out during any calendar year is 40 hours. Associates may only cash out 
PTO if the cash out does not reduce their remaining balance below 80 hours. A PTO request form must be submitted 
and signed off on by GM for the cash out.  
 
At the maximum 30 days carry over, any unused PTO will be forfeited. It is up to each associate to properly 
schedule their time off with their department manager.   
 
Eligibility for Payout of Unused PTO 
 
Effective March 1, 2016, the following eligibility policy will apply to all CMA associates. 
 
Voluntary Resignation – Only associates who have given written resignation and proper notice defined below and 
worked through proper notice will be eligible to receive earned, unused PTO upon resignation of employment. The 
only exception is if the General Manager has agreed to release you from your written notice early. Verbal 
resignations are unacceptable. 

 
Proper Notice Definitions: 
 
Management – minimal proper notice is ten (10) regularly scheduled work days from date of resignation. 
 
Non-management – minimal proper notice is five (5) regularly scheduled work days from date of resignation. 

 
Lay Off – Any associate who has been laid off due to lack of work or reorganization will receive all earned, unused 
PTO. 

 
Discharge – Any associate discharged as a result of gross misconduct will forfeit any earned unused PTO and will 
not receive payout of any PTO at such time of discharge.   Examples of gross misconduct: include but are not 
limited to theft, harassment, and fraud. 
 
If you qualify for payout of any unused PTO, you will receive a separate check for this PTO within 30 days of last  
day worked or sooner if required by law. 
 
PTO Paid Upon Termination of Employment - Effective June 1st, 2020 associates in year 4 or beyond who are 
credited PTO January 1st of each year will be paid out current year PTO credit upon termination according to 
following schedule: 
  
Termination Month        Number of Current Year Days Available to be Paid  
January    1 
February   2 
March    3 
April     5 
May    6 
June    7 
July   8 
August        10 
September  11 
October   12 
November  13 
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December           15 
 
Trips: Associates who are awarded specific company or factory sponsored contest trips based upon their personal 
(individual or company) performance will not be required to use their PTO leave for actual trip.  If associate 
decides to add additional days beyond normal trip time to travel, then this time must be charged to PTO leave. Note: 
This does not include point-based awards that the company paid for. 
 
Training: Associates who add a few extra days to a conference/convention, will be required to charge the time to 
PTO leave.   
 
Uniformed Services Employment and Re-employment Rights Acts of 1994 (USERRA) 
 
We will endeavor to comply with USERRA.   If an associate is called to active military service, the company will 
grant a leave of absence without pay for up to five years.  The associate will be expected to show their orders to 
their supervisor as soon as notified.   Members of any branch of the military reserve called upon to serve a two-
week tour of active duty will be granted a leave of absence without pay for the time requested.  You should give 
your supervisor as much advance notice as possible.  If available, you may use your PTO leave during this time.   
 
Jury Duty 
 
When an associate receives a summons to duty, they should inform his supervisor. All associates are subject to 
being called to jury duty for which the pay is minimal. Jury duty often does not last all day and the associate should 
return to their regular job as soon as they are officially released from duty. When an associate participates in jury 
duty or is a witness at the request of the company, the following policy applies: 
 
Part-time associates will be given time off without pay to serve on jury duty. 
 
If a full-time associate has jury duty on the associate’s scheduled day off, the associate retains the amount paid by 
the court. If a full-time associate has jury duty on the associate’s scheduled work day, the associate will be paid their 
regular rate of pay.  Reimbursement by the court must be endorsed over to the company. 
 
If the court pays mileage, meal expense, lodging or similar type expenses (not related to salary reimbursement), this 
sum is to be retained by the associate. 
 
If the associate is a witness at the request of the company, the associate will be compensated at their hourly rate.  
Our company requires the associate bring certification from the court showing time actually spent on jury duty. It is 
the associate’s responsibility to provide this documentation if they would like to be compensated by the company. 
 
Voting 
 
We encourage our associates to vote.  With proper planning, all associates should be able to vote either before or 
after work. 
 
Absence without Leave 
 
Absence without leave includes failure to report to work, or failure to remain at work during appointed hours, when 
such absence is not subsequently justified or approved by supervisor. Such absence is not chargeable to PTO and 
may be grounds for disciplinary action. See Attendance policy. 
 
Personal Leave of Absence 
 
If you have a compelling reason for which you wish to be off from work, the company may grant you a personal 
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leave of absence above and beyond PTO.   In the event that you feel that you want to take a personal leave away 
from your job, please discuss this with your general manager. Each of these personal situations will be considered 
on its own individual merit and must be approved in writing by the general manager of your company.   
 
FMLA 
 
Our company will comply with Family Medical Leave Act (FMLA). A copy of the Department of Labor notice is 
posted on each official bulletin board. The FMLA policy is included in Policy website section. When applicable, 
intermittent FLMA Leave for management (salaried) will be charged in 1/4 day increments. 
 
Observed Holidays 
 
We have six (6) observed holidays each year. This means you will receive holiday pay but it doesn’t mean that we 
will be closed that day.  The general manager at each dealership will decide and communicate holiday hours that 
are appropriate for the needs of our customers and their individual market.  If your dealership requires you to work, 
you will receive holiday pay in addition to your regular pay.  Our paid holiday schedule is as follows: 
 
New Year's Day     
Memorial Day 
Independence Day     
Labor Day 
Thanksgiving Day     
Christmas Day 
 
Eligibility: To be eligible for holiday pay, you must be a Class l associate on the active payroll a minimum of 30 
calendar days and must have worked the last regularly scheduled day before the holiday and the last regularly 
scheduled day following the holiday. The only exception to this rule will be absences that have been excused in 
advance (such as PTO requests) by your supervisor. Class 2 associates would be eligible following 12 months of 
employment. 
 
The holiday pay will be computed in the same manner as Planned Time Off Leave.     
 
Stock Bonus Plan or ESOP 
 
Our Stock Bonus Plan is a profit-sharing retirement plan that requires no investment in cash by you.  Contributions 
to the plan are paid by your company from any profits earned by the company through your dedicated work. 
 
The Stock Bonus Plan is to enable associates of our company to share in the growth and prosperity of our parent 
company and to provide them with an opportunity to accumulate capital for their future economic security.  
Currently, our Stock Bonus Plan owns 26% of our parent company.  Summary Plan Description (SPD) is on the 
website for review & eligibility info. 
 
Salary Deferral Plan or 401(K) 
 
A 40l (k) is a retirement savings plan. You can defer a percentage amount of your compensation and make a 
contribution to your Tax Deferred Savings Plan on a per pay basis.    The company also does a partial match to 
your 40l (k).   
 
Once eligibility is met, you will be sent an enrollment packet from our provider.  It is your responsibility to enroll 
using the instructions provided.  If you do not have a home computer, your supervisor will make one available for 
you to enroll.  Enrollments are conducted quarterly.   If you ignore enrollment packet, you will automatically be 
enrolled at a contribution rate of 2% until you go online to the website to update the contribution amount. You will 
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receive a copy of the Summary Plan Description (SPD) when you become eligible. Also, a copy of the SPD is 
available at www.cmapeople.com for review. 
 
Training Programs 
 
Our company conducts training programs for associates on the job and at factory training schools and at other 
locations deemed necessary or desirable by the company.   
 
Training Agreement:  Most types of training will require a training agreement subject to general manager’s 
approval and signed by associate prior to training.  For these programs the company will pay one-half of the cost, 
and the remaining one-half will be charged to the associate's accounts receivable with one-sixth written off for each 
month of service after the training.  If the associate should leave the company before the end of the six months, the 
amortized unpaid balance would be paid by the associate.  
 
Courses involving travel - Depending on instructions from your supervisor, when taking courses away from home, 
associates may be required to keep accurate receipts of cost of transportation, meals and motel accommodations.  
Reasonable and applicable charges along with cost of course (tuition) will be totaled upon return to determine actual 
cost. Sometimes we reimburse for expenses on a per diem (per day) basis.  It will be the associates’ responsibility 
to keep receipts in the event they need to justify costs on their individual tax return.  A Training Agreement Form, 
including the cost of travel, should be signed by the associate and department manager before departure.   
 
If training and travel time exceed 6 hours, then the associate will be eligible for pay based on pay schedule for the 
normal eight hours per day. The amount of pay will be the same as PTO pay rate.   
 
Addition: The only exception is Technician pay.  Each store can determine the pay rate for their technicians.  It can 
be the PTO pay rate or the GM can elect the rate per hour method. Example: $20 per hour times 8 hours of class = 
$160 for day.  However, each pay plan for Technicians should state the method of pay for training.  If not stated 
the PTO pay rate will be applied. 
 
Renting a Vehicle 
 
If training requires travel by car, the company policy is to rent a vehicle or reimburse the associate at the current 
IRS reimbursement rate per mile. No company vehicle will be used for travel unless it is a demo normally assigned 
to an officer of the company. 
 
Educational Assistance 
 
It is the policy of our company to encourage you to take advantage of the many opportunities available to improve 
your skills and knowledge about our business.  We are fortunate in having several colleges and technical schools in 
the area that offer a wide variety of courses that might benefit you and the company.  The following requirements 
must be met before we can do this: 
 
1. Class 1 - After six months of continuous employment, the company will reimburse all full-time associates for 

the cost of tuition not to exceed $150 per credit hour and for course books up to $100 per course upon 
completion with proper documentation. 

 
2. The course must be job or business related and not more than two courses/classes per semester not to exceed 

three courses per school year. 
 
3. The general manager must approve the course in advance. 
 
4. The associate must complete the course with a Grade C of above and submit registration and book receipts and    

course grade to payroll for reimbursement.                                  
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5.  A training agreement will be required for each class/course. The reimbursement will be charged to the 

associates’ accounts receivable with one-sixth written off for each month of service after training.  If the 
associate should leave the company before the end of the six months, the associate would reimburse the unpaid 
balance. 

 
For courses like Dale Carnegie which are of personal/business benefit, the company will pay one-half the tuition.  
The remaining one-half will be associate's responsibility. It would be advisable for you to check with your 
department manager in advance concerning courses you wish to take. This policy applies to courses taken off work 
schedule.   
 

Insurance Benefits 
 
Your company provides a very comprehensive insurance program. Visit www.cmapeople.com for plan details. The 
following benefits are offered: 
 

• Health (co. pays a portion for associate) 
• Dental (co. pays a portion for associate) 
• Life (co. pays up to $50,000 of annual earnings) 
• Voluntary Life (100% associate paid) 
• Vision (100% associate paid)  
• STD (requires 100% participation by eligible associates and is payroll deducted) 
• LTD (requires 100% participation by eligible associates and is payroll deducted) 

 
Waiting Period for all Insurance Benefits 
 
See Classifications for waiting periods beginning on page 12. 
 
It is the associate’s responsibility to make application to the payroll office prior to the end of the waiting period.  
Benefits selected by the associate will begin on the first day of the month. 
 
COBRA (Consolidated Omnibus Budget Reconciliation Act)  
 
When you become eligible for health & dental insurance, you will receive a COBRA Notice, notifying you of your 
rights under COBRA. COBRA allows you and your dependents to retain your group health insurance coverage for a 
period of time after you leave the company. However, COBRA continuation health care coverage is not available to 
a former employee (and their dependents) if the employee is discharged for “gross misconduct.”  We will comply 
with the law. 
 
HIPAA (Health Insurance Portability and Accountability Act) of 1996 
 
HIPAA is a federal law that regulates employer group health plans and health insurance companies.  We will 
comply with any requirements. 
 
Plan Details 
 
The details and specifics of the below listed coverages are provided by the insurance policies or plan explanation 
booklets available for quick reference on www.cmapeople.com.  
 
Health and Major Medical Coverage 
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The company provides each eligible associate with a choice of two comprehensive plans at minimum cost 
to the associate. Associates, who elect to enroll dependent(s) to their health insurance, will be payroll deducted for 
coverage at an additional cost. The plans will vary from plan year to plan year.   
 
Dental Insurance Plan 
 
The company provides dental insurance for each associate at minimum cost to the associate. Associates 
who elect to enroll dependent(s) to their health insurance will be payroll deducted for coverage at an additional cost. 
 
Premium Conversion Plan 
 
Our company participates in Premium Conversion Plan (Section 125). A Section 125 allows you to have 
health/dental and dependent health/dental insurance premiums payroll deducted with pre-tax dollars. If enrolled in 
health and dental insurance, you will automatically participate in Section 125 Plan unless you request to sign a 
Waiver of Participation Form 3B available in your payroll office. 
 
Short Term Disability (STD) & Long-Term Disability (LTD) Coverage 
 
As a group, we are able to offer STD / LTD at a very reasonable cost. However, it is required for all eligible 
associates to participate in order to obtain the plan at this cost. As a condition of employment, you must agree to 
participate in the STD / LTD program when you become eligible. Because you pay the full premium, there are tax 
benefits should you need to use your STD or LTD. See details as outlined in each plan booklet and at 
www.cmapeople.com 
 
Company Sponsored Life Insurance Coverage 
 
The company provides life insurance coverage equal to each associate's annual compensation up to a maximum of 
$50,000, whichever comes first. This is based upon each associate’s previous year W-2 earnings. New Associates 
life amount will be based on average monthly earnings prior to eligibility. This coverage is provided at no cost to the 
associate. Additional Supplemental Life Insurance can be purchased at the associates’ expense. See details as 
outlined in plan booklet or www.cmapeople.com. 
 
Additional Supplemental Life 
 
Additional Life insurance can be purchased by the associate up to a specified amount with no medical review 
necessary. This insurance is portable should the associate leave the company. Click here for plan summary and 
enrollment. 
 
Beneficiaries 
 
It will be your responsibility to periodically review and update all beneficiaries.  
 
Patient Protection and Affordable Care Act (PPACA) 
 
We comply with all components of the PPACA including amended Section 7 of the Fair Labor Standards Act 
requiring employers to provide reasonable break time for nursing mothers.  See your payroll/benefits administrator 
for any questions. 
 
Workers Compensation 
 

http://www.cmapeople.com/
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The company provides workers compensation insurance under the applicable state the dealership resides within to 
take care of you if you are accidentally hurt while at work due to no fault of your own. This coverage is paid for by 
the company and does not require an enrollment waiting period. These benefits are generally defined and controlled 
by the applicable state and benefits normally include the cost of your medical attention as well as a certain 
percentage of your weekly income for a specified number of weeks. Compensation is based on a percentage of your 
average weekly earnings beginning with the eighth day of disability. The first seven days of leave may be 
compensated for under the company's PTO leave plan if available. In the event that you should have an accident that 
arises out of and in the course of employment, the following claims procedure will be followed: 
 

1. Report accident to your direct supervisor immediately. 
 

2. If the accident requires medical attention, the supervisor will provide the employee with a panel of a least 
three physicians from which to select a treating physician.   

 
3. The supervisor will complete a Preliminary Accident Report in writing on any associate who has sustained 

an accidental injury.  This report will be completed as soon as possible after the supervisor is aware of the 
injury. 

 
Your claim will be submitted to our Worker’s Compensation company for review and investigation. They will 
determine if it is a compensable claim. Failure to follow these procedures could result in this claim being denied and 
the full cost being borne by the associate.  Pease note that workers’ compensation absences that qualify as Family 
Medical Leaves will be charged against associate’s 12-week FMLA entitlement. 

 
Our company is part of a self-insurance plan whereby fewer accidents, loss time and healthy associates will result in 
lower cost to the company.  A concern for safety on the part of all associates will mean fewer injuries and a more 
profitable company.   
 
Social Security Insurance 
 
The Federal Social Security Program provides you with a variety of benefits including old-age retirement payment, 
health benefits, disability insurance; and monthly income payments to certain dependent survivors of covered 
associates.  According to the federal regulations, both you and the company contribute an equal amount of money 
to your Social Security account.  Normally you will be eligible to receive a monthly income from Social Security 
when you retire or become totally or permanently disabled.   
 
Benefit - Upon Retirement 
 
The company will compensate an associate $100 per month to help offset the cost of retirement. This is only 
available to associates retiring from the company at age 62 or later as follows: 
 
     Age 62 or later with 35 years of service – 15 years maximum benefit 
 
    Age 62 or later with 25 years or more of service— 10 years maximum benefit 
 
This benefit will be paid quarterly (by the 15th day of first month of each quarter). 
 

Rewards 
 
In order to reward associates for special efforts in certain areas, we have established a monetary award for qualified 
associates.   
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Associate Prospect Reward 
 
Good associates are the most valuable asset of the company and many of us are in contact with good people outside 
our organization. When you have a prospective associate, who you wish to have us interview, please see your 
supervisor. Associates who refer a prospective associate and is subsequently hired into a full-time role, will receive 
an associate prospect referral reward. Part-time referrals are at the discretion of the GM for participation in this 
reward. 
 
The Referral Reward currently is:  
 
Part l - at the end of the first 30 days - $250 
Part 2 - at the end of the next 90 days - $250   
Part 3 – at the end of 6 months from hire date for Sales, F&I, Service Advisor or Technician referrals - $1,000 
 
If for any reason a referred associate resigns or is dismissed, absolutely no reflection will be made on the referring 
associate. To be paid for the prospect fee, the referring associate's name must be on the application for employment 
or be a bona fide referral. It is the associate's responsibility to contact their manager when payment is due. Managers 
and officers are not eligible for this prospect fee. 
 
Internal Security Reward System 
 
Any associate (except officers or managers) providing information leading to the arrest and conviction of any 
individual vandalizing or stealing company property or funds, a customer's property while under our custody, or 
another associate's property while on our premises will receive a reward of $500 to $1,000 depending on the 
situation.  The amount is determined by the general manager. This does not include information found in the line of 
associate's normal company duties.   
 
Associate Purchase 
 
The automobile business is highly competitive and operates with very low net profit margins in all areas including 
vehicle sales, parts sales and service sales.  To establish a set price or discount for associates for all products would 
be impossible to administer.   It is important that all associates be treated fairly and consistently and that they are 
encouraged to purchase products and services from the company.   
 
Associates should be given good prices without having to negotiate each time a purchase takes place.  This policy 
also applies to immediate family members of associates.  The company policy with regard to associate purchases is 
as follows: 
 
After six months employment, each associate may purchase up to two new vehicles per calendar year.  These 
purchases are only allowed for immediate family member.   
 
New vehicles may be purchased at invoice if there is a factory hold back less incentive rebate. Vehicles with no hold 
back will be sold to associates for invoice plus 3% less any factory incentives or rebates. Units on factory allocation 
do not qualify for this pricing. Pricing on these vehicles will be established by the general manager. 
 
Certain manufacturers have special dealership employee purchase programs available for new vehicles of that 
brand.  Check on specifics with general manager of store. 
 
Used car sales present an unusually tough problem as each vehicle is unique and often not easily replaced.  The 
value of a used vehicle is often debated even among experts and no pricing policy can be established for associate 
purchases in this category.  The company policy will be to charge a fair price in relation to the retail value of the 
vehicle.  Normally, a retail used vehicle should remain available for sale to a retail customer for 30 days prior to 
special pricing to an associate.  The general manager will determine price. Associate discounts are available for 



Associate Handbook November-2022   
 Pg. 23 
 

cash, credit card or bank financed transactions only.  Any transaction on other terms will be billed at retail prices.  
It is a violation of policy to hold any sales tickets.   
 

Safety and Security 
 
Safeguard Rules 
 
Identity theft is a serious issue in this country and has been increasing at a significant fast rate.  In the course of our 
business, we have access to significant personal information about our customers that is necessary in order to 
conduct their business with our company.  Our obligation is to assure our customers that this personal information 
will remain private and secure except to those individuals in our company or vendors who have a “need to know.”  
We need to take all precautions to guard against improper sharing of this information to anyone inside or outside the 
organization that would not have need for this information. 
 
We will comply with any requirements of Section 501(a) of the Gramm-Leach-Bliley Action (GLB) and the Federal 
Trade Commission’s (FTC) privacy rule. All dealership associates will be required to read and comply - 
Acknowledgement of Agreement to Comply with Information Security Program. See Website for Policy section. 
 
Security/Workplace Violence Policy 
 
We want to ensure a secure and safe workplace free of acts of violence. Be aware of your surroundings at all times 
and report anything suspicious to your immediate supervisor.  Please take time to familiarize yourself with the 
Workplace Violence Policy - Form 19.  See website for Policy section. 
 
Computers and E-mail 
 
Our company computers are for business purposes only. All files and records stored on business computers are the 
property of the business. Do not give your password to anyone. Should you suspect that someone has learned your 
password, contact the Office Manager /Controller immediately. The company maintains the right to access all data 
on the computer system, E-mail and voice mail at any time with or without prior notice, and associates should not 
assume that such messages are confidential.  Violations of this Computer Policy will result in discipline, up to and 
including immediate termination of employment.  See Policy Section 2 of this handbook for complete policy.  
 
In addition, associates, who misappropriate company trade secrets or confidential information, may also be subject 
to disciplinary action and/or severe criminal and civil penalties.   
 
Shop Safety 
 
To prevent accidents, follow these rules: 
 

1. Do not drive fast on company property.  
 

2. Be especially careful driving through garage doorways, around corners or through blind spots. 
 

3. If you use a jack, be sure to use a jack stand or safety lock on lift before you go beneath the car. 
 

4. Carefully inspect your lift regularly for any leaks, cracks or loose fasteners and alert your supervisor if you 
identify any faults. 

 
5. Carefully inspect the positioning and support of a car before raising it on a lift. 
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6. Always use safety glasses or a mask when welding or grinding.   
 

7. Keep all flammable items in approved safety containers.  HAZARDOUS waste should be properly 
handled.  If you are not sure of procedure, check with your manager. 

 
8. Immediately, report all accidents - no matter how slight.  

 
9. Do not smoke in service bay areas. 

 
10. Place used shop towels in the appropriate containers.   

 
11. Notify your manager immediately if a fire extinguisher has been used or missing.   

 
12. Properly ventilate a running engine.   

 
13. Wear proper, non-slip footwear at all times when performing work in the shop.   

 
14. Politely inform customers to wait in the waiting areas.  Do not allow them or any other non-associate in 

hazardous areas.  All shop areas are considered hazardous to non-professionals. 
 

15. Use caution when handling flammable materials.  
  

16. It is a must to clean up oil, anti-freeze or fuel spills immediately.  Call for assistance if necessary.   
 

17. Use special care when backing up or driving into the shop. 
 

18. Familiarize yourself with the First Aid stations and fire extinguishers which are located throughout the 
facility. Hazardous Materials require special handling. Ask your supervisor if you have any questions.  
 

Accidents happen with glazing suddenness and sometimes horrifying results.  They are usually caused by 
momentary lapses of attention.  Their prevention requires constant vigilance.

Environmental Protection Policy 
 
The environment in which we live along with our valued customers should not be damaged or adversely affected in 
any way by the operation of our company.  We will make every effort, along with your kind assistance, to comply 
with all federal, state and local regulations which are intended to protect our natural surroundings.   
 
If you become aware of any practice or incident which may cause environmental damage, please notify the general 
manager immediately. We will take appropriate corrective action to protect the health of our associates, our 
customers and our environment.   
 
If, for some reason, an associate knowingly or willingly violates an environmental protection regulation or law, 
disciplinary action may be taken after an investigation is conducted.  In the interest of the long-term health and 
well-being for all members of our community, we cannot tolerate environmental abuse by any associate. 
 

Separation/Termination 
 
Should you Resign 
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Sometimes personal affairs force a change in jobs.  Associates who desire to leave the company in good standing 
should give proper notice. Proper Notice is defined as minimum one week notice for non-management and 
minimum 2 weeks’ notice for managers. Any remaining PTO time will be paid in accordance with PTO termination 
schedule. This will allow your supervisor enough time to adjust working schedules and secure a replacement. Also, 
your advance notice will reflect favorably on your employment record.  Associates who leave in good standing 
receive consideration if they wish to return to work at a later date.   
 
Associates leaving between pay periods will be paid on the next regularly scheduled pay day.  All accounts 
receivable will be cleared from pay before issuing final check.  If sufficient funds are not available at the time of 
termination, payment arrangements must be made with the controller.   
 
Associates leaving the employment of our company for any reason, are required to return all company property 
(such as keys, phones, demos, Dealer license plate tags, uniforms, equipment, etc.) before their last pay check is 
released.   Associates will be responsible to the company for the cost of any unreturned company property. 
 
In order to be eligible for any trips, prizes, etc., sponsored by our company or supplier, the associate must still be 
employed at the time of the actual awarding of the trip or prize.  Example:  Associate wins trip scheduled for 
October, but terminated his employment in August. Therefore, the trip is forfeited.   
 
Termination of Employment - Dismissal 
 
Discharges can be unpleasant and costly, so you can be sure they will not be handled lightly.  If you believe you 
have been treated unfairly, you have a right to an interview with the general manager or chairman of the board of 
your company 
 
Separation of Employment - Pay Check 
 
If you are terminated or you resign, your last pay check will be direct deposited following the normal pay calendar.    
 
Separation of Employment - Uniforms 
 
If you are participating in a rental uniform program, you must return all uniforms to your immediate supervisor. 
You will be charged for any uniforms not returned. 
 
Exit Interview 
 
Any associate separating from our company is requested to spend a few minutes with the general manager as soon 
as notice is given. This exit interview will hopefully give the company some information to make it a better place to 
work for other associates or for the leaving associate if they were ever re-employed by the company. Additionally, 
an e-mail questionnaire may be sent in lieu of meeting with general management. We welcome and appreciate your 
constructive criticism. This will help to make our company better.   
 


