MICHAELS EMPLOYEE HANDBOOK 2022

MICHAELS EMPLOYEE HANDBOOK 2022 SERVES AS AN ESSENTIAL GUIDE FOR EMPLOYEES NAVIGATING THE POLICIES, PROCEDURES,
AND \WORKPLACE EXPECTATIONS AT MICHAELS STORES. THIS COMPREHENSIVE DOCUMENT OUTLINES KEY INFORMATION
REGARDING EMPLOYEE CONDUCT, BENEFITS, SAFETY PROTOCOLS, AND COMPANY CULTURE THAT HELP MAINTAIN A PRODUCTIVE
AND RESPECTFUL WORK ENVIRONMENT. UNDERSTANDING THE CONTENTS OF THE MICHAELS EMPLOYEE HANDBOOK 2022 IS
CRUCIAL FOR BOTH NEW HIRES AND LONG-STANDING EMPLOYEES TO ENSURE COMPLIANCE WITH COMPANY STANDARDS AND LEGAL
REQUIREMENTS. THIS ARTICLE PROVIDES A DETAILED OVERVIEW OF THE HANDBOOK’S PRIMARY SECTIONS, HIGHLIGHTING
IMPORTANT POLICIES AND PROCEDURES THAT IMPACT DAILY OPERATIONS. ADDITIONALLY, IT COVERS UPDATES AND REVISIONS
MADE IN THE 2022 EDITION TO REFLECT EVOLVING WORKPLACE NORMS AND REGULATORY CHANGES. BY DELVING INTO TOPICS
SUCH AS EMPLOYEE RIGHTS, WORKPLACE SAFETY, AND PERFORMANCE STANDARDS, THIS GUIDE AIMS TO CLARIFY EXPECTATIONS
AND SUPPORT A POSITIVE EMPLOYEE EXPERIENCE AT MICHAELS. THE FOLLOWING TABLE OF CONTENTS OUTLINES THE CORE
AREAS COVERED IN THE MICHAELS EMPLOYEE HANDBOOK 2022.

® EMPLOYMENT PoLICIES AND W orkPLACE CONDUCT

EMPLOYEE BENEFITS AND COMPENSATION

HEALTH, SAFETY, AND SECURITY GUIDELINES
® PERFORMANCE MANAGEMENT AND PROFESSIONAL DEVELOPMENT

CompANY CULTURE AND DIVERSITY INITIATIVES

EMPLOYMENT PoLIcCles AND W orkPLACE CONDUCT

THE MICHAELS EMPLOYEE HANDBOOK 2022 ESTABLISHES A FOUNDATION FOR PROFESSIONAL BEHAVIOR AND ADHERENCE TO
COMPANY POLICIES. THIS SECTION DETAILS THE RULES GOVERNING EMPLOYMENT ELIGIBILITY, ATTENDANCE, AND DISCIPLINARY
ACTIONS TO ENSURE A FAIR AND CONSISTENT WORKPLACE ENVIRONMENT. EMPLOYEES ARE EXPECTED TO FAMILIARIZE THEMSELVES
WITH THESE POLICIES TO MAINTAIN COMPLIANCE AND UPHOLD THE COMPANY’S STANDARDS.

EMPLOYMENT ELIGIBILITY AND HIRING PRACTICES

MICHAELS EMPHASIZES LAWFUL HIRING PRACTICES THAT COMPLY WITH FEDERAL AND STATE EMPLOYMENT LAWS. THE 2022
HANDBOOK OUTLINES NECESSARY DOCUMENTATION REQUIREMENTS FOR EMPLOYMENT VERIFICATION AND ENCOURAGES A
TRANSPARENT ONBOARDING PROCESS. EQUAL OPPORTUNITY EMPLOYMENT PRINCIPLES ARE REINFORCED TO PROMOTE FAIRNESS IN
HIRING DECISIONS.

ATTENDANCE AND PUNCTUALITY

REGULAR ATTENDANCE AND PUNCTUALITY ARE CRITICAL COMPONENTS OF EMPLOYEE RESPONSIBILITY. MICHAELS’ POLICIES
SPECIFY EXPECTATIONS REGARDING WORK SCHEDULES, REPORTING ABSENCES, AND CONSEQUENCES FOR UNEXCUSED TARDINESS OR
ABSENTEEISM. THE HANDBOOK PROVIDES GUIDELINES FOR REQUESTING TIME OFF AND PROCEDURES TO FOLLOW IN CASE OF
EMERGENCIES.

Cope oF CoNDUCT AND W ORKPLACE BEHAVIOR

THE CODE OF CONDUCT SECTION DEFINES ACCEPTABLE WORKPLACE BEHAVIOR, EMPHASIZING RESPECT, PROFESSIONALISM, AND
TEAMWORK. |T ADDRESSES ISSUES SUCH AS HARASSMENT, DISCRIMINATION, AND CONFLICT RESOLUTION. EMPLOYEES ARE



ENCOURAGED TO REPORT VIOLATIONS THROUGH DESIGNATED CHANNELS TO MAINTAIN A SAFE AND INCLUSIVE WORK
ENVIRONMENT.

EMPLOYEE BENEFITS AND COMPENSATION

THE MICHAELS EMPLOYEE HANDBOOK 2022 OFFERS COMPREHENSIVE INFORMATION ABOUT EMPLOYEE BENEFITS AND
COMPENSATION STRUCTURES DESIGNED TO SUPPORT WORKFORCE WELLBEING AND FINANCIAL SECURITY. THIS SECTION EXPLAINS
ELIGIBILITY, ENROLLMENT PROCESSES, AND THE SCOPE OF VARIOUS BENEFIT PROGRAMS.

COMPENSATION AND PAYROLL

DETAILS ON WAGE POLICIES, PAY PERIODS, AND OVERTIME COMPENSATION ARE CLEARLY OUTLINED. EMPLOYEES RECEIVE
INFORMATION ON DIRECT DEPOSIT OPTIONS AND PROCEDURES FOR ADDRESSING PAYROLL DISCREPANCIES. THE HANDBOOK ENSURES
TRANSPARENCY REGARDING COMPENSATION TO FOSTER TRUST AND CLARITY.

HeALTH INSURANCE AND W/ ELLNESS PROGRAMS

HeALTH BENEFITS, INCLUDING MEDICAL, DENTAL, AND VISION INSURANCE OPTIONS, ARE DESCRIBED WITH ELIGIBILITY CRITERIA AND
ENROLLMENT TIMELINES. WELLNESS INITIATIVES AND EMPLOYEE ASSISTANCE PROGRAMS ARE ALSO HIGHLIGHTED TO ENCOURAGE A
BALANCED AND HEALTHY LIFESTYLE.

ReETIREMENT PLANS AND OTHER BENEFITS

INFORMATION ON 40 1 (K) RETIREMENT SAVINGS PLANS, EMPLOYEE DISCOUNTS, AND OTHER PERKS ARE PROVIDED TO HELP
EMPLOYEES MAKE INFORMED DECISIONS ABOUT THEIR FINANCIAL FUTURE AND JOB SATISFACTION. THE HANDBOOK EXPLAINS
VESTING SCHEDULES AND CONTRIBUTION MATCHING POLICIES WHERE APPLICABLE.

HEALTH, SAFETY, AND SECURITY GUIDELINES

ENSURING A SAFE WORKPLACE IS A PRIORITY REFLECTED THROUGHOUT THE MICHAELS EMPLOYEE HANDBOOK 2022. THIS
SECTION DETAILS SAFETY PROTOCOLS, EMERGENCY PROCEDURES, AND SECURITY MEASURES DESIGNED TO PROTECT EMPLOYEES
AND CUSTOMERS ALIKE.

\X/ ORKPLACE SAFETY STANDARDS

EMPLOYEES ARE TRAINED AND EXPECTED TO ADHERE TO OSHA REGULATIONS AND COMPANY SAFETY POLICIES. THE HANDBOOK
OUTLINES PROPER HANDLING OF EQUIPMENT, REPORTING HAZARDS, AND PARTICIPATING IN SAFETY DRILLS. MAINTAINING A
HAZARD-FREE ENVIRONMENT MINIMIZES RISKS AND SUPPORTS OPERATIONAL CONTINUITY.

EMERGENCY RESPONSE PROCEDURES

CLEAR INSTRUCTIONS ON RESPONDING TO EMERGENCIES SUCH AS FIRES, MEDICAL INCIDENTS, AND NATURAL DISASTERS ARE
PROVIDED. THE HANDBOOK DESIGNATES ROLES, COMMUNICATION METHODS, AND EVACUATION ROUTES TO ENSURE PREPAREDNESS
AND SWIFT ACTION DURING CRITICAL SITUATIONS.



SECURITY AND LOSS PREVENTION

THE SECURITY POLICIES INCLUDE GUIDELINES ON PREVENTING THEFT, MANAGING SUSPICIOUS ACTIVITIES, AND COOPERATING WITH
LOSS PREVENTION PERSONNEL. EMPLOYEES ARE INFORMED ABOUT ACCESS CONTROLS, SURVEILLANCE SYSTEMS, AND
CONFIDENTIALITY REQUIREMENTS RELATED TO COMPANY ASSETS.

PERFORMANCE MANAGEMENT AND PROFESSIONAL DEVELOPMENT

THE MICHAELS EMPLOYEE HANDBOOK 2022 OUTLINES THE COMPANY’S APPROACH TO EVALUATING EMPLOYEE PERFORMANCE
AND PROMOTING CAREER GROW TH. STRUCTURED FEEDBACK MECHANISMS AND TRAINING OPPORTUNITIES ARE DESIGNED TO
ENHANCE SKILLS AND ALIGN INDIVIDUAL GOALS WITH ORGANIZATIONAL OBJECTIVES.

PerFORMANCE REVIEWS AND FEEDBACK

REGULAR PERFORMANCE APPRAISALS ARE CONDUCTED TO ASSESS JOB EFFECTIVENESS, IDENTIFY STRENGTHS, AND ADDRESS
AREAS FOR IMPROVEMENT. THE HANDBOOK ENCOURAGES OPEN COMMUNICATION BETWEEN EMPLOYEES AND SUPERVISORS TO
FOSTER PROFESSIONAL DEVELOPMENT AND JOB SATISFACTION.

TRAINING AND SKILL DEVELOPMENT

MICHAELS PROVIDES ACCESS TO TRAINING PROGRAMS THAT COVER PRODUCT KNOWLEDGE, CUSTOMER SERVICE, AND LEADERSHIP
SKILLS. EMPLOYEES ARE MOTIVATED TO ENGAGE IN CONTINUOUS LEARNING TO IMPROVE PERFORMANCE AND ADVANCE WITHIN THE
COMPANY.

PRoMOTION AND CAREER ADVANCEMENT

CRITERIA FOR PROMOTIONS AND INTERNAL JOB POSTINGS ARE TRANSPARENTLY COMMUNICATED. THE HANDBOOK SUPPORTS
MERIT-BASED ADVANCEMENT AND OUTLINES PROCEDURES FOR APPLYING TO NEW ROLES WITHIN THE ORGANIZATION.

CompPANY CULTURE AND DIVERSITY INITIATIVES

THE MICHAELS EMPLOYEE HANDBOOK 2022 HIGHLIGHTS THE IMPORTANCE OF FOSTERING AN INCLUSIVE AND POSITIVE
\WORKPLACE CULTURE. THE COMPANY’S COMMITMENT TO DIVERSITY, EQUITY, AND INCLUSION IS INTEGRATED THROUGHOUT ITS
POLICIES AND EMPLOYEE PROGRAMS.

DIVERSITY AND INCLUSION POLICIES

MICHAELS PROMOTES EQUAL OPPORTUNITY AND ACTIVELY WORKS TO CREATE AN ENVIRONMENT WHERE ALL EMPLOYEES FEEL
VALUED AND RESPECTED. THE HANDBOOK EMPHASIZES ZERO TOLERANCE FOR DISCRIMINATION AND SUPPORTS INITIATIVES THAT
CELEBRATE DIVERSITY.

EMPLOYEE ENGAGEMENT AND COMMUNICATION

OPEN COMMUNICATION CHANNELS AND EMPLOYEE FEEDBACK MECHANISMS ARE ENCOURAGED TO STRENGTHEN ENGAGEMENT. THE
HANDBOOK OUTLINES FORUMS, SURVEYS, AND TEAM-BUILDING ACTIVITIES THAT CONTRIBUTE TO A COLLABORATIVE
W ORKPLACE ATMOSPHERE.



CORPORATE SOCIAL RESPONSIBILITY

MICHAELS ENCOURAGES EMPLOYEES TO PARTICIPATE IN COMMUNITY OUTREACH AND SUSTAINABILITY EFFORTS. THE HANDBOOK
DETAILS COMPANY-SPONSORED VOLUNTEER PROGRAMS AND ENVIRONMENTAL INITIATIVES THAT ALIGN WITH CORPORATE
VALUES.

e EMPLOYMENT PoLICIES AND W orkPLACE CONDUCT

EMPLOYEE BENEFITS AND COMPENSATION

HEALTH, SAFETY, AND SECURITY GUIDELINES
® PERFORMANCE MANAGEMENT AND PROFESSIONAL DEVELOPMENT

CoMPANY CULTURE AND DIVERSITY INITIATIVES

FREQUENTLY ASKeD QUESTIONS

\WHAT ARE THE KEY UPDATES IN THE MICHAELS EMPLOYEE HANDBOOK 20227

THe MicHAELS EMPLOYEE HANDBOOK 2022 INCLUDES UPDATES ON COVID-19 SAFETY PROTOCOLS, REMOTE WORK POLICIES
UPDATED LEAVE OF ABSENCE GUIDELINES, AND ENHANCED EMPLOYEE BENEFITS.

/

\¥/HERE CAN | FIND THE MICHAELS EMPLOYEE HANDBOOK 2022?

THe MiIcHAELS EMPLOYEE HANDBOOK 2022 IS TYPICALLY AVAILABLE THROUGH THE COMPANY’S INTERNAL EMPLOYEE PORTAL
OR CAN BE REQUESTED FROM THE HUMAN RESOURCES DEPARTMENT.

DoEes THE MICHAELS EMPLOYEE HANDBOOK 2022 INCLUDE NEW POLICIES ON
\WORKPLACE HARASSMENT?

YES/ THE 2022 HANDBOOK REINFORCES MICHAELS' COMMITMENT TO A HARASSMENT-FREE WORKPLACE, DETAILING REPORTING
PROCEDURES AND CONSEQUENCES FOR VIOLATIONS.

ARE THERE ANY CHANGES TO EMPLOYEE DRESS CODE IN THE MICHAELS EMPLOYEE
HanbBook 2022°?

THE 2022 HANDBOOK MAINTAINS A BUSINESS CASUAL DRESS CODE WITH SPECIFIC GUIDELINES TO ENSURE A PROFESSIONAL AND
SAFE WORK ENVIRONMENT.

\WHAT DOES THE MICHAELS EMPLOYEE HANDBOOK 2022 SAY ABOUT EMPLOYEE
BENEFITS?

THE HANDBOOK OUTLINES UPDATED EMPLOYEE BENEFITS INCLUDING HEALTH INSURANCE OPTIONS, RETIREMENT PLANS, EMPLOYEE
DISCOUNTS, AND WELLNESS PROGRAMS.

DoEes THE MICHAELS EMPLOYEE HANDBOOK 20022 ADDRESS REMOTE WORK POLICIES?

YES, THE 2022 HANDBOOK INCLUDES GUIDELINES FOR REMOTE WORK ELIGIBILITY, EXPECTATIONS, AND COMMUNICATION



PROTOCOLS.

How DoEs THE MICHAELS EMPLOYEE HANDBOOK 20022 HANDLE DISCIPLINARY
ACTIONS?

THE HANDBOOK DESCRIBES A PROGRESSIVE DISCIPLINE PROCESS AIMED AT CORRECTING BEHAVIOR WHILE PROVIDING EMPLOYEES
WITH CLEAR EXPECTATIONS AND SUPPORT.

ARE THERE ANY UPDATES REGARDING TIME OFF AND LEAVE IN THE MICHAELS EMPLOYEE
Hanpeook 2022?

YES, THE HANDBOOK INCLUDES UPDATED POLICIES ON PAID TIME OFF, FAMILY LEAVE, SICK LEAVE, AND ACCOMMODATIONS UNDER
THE FAMILY AND MepicaL Leave AcT (FMLA).

\WHAT SAFETY PROTOCOLS ARE OUTLINED IN THE MICHAELS EMPLOYEE HANDBOOK
2022°

THe 2022 HANDBOOK EMPHASIZES WORKPLACE SAFETY MEASURES INCLUDING EMERGENCY PROCEDURES, COVID-19
GUIDELINES, AND PROPER USE OF PERSONAL PROTECTIVE EQUIPMENT (PPE).

|S EMPLOYEE CONDUCT AND ETHICS COVERED IN THE MICHAELS EMPLOYEE HANDBOOK
2022¢

YES/ THE HANDBOOK PROVIDES COMPREHENSIVE GUIDELINES ON EMPLOYEE CONDUCT, ETHICS, CONFIDENTIALITY, AND CONFLICT
OF INTEREST POLICIES.

ADDITIONAL RESOURCES

1. MicHAELS EmpLoYEE HAaNDBOOK 2022: A COMPREHENSIVE GUIDE

THIS HANDBOOK SERVES AS THE DEFINITIVE GUIDE FOR MICHAELS EMPLOYEES, COVERING COMPANY POLICIES, WORKPLACE
EXPECTATIONS, AND BENEFITS. |T PROVIDES CLEAR INSTRUCTIONS ON EMPLOYEE CONDUCT AND SAFETY PROTOCOLS. THE 2022
EDITION INCLUDES UPDATES REFLECTING RECENT CHANGES IN LABOR LAWS AND COMPANY PROCEDURES.

2. MASTERING RETAIL SUCCESS: INSIGHTS FROM MICHAELS’ EMPLOYEE HANDBOOK

THIS BOOK BREAKS DOWN KEY ELEMENTS FROM THE MICHAELS EMPLOYEE HANDBOOK TO HELP RETAIL WORKERS EXCEL IN THEIR
ROLES. |T OFFERS PRACTICAL ADVICE ON CUSTOMER SERVICE, TEAMWORK, AND MANAGING COMMON RETAIL CHALLENGES.
READERS WILL FIND TIPS TO ENHANCE THEIR PRODUCTIVITY AND CAREER GROWTH WITHIN THE ARTS AND CRAFTS RETAIL
INDUSTRY.

3. WorkpPLACE PoLICIES AND PROCEDURES: LESSONS FROM MICHAELS 2022

FOCUSED ON WORKPLACE RULES AND REGULATIONS, THIS BOOK EXPLORES THE POLICIES OUTLINED IN MICHAELS® 2022
HANDBOOK. |T DISCUSSES BEST PRACTICES FOR COMPLIANCE, CONFLICT RESOLUTION, AND MAINTAINING A POSITIVE WORK
ENVIRONMENT. IDEAL FOR HR PROFESSIONALS AND MANAGERS IN RETAIL SETTINGS.

4. EMPLOYEE RIGHTS AND RESPONSIBILITIES AT MICHAELS: THE 2022 EbpiTION

THIS TITLE DIVES INTO THE RIGHTS EMPLOYEES HAVE UNDER THE MICHAELS EMPLOYEE HANDBOOK AND THEIR CORRESPONDING
RESPONSIBILITIES. | T CLARIFIES TOPICS SUCH AS WORKPLACE SAFETY, DISCRIMINATION POLICIES, AND EMPLOYEE CONDUCT
STANDARDS. THE BOOK AIMS TO EMPOWER EMPLOYEES WITH KNOWLEDGE TO NAVIGATE THEIR WORK ENVIRONMENT
CONFIDENTLY.

5. ErFecTivVE COMMUNICATION IN RETAIL: STRATEGIES FROM MICHAELS EMPLOYEES

DRAWING FROM COMMUNICATION GUIDELINES IN MICHAELS” 2022 HANDBOOK, THIS BOOK OFFERS STRATEGIES FOR EFFECTIVE
INTERACTION AMONG STAFF AND WITH CUSTOMERS. |T HIGHLIGHTS THE IMPORTANCE OF CLEAR COMMUNICATION IN BUILDING A
COOPERATIVE WORKPLACE CULTURE. THE BOOK INCLUDES EXAMPLES AND ROLE-PLAYING SCENARIOS TAILORED FOR RETAIL



TEAMS.

6. LEADERSHIP AND MANAGEMENT AT MICHAELS: A GUIDE BASED oN THE 2022 HANDBOOK

DESIGNED FOR SUPERVISORS AND MANAGERS, THIS BOOK INTERPRETS THE LEADERSHIP PRINCIPLES AND MANAGEMENT POLICIES
FROM MICHAELS’ EMPLOYEE HANDBOOK. |T PROVIDES TOOLS FOR MOTIVATING TEAMS, HANDLING DISCIPLINARY ISSUES, AND
FOSTERING PROFESSIONAL DEVELOPMENT. THE 2022 UPDATES ADDRESS EVOLVING LEADERSHIP CHALLENGES IN RETAIL.

7. HEALTH AND SAFETY STANDARDS IN RETAIL: INSIGHTS FROM MICHAELS® 2022 HANDBOOK
THIS BOOK FOCUSES ON THE HEALTH AND SAFETY PROTOCOLS THAT MICHAELS EMPLOYEES MUST FOLLOW AS OUTLINED IN THE
2022 HANDBOOK. |T DETAILS EMERGENCY PROCEDURES, INJURY PREVENTION, AND ERGONOMIC BEST PRACTICES. RETAIL WORKERS
AND MANAGERS WILL FIND THIS A VALUABLE RESOURCE FOR MAINTAINING A SAFE WORKPLACE.

8. PerFORMANCE EVALUATION AND CAREER GROWTH AT MICHAELS

EXPLORING THE PERFORMANCE REVIEW PROCESS DESCRIBED IN THE MICHAELS EMPLOYEE HANDBOOK, THIS BOOK GUIDES
EMPLOYEES ON SETTING GOALS AND SEEKING FEEDBACK. [T ALSO COVERS PATHWAYS FOR CAREER ADVANCEMENT WITHIN THE
COMPANY. READERS GAIN AN UNDERSTANDING OF HOW TO ALIGN THEIR WORK HABITS WITH COMPANY EXPECTATIONS.

Q. CREATING A PosiTivE Work ENVIRONMENT: LESSONS FROM MICHAELS 2022

THIS BOOK EMPHASIZES THE CULTURAL AND ETHICAL VALUES PROMOTED IN THE MICHAELS EMPLOYEE HANDBOOK. | T DISCUSSES
DIVERSITY, INCLUSION, AND RESPECT IN THE WORKPLACE, OFFERING STRATEGIES TO CULTIVATE A SUPPORTIVE ATMOSPHERE.
EMPLOYEES AND MANAGERS ALIKE CAN BENEFIT FROM ITS PRACTICAL ADVICE TO ENHANCE WORKPLACE MORALE.
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