PARTY CITY EMPLOYEE HANDBOOK

PARTY CITY EMPLOYEE HANDBOOK SERVES AS AN ESSENTIAL RESOURCE FOR EMPLOYEES, PROVIDING COMPREHENSIVE GUIDELINES,
POLICIES, AND EXPECTATIONS WITHIN THE \WORKPLACE. THIS HANDBOOK IS DESIGNED TO HELP PARTY CITY TEAM MEMBERS
UNDERSTAND THEIR ROLES, COMPANY CULTURE, AND THE STANDARDS REQUIRED FOR SUCCESSFUL EMPLOYMENT. From
ONBOARDING PROCEDURES TO WORKPLACE CONDUCT AND SAFETY PROTOCOLS, THE PARTY CITY EMPLOYEE HANDBOOK COVERS
ALL CRITICAL ASPECTS NECESSARY FOR BOTH NEW HIRES AND EXPERIENCED EMPLOYEES. |HE DOCUMENT ENSURES ALIGNMENT
WITH LEGAL REQUIREMENTS AND PROMOTES A CONSISTENT WORK ENVIRONMENT WHERE EVERYONE CAN THRIVE. ADDITIONALLY,
IT OUTLINES BENEFITS, ATTENDANCE POLICIES, AND DISCIPLINARY ACTIONS, WHICH ARE VITAL FOR MAINTAINING OPERATIONAL
EFFICIENCY. THIS ARTICLE EXPLORES THE KEY COMPONENTS OF THE PARTY CITY EMPLOYEE HANDBOOK, EMPHASIZING ITS
IMPORTANCE FOR EMPLOYEES AND MANAGEMENT ALIKE.

e OVERVIEW OF THE PARTY CITY EMPLOYEE HANDBOOK
® EMPLOYMENT POLICIES AND PROCEDURES

o \X/orkPLACE CONDUCT AND EXPECTATIONS

e COMPENSATION AND BENEFITS

e ATTENDANCE AND SCHEDULING GUIDELINES

o HEALTH, SAFETY, AND SECURITY PrOTOCOLS

e DiscIPLINARY ACTIONS AND CONFLICT RESOLUTION

OVERVIEW OF THE PARTY CiTY EMPLOYEE HANDBOOK

THE PARTY CITY EMPLOYEE HANDBOOK IS A FORMAL DOCUMENT THAT OUTLINES THE COMPANY’S POLICIES, PROCEDURES, AND
EXPECTATIONS FOR ITS WORKFORCE. |T ACTS AS A FOUNDATIONAL GUIDE FOR NEW AND CURRENT EMPLOYEES, ENSURING
CLARITY ON JOB RESPONSIBILITIES, WORKPLACE STANDARDS, AND COMPANY CULTURE. THIS HANDBOOK IS REGULARLY UPDATED
TO REFLECT CHANGES IN LABOR LAWS, COMPANY POLICIES, AND OPERATIONAL STRATEGIES. IT IS DISTRIBUTED DURING THE
ONBOARDING PROCESS AND IS ACCESSIBLE FOR REFERENCE THROUGHOUT AN EMPLOYEE’S TENURE. | HE HANDBOOK EMPHASIZES
PARTY CITY’S COMMITMENT TO PROVIDING A RESPECTFUL AND INCLUSIVE WORK ENVIRONMENT THAT SUPPORTS EMPLOYEE
GROWTH AND CUSTOMER SATISFACTION.

EMPLOYMENT POLICIES AND PROCEDURES

EMPLOYMENT POLICIES WITHIN THE PARTY CITY EMPLOYEE HANDBOOK ESTABLISH THE FRAMEW ORK FOR HIRING, EMPLOYMENT
CLASSIFICATION, AND TERMINATION PROCESSES. THESE GUIDELINES HELP MAINTAIN CONSISTENCY AND FAIRNESS ACROSS ALL
LOCATIONS.

HIRING AND ONBOARDING PROCESS

THE HANDBOOK DETAILS THE STEPS INVOLVED IN RECRUITMENT, INCLUDING JOB POSTINGS, INTERVIEWS, BACKGROUND CHECKS
AND ORIENTATION PROGRAMS. NEW EMPLOYEES RECEIVE COMPREHENSIVE TRAINING TO FAMILIARIZE THEMSELVES WITH STORE
OPERATIONS AND CUSTOMER SERVICE STANDARDS.
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EMPLOYMENT CLASSIFICATION

EMPLOYEES AT PARTY CITY ARE CLASSIFIED BASED ON JOB ROLES AND HOURS WORKED. CATEGORIES INCLUDE FULL-TIME, PART-
TIME, AND SEASONAL EMPLOYEES, EACH WITH SPECIFIC ELIGIBILITY CRITERIA FOR BENEFITS AND W ORK SCHEDULES.

TERMINATION AND RESIGNATION PROCEDURES

THE HANDBOOK OUTLINES THE PROTOCOLS FOR VOLUNTARY RESIGNATION AND INVOLUNTARY TERMINATION, EMPHASIZING
PROFESSIONAL CONDUCT DURING THE EXIT PROCESS. |T ALSO EXPLAINS THE RETURN OF COMPANY PROPERTY AND FINAL
PAYCHECK DISTRIBUTION.

¥/ orkPLACE CONDUCT AND EXPECTATIONS

MAINTAINING A PROFESSIONAL AND RESPECTFUL WORKPLACE IS A PRIORITY HIGHLIGHTED IN THE PARTY CITY EMPLOYEE
HANDBOOK. |T SETS CLEAR BEHAVIORAL STANDARDS TO FOSTER A POSITIVE WORK ENVIRONMENT.

Cobe oF ConbucT

EMPLOYEES ARE EXPECTED TO ADHERE TO ETHICAL STANDARDS, DEMONSTRATE PROFESSIONALISM, AND TREAT COLLEAGUES AND
CUSTOMERS WITH RESPECT. THE CODE PROHIBITS DISCRIMINATION, HARASSMENT, AND ANY FORM OF MISCONDUCT.

Dress CoDE AND PERSONAL APPEARANCE

THE HANDBOOK DESCRIBES APPROPRIATE ATTIRE AND GROOMING STANDARDS DESIGNED TO SUPPORT PARTY CITY’S BRAND
IMAGE AND ENSURE SAFETY. UNIFORM REQUIREMENTS ARE ALSO SPECIFIED FOR STORE EMPLOYEES.

Use oF CoOMPANY PROPERTY AND TECHNOLOGY

GUIDELINES ARE PROVIDED FOR THE RESPONSIBLE USE OF EQUIPMENT, COMPUTERS, AND COMMUNICATION DEVICES. PERSONAL USE
OF COMPANY RESOURCES IS LIMITED TO PREVENT DISTRACTIONS AND PROTECT CONFIDENTIAL INFORMATION.

COMPENSATION AND BENEFITS

THE PARTY CITY EMPLOYEE HANDBOOK PROVIDES DETAILED INFORMATION ON PAYROLL, WAGES, AND EMPLOYEE BENEFITS,
ENSURING TRANSPARENCY AND FAIRNESS IN COMPENSATION PRACTICES.

PAY STRUCTURE AND SCHEDULES

EMPLOYEES RECEIVE INFORMATION ABOUT HOURLY WAGES, SALARY GRADES, PAY PERIODS, AND OVERTIME ELIGIBILITY. THE
HANDBOOK CLARIFIES HOW AND WHEN EMPLOYEES ARE COMPENSATED FOR THEIR W ORK.

EMPLOYEE BENEFITS

ELIGIBLE EMPLOYEES CAN ACCESS BENEFITS SUCH AS HEALTH INSURANCE, RETIREMENT PLANS, EMPLOYEE DISCOUNTS, AND PAID
TIME OFF. THE HANDBOOK OUTLINES ELIGIBILITY CRITERIA AND ENROLLMENT PROCEDURES.



PERFORMANCE REVIEWS AND INCENTIVES

REGULAR PERFORMANCE EVALUATIONS ARE CONDUCTED TO PROVIDE FEEDBACK AND IDENTIFY GROWTH OPPORTUNITIES.
INCENTIVE PROGRAMS AND BONUSES MAY BE OFFERED TO REWARD OUTSTANDING PERFORMANCE.

ATTENDANCE AND SCHEDULING GUIDELINES

CONSISTENT ATTENDANCE AND PUNCTUALITY ARE CRITICAL FOR OPERATIONAL SUCCESS, AND THE PARTY CITY EMPLOYEE
HANDBOOK CLEARLY DEFINES THE EXPECTATIONS AND PROCEDURES RELATED TO SCHEDULING.

¥ ork HOURS AND SCHEDULING

THE HANDBOOK EXPLAINS STANDARD WORK HOURS, SHIFT ROTATIONS, AND THE PROCESS FOR REQUESTING SCHEDULE CHANGES.
|T ADDRESSES THE NEEDS OF FULL-TIME, PART-TIME, AND SEASONAL EMPLOYEES.

ATTENDANCE PoLicy

EMPLOYEES ARE EXPECTED TO REPORT TO WORK AS SCHEDULED AND NOTIFY SUPERVISORS IN CASE OF ABSENCES OR TARDINESS.
THE POLICY DESCRIBES ACCEPTABLE REASONS FOR ABSENCE AND THE DOCUMENTATION REQUIRED.

LEAVE OF ABSENCE

GUIDELINES FOR REQUESTING VARIOUS TYPES OF LEAVE, INCLUDING MEDICAL, FAMILY, AND PERSONAL LEAVE, ARE PROVIDED. THE
HANDBOOK DETAILS ELIGIBILITY, APPROVAL PROCESSES, AND EMPLOYEE RIGHTS UNDER APPLICABLE LAWS.

HEALTH, SAFETY, AND SECURITY PROTOCOLS

ENSURING A SAFE WORKPLACE IS A PRIORITY ADDRESSED THOROUGHLY IN THE PARTY CITY EMPLOYEE HANDBOOK, WHICH
OQUTLINES HEALTH AND SAFETY STANDARDS TO PROTECT EMPLOYEES AND CUSTOMERS.

\X/ ORKPLACE SAFETY STANDARDS

THE HANDBOOK INCLUDES PROCEDURES FOR HAZARD IDENTIFICATION, EMERGENCY RESPONSE, AND ACCIDENT REPORTING.
EMPLOYEES RECEIVE TRAINING TO RECOGNIZE AND MITIGATE WORKPLACE RISKS.

HeALTH GUIDELINES

POLICIES RELATED TO ILLNESS, HYGIENE, AND \WORKPLACE CLEANLINESS SUPPORT A HEALTHY ENVIRONMENT. THE HANDBOOK
MAY INCLUDE PROTOCOLS FOR HANDLING CONTAGIOUS DISEASES AND MAINTAINING SANITATION.

SECURITY MEASURES

SECURITY POLICIES COVER LOSS PREVENTION, THEFT PREVENTION, AND THE USE OF SURVEILLANCE. EMPLOYEES ARE INFORMED
ABOUT THEIR ROLES IN MAINTAINING STORE SECURITY AND PROTECTING ASSETS.



DiscIPLINARY ACTIONS AND CONFLICT RESOLUTION

THE PARTY CITY EMPLOYEE HANDBOOK OUTLINES A STRUCTURED APPROACH TO ADDRESSING EMPLOYEE PERFORMANCE ISSUES
AND \WORKPLACE CONFLICTS, ENSURING FAIRNESS AND CONSISTENCY.

DiscIPLINARY PROCESS

THE HANDBOOK DESCRIBES PROGRESSIVE DISCIPLINARY STEPS, RANGING FROM VERBAL WARNINGS TO TERMINATION, DEPENDING ON
THE SEVERITY OF THE INFRACTION. DOCUMENTATION AND EMPLOYEE RIGHTS ARE EMPHASIZED THROUGHOUT THE PROCESS.

CoNFLICT RESOLUTION PROCEDURES

EMPLOYEES ARE ENCOURAGED TO ADDRESS CONFLICTS CONSTRUCTIVELY THROUGH ESTABLISHED CHANNELS, INCLUDING
SUPERVISOR DISCUSSIONS AND HUMAN RESOURCES INVOLVEMENT. THE GOAL IS TO RESOLVE ISSUES PROMPTLY AND
PROFESSIONALLY.

EMPLOYEE ASSISTANCE PROGRAMS

RESOURCES SUCH AS COUNSELING SERVICES OR SUPPORT PROGRAMS MAY BE AVAILABLE TO HELP EMPLOYEES MANAGE PERSONAL
OR WORK-RELATED CHALLENGES. THE HANDBOOK PROVIDES INFORMATION ON ACCESSING THESE SERVICES.

o CLEAR GUIDELINES FOR W ORKPLACE BEHAVIOR

® DETAILED COMPENSATION AND BENEFITS INFORMATION

o COMPREHENSIVE HEALTH AND SAFETY PROTOCOLS

® STRUCTURED DISCIPLINARY AND CONFLICT RESOLUTION PROCEDURES

® POLICIES PROMOTING FAIRNESS AND CONSISTENCY ACROSS ALL LOCATIONS

FREQUENTLY ASKeD QUESTIONS

\WHAT IS THE PURPOSE OF THE PARTY CITY EMPLOYEE HANDBOOK?

THE PARTY CITY EMPLOYEE HANDBOOK PROVIDES EMPLOYEES WITH IMPORTANT INFORMATION ABOUT COMPANY POLICIES,
PROCEDURES, \WORKPLACE EXPECTATIONS, AND BENEFITS TO ENSURE A CONSISTENT AND PROFESSIONAL \WORK ENVIRONMENT.

¥/ HERE CAN | FIND THE PARTY CITY EMPLOYEE HANDBOOK?

EMPLOYEES CAN TYPICALLY FIND THE PARTY CITY EMPLOYEE HANDBOOK ON THE COMPANY’S INTERNAL EMPLOYEE PORTAL OR
RECEIVE A PHYSICAL COPY DURING ORIENTATION OR ONBOARDING.

\W/HAT ARE THE KEY POLICIES INCLUDED IN THE PARTY CITY EMPLOYEE HANDBOOK?

KEY POLICIES OFTEN INCLUDE ATTENDANCE AND PUNCTUALITY, DRESS CODE, WORKPLACE CONDUCT, SAFETY PROCEDURES,
HARASSMENT PREVENTION, AND GUIDELINES FOR USING COMPANY PROPERTY.



How ofFTEeN IS THE PARTY CITY EMPLOYEE HANDBOOK UPDATED?

THe PARTY CITY EMPLOYEE HANDBOOK IS USUALLY REVIEWED AND UPDATED ANNUALLY OR AS NEEDED TO REFLECT CHANGES IN
COMPANY POLICIES, LEGAL REQUIREMENTS, AND \WORKPLACE BEST PRACTICES.

CAN | GET CLARIFICATION ON POLICIES IN THE PARTY CITY EMPLOYEE HANDBOOK?

YES, EMPLOYEES ARE ENCOURAGED TO ASK THEIR SUPERVISORS OR THE HUMAN RESOURCES DEPARTMENT FOR CLARIFICATION ON
ANY POLICIES OR PROCEDURES OUTLINED IN THE EMPLOYEE HANDBOOK.

WHAT SHOULD | DO IF | WITNESS A VIOLATION OF THE POLICIES IN THE PARTY CITY
EMPLOYEE HANDBOOK?

IF YOU WITNESS A POLICY VIOLATION, YOU SHOULD REPORT IT TO YOUR MANAGER, SUPERVISOR, OR HUMAN RESOURCES
DEPARTMENT PROMPTLY, FOLLOWING THE REPORTING PROCEDURES SPECIFIED IN THE EMPLOYEE HANDBOOK.

ADDITIONAL RESOURCES

1. ParTY CiTY EMPLOYEE HANDBOOK: POLICIES AND PROCEDURES

THIS HANDBOOK PROVIDES A COMPREHENSIVE OVERVIEW OF THE WORKPLACE POLICIES, PROCEDURES, AND EXPECTATIONS FOR
PARTY CITY EMPLOYEES. IT COVERS ESSENTIAL TOPICS SUCH AS ATTENDANCE, CUSTOMER SERVICE STANDARDS, SAFETY
PROTOCOLS, AND DRESS CODE. NEW HIRES AND CURRENT STAFF CAN USE THIS GUIDE TO UNDERSTAND THEIR ROLES AND
RESPONSIBILITIES CLEARLY.

2. CUSTOMER SERVICE EXCELLENCE AT PARTY CITY

FOCUSED ON DELIVERING OUTSTANDING CUSTOMER EXPERIENCES, THIS BOOK OFFERS STRATEGIES AND TIPS TAILORED TO THE
RETAIL ENVIRONMENT OF PARTY CITY. IT EMPHASIZES EFFECTIVE COMMUNICATION, PROBLEM-SOLVING, AND CREATING A
WELCOMING ATMOSPHERE FOR GUESTS. EMPLOYEES WILL LEARN HOW TO ENHANCE SATISFACTION AND BUILD LASTING CUSTOMER
RELATIONSHIPS.

3. RETAIL SAFETY AND COMPLIANCE FOR PARTY CiTY STAFF

SAFETY IS A TOP PRIORITY IN RETAIL SETTINGS, AND THIS BOOK OUTLINES THE KEY SAFETY MEASURES AND COMPLIANCE
REQUIREMENTS FOR PARTY CITY EMPLOYEES. TOPICS INCLUDE WORKPLACE HAZARDS, EMERGENCY PROCEDURES, AND PROPER
HANDLING OF PRODUCTS AND EQUIPMENT. THE GUIDE HELPS ENSURE A SAFE ENVIRONMENT FOR BOTH STAFF AND CUSTOMERS.

4. INVENTORY MANAGEMENT BASICS FOR PARTY CiTY EMPLOYEES

THIS BOOK EXPLAINS THE FUNDAMENTALS OF INVENTORY CONTROL SPECIFIC TO PARTY CITY’S PRODUCT LINES. EMPLOYEES
WILL GAIN INSIGHTS INTO STOCKTAKING, RESTOCKING, AND LOSS PREVENTION TECHNIQUES. PROPER INVENTORY MANAGEMENT
HELPS MAINTAIN PRODUCT AVAILABILITY AND SUPPORTS SMOOTH STORE OPERATIONS.

5. ErrecTivVE COMMUNICATION SKILLS FOR PARTY CITY TEAMS

STRONG COMMUNICATION IS ESSENTIAL FOR TEAMWORK AND CUSTOMER INTERACTIONS. THIS BOOK PROVIDES PRACTICAL
ADVICE ON VERBAL AND NON-VERBAL COMMUNICATION, CONFLICT RESOLUTION, AND TEAMWORK WITHIN THE PARTY CITY WORK
ENVIRONMENT. |T AIMS TO FOSTER A POSITIVE AND PRODUCTIVE WORKPLACE CULTURE.

6. TiME MANAGEMENT AND SCHEDULING FOR PARTY CITY EMPLOYEES

MANAGING TIME EFFICIENTLY IS CRUCIAL IN A FAST-PACED RETAIL STORE. THIS GUIDE OFFERS TOOLS AND METHODS FOR
PRIORITIZING TASKS, ADHERING TO SCHEDULES, AND BALANCING WORK RESPONSIBILITIES. EMPLOYEES WILL LEARN HOW TO
MAXIMIZE PRODUCTIVITY WHILE MAINTAINING W ORK-LIFE BALANCE.

7. TRAINING AND DEVELOPMENT IN RETAIL: A PARTY CITY PERSPECTIVE

THIS BOOK DISCUSSES THE IMPORTANCE OF ONGOING TRAINING AND PROFESSIONAL DEVELOPMENT FOR PARTY CITY STAFF. IT
OUTLINES AVAILABLE TRAINING PROGRAMS, SKILL-BUILDING OPPORTUNITIES, AND PATHWAYS FOR CAREER ADVANCEMENT WITHIN
THE COMPANY. EMPLOYEES ARE ENCOURAGED TO GROW THEIR EXPERTISE AND TAKE ON NEW CHALLENGES.

8. HANDLING HoLIDAYS AND SEASONAL RUSHES AT PARTY CITY



SEASONAL PEAKS ARE CRITICAL TIMES FOR PARTY CITY STORES. THIS BOOK PROVIDES STRATEGIES FOR MANAGING INCREASED
CUSTOMER TRAFFIC, STAFFING CHALLENGES, AND INVENTORY DEMANDS DURING HOLIDAYS AND SPECIAL EVENTS. IT HELPS
EMPLOYEES STAY ORGANIZED AND MAINTAIN HIGH SERVICE LEVELS UNDER PRESSURE.

Q. ETHICS AND PROFESSIONALISM IN RETAIL: STANDARDS FOR PARTY CiTY EMPLOYEES

UPHOLDING ETHICAL STANDARDS IS VITAL FOR MAINTAINING TRUST AND PROFESSIONALISM. THIS BOOK COVERS TOPICS SUCH
AS HONESTY, CONFIDENTIALITY, RESPECT, AND WORKPLACE CONDUCT TAILORED TO THE RETAIL ENVIRONMENT OF PARTY CITY.
[T GUIDES EMPLOYEES IN MAKING ETHICAL DECISIONS AND REPRESENTING THE BRAND POSITIVELY.
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