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SECTION1
WELCOME TO GIGGLESWORLD® CORPORATION!
Welcome! Starting a new job is exciting, but may also be overwhelming at the same time. This
Employee Manual will aid you in getting acquainted with GigglesWorld® Corporation (GWC) and
answer preliminary questions you may have. Since 1998, GWC has been supplying the world with
cutting edge, high quality adult novelties, accessories and tobacco products with excellent customer
service being the top priority. Our product selection consists of adult novelties, games, humorous gifts,
adult multi-media, adult magazines, books, accessories, apparel, shoes and ancillaries. As of 2014,
GWC now offers tobacco and vaporizer products through the Happy Habits® retail stores. Operations
today include eight retail stores in New York located in Carmel, Hyde Park, Newburgh, Poughkeepsie
and Wappingers Falls. Over 15,000 products are offered at each store location. The retail stores are
clean, bright, inviting, and are geared toward the contemporary adult. The GWC warehouse, located in
Fishkill, is the operations center for product distribution to our stores and for shipment across the globe.
GWC’s offices are also located in Fishkill. Additionally, GWC manufactures its own branded product
line and has plans to enter the franchising industry. The most important aspect of the GWC’s retail
business is our customers, and you are expected to provide the finest customer service in the entire retail
trade. Moreover, GWC values a solid work ethic, dedication, and top quality service.
GWC locations include:
GigglesWorld® Corporation
Headquarters Office/Warehouse - FK
10 Stagedoor Road
Fishkill, NY 12524
Phone (845)632-3240 / Fax (845) 632-3241

Happy Habits® – NB2
16 North Plank Road
Newburgh, NY 12550
(845) 569-VAPE

Giggles®–CM
1739 Route 6
Carmel, NY 10512
(845) 225-3375

Happy Habits® - PK
404 Route 55, Manchester Road
Poughkeepsie, NY 12603
(845) 849-2464

Giggles®–HP
3969 Albany Post Road
Hyde Park, NY 12538
(845) 229-2200

Happy Habits® – CM2
3 Seminary Hill Road
Carmel, NY 10512
(845) 228-4224

Giggles®–WF
1180 Route 9
Wappingers Falls, NY 12590
(845) 298-6757

Happy Habits® – WF2
1177 Route 9
Wappingers Falls, NY 12590
(845) 218-9829

Happy Habits® - NB1
1422 Route 300
Newburgh, NY 12550
(845) 564-1800

CLUB SMILES™
1820 NY-376 #13
Poughkeepsie, NY 12603
(845) 849-3800
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SECTION 2
INTRODUCTION
This manual is designed to acquaint you with GWC and provide you with information about working
conditions, benefits, and policies affecting your employment. It is a guide to store operations and high
service standards, that which are above the benchmark of the retail industry. This Manual creates
overall uniformity in policies, procedures, and standards for all GWC store locations, warehouse, and
office employees.
The information contained in this manual applies to all employees of GWC, regardless of status or
location. Following the policies described in this manual is considered a condition of continued
employment. However, nothing in this Manual alters an employee’s status. The contents of this Manual
shall not constitute nor be construed as a promise of employment or as a contract between GWC and any
of its employees. This Manual is a summary of our policies, which are presented here only as a matter
of information.
You are responsible for reading, understanding, and complying with the provisions of this Manual. Our
objective is to provide you with a work environment that is constructive to both personal and professional
growth. Every employee is expected to comply with each of the rules and policies discussed in this Manual, as
well as any other policies and procedures adopted by GWC, exercising its right to manage its business.
You will be tested after one week of employment, then tested after 30 days of employment. If you do not pass
the test in 30 days you risk any advancement and/or continued employment with GWC. You must learn all
GWC Company policies and procedures.

2.1 CHANGES IN POLICY OR PROCEDURE
This Manual supersedes all previous Employee Manuals and memos that may have been issued from
time to time on subjects covered in this Manual.
However, since our business is dynamic by nature, we reserve the right to interpret, change, suspend,
cancel, or dispute with or without notice all or any part of our policies or procedures at any time.
Management will notify all employees of these changes. Changes will be effective on the dates
determined by GWC, and after those dates all superseded policies will be void. The matters discussed in
this handbook are of great importance, but are not, and are not intended to be, a complete list of all of
GWC’s policies and procedures.
No individual supervisor or manager has the authority to change policies at any time. If you are
uncertain about any policy or procedure, please speak with your direct supervisor.
2.2 EMPLOYMENT APPLICATIONS AND EMPLOYEE RECORDS
We rely upon the accuracy of information contained in the employment application and employee record
and the accuracy of other data presented throughout the hiring process and employment. Any
misrepresentations, falsifications, or material omissions in any of this information or data may result in
exclusion of the individual from further consideration for employment or, if the person has been hired,
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termination of employment. To keep personnel records up to date, you must promptly inform GWC, in
writing, of any change in any of the following: legal name, home address, home or cell phone number,
status affecting your legal right to work in the United States, licenses (to the extent they are required to
perform your job responsibilities), person to contact in the case of an emergency and that person’s
contact information, marital status and number of dependants, voluntary payroll deductions, or military
status. You should continue to update GWC of any change of mailing address for up to one year after
your employment with GWC ends.
2.3 EMPLOYMENT RELATIONSHIP
Employment with GWC is entered voluntarily, and you are free to resign at any time for any reason or
no reason. Similarly, GWC is free to conclude its relationship with any employee at any time for any
reason or no reason. Employees are required to abide by the policies set forth in this manual and follow
the Terms of Employmentdocument that was signed when you were hired.
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SECTION 3
DEFINITIONS OF EMPLOYEE STATUS
3.1 “EMPLOYEES” DEFINED
An “employee” of GWC is a person who regularly works for GWC on a wage or salary basis.
“Employees” include regular full-time and part time persons, and others employed with the Company
who are subject to the control and direction of GWC in the performance of their duties. There are no
tax-exempt positions.
REGULAR FULL-TIME HOURLY
Regular full-time employees are those who have completed the thirty (30) day probationary
period and who are regularly scheduled to work thirty(30) or more hours per week. Overtime
hours are not permitted unless proper authorization is obtained by management.
REGULAR FULL-TIME SALARIED
Regular full-time employees are those who complete the thirty (30) day probationary period and
who are regularly scheduled to work forty eight (48) or more hours per week and are paid a flat
weekly rate.
REGULAR PART TIME
Regular part time employees are those who have completed the thirty (30) day probationary
period and who are regularly scheduled to less than thirty (30) hours per week.
PROBATIONARY PERIOD FOR NEW OR DISCIPLINED EMPLOYEES
An employee on a probationary period is a new employee, whose performance is being evaluated
to determine whether further employment in a specific position or with GWC is appropriate.
When an employee completes the probationary period of thirty (30) days, they must pass a
multiple choice quiz with a score of 80% or better in order to advance. It is expected that
employees will pass the quiz. Employees who do not pass the quiz may be continue in the
probationary period and can expect to have another opportunity to take and pass the quiz after 45
days of service has been reached. Disciplined employees may be placed on a probationary
period of thirty (30) to ninety (90) days during which time performance must improve or further
disciplinary action will be taken.
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SECTION 4
EMPLOYMENT POLICIES
4.1 NON-DISCRIMINATION
In order to provide equal employment and advancement opportunities to all individuals, employment
decisions at GWC will be based on merit, qualifications, and abilities. In the instance these conditions
are equal, the length of continuous employment will be the determining factor. GWC does not
discriminate in employment opportunities or practices because of race, color, religion, gender, sexual
orientation, national origin, ancestry, age, or disability.
GWC will make reasonable accommodations for qualified individuals with known disabilities unless
doing so would result in an undue hardship. This policy governs all aspects of employment, including
selection, job assignment, compensation, discipline, termination, and access to training.
Employees with questions or concerns about discrimination in the workplace are encouraged to bring
these issues to the attention of their supervisor. All concerns will be dealt with in a confidential and
prompt manner. Employees can raise concerns and make reports without fear of reprisal. Anyone found
to be engaging in unlawful discrimination will be subject to disciplinary action, including termination of
employment.
4.2 NON-DISCRIMINATORY SERVICE POLICY
GWC is dedicated to ensuring that all customers are treated with respect regardless of race, color,
religion, gender, sexual orientation, national origin, ancestry, age, disability or products purchased.
Every employee is responsible for treating all customers equally when providing service. In addition,
all customers will receive the same rights, privileges, and services; unless an individual’s medical
condition poses a direct threat to the health and safety of that person or others or disrupts the orderly
flow of business. GWC will provide reasonable accommodations upon request to customers with
disabilities so long as doing so does not cause undue hardship.
The non-discriminatory service policy is to ensure complete customer satisfaction, in return for their
repeat business. Discrimination of customers will not be tolerated by any person in GWC’s business
operations.
4.3 NON-DISCLOSURE/CONFIDENTIALITY
Every employee is required to comply with all confidentiality and non-disclosure policies. The
protection of confidential business information and trade secrets is vital to the interests and success of
GWC. Such confidential information is not to be disclosed to any other person, firm, business or
company. Keeping store operating manuals, customer information, training methods and topics, and
financial information confidential is essential and necessary to sustain the strategic and long term
competitive advantage over rivals in the industry. The ultimate goal is to keep trade secrets, confidential
materials, and confidential processes out of the hands of existing and potential competitors, who may
use the critical information for their own gain. Confidential information includes, but is not limited to,
the following examples:
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•
•
•
•
•
•
•
•
•
•
•
•
•

Financial information
Operating and Employee Manuals
Knowledge of products, services, and customers
Customer matters (products purchased / concerns / lifestyle)
Vendor, distributor and pricing information
Copyrighted material
Marketing strategies (whether implementedor not)
Projects and proposals
Proprietary processes and policies
Technical data, software, hardware, or formulas
Trade secrets
Personnel data, payroll records, schedules, hours worked and confidential employee information
Conversations between any persons associated with GWC

Upon hiring, all employees are required to sign a non-disclosure agreement as a condition of
employment which is contained in the Terms of Employment document.
Employees who improperly use or disclose trade secrets or confidential business information will be
subject to disciplinary action, including termination of employment and legal action, even if they do not
actually benefit from the disclosed information.
4.4 NEW EMPLOYEE TRAINING
Employee training is a process that is designed to make the new employee feel comfortable, more
informed about the company, and prepared for their position. New employees will be trained by an
experienced supervisor or senior employee. An explanation of the company core values and vision,
company goals and objectives will be given. In addition, the new employee will receive an overview of
essential policies and procedures, and will be instructed to complete necessary paperwork.
The new employee will be trained on premises during normal operating hours. Onsite training consists
of introducing the new hire to staff, reviewing their job description and scope of position, explaining the
company’s evaluation procedures, and helping the new employee get started on specific functions.
Under no circumstance will new employees work shifts alone. An experienced supervisor or senior
employee must always be present for the first 30 days of employment.
4.5 PROBATIONARY PERIOD FOR NEW EMPLOYEES
The probationary period for regular full-time, part time and salaried employees equals the first thirty
(30) days of service (actual days worked) from the first day of employment. During this time, the newly
hired employee has the opportunity to evaluate the workplace and management has the opportunity to
evaluate the employee. Upon satisfactory completion of the probationary period, a review of the first
thirty (30) dayswill be given. All employees, regardless of classification or length of service, are
expected to meet and maintain GWC’s standards for job performance and behavior. (See Section 5,
Standards of Conduct).
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4.6 HOURS OF OPERATIONS
GWC’s Headquarters office is open from 9:00 am to 6:00 pm and the warehouse is open from 10:00a.m.
to 7:00p.m. Monday through Friday.
The following are the hours of operation by location:
Giggles® – WF is open from 10:00 a.m. to 10:00 p.m. Monday through Thursday, 10:00 a.m. to 11:00
p.m. Friday and Saturday, and 11:00 p.m. to 8:00 p.m. on Sunday.
Giggles® – HP is open from 10:00 a.m. to 9:00 p.m. Monday through Thursday, 10:00 a.m. to 11:00
p.m. Friday and Saturday, and 12:00 p.m. to 8:00 p.m. on Sunday.
Giggles® – CM is open from 10:00 a.m. to 9:00 p.m. Monday through Thursday, 10:00 a.m. to 10:00
p.m. Friday and Saturday, and 10:00 a.m. to 7:00 p.m. on Sunday.
All Happy Habits® stores are all open from 10:00 a.m. to 9:00 p.m. Monday through Saturday, and
10:00 a.m. to 7:00 p.m. on Sunday.
GWC’s workweek begins on Monday and ends on Sunday. Payday is on Friday.
The operations schedule must be followed by all GWC retail stores for reasons of providing a
distinctive consumer shopping experience and for brand identification. These hours have been
defined as peak shopping times for physical retail locations and have proven to meet the needs and
demands of our customers.
All employees are expected to be punctual. Tardiness will not be tolerated. Employees who are late for
their shift or to open a store location, the office, or the warehouse will receive written disciplinary notice
and may face disciplinary action up to and including termination. Employees who are late for any shift,
without a valid reason, will also face disciplinary action and may also be terminated. Sales Associates
are expected to arrive before store opening time and be punched in 5 minutes before the store opening
time so that the store is open and ready for business at the advertised opening time. This policy is
vigorously enforced.
4.7 PERSONNEL FILES
Employee personnel files may include the following: employee application, resume, employee record,
copy of driver license and other identification, federal and state forms, terms of employment, records of
disciplinary action, and documents related to employee performance reviews. Employee personnel files
are kept at GWC’s headquarters office and are protected and locked to uphold employee confidentiality.
Employees are required to keep their personal information current. Any changes or updates to employee
information including tax status, mailing address, personal information, or contact information should be
given to Human Resources for recording. Former employees are encouraged to keep Human Resources
up to date on current mailing address and contact information for up to one year after employment has
ended.
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Personnel files are the property of GWC and access to the information is restricted for confidentiality
purposes. Management personnel of GWC who have a legitimate reason to review the file are allowed
to do so.
Employees who wish to review their own file should contact the HQ office.With reasonable advance
notice, the employee may review his/her personnel file in GWC’s office and in the presence of
management.
4.8 INCLEMENT WEATHER/EMERGENCY CLOSINGS
At times, emergencies such as severe weather, fires, or power failures can disrupt company operations.
The decision to close the office, warehouse,or retail stores will be made solely by the President/CEO of
GWC, taking in consideration the safety of employees and customers.
When the decision is made to delay opening or to close the office, warehouse, or retail stores, employees
will receive official notification from an owner or manager. Time off from scheduled shifts due to
emergency closings will be unpaid.
4.9 OUTSIDE EMPLOYMENT
Employees may hold outside jobs in non-related businesses or professions as long as performance
standards of the position held with GWC are met. Unless an alternative work schedule has been
approved by GWC, employees will be subject to the GWC’s scheduling demands, regardless of any
existing outside work assignments.
GWC’s office space, equipment, supplies, and materials are not to be used for outside employment,
school work or recreation unless authorization to do so is obtained from management in advance.
4.10 CORRECTIVE ACTION
GWC holds each of its employees to certain work rules, standards, and ethics of conduct (see Section 4
and Section 5). When an employee deviates from these rules and standards, GWCmanagement will take
corrective action.
Corrective action at GWC is progressive. That is, the action taken in response to a rule infraction or
violation of standards typically follows a pattern increasing in seriousness until the infraction or
violation is corrected.
The usual sequence of corrective actions includes verbal warnings, written warnings, placement on a
probationary period and finally, termination of employment. In deciding which initial corrective action
would be appropriate, management will consider the seriousness of the infraction, the circumstances
surrounding the matter, and the employee’s previous record.
The policies set forth in this Manual are intended to provide you with fair notice of what is expected of
you. It is not possible, however, to provide an exhaustive list of all types of impermissible conduct and
performance, and the following are only examples of behaviors that are unacceptable and, if found to
exist, can result in disciplinary action up to and including immediate termination. You should,
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therefore, be aware that conduct not specifically listed below, but which adversely affects or is otherwise
detrimental to the interests of GWC, other employees, or customers may also result in disciplinary
action, including termination of employment and, if appropriate, criminal charges.
Examples of conduct deeming corrective action up to and including termination are, but not limited
to:repeated policy violations including attendance / punctuality, errors that cause monetary loss.
timekeeping and/or failure to follow standard operating procedures; exposing confidential matters;
criminal activity; mistreating, abusing, or intimidating customers, visitors, or other employees;
dishonesty; arriving to work with or using drugs or alcohol; smoking, vaping or any tobacco use on
company property;failing to comply with equal employment opportunity or anti-discriminatory policies;
fighting and/or violence; mishandling GWC’s property; insubordination; poor performance; failure to
comply with safety regulations; unauthorized use of work time; failure to remain alert; and
noncompliance with laws or other policies, procedures, or practices.
4.11 EMPLOYMENT TERMINATION
GWC hopes that your working relationship will be mutually satisfactory. However, your employment
will continue only so long as you are satisfied with your employment, and GWC is satisfied with your
performance. Just as you may resign at any time, GWC may terminate your employment at any time.
GWC cannot promise continued employment or employment for a specific period of time. Certainly,
GWC intends to create long-term employment relationships with employees through motivation
techniques, goal achievement, rewards, a casual corporate culture, providing a safe and clean work
environment, and continual organizational growth.
We expect all employees to follow our established policies, procedures, and rules and to act in a
professional manner at all times. GWC also expects employees to perform their assigned duties in an
efficient, effective, and competent manner. There may be occasions, however, where employees
perform at an unsatisfactory level, violate a GWC policy, or behave inappropriately. GWC will try,
when it deems appropriate, to provide employees with reasonable opportunities to correct deficiencies.
Indeed, GWC reserves the right to terminate any employee without following any system of discipline
or warning.
Though committed to a progressive approach to corrective action, GWC considers certain rule
infractions and violations of standards as grounds for immediate termination of employment. These
include but are not limited to: theft in any form;lying to the President/CEO, the Vice President or
manager; insubordinate behavior;violence, vandalism or destruction of Company property; the use of
GWC’s equipment and/or vehicles without prior authorization by the President/CEO or Vice President;
untruthfulness about personal work history, skills, or training; divulging GWC business
practices;allowing anyone under the minimum age to enter a GWC location and/or purchase from a
GWC location; and misrepresentations of GWC to a customer, a prospective customer, the general
public, or an employee.
When an employee intends to terminate his/her employment withGWC, they shall giveat leasttwo weeks
written notice. This is to allow management to avoid disruption of service to customers and to plan for a
smooth transition of work duties.
Any employee whose employment is terminated with GWC must return all files, records, keys, and any
other materials that are property of GWC. All employees agree that the cost of replacing non-returned
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items will be obtained from the employee, personally. Furthermore, all employees agree that any
outstanding financial obligations owed to GWC will also be collected from the employee, personally.
For a period of twenty four (24) months following termination with GWC, former employees may not,
directly or indirectly, solicit, induce, recruit, or encourage any of GWC’s employees to leave their
employment for any other person or entity.Similarly, the non-compete clause in the Terms of
Employments document that new hires sign upon hiring, prohibits terminated employees from accepting
employment or entering into ownership of a competing enterprise for twenty four (24) months after
employment with GWC has ended.
4.12 SAFETY
Each employee is expected to obey safety rules and exercise caution and common sense in all work
activities. Employees must immediately report any unsafe conditions to their supervisor. Employees
who violate safety standards, cause hazardous or dangerous situations, or fail to report, or where
appropriate, remedy such situations, may be subject to disciplinary action including termination of
employment.
In the case of an accident that results in injury or damage to property, regardless of how insignificant the
injury or damage may appear, employees mustnotify management immediately.
Safety promotion includes cleaning all spills or leaks immediately; displaying well-marked and easy-tosee caution signs after occurrence; cleaning floors; displaying caution signs for stairs, drop-offs, or
ramps on floor; wearing appropriate shoes and attire in the workplace; shoveling any debris or snow
from walkways and parking lot; and maintaining the parking lot, the landscape, all walkways, and the
building. GWC’s further commitment to safety also includes staffing at least two employees on evening
shifts, posting police and fire emergency numbers by the telephone, alarm and monitoring services, and
well-lit surroundings.
4.13 HEALTH-RELATED ISSUES
Employees have a right not to disclose any illness, regardless of its nature. However, there are job
demands that must be met in order to complete daily tasks appropriately. If the demands arenot met,
GWC can, at its discretion, relieve an employee of their position solely based on work performance.
Should an employee become aware of any health-related issue, and decide to promptly notify
managementof their health status, a written “permission to work” from the employee’s physician is
required at the time or shortly after notice has been given. The physician’s note should specify whether
the employee is able to perform regular duties as outlined in their job description.
4.14 EMPLOYEE REQUIRING MEDICAL ATTENTION
In the event an employee requires medical attention, whether injured or becoming ill while at work, the
employee’s personal physician must be notified immediately. If it is necessary for the employee to be
seen by the doctor or go to the hospital, a family member or ambulance will be called to transport the
employee to the appropriate facility. A GWC employee is absolutely not permitted to transport the
12

injured employee, due to the liabilities that may occur. If an injury occurrence requires Emergency
Medical Services to evaluate the injury/illness of an employee on-site, the injured employee will be
responsible for any transportation and medical charges.
A physician’s “return to work” note may be required to protect the injured employee and his/her coworkers.
4.15 BUILDING SECURITY
All employees who are issued keys to the office, warehouse, or retail stores are responsible for their
safekeeping. The last employee, or a designated employee, who leaves the office, warehouse, or retail
store at the end of the business day assumes the responsibility to ensure that all doors are securely
locked, the alarm system is armed, thermostats are set on appropriate evening and/or weekend settings,
and all appliances and lights are turned off with exception of the lights normally left on for security
purposes. Employees are not allowed on GWC’s property after hours without prior authorization from
management.
Building security at GWC includes proper lighting outside of buildings and around the parking lots,
monitored alarm systems, audio/video surveillance, fire alarms and sprinklers.
Once an employee has been terminated from their position (voluntary or involuntary) all keys to GWC
locations must be relinquished to a supervisor. Failure to relinquish a key belonging to GWC will result
GWC requiring a locksmith to change the locks to said location. This cost will be incurred upon the
employee that failed to return the key. Remember when you are given a key to a GWC location, you do
NOT own that key.
4.16 INSURANCE ON PERSONAL PROPERTY
All employees should be sure that their own personal insurance policies cover the loss of anything
occasionally left at the office, warehouse, or retail store. GWC assumes no risk for any loss or damage
to personal property due to fire, theft, flood, or any other circumstance that prohibits employees from
recovering their personal belongings. “Employee Only” areas are designated at each store for safekeeping of personal items. Employees are required to respect their co-workers belongings.
4.17 SUPPLIES / EXPENDITURES / OBLIGATING THE COMPANY
Only authorized persons may purchase inventory or supplies in the name ofGWC. No employee whose
regular duties do not include purchasing shall incur any expense on behalf of GWC or bind GWC by any
promise or representation without written approval.
4.18 DISCOUNTS, COUPONS AND RETURN POLICIES
No employee may receive any discount for the first forty five(45) days of employment or longer if they
do not pass the probationary period quiz. All employee discounts must be authorized by a manager or
owner and must be executed by another employee, with proper authorization to ensure compliance.
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Employees may receive a discount on certain products purchased from GWC and the discount will be
determined by the provided chart available at each location.
No customer is allowed any type of discount without authorization. There are absolutely no discount
offers for tobacco products or any item taxed the tobacco rate. There are absolutely no discount offers
for items under Manufacturer Advertised Prices policy or MAP items.
Certain customers may receive discounts because of the type of profession they are in. The following
groups of customers may receive a discount of 15% (if paid with cash) and 10% (if paid with
credit/debit card).
• Police Officers and Military – to extend appreciation for service, protection and bravery.
• Fire Fighters – to extend appreciation for service,protection and bravery.
• Club dancers – to extend appreciation for purchasing in hopes to build customer loyalty. Club
dancers receive a 15% or 10% discount on clothing, shoes, and accessories ONLY.
The reason, amount, and transaction number of EACH discount is to be written on GWC’s copy of
the customer receipt and on the back of the shift envelope for bookkeeping and audit purposes.
Employees who violate this policy will face disciplinary action.
GWC follows a strict “No Returns” policy due to the nature of products offered and for the health and
safety of every customer. A return may be allowed only if approval comes from an authorized manager.
Any other edit to purchases (other than above) must be approved by an authorized manager.
4.19 MONETARY DAMAGES
All employees are responsible for their own monetary transactions and any monetary damages that they
cause. Such transactions can include, but not limited to, store cash register transactions, petty cash
transactions, internet transactions, or shipping transactions. If funds from transactions become deficient
in any way, the employee will be responsible for the shortage and will be required to pay the difference.
If an employee breaks or damages any merchandise or Company property, he/she will be held
responsible for reimbursing the Company for the full cost of the product plus a 25% processing fee.
Should there be an issue regarding those implicated not admitting their involvement, GWC reserves the
right to seek reimbursement from all employees on shift at that location during the determined shift that
the loss or damage took place.
4.20 PARKING
GWC provides parking lots for the safety and security of employees. Employees are required to park
their cars in areas indicated and provided by GWC during working hours. Out of respect for other
employees and customers, please park within the parking spot lines, using only one spot per vehicle.
4.21 VISITORS IN THE WORKPLACE
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To provide for the safety and security of employees, visitors, and the facilities at GWC, only authorized
visitors are allowed in the workplace. Restricting unauthorized visitors helps ensure security, decreases
insurance liability, protects confidential information, safeguards employee welfare, and avoids potential
distractions and disturbances. No visitor is allowed into personal work areas without prior authorization
from an authorized manager. This means, when an employee works a shift, they are NOT permitted to
have any friends or family at the store loitering. Should anyone come into a location claiming they
require access to employee only areas of the store, you must ask for identification and then call the
President immediately for authorization. These individuals may be legitimate but this can only be
determined by calling the President for authorization. Should the President not be available, you may
call the Vice President or the District Manager for authorization.
4.22 IMMIGRATION LAW COMPLIANCE
GWC employs only United States citizens and those non-U.S. citizens authorized to work in the United
States in compliance with the Immigration Reform and Control Act of 1986.
Each new employee, as a condition of employment, will complete the Employment Eligibility
Verification Form I-9 and present documentation establishing identity and employment eligibility. Such
documentation may include a U.S. or foreign passport, state-issued driver’slicense, government-issued
Social Security card, Certificate of U.S. Citizenship, or school ID with photo (refer to “Lists of
Appropriate Documents” on Federal Form I-9 for exact documentation required). Former employees
who are rehired must also complete the form if they have not completed a Form I-9 with GWC within
the past three years or if their previous Form I-9 is no longer retained or valid.
4.23 CUSTOMER AGE REQUIREMENT
In compliance with New York State law, only adults age 18 or older may enter a Giggles® retail store or
warehouse in order to protect minors from explicit sexual material. The minimum age requirement to
purchase tobacco items in any Giggles® or Happy Habits® store is 21 years of age in all counties in
New York State. All employees are required to support this law and demand proper and valid
identification from all persons entering astore. There are absolutely NO EXCEPTIONS to this rule.
Any violation to the Customer Age Requirement policy will result in immediate termination from the
Company.The following is the only authorized greeting that all employees should greet customers with:
‘Hi! Welcome to (Giggles or Happy Habits). May I PLEASE see your ID?’
While checking their ID to ensure the customer meets the minimum age requirement for the county
the location is in, showing the camera (straight and still for a full THREE seconds,) and while
handing the ID back to the customer, saying “Thank You” please continue with:
‘We have a list of sales on the front counter’ (or where located.) ‘Take a look and let us know if you
have any questions. Also, we would like to remind you of our no cell phone or picture taking policy.
Should you need to use your phone, we ask that you step outside. Thank you for understanding.’
Then SMILE!

There are special circumstances in which a customer would be permitted to use their cell phone for a
quick call and those special circumstances require basic common sense. However, there is no excuse for
any customer to be walking around on their phone, taking pictures and texting at their leisure for no
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other reason other than a special circumstance. If you cannot determine the difference between a
legitimate reason and one that is not, please ask a manager to clarify.
4.24 FRATERNIZATION
GWC strongly discourages romantic relationships between coworkers, especially those who work in the
same retail location. These relationships between employees can cause friction in the workplace as well
as real, imagined or possible claims of favoritism or sexual harassment. If two employees of nonmanagerial status or two employees in supervisory positions (or any combination of these positions)
begin a relationship, they must disclose the relationship, in its entirety, to the HR Department. If the two
employees do not disclose the relationship immediately, they may be subject to disciplinary action up to
transfer or termination. If appropriately disclosed, there is still potential for one or both employees to be
reassigned or relocatedto other locationsas long as there are positions available.
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SECTION 5
STANDARDS OF CONDUCT
Work rules and standards of conduct for GWC are important, and the Company regards them seriously.
All employees are urged to become familiar with these rules and standards. In addition, employees are
expected to follow the rules and standards faithfully in doing their own jobs and conducting the
Company’s business. Please note that any employee who deviates from these rules and standards will
be subject to corrective action, up to and including termination of employment (see Section 4.10,
Corrective Action).
While not intended to list all the forms of behavior that are considered unacceptable in the workplace,
the following are examples of rule infractions or misconduct that may result in disciplinary action,
including termination of employment:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Theft or inappropriate removal or possession of Company property;
Falsification of timekeeping records (See Section 6.2, Timekeeping);
Working under the influence of alcohol or illegal drugs (See Section 5.6, Substance Abuse);
Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace (See
Section 5.6, Substance Abuse);
Fighting or threatening violence in the workplace (See Section 5.9, Workplace Violence);
Boisterous or disruptive activity in the workplace including discussing personal or business matters
in front of customers.
Negligence or improper conduct leading to damage of Company-owned or employee-owned
property and/or failure to report an incident in a timely fashion;
Insubordination or other disrespectful conduct toward a customer, employee or management;
Violation of safety or health rules;
Smoking, vaping and/or using tobacco products in the workplace, on company property or on the
clock;
Unlawful or unwelcome harassment (See Section 5.3, Harassment);
Sexual Harassment (See Section 10, Sexual Harassment);
Excessive absenteeism or any absence without notice (See Section 5.1, Attendance/Punctuality and
Section 5.2, Absence Without Notice);
Unauthorized use of telephones, computersor other Company-owned equipment (See Section 5.4,
Telephone Use);
Using Company equipment for purposes other than business (See Section 5.8, Internet and Computer
Use);
Unauthorized disclosure of business secrets, confidential information including the personal
information about former and current employees;
Violation of employment and/or personnel policies; and/or
Unsatisfactory performance or conduct.

5.1 ATTENDANCE/PUNCTUALITY
GWC’s workweek begins on Monday and ends on Sunday. All stores are open daily except for
Thanksgiving and Christmas. All stores are open every other day of the year.
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Store hours have been set for each store and must be followed by all GigglesWorld® staff in order to
provide a distinctive consumer shopping experience and for brand identification. These hours have
been defined as peak shopping times for physical retail locations and have proven to meet most
customer needs.
All employees are expected to be punctual. Tardiness will not be tolerated. Employees who are late for
a shift or to open a store location, the office, or the warehouse will face disciplinary action up to and
including termination. Employees who are late for any shift, without a valid reason, may also be
terminated. Store associates are expected to arrive and be clocked in 5 minutes before store opening in
order to have the store open and ready for business at store opening time.
GWC expects that every employee will be regular and punctual in attendance. You were hired to
perform an important function within the organization and GWC needs cooperation and commitment
from everyone to operate effectively. This means being in the office, warehouse, or store, ready to
work, at the appropriate starting time each day. Absenteeism and tardiness places a burden on other
employees and on the Company. Calling out for being “sick” when you aren’t or calling out for a
“family emergency” when there is none, not only causes a burden on other employees and the Company
but is simply unfair to the people that you work with. GWC will not tolerate excessive absenteeism
and/or excessive tardiness. Employees who violate this policy will face disciplinary action, up to and
including termination.This policy will be vigorously enforced.
If you are unable to report for work for any reason, you must call and speak to the District Manager or
the owner at least 2 hours before your scheduled starting time. Company phone numbers can be found
in TrackSmart, our scheduling and time clock application. Texting and/or emailing anyone to report
an absence is not acceptable. Calling, texting and/or emailing a store or a co-worker is not acceptable.
Employees must call and speak to the District Manager or the owner in order to ensure your absence is
reported at least 2 hoursbefore your starting time. If your absence continues over a period of days, you
must call in every single day that you are absent unless you are on an approved leave of absence.
Anyone who calls out for an illness must provide a note signed and dated by a medical practitioner that
states the illness is gone and it is safe to return to work. Any employee who calls out for a death in the
family must provide the obituary and service information so that we may send our condolences.
Employees that want to leave a previously scheduled shift early must give notice to their supervisor the
day beforeat minimum.This allows time for management to attempt to get the open shift covered.
Employees that agree to switch shifts or other schedule modifications must inform management so that
the schedule can be adjusted and ensure that all employees are compensated for the time they work.
Employees are not permitted to leave the building or premises unless clocked out. This includes reasons
such as smoking, phone use, or any other personal reason. If an employee must leave the building or
premises for any reason at all, during a shift, permission must first be received from the District
Manager or owner and that employee must clock out before leaving.
5.2 ABSENCE WITHOUT NOTICE
If you are unable to report for work for any reason, you must call and speak to the District Manager or
an owner at least 2 hoursbefore your scheduled starting time. Company phone numbers can be found in
Section 1 of this Manual and in TrackSmart, our scheduling and time clock application. Texting and/or
emailing anyone to report an absence is not acceptable. Calling, texting and/or emailing a store or a
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co-worker is not acceptable. Employees must call and speak to the District Manager or an owner in
order to ensure your absence is reported at least 2 hours before your starting time. This will allow the
Company to arrange for temporary coverage of your duties, and helps other employees to continue work
in your absence. If you do not report for work and you do not call and report your absence to
management, your position with the Company will be terminated and you will be removed from the
payroll.
If you become ill while at work or must leave the office, warehouse, or store for some other reason
before the end of your scheduled shift, you MUST inform a manager of the situation AND receive
approval to leave the workplace. Any absence from the workplace is unpaid. Employees must clock out
if leaving the workplace for any reason.
5.3 HARASSMENT
GWC is committed to providing a comfortable work environment that is free of discrimination and
unlawful harassment. Additionally, GWC strives to provide a rewarding work environment, supporting
the goals of the laws that prohibit employment discrimination and harassment, and complying with all
applicable discrimination and harassment laws. Actions, words, jokes, or comments based on an
individual’s sex, race, ethnicity, age, religion, disability, or any other legally protected characteristic
under federal, state, or local law will not be tolerated. To be unlawful, conduct must be so severe and
pervasive that it unreasonably interferes with an employee’s ability to work.
If you believe you have been the victim of harassment, or know of another employee who has, you are
encouraged to and have a responsibility to report it immediately. Employees can raise concerns and
make reports without fear of retaliation.GWC treats alleged violations of this policy seriously and, to
every extent possible, confidentially. No action will be taken against any employee merely because
he/she reports behavior believed to violate this policy. We ensure all employees we will take actions to
investigate and resolve complaints.
Any supervisor who becomes aware of possible harassment should promptly advise the President/CEO
or Vice President who will handle the matter in a timely and confidential manner.
For the Sexual Harassment Policy, please see Section 10 of this Manual.
5.4 TELEPHONE AND CELLULAR/SMART PHONE USE
GWC’s telephone lines are intended for the use of serving our customers and in conducting the
Company’s business. Personal use of the company telephone lines during business hours is not allowed
except in extreme emergencies. Personal phone calls and/or texting on your own cell phone during
work hours are prohibited as well. Employees are not permitted to use their cellular/smart phone during
a shift except in emergencies.
If an employee is found to be deviating from this policy, they will be subject to disciplinary action,
including written documentation and, in extreme cases, termination (See Section 4.10, Corrective
Action).
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With respect to genuine business phone calls, good telephone etiquette is important when dealing with
the public. Identify the company and yourself in a pleasant and helpful voice. The following are
examples of the only acceptable greeting to be used when answering an incoming call at a store location:
Giggles in Wappingers, this is Gianna, how may I help you?
Happy Habits on North Plank, this is Niko, how may I help you?
Be courteous, professional, and cheerful. Always thank the caller at end of the conversation.
The stores have a no cellular/smart phone policy for the associates as well as the customers. If someone
needs to get in touch with you, in an emergency only, they can call the store phone. All other personal
phone calls and communications are not permitted during your shift. The only time you may use your
phone is while you are on your break, or while you are taking photos for content articles.
If you bring your cellular/smart phone into the store with you, it must be put on silent and must remain
in your bag, in the backroom. If you don’t have a bag with you, it must still be on silent and must remain
in the backroom until your break, or the end of your shift. Violation of this policy will result in
disciplinary action up to and including termination for repeat offenders.
The only exception to this rule is if upper management (Ange, Tim) are in, or working in, the store,
since employees need to be able to get in touch with them at all times.
5.5 PUBLIC IMAGE/DRESS CODE
GWC believes that appropriate dress and personal grooming create a favorable image. You are expected
to use good judgment and to maintain high standards in your personal cleanliness and attire. You create
the image many people will have about GWC and you represent us within the community. Please check
your appearance before reporting to work. A well-groomed appearance and good hygiene creates a
good impression and gives you confidence when dealing with others.GWC’s objective is to establish
and maintain a relaxed, casual environment that will enable employees to work comfortably. Even in
the most casual work environment, the employee’s choice of clothing is not a free for all and is
reflective of the company as whole. Because the workplace is a JOB and you interact with co-workers,
as well as customers, all employees are asked to maintain a particular standard with regard to clothing
wornat work.
The following items are considered inappropriate working attire for GWC:
 Sheer or revealing clothing
 Shorts
 Mini skirts
 Sweat pants
 Pajamas
 Clothing that allows the midriff to show
 Dirty or unwashed clothing
 Flip flops
GWC’s ideal attire for work consists of clean, comfortable jeans, closed, comfortable shoes or sneakers
and the company assigned t-shirt.You may wear a long sleeve shirt UNDER your work shift, but not
over. GWC’s logo MUST be visible for all customers to see. This policy will be vigorously enforced.
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For the first two weeks of employment, new hires are to wear a dark blue or black shirt, free of any
logos or branding until the official company T-shirts have been assigned.
Upon receiving your first pay check, GWC will provide 2 company shirts to newly hired employees.
Employees will be required to pay a deposit of $10.00 per shirt for a total of $20.00. This required shirt
deposit will be returned upon 90 days of successful employment. If you quit or are fired prior to the 90
day mark, the deposit is NON-refundable and the t-shirts are yours to keep.
Also at 90 days, employees will receive 1 additional free t-shirt. This will give you a total of 3
shirts.Employees will also receive 1 free shirt 6 months thereafter of successful employment equaling 2
shirts per year. Always make sure your shirts are clean and in good condition. If you would like to have
more shirts, they can be purchased at a reduced sale price, for yourself only.
The dress policy is mandatory, in order to maintain an inviting and classy atmosphere, as well as create
a good impression and to cultivate confidence when dealing with customers. Inappropriately dressed
employees will be dismissed to change. The GWC image to the public is very important in order to gain
a customer base and is also one aspect of providing top-notch customer service. Employees are
expected to act professionally, even if not wearing a suit, at all times.Consult your supervisor if you
have any questions about appropriate business attire.
5.6 SUBSTANCE ABUSE
GWC is committed to providing a safe and productive workplace for its employees. In keeping with this
commitment, the following rules regarding alcohol and drugs of abuse have been established for all staff
members, regardless of rank or position, including both full time and part time employees. The rules
below apply during working hours to all employees of GWC while they are on Company premises or
elsewhere on Company business:
•
•
•

The manufacture, distribution, possession, sale, or purchase of controlled substances of
abuse on Company property is prohibited.
Being under the influence of illegal drugs, alcohol, or substances of abuse on Company
property is prohibited.
Working while under the influence of prescription drugs that impair performance is
prohibited.

So that there is no question about what these rules signify, please note the following definitions:
Company property: All Company owned or leased property used by employees.
Controlled substance of abuse: Any substance listed in Schedules I-V of Section 202 of the
Controlled Substance Act, as amended.
Drug: Any chemical substance that produces physical, mental, emotional, or behavioral change
in the user.
Drug paraphernalia: Equipment, a product, or material that is used or intended for use in
concealing an illegal drug, or otherwise introducing into the human body an illegal drug or
controlled substance.
Illegal drug:
a. Any drug or derivative thereof whose use, possession, sale, transfer, attempted sale or
transfer, manufacture, or storage is illegal or regulated under any federal, state, or local law or
regulation.
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Illegal drug: (continued from previous page.)
b. Any drug, including – but not limited to – a prescription drug, used for any reason
other than that prescribed by a physician.
c. Inhalants used illegally.
Under the influence: A state of not having the normal use of mental or physical faculties
resulting from the voluntary introduction into the body of an alcoholic beverage, drug, or
substance of abuse.
Consistent with the rules listed above, any of the following actions constitutes a violation of the
Company’s policy on drugs and may subject an employee to disciplinary action, up to and including
immediate termination:
• Using, selling, purchasing, transferring, manufacturing, or storing an illegal drug or drug
paraphernalia, or attempting to or assisting another to do so, while in the course of
employment.
• Working or reporting to work, conducting Company business, or being on Company
property while under the influence of an illegal drug or alcohol, or in an impaired
condition.
5.7 TOBACCO PRODUCTS
The use of tobacco products is not permitted anywhere on the Company’s premises,for the health and
safety of employees, customers, and visitors. If you wish to use tobacco products, you must leave the
premises, not just the building.
Smoking is prohibited while you are on shift and working on the clock! You must clock outand leave
the premises to use tobacco products.
5.8 INTERNET AND COMPUTER USE
GWC employees are allowed use of the Internet and e-mail when necessary to serve our customers and
conduct the Company’s business only. GWC computers, network, and email addresses are not to be used
for personal business.
Employees may use the internet when appropriate to access information needed to conduct business of
the Company. Employees may use e-mail when appropriate for Company business correspondence.
Use of the internet for company business must not disrupt operation of the company computer network.
Use of the internet must not interfere with an employee's productivity. Employees are responsible for
using the internet in a manner that is ethical and lawful. Misuse of the internet and computer system by
employees may lead to disciplinary action, up to and including termination.
Internet messages and documents created belong to the Company, therefore, they are public and not
private and may be read by other employees and, under some circumstances, by others outside the
workplace. GWC reserves the right to access and monitor all files and messages on its systems.
Employees have no right of privacy as to any information or files maintained in or on GWC’s property
or transmitted or stored through the Company’s electronic information systems or other technical
resources. Access to employee computer and internet files may be needed during regular maintenance
of the system, when the Company has a business need to access the employee’s electronic mail or
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computer files, when the Company receives a legal request to disclose electronic information, and when
the Company has reason to believe that employees are using its electronic information systems or other
technical resources in violation of GWC’s policies. Because GWC is sensitive to employee’s privacy
concerns, it will try to access electronic information systems in a respectful and responsible manner.
Employees should also be aware that even though a message may be deleted from the system, a record
of it may remain either on the daily backups of all data or in other ways. It is possible to re-create a
“deleted” message. Ultimately, privacy of messages is not assured to anyone.
You must be extremely cautious to prevent computer viruses from infecting GWC’s computers or
computer network or causing computer system problems. In addition, loading pirated software into
GWC’s computers may create legal liability for GWC. Therefore, under no circumstances may you load
unauthorized computer software onto any computer owned or leased by GWC. If you wish to load
software onto one of GWC’s computers, in any way, you must first receive permission from your
supervisor, who may insist on loading the software personally even if permission is granted.
Downloaded software and materials must be used and, if necessary, purchased in accordance with the
United States copyright law.
5.9 SOCIAL MEDIA
Employees are prohibited from accessing social media while on shift and on the clock. Taking pictures
at work and posting them on social media at any time is prohibited.
In the interest of professional courtesy and mutual respect, employees are expected to address concerns
about work, colleagues, and working conditions through the proper channels: supervisory, managerial,
and/or Human Resources. Internet or social media posting of concerns or complaints are counterproductive and do not remedy legitimate concerns about working conditions.
Posting complaints, concerns, or company practices or policies through social media while employed
could result in disciplinary action up to and including termination, depending on the level of the
infraction. While the right to affect change for working conditions is protected speech, the nature of the
comment(s) will be reviewed on a case-by-case basis to determine if any infraction has occurred.
Employees who leave the company are asked to discuss any problems that led to their separation
through the exit interview process, rather than online, on social media or third-party websites so they can
be addressed by the appropriate managerial staff.
Current and post-employment online complaints will result in an addendum to the reference check
policy. References may reflect a staff member’s online behavior to future employers.
5.10 WORKPLACE VIOLENCE
GWC will not tolerate threatening, intimidating, malicious, or violent behavior directed toward
employees or other individuals by anyone on Company property or during work time. The purpose of
this policy is to minimize the potential risk of personal injury to employees and/or others, and to reduce
the possibility of damage to Company property in the event anyone, for any reason, is unhappy with a
Company decision or personal action by an employee or member of management.
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GWC will take decisive and appropriate action in response to inappropriate behavior. This may include,
but is not limited to, heightened security, suspension and/or termination of a business relationship,
reassignment of job duties, suspension or termination of employment, and/or criminal prosecution of the
person(s) involved.
All employees are responsible for notifying the President/CEO or Vice President of any possible
violations of this policy or other threats to workplace security that they have experienced, witnessed, or
otherwise become aware of. Possible violations include threatening, intimidating, malicious, or violent
behavior that is or was job-related or has been or might be carried out on GWC property. Employees are
responsible for reporting this behavior regardless of the relationship between the individual who
initiated the inappropriate behavior and the person who was the target of the behavior.
If you receive or overhear any threatening communications from or to an employee or outside third
party, report it to your supervisor at once. Do not engage in either physical or verbal confrontation
with a potentially violent individual. If you encounter an individual who is threatening immediate
harm to an employee or anyone else on our premises, contact an emergency agency or the police
immediately. Then immediately report the concern to your supervisor. All incidences of workplace
violence, no matter how insignificant, should be properly logged with names of person(s) involved,
date of incident, witnesses to occurrence, and description of event.
All reports of work-related threats will be kept confidential (to the extent possible), investigated,
responded to, and documented. Employees are expected to report and participate in an investigation of
any suspected or actual cases of workplace violence. Employees are reminded that victims have a legal
right to prosecute perpetrators.
Violations of this policy, including your failure to report or fully cooperate in GWC’s investigation, may
result in disciplinary action up to and including immediate discharge. GWC expects all employees to
maintain a safe and secure work environment and reduce the risk of violent behavior that may affect the
Company’s employees and those who interact with its employees by complying with the spirit of this
policy.
5.11 PHOTOGRAPHY IN THE WORKPLACE
GWC does not allow photography in the workplace by customers. Customers are not permitted to use
their cell/smart phones while shopping in our stores. Photos taken in the workplace by GWC employees
are limited to photos taken of product to be featured on social media. Photography of the retail stores
(inside and out), office, and warehouseis also restricted due to interests ofpublic morality and the
protection of minors. Images are deemed adult-only and we must ensure that any display is restricted to
the proper audience. Photography restriction is protected by copyright and privacy law.
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SECTION 6
WAGE AND SALARY POLICIES
6.1 WAGE OR SALARY INCREASES
Wage or salary increases will be determined individually, on the basis of job performance, adherence to
company policies and procedures, the ability to meet or exceed duties per job description, and the
achievement of personal performance goals.
Although the Company’s salary ranges and hourly wage schedules will be adjusted on an ongoing basis,
GWC does not grant “cost of living” increases. Performance is the key to wage increases in this
Company.
6.2 TIMEKEEPING
Accurately recording time worked is the responsibility of every full time and part time employee. Time
worked is the time actually spent on a job(s) performing assigned duties.GWC does not pay for extended
breaks, sick time, or time spent on personal matters.
The time clock is a legal instrument. Altering, falsifying, tampering with time records, or recording time
on another team member’s time record will result in disciplinary action, including termination of
employment.
GWC corporate offices and warehouse open at 9:00 a.m. sharp from Monday through and including
Friday. Starting time for office and warehouse employees is either 9:00 a.m. or 10:00 a.m. Tardiness
will not be tolerated. If you are late, you must provide a written explanation with a legitimate reason. If
you fail to provide a written explanation of your tardiness, disciplinary action will be enforced for each
incident via written warnings that may lead to further disciplinary action up to and including
termination.
Please see section 4.6 for business hours pertaining to Giggles and Happy Habits locations. All retail
store employees must arrive and be clocked in five minutes before the store is scheduled to be open and
ready for business at the scheduled time of opening. Tardiness will not be tolerated. If you are late, you
must provide a written explanation with a legitimate reason. If you fail to provide a written explanation
of your tardiness, disciplinary action will be enforced for each incident via written warnings that may
lead to further disciplinary action up to and including termination. GWC store employees operate using
a rotating schedule to accommodate all employees equally. Schedules are posted on TrackSmart, the
internet based time clock and scheduling system and are subject to change to meet business or employee
demands.
TrackSmart is an internet based time clock and scheduling system used by all employees at GWC. Once
hired, all new employees will be entered into the system with basic information: first and last name, cell
phone number, email address, position and location. An invitation will be sent to the new hire’s email
address. Please check your SPAM folder for the TrackSmart invitation. The new employee must accept
the invitation, set up their account and create a password. Once a new hire has his or her password set,
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he or she is now eligible to clock in for a shift. Please note that employees are only permitted to clock in
on store computers.
Using your email address and the password you created when you accepted the TrackSmart invitation,
you may now log onto TrackSmart.
THERE ARE THREE VERY IMPORTANT RULES TO BE FOLLOWED WHEN USING
TRACKSMART:
Rule 1) You must UNCHECK the box on the log in screen that says “Stay signed in.” If you do not
unclick the box and log in to TrackSmart, you may stay signed in even if you manually log off. Even if
you log off and close the browser, your account may still be logged in when you open the browser and
go to the TrackSmart website. This can cause other employees to inadvertently clock you out on your
account without meaning to.
Rule 2) After you log in and clock in or out, you must IMMEDIATELY log out of TrackSmart. If you
do not immediately log out of your account, other employees may inadvertently clock you out on your
account. In addition, if you do not log out after clocking out for break, the system will clock you into
the wrong location when you clock back in.
Rule 3) Please do not clock in for your shift anymore than FIVE minutes before it is scheduled to
begin. This includes opening shifts. If you clock in more than FIVE minutes before your shift begins, it
will be adjusted. The same goes with breaks. Do not clock in EARLY from your break that you are
REQUIRED to take. If you clock in EARLY from your break, it will be adjusted to the full length of
your REQUIRED break. If you take a cigarette break, it is a mandatory 15 minute deduction in time. If
you clock in earlier, it will be adjusted. When you leave for your shift, you should not be punching out
anymore than fifteen minutes after it was scheduled to end. Sometimes there are circumstances when
there are multiple customers waiting to be helped or customers in the store past closing. If one of these
circumstances occurs, please see below for the email you must send.
Please be aware that repeated misuse of TrackSmart can lead to disciplinary action.
It is up to you to remember to properly clock in and out for your shifts. Although we have a system in
place for requesting time clock adjustments, this cannot be a “fail safe” for constantly forgetting to clock
in for shifts and after breaks. Forgetting to clock in does not excuse you from clocking in for the rest
of the day/shift. If you forget to clock in after break, clock in as soon as you remember. Time clock
adjustments are time consuming and excessive requests can lead to disciplinary action including
termination. With that being said . . .
Employees may request time record adjustments by emailing angela@gw-corp.com from the store email
account with very specific details about the request. Please title the email “Tracksmart Adjustmentand include Date and your first name. Example- Tracksmart Adjustment-Angela Bernardo 6/15/2021.
You must include the REASON for the change, the ACTUAL TIMES the records should be adjusted to
and any other specific details related to the request. Here are some examples of reasons for time clock
adjustments and what the email should say:
This is Gianna. There was a power failure in the building when I arrived for my shift this
morning.
I arrived at 9:55 am and was finally able to clock in when the power was restored at
10:17 am.
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This is Niko. I was called to come in an hour early today but was unable to clock in
because according to the
schedule, my shift hadn’t yet started. I was originally scheduled to start at 3:00 pm but I
started at 1:55 pm today.
This is Gianna and Niko. We stayed a little late due to customers being in the store
passed closing time.
We are leaving now at 9:25 pm.
Generally speaking, most time clock adjustment requests are granted and completed in a timely manner,
after verification.
There is a TrackSmart app that you can download on your smart phone that shows your schedule and the
schedules for all GWC locations. It is very convenient and it is suggested that all employees use it.
TrackSmart can also be accessed on any desktop computer with proper log in credentials. If you have
any questions about TrackSmart, schedules or your time records, please ask your Team Leader, or
Anges email angela@gw-corp.com.
6.3 PAYDAYS
All employees are paid weekly, on every Friday, in accordance with the regular payroll process. In the
event that a regularly scheduled payday falls on a holiday or in cases of extreme weather, employees
will receive checks on the next day of operation.Pay checks are available at the HQ office after 12:00
pm every Friday.
Paychecks will not, under any circumstances, be given to any person other than the employee without
written authorization. Paychecks may also be mailed to the employee’s address upon request.
After 30 days of successful employment, you may opt to enroll in direct deposit. To enroll in direct
deposit, you must submit the Direct Deposit form required by Paychex, our payroll company, along with
a voided check which has been pre-printed with your name and account details. If you do not have preprinted checks, you may submit a letter from your bank that contains the details of your account
information. These documents may be submitted to the office in person or by placing them in a shift
envelope.
6.4 BREAKS
Any employee working six or more hours must take a thirty minute break, at minimum. Any employee
working less than six hours may still clock out for a break, with permission, but a break is not required
by law. If you are working less than six hours, you may still use the restroom as necessary, without
clocking in and out. Employees may not bring food to the store, clock in and eat while on the clock.
This is absolutely against company policy and will lead to disciplinary action up to and including
termination from the company. If you bring food into the store, you must take any leftovers, wrappers
and food garbage with you when you leave. These items may not be put in the store’s trash can at any
time. This policy will be vigorously enforced.
If you are scheduled to work eight hours or more, you must take at least a one hour break, two half hour
breaks or one half hour and two fifteen minute breaks. All employees must clock out for their breaks.
All employees must clock out to use tobacco products and/or to leave the premises. Any employee
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determined to have violated a time clock or break policy will face disciplinary action up to and including
termination from employment.
It is a clear break policy violation or misconduct to “shave time” off of your breaks in order to increase
the number of hours that go into the amount of your pay check. “Shaving time” off of a break includes
clocking back in from break at an earlier time than the minimum required break, failing to clock out for
a break when a break was required by law, clocking in earlier than you begin to work and/or allowing
yourself to be clocked out automatically even though you stopped working before that time. Wage theft,
time shaving and/or stealing time, in any form, are strictly prohibited and considered to be misconduct
which will lead to disciplinary action, up to and including termination from employment. This policy
will be vigorously enforced.
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SECTION 7
HOLIDAYS AND SPECIAL LEAVE
7.1 HOLIDAYS AND VACATION TIME
GWCobserves the followingnon-paid holidays for all full timeand part time employees located in the
office, warehouse, and all stores:
•
•

Thanksgiving Day
Christmas Day

7.2 JURY DUTY/MILITARY LEAVE
Employees will be granted time off to serve on a jury or military leave without pay, unless required by
law. All employees will be kept on the active payroll until their civic duties have been completed. A
copy of the jury duty summons and all other associated paperwork must be submitted to the HQ office
for record keeping.

29

SECTION 8
EMPLOYEE COMMUNICATIONS
8.1 EMPLOYEE POSTINGS
Employee postings and communications are placed strategically in the workplace to provide employees
access to important information and announcements. Every employee is responsible for reading and
retaining the necessary information posted.
Informational signs or “postings” may be hung by the time clock, in the stock rooms, and/or by the cash
register for reminder purposes. Examples of correspondence for employee postings include:
•
•
•
•
•
•
•

Daily store operations
Register procedures
Product sale notices
Security reminders
Mandatory federal and state postings
Employment insurance postings, forms and information
Store opening and closing checklists

8.2 PROCEDURE FOR HANDLING EMPLOYEE CONCERNS
Under normal working conditions, employees who have a job-related problem, question, or complaint
should first discuss it with their supervisor. At this level, employees usually reach the simplest,
quickest, and most satisfactory solution. If the employee and supervisor do not solve the problem,
GWCencourages employees to contact the President/CEO or Vice President for prompt resolution. All
employee concerns will be held in the strictest confidentiality.
In the interest of professional courtesy and mutual respect, employees are expected to address concerns
about work, colleagues, and working conditions through the proper channels: supervisory, managerial,
and/or Human Resources. Internet or social media posting of concerns or complaints are counterproductive and do not remedy legitimate concerns about working conditions.
Posting complaints, concerns, or company practices or policies through social media while employed
could result in disciplinary action up to and including termination, depending on the level of the
infraction. While the right to affect change for working conditions is protected speech, the nature of the
comment(s) will be reviewed on a case-by-case basis to determine if any infraction has occurred.
Employees who leave the company are asked to discuss any problems that led to their separation
through the exit interview process, rather than online, on social media or third-party websites so they can
be addressed by the appropriate managerial staff.
Current and post-employment online complaints will result in an addendum to the reference check
policy. References will reflect a staff member’s online behavior to future employers.
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SECTION 9
PAYMENT CARD INDUSTRY SECURITY STANDARDS
CREDIT CARD SECURITY COMPLIANCE
9.1 SECURITY POLICY FOR GIGGLESWORLD® CORPORATION
1.0 Purpose:
The purpose is to ensure that a policy is maintained that addresses information security for employees
and contractors.
2.0 Scope:
This policy applies to GigglesWorld® Corporation in its entirety, including all systems, network, and
applications that process, store or transmit sensitive information.
3.0 Policy:
3.1 Security Policy
3.1.1 The security policy will be reviewed and updated annually.
3.1.2 An annual risk assessment will be performed that identifies threats and vulnerabilities.
3.1.3 Daily operational procedures will be developed and maintained that are consistent with
the policies.
3.1.4 Usage policies for critical employee-facing technologies (such as modems and wireless)
will be developed to define proper use of these technologies for all employees and
contractors. These usage policies will require the following:
3.1.4.1 Explicit management approval
3.1.4.2 Authentication for use of the technology
3.1.4.3 List of all such devices and personnel with access
3.1.4.4 Labeling of devices with owner, contact information, and purpose
3.1.4.5 Acceptable uses of the technologies
3.1.4.6 Acceptable network locations for the technologies
3.1.4.7 List of company approved products
3.1.4.8 Automatic disconnect of modem sessions after a specific period of inactivity
3.1.4.9 Activation of modems for vendors only when needed by vendors, with immediate
deactivation after use
3.1.4.10 When accessing cardholder data remotely via modem, prohibition of storage of
cardholder data onto local hard drives, floppy disk, or other external media.
Prohibition of cut-and-paste and print functions during remote access.
3.1.5 All security policies and procedures will clearly define information security
responsibilities for all employees and contractors.
3.1.6 Procedures will be developed that assign information security management
responsibilities, specifically including maintenance of the security policies and
procedures, monitoring of security alerts and information, security incidence response
and escalation procedures, administration of user accounts, and monitoring and control of
all access to data.
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Employee Security Education
3.2.1 A formal security awareness program will be implemented to make all employees aware
of the importance of cardholder data security.
3.2.2 All employees will be educated upon hire and at least annually.
3.2.3 All employees will be required to acknowledge in writing that they have read and
understand the company’s security policies and procedures.
3.3 Employee Screening
3.3.1 New employees and employees being promoted will be subject to background checks as
limited by law.
3.4 Service Providers Policy
3.4.1 All service providers with which cardholder data is shared must adhere to the PCI DSS
requirements and must sign an agreement acknowledging that the service provider is
responsible for the security of cardholder data the provider possesses.
3.4.2 A list of all service providers must be maintained.
3.4.3 A process for engaging service providers must be maintained. This process will include
proper due diligence prior to engagement.
3.4.4 The status of PCI DSS compliance for all service providers will be regularly monitored
and documented.
3.5 Incident Response Policy
3.5.1 An incident response plan will be implemented to be prepared to respond immediately to
a system breach.
3.5.2 The incident response plan will address specific incident response procedures, business
recovery and continuity procedures, data backup processes, roles and responsibilities, and
communication and contact strategies.
3.5.3 The incident response plan will be tested at least annually.
3.5.4 The incident response plan will designate the specific personnel responsible and the
training of those persons.
3.5.5 The incident response plan will address the actions to be taken for specific alerts from
intrusion detection and monitoring systems.
3.5.6 The incident response plan will be modified and amended as necessary based on lessons
learned and industry developments.
4.0 Responsibility:
The Security Officer is responsible for leading compliance activities that bring GigglesWorld®
Corporation into compliance with the PCI Data Security Standard and other applicable regulations.
5.0 Policy History:
Initial effective date: 04/21/2010
3.2
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Sexual Harassment Policy for
All Employers in New York State
Section 10 - Sexual Harassment Policy
Introduction
GigglesWorld® Corporation is committed to maintaining a workplace free from sexual harassment. Sexual
harassment is a form of workplace discrimination. All employees are required to work in a manner that prevents
sexual harassment in the workplace. This Policy is one component of GigglesWorld® Corporation’s commitment
to a discrimination-free work environment. Sexual harassment is against the law 1 and all employees have a legal
right to a workplace free from sexual harassment and employees are urged to report sexual harassment by filing
a complaint internally with GigglesWorld® Corporation. Employees can also file a complaint with a government
agency or in court under federal, state or local antidiscrimination laws.
Policy:
1. GigglesWorld® Corporation’s policy applies to all employees, applicants for employment, interns, whether
paid or unpaid, contractors and persons conducting business, regardless of immigration status, with
GigglesWorld® Corporation. In the remainder of this document, the term “employees” refers to this
collective group.
2. Sexual harassment will not be tolerated. Any employee or individual covered by this policy who engages
in sexual harassment or retaliation will be subject to remedial and/or disciplinary action (e.g., counseling,
suspension, termination).
3. Retaliation Prohibition: No person covered by this Policy shall be subject to adverse action because the
employee reports an incident of sexual harassment, provides information, or otherwise assists in any
investigation of a sexual harassment complaint. GigglesWorld® Corporation will not tolerate such
retaliation against anyone who, in good faith, reports or provides information about suspected sexual
harassment. Any employee of GigglesWorld® Corporation who retaliates against anyone involved in a
sexual harassment investigation will be subjected to disciplinary action, up to and including termination.
All employees, paid or unpaid interns, or non-employees2 working in the workplace who believe they have
been subject to such retaliation should inform a supervisor, manager, or Tim Serino, President/CEO. All
employees, paid or unpaid interns or non-employees who believe they have been a target of such
retaliation may also seek relief in other available forums, as explained below in the section on Legal
Protections.
4. Sexual harassment is offensive, is a violation of our policies, is unlawful, and may subject GigglesWorld®
Corporation to liability for harm to targets of sexual harassment. Harassers may also be individually
subject to liability. Employees of every level, who engage in sexual harassment, including managers and
supervisors who engage in sexual harassment or who allow such behavior to continue, will be penalized
for such misconduct.
5. GigglesWorld® Corporation will conduct a prompt and thorough investigation that ensures due process
for all parties, whenever management receives a complaint about sexual harassment, or otherwise knows
of possible sexual harassment occurring. GigglesWorld® Corporation will keep the investigation
confidential to the extent possible.
6. Effective corrective action will be taken whenever sexual harassment is found to have occurred. All
employees, including managers and supervisors, are required to cooperate with any internal investigation
of sexual harassment.
1
While this policy specifically addresses sexual harassment, harassment because of and discrimination against persons of all protected
classes is prohibited. In New York State, such classes includeage, race, creed, color, national origin, sexual orientation, military status, sex,
disability, marital status, domestic violence victim status, gender identity and criminal history.
2
A non-employee is someone who is (or is employed by) a contractor, subcontractor, vendor, consultant, or anyone providing services in the
workplace.Protected non-employees include persons commonly referred to as independent contractors, “gig” workers and temporary
workers.Also included are persons providing equipment repair, cleaning services or any other services provided pursuant to a contract with the
employer.
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7. All employees are encouraged to report any harassment or behaviors that violate this policy.
GigglesWorld® Corporation will provide all employees a complaint form for employees to report
harassment and file complaints.
8. Managers and supervisors are required to report any complaint that they receive, or any harassment that
they observe or become aware of, to Tim Serino, President/CEO.
9. This policy applies to all employees, paid or unpaid interns, and non-employees and all must follow and
uphold this policy. This policy must be provided to all employees and should be posted prominently in all
work locations to the extent practicable (for example, in a main office, not an offsite work location) and be
provided to employees upon hiring.
What Is “Sexual Harassment”?
Sexual harassment is a form of sex discrimination and is unlawful under federal, state, and (where applicable)
local law. Sexual harassment includes harassment on the basis of sex, sexual orientation, self-identified or
perceived sex, gender expression, gender identity and the status of being transgender.
Sexual harassment includes unwelcome conduct which is either of a sexual nature, or which is directed at an
individual because of that individual’s sex when:
•
•
•

Such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance
or creating an intimidating, hostile or offensive work environment, even if the reporting individual is not the
intended target of the sexual harassment;
Such conduct is made either explicitly or implicitly a term or condition of employment; or
Submission to or rejection of such conduct is used as the basis for employment decisions affecting an
individual’s employment.

A sexually harassing hostile work environment includes, but is not limited to, words, signs, jokes, pranks,
intimidation or physical violence, which are of a sexual nature, or which are directed at an individual because of
that individual’s sex. Sexual harassment also consists of any unwanted verbal or physical advances, sexually
explicit derogatory statements or sexually discriminatory remarks made by someone which are offensive or
objectionable to the recipient, which cause the recipient discomfort or humiliation, which interfere with the
recipient’s job performance.
Sexual harassment also occurs when a person in authority tries to trade job benefits for sexual favors. This can
include hiring, promotion, continued employment or any other terms, conditions or privileges of employment. This
is also called “quid pro quo” harassment.
Any employee who feels harassed should report so that any violation of this policy can be corrected promptly.
Any harassing conduct, even a single incident, can be addressed under this policy.
Examples of sexual harassment
The following describes some of the types of acts that may be unlawful sexual harassment and that are strictly
prohibited:
•

•

•
•
•
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Physical acts of a sexual nature, such as:
o Touching, pinching, patting, kissing, hugging, grabbing, brushing against another employee’s
body or poking another employee’s body;
o Rape, sexual battery, molestation or attempts to commit these assaults.
Unwanted sexual advances or propositions, such as:
o Requests for sexual favors accompanied by implied or overt threats concerning the target’s job
performance evaluation, a promotion or other job benefits or detriments;
o Subtle or obvious pressure for unwelcome sexual activities.
Sexually oriented gestures, noises, remarks or jokes, or comments about a person’s sexuality or sexual
experience, which create a hostile work environment.
Sex stereotyping occurs when conduct or personality traits are considered inappropriate simply because
they may not conform to other people's ideas or perceptions about how individuals of a particular sex
should act or look.
Sexual or discriminatory displays or publications anywhere in the workplace, such as:

Displaying pictures, posters, calendars, graffiti, objects, promotional material, reading materials or
other materials that are sexually demeaning or pornographic. This includes such sexual displays
on workplace computers or cell phones and sharing such displays while in the workplace.
Hostile actions taken against an individual because of that individual’s sex, sexual orientation, gender
identity and the status of being transgender, such as:
o Interfering with, destroying or damaging a person’s workstation, tools or equipment, or otherwise
interfering with the individual’s ability to perform the job;
o Sabotaging an individual’s work;
o Bullying, yelling, name-calling.
o

•

Who can be a target of sexual harassment?
Sexual harassment can occur between any individuals, regardless of their sex or gender. New York Law protects
employees, paid or unpaid interns, and non-employees, including independent contractors, and those employed
by companies contracting to provide services in the workplace. Harassers can be a superior, a subordinate, a
coworker or anyone in the workplace including an independent contractor, contract worker, vendor, client,
customer or visitor.
Where can sexual harassment occur?
Unlawful sexual harassment is not limited to the physical workplace itself. It can occur while employees are
traveling for business or at employer sponsored events or parties. Calls, texts, emails, and social media usage by
employees can constitute unlawful workplace harassment, even if they occur away from the workplace premises,
on personal devices or during non-work hours.
Retaliation
Unlawful retaliation can be any action that could discourage a worker from coming forward to make or support a
sexual harassment claim. Adverse action need not be job-related or occur in the workplace to constitute unlawful
retaliation (e.g., threats of physical violence outside of work hours).
Such retaliation is unlawful under federal, state, and (where applicable) local law. The New York State Human
Rights Law protects any individual who has engaged in “protected activity.”Protected activity occurs when a
person has:
•
•
•
•
•

Made a complaint of sexual harassment, either internally or with any anti-discrimination agency;
testified or assisted in a proceeding involving sexual harassment under the Human Rights Law or other
anti-discrimination law;
opposed sexual harassment by making a verbal or informal complaint to management, or by simply
informing a supervisor or manager of harassment;
reported that another employee has been sexually harassed; or
encouraged a fellow employee to report harassment.

Even if the alleged harassment does not turn out to rise to the level of a violation of law, the individual is protected
from retaliation if the person had a good faith belief that the practices were unlawful. However, the retaliation
provision is not intended to protect persons making intentionally false charges of harassment.
Reporting Sexual Harassment
Preventing sexual harassment is everyone’s responsibility. GigglesWorld® Corporation cannot prevent or
remedy sexual harassment unless it knows about it. Any employee, paid or unpaid intern or non-employee who
has been subjected to behavior that may constitute sexual harassment is encouraged to report such behavior to a
supervisor, manager or Tim Serino, President/CEO. Anyone who witnesses or becomes aware of potential
instances of sexual harassment should report such behavior to a supervisor, manager or Tim Serino,
President/CEO.
Reports of sexual harassment may be made verbally or in writing. A form for submission of a written complaint is
attached to this Policy, and all employees are encouraged to use this complaint form. Employees who are
reporting sexual harassment on behalf of other employees should use the complaint form and note that it is on
another employee’s behalf.
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Employees, paid or unpaid interns or non-employees who believe they have been a target of sexual harassment
may also seek assistance in other available forums, as explained below in the section on Legal Protections.
Supervisory Responsibilities
All supervisors and managers who receive a complaint or information about suspected sexual harassment,
observe what may be sexually harassing behavior or for any reason suspect that sexual harassment is occurring,
are required to report such suspected sexual harassment to Tim Serino, President/CEO.
In addition to being subject to discipline if they engaged in sexually harassing conduct themselves, supervisors
and managers will be subject to discipline for failing to report suspected sexual harassment or otherwise
knowingly allowing sexual harassment to continue.
Supervisors and managers will also be subject to discipline for engaging in any retaliation.
Complaint and Investigation of Sexual Harassment
All complaints or information about sexual harassment will be investigated, whether that information was reported
in verbal or written form. Investigations will be conducted in a timely manner, and will be confidential to the extent
possible.
An investigation of any complaint, information or knowledge of suspected sexual harassment will be prompt and
thorough, commenced immediately and completed as soon as possible. The investigation will be kept confidential
to the extent possible. All persons involved, including complainants, witnesses and alleged harassers will be
accorded due process, as outlined below, to protect their rights to a fair and impartial investigation.
Any employee may be required to cooperate as needed in an investigation of suspected sexual harassment.
GigglesWorld® Corporation will not tolerate retaliation against employees who file complaints, support another’s
complaint or participate in an investigation regarding a violation of this policy.
While the process may vary from case to case, investigations should be done in accordance with the following
steps:
• Upon receipt of complaint, Tim Serino, President/CEO will conduct an immediate review of the
allegations, and take any interim actions (e.g., instructing the respondent to refrain from communications
with the complainant), as appropriate. If complaint is verbal, encourage the individual to complete the
“Complaint Form” in writing. If he or she refuses, prepare a Complaint Form based on the verbal
reporting.
• If documents, emails or phone records are relevant to the investigation, take steps to obtain and preserve
them.
• Request and review all relevant documents, including all electronic communications.
• Interview all parties involved, including any relevant witnesses;
• Create a written documentation of the investigation (such as a letter, memo or email), which contains the
following:
o A list of all documents reviewed, along with a detailed summary of relevant documents;
o A list of names of those interviewed, along with a detailed summary of their statements;
o A timeline of events;
o A summary of prior relevant incidents, reported or unreported; and
o The basis for the decision and final resolution of the complaint, together with any corrective
action(s).
• Keep the written documentation and associated documents in a secure and confidential location.
• Promptly notify the individual who reported and the individual(s) about whom the complaint was made of
the final determination and implement any corrective actions identified in the written document.
• Inform the individual who reported of the right to file a complaint or charge externally as outlined in the
next section.
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Legal Protections And External Remedies
Sexual harassment is not only prohibited by GigglesWorld® Corporation but is also prohibited by state, federal,
and, where applicable, local law.
Aside from the internal process at GigglesWorld® Corporation, employees may also choose to pursue legal
remedies with the following governmental entities. While a private attorney is not required to file a complaint with
a governmental agency, you may seek the legal advice of an attorney.
In addition to those outlined below, employees in certain industries may have additional legal protection.
State Human Rights Law (HRL)
The Human Rights Law (HRL), codified as N.Y. Executive Law, art. 15, § 290 et seq., applies to all employers in
New York State with regard to sexual harassment, and protects employees, paid or unpaid interns and nonemployees, regardless of immigration status. A complaint alleging violation of the Human Rights Law may be
filed either with the Division of Human Rights (DHR) or in New York State Supreme Court.
Complaints with DHR may be filed any time within one year of the harassment. If an individual did not file at
DHR, they can sue directly in state court under the HRL, within three years of the alleged sexual harassment.
An individual may not file with DHR if they have already filed a HRL complaint in state court.
Complaining internally to GigglesWorld® Corporation does not extend your time to file with DHR or in court. The
one year or three years is counted from date of the most recent incident of harassment.
You do not need an attorney to file a complaint with DHR, and there is no cost to file with DHR.
DHR will investigate your complaint and determine whether there is probable cause to believe that sexual
harassment has occurred. Probable cause cases are forwarded to a public hearing before an administrative law
judge. If sexual harassment is found after a hearing, DHR has the power to award relief, which varies but may
include requiring your employer to take action to stop the harassment, or redress the damage caused, including
paying of monetary damages, attorney’s fees and civil fines.
DHR’s main office contact information is: NYS Division of Human Rights, One Fordham Plaza, Fourth Floor,
Bronx, New York 10458. You may call (718) 741-8400or visit: www.dhr.ny.gov.
Contact DHR at (888) 392-3644 or visit dhr.ny.gov/complaint for more information about filing a complaint. The
website has a complaint form that can be downloaded, filled out, notarized and mailed to DHR. The website also
contains contact information for DHR’s regional offices across New York State.
Civil Rights Act of 1964
The United States Equal Employment Opportunity Commission (EEOC) enforces federal anti-discrimination laws,
including Title VII of the 1964 federal Civil Rights Act (codified as 42 U.S.C. § 2000e et seq.).An individual can file
a complaint with the EEOC anytime within 300 days from the harassment. There is no cost to file a complaint
with the EEOC. The EEOC will investigate the complaint, and determine whether there is reasonable cause to
believe that discrimination has occurred, at which point the EEOC will issue a Right to Sue letter permitting the
individual to file a complaint in federal court.
The EEOC does not hold hearings or award relief, but may take other action including pursuing cases in federal
court on behalf of complaining parties. Federal courts may award remedies if discrimination is found to have
occurred. In general, private employers must have at least 15 employees to come within the jurisdiction of the
EEOC.
An employee alleging discrimination at work can file a “Charge of Discrimination.”TheEEOC has district, area, and
field offices where complaints can be filed. Contact the EEOC by calling 1-800-669-4000 (TTY: 1-800-669-6820),
visiting their website at www.eeoc.gov or via email at info@eeoc.gov.
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If an individual filed an administrative complaint with DHR, DHR will file the complaint with the EEOC to preserve
the right to proceed in federal court.
Local Protections
Many localities enforce laws protecting individuals from sexual harassment and discrimination. An individual
should contact the county, city or town in which they live to find out if such a law exists. For example, employees
who work in New York City may file complaints of sexual harassment with the New York City Commission on
Human Rights. Contact their main office at Law Enforcement Bureau of the NYC Commission on Human Rights,
40 Rector Street, 10th Floor, New York, New York; call 311 or (212) 306-7450; or visit
www.nyc.gov/html/cchr/html/home/home.shtml.
Contact the Local Police Department
If the harassment involves unwanted physical touching, coerced physical confinement or coerced sex acts, the
conduct may constitute a crime. Contact the local police department.

See the following pages for the complaint form.
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