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NAVIGATING YOUR
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EMPLOYEE
HANDBOOK 2019

Starting  a  new job  or
entering  a  new phase
with  an  established
company can be both
e x c i t i n g  a n d
overwhelming. For any
e m p l o y e e ,
understanding  the
rules,  expectations,
and  benefits  of  their
workplace is crucial for
s u c c e s s .  T h i s  i s
especially true within a

large,  historic  retail
chain  like  JCPenney.
While each year brings
u p d a t e s ,  t h e
JCPenney  Employee
Handbook  2019
s e r v e d  a s  a
foundational document
for  many  associates
during that period. This
guide  offers  a
comprehensive  look
i n t o  t h e  t y p i c a l
contents  and  culture
reflected  in  that
document, helping you
understand  the  core
principles  that  shaped
t h e  a s s o c i a t e
experience.  Whether
y o u  a r e  a  f o r m e r
employee looking back
or  a  current  associate
seeking to  understand
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t h e  e v o l v i n g
l a n d s c a p e ,  t h i s
explorat ion  of  the
h a n d b o o k ' s  k e y
components  provides
valuable  insight  into
one of America's most
iconic  department
stores.

The
Foundatio
n:
Company
Culture
and Core
Values
E v e r y  e m p l o y e e
handbook  begins  by
e s t a b l i s h i n g  t h e
company's  identity.
The  2019  edition  was
no  exception.  It  was

des igned  to  a l ign
associates  with  the
c o m p a n y ' s  l o n g -
standing  mission  and
vision.  Usually,  this
section  emphasized
fairness,  respect,  and
integrity. It acted as a
primer  for  new  hires,
e x p l a i n i n g  t h a t
JCPenney  was  more
than just a store; it was
a  p l a c e  w h e r e
c o m m u n i t y  a n d
customer service were
p a r a m o u n t .  T h e
handbook  encouraged
employees  to  embody
a spirit  of helpfulness,
ensuring  that  every
customer  interaction
l e f t  a  p o s i t i v e
i m p r e s s i o n .  T h i s
sec t i on  typ i ca l l y
outlined  the  "Penney
Idea," a historic set of
principles  focusing  on
service  to  customers
and  the  community,
which  has  guided  the
company  for  over  a
century.
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Code of
Conduct
and
Ethical
Standard
s
T h e  J C P e n n e y
Employee Handbook
2 0 1 9  d e d i c a t e d
significant space to the
code  of  conduct.  This
section was not just a
list  of  prohibitions;  it
w a s  a  g u i d e  t o
m a i n t a i n i n g  a
p ro fess i ona l  and
ethical  workplace.  Key
areas included:

Conflict of
Interest:
Associates were
instructed to
avoid any

personal or
financial
activities that
could conflict
with their duties
to JCPenney. This
included avoiding
gifts from
vendors that
could be seen as
influencing
business
decisions.
Confidentiality:
Protecting
company and
customer
information was
a critical
responsibility.
The handbook
outlined the
proper handling
of proprietary
data, trade
secrets, and
customer
personal
information.
Honest
Business
Practices: All
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associates were
expected to
conduct business
with integrity.
This meant
accurate
reporting, honest
advertising, and
transparent
dealings with
suppliers and
competitors.
Reporting
Violations: A
key component
was the "open
door" policy and
the anonymous
reporting hotline,
encouraging
associates to
report any
unethical
behavior without
fear of
retaliation.

Understa

nding
Your
Employm
ent
Status
and
Classifica
tion
One  of  the  first
practical  sections  in
the  handbook  clarified
e m p l o y m e n t
classifications.  This
was  vital  for  setting
expectations regarding
benefits, eligibility, and
work  schedules.  The
document  typically
defined:

Full-Time
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Associates:
Usually
scheduled for
30-40 hours per
week, eligible for
the full benefits
package.
Part-Time
Associates:
Scheduled for
fewer than 30
hours, with
limited or
different benefits
eligibility.
Temporary and
Seasonal
Associates:
Hired for a
specific period,
often during
peak seasons
like the holidays,
with specific
rules regarding
tenure and
benefits.

The  handbook  often
e m p h a s i z e d  t h a t
JCPenney  was  an  "at-
will"  employer.  This
meant  that  either  the

a s s o c i a t e  o r  t h e
company could end the
e m p l o y m e n t
relationship  at  any
time,  with  or  without
cause  or  notice.  This
standard  labor  law
clause  was  presented
to ensure all associates
understood the nature
of  their  employment
from  day  one.

Dress
Code and
Personal
Appearan
ce
In a retail environment,
appearance  directly
impacts  brand  image.
T h e  J C P e n n e y
Employee Handbook
2019  had  a  detailed
dress  code  policy.  It
w a s  d e s i g n e d  t o
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present a professional,
approachable  image
whi le  a l lowing  for
individuality  within
boundaries.  Typical
guidelines  included:

Business
Casual
Standard: Most
roles required a
smart, clean
look. This often
meant collared
shirts, blouses,
and appropriate
pants or skirts.
Name Badges:
Associates were
required to wear
their JCPenney
name badge at
all times while on
the sales floor or
representing the
company.
Footwear:
Comfortable,
closed-toe shoes
were generally
required for
safety and
practicality.

Grooming:
Policies often
covered
neatness,
hygiene, and
limitations on
visible tattoos or
excessive
piercings, though
these rules
evolved over
time.
Seasonal
Variations:
Sometimes,
policies allowed
for "JCPenney
themed" attire
during special
events or
holidays to boost
team spirit.

Punctualit
y and
Attendan
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ce
Expectati

ons
Re l i ab i l i t y  i s  t he
backbone  of  retai l
o p e r a t i o n s .  T h e
handbook laid out clear
a t t e n d a n c e  a n d
punctuality  policies  to
ensu re  adequa te
staffing  and  smooth
store  operations.  This
sect ion  genera l ly
included:

Schedule
Adherence:
Associates were
expected to be
ready to work at
their scheduled
start time and to
remain until the
end of their shift,
unless
authorized to
leave early.
Call-In

Procedures:
Clear instructions
on how to notify
a manager of an
absence,
including the
required notice
period (e.g.,
calling at least
two hours before
a shift).
No-Show and
Late Policy: The
handbook
defined what
constituted a
"no-show"
(failing to call or
report for work)
and the
consequences,
such as
disciplinary
action up to
termination.
Time Off
Requests
(PTO):
Guidelines for
submitting paid
time off or
unpaid leave
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requests,
including
advance notice
requirements
and approval
processes.
Points System:
Many retail
handbooks,
including
JCPenney’s, use
a points-based
attendance
system where
absences, late
arrivals, and
early departures
accumulate
points leading to
corrective
actions.

Pay,
Compens
ation,

and
Performa
nce
Reviews
Understanding  how
and when you get paid
is  fundamental.  The
2 0 1 9  h a n d b o o k
p r o v i d e d  a
s t r a i g h t f o r w a r d
e x p l a n a t i o n  o f
c o m p e n s a t i o n
practices:

Pay Periods:
Details on the
frequency of pay
(e.g., weekly or
bi-weekly) and
payday
schedules.
Direct Deposit:
Information on
how to enroll in
direct deposit for
convenience.
Wage and Hour
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Laws: A
summary of
applicable
federal and state
laws regarding
minimum wage,
overtime, and
meal and rest
breaks.
Overtime: Policy
for non-exempt
employees,
usually requiring
pre-approval
before working
more than 40
hours in a
workweek.
Performance
Evaluations:
The handbook
typically outlined
the process for
performance
reviews, which
were often tied
to potential
raises and career
development
opportunities.

Employee
Benefits
and
Wellness
Resource
s
O n e  o f  t h e  m o s t
frequently  referenced
s e c t i o n s  o f  t h e
JCPenney  Employee
Handbook  2019  was
the  benefits  portion.
While  specific  offerings
could vary by location
a n d  e m p l o y m e n t
classification,  the
standard  package
often  included:

Health
Insurance:
Medical, dental,
and vision
coverage options
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for eligible full-
time associates.
Retirement
(401(k)):
Information on
the company's
401(k) plan,
including any
matching
contributions.
Employee
Discount: A
significant perk
for retail
workers. The
handbook
detailed the
discount
percentage,
eligible items,
and restrictions
(e.g., excluding
gift cards and
certain high-
demand
products).
Wellness
Programs:
Resources for
physical and
mental health,
including

hotlines, gym
membership
discounts, and
smoking
cessation
programs.
Tuition
Assistance:
Programs like
"New Fit for
Education" that
provided
financial
assistance for
associates
seeking higher
education or
career-related
skills.
Life Insurance
and Disability:
Basic life
insurance and
short-term/long-
term disability
options.

Workplac
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e Safety
and

Security
Retail  environments
have  unique  safety
challenges, from heavy
lifting  to  dealing  with
theft.  The  handbook
dedicated  a  serious
sec t i on  to  sa fe ty
protocols:

General Safety
Rules:
Guidelines for
safe lifting, using
ladders, and
operating
equipment like
box cutters or
balers.
Slip, Trip, and
Fall
Prevention:
Emphasis on
keeping aisles
clear and
cleaning up spills

immediately.
Emergency
Procedures:
Plans for fires,
severe weather,
and active
shooter
situations,
including
evacuation
routes and rally
points.
Reporting
Hazards:
Encouragement
to report unsafe
conditions or
broken
equipment
immediately to a
supervisor.
Loss
Prevention:
While not always
in the main
handbook, there
were often
separate but
referenced
policies
regarding
internal theft,
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cash handling
procedures, and
security tags.

Social
Media
and
Technolo
gy Use
By 2019, social  media
had  become a  critical
aspect of business, and
t h e  h a n d b o o k
addressed  it  directly.
The  policy  aimed  to
protect  the company's
r e p u t a t i o n  w h i l e
respecting  associates'
personal  freedom:

Personal Use
During Work:
Use of personal
smartphones and
social media on
the sales floor

was generally
prohibited or
strictly limited.
Company
Devices: Rules
for using
company
computers,
tablets, or
phones, primarily
for business
purposes only.
Online
Conduct:
Associates were
reminded that
they could be
responsible for
what they post
online, even
during personal
time. The
handbook
discouraged
posting
confidential
information or
making negative,
defamatory
comments about
the company,
colleagues, or
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customers.
Respecting
Brand:
Guidelines for
representing the
company
positively online,
if an associate
identified
themselves as a
JCPenney
employee.

Disciplina
ry Action
and
Terminati
on
No one  likes  to  dwell
on negative outcomes,
but  a  comprehensive
h a n d b o o k  m u s t
address  them.  This
section  was  clear  and
objective:

Progressive
Discipline: Most
performance
issues were
handled through
a progressive
approach: verbal
counseling,
written warning,
final warning,
and then
termination.
Immediate
Termination:
The handbook
listed serious
offenses that
could result in
immediate
dismissal, such
as theft,
violence,
falsifying
records, or gross
insubordination.
Resignation
Process:
Guidelines for
providing notice
(e.g., two weeks)
and procedures
for returning
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company
property (key
cards, uniforms,
devices).
Final Paycheck:
Information on
when terminated
or resigned
associates would
receive their final
wages, in
accordance with
state laws.

Anti-
Discrimin
ation and
Harassme
nt
Policies
JCPenney,  l i ke  a l l
responsible employers,
had  a  zero-tolerance
p o l i c y  f o r

discrimination  and
harassment.  The 2019
handbook  reinforced
this  commitment:

Equal
Opportunity
Employment:
The company
reaffirmed its
commitment to
providing equal
opportunities
regardless of
race, color,
religion, sex,
national origin,
age, disability, or
genetic
information.
Prohibited
Conduct: Clear
examples of
harassment,
including sexual
harassment,
offensive jokes,
slurs, or
intimidation.
Reporting
Channels:
Multiple ways to
report incidents,
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including talking
to a manager,
HR, or using the
anonymous
hotline. This
section strongly
emphasized that
retaliation
against anyone
who reported a
violation in good
faith would not
be tolerated.

CONCLUSION: A
BLUEPRINT FOR
PROFESSIONALISM

T h e  J C P e n n e y
Employee Handbook
2019  was much more
than a dry list of rules.
It was a blueprint for a
p r o f e s s i o n a l ,
respectful,  and  safe
work  environment.  It
laid the groundwork for
t h e  r e l a t i o n s h i p

between the  company
and  its  associates,
covering  everything
from the  pride  of  the
Penney  Idea  to  the
practicalities  of  taking
a lunch break. For any
associate who took the
time to  understand it,
the  handbook  served
as  a  v i ta l  t oo l  f o r
navigating their career,
achieving success, and
contributing  positively
to  a  storied  American
retail  tradition.  While
policies  and  specific
benefits  may  evolve
with  new  leadership
and market conditions,
the  core  values  of
fairness,  respect,  and
service documented in
the  2019  handbook
remain  the  enduring
pillars of the JCPenney
workplace.


