
1 
 

 
Instructions for 
WDW Employee Policy Manual 
                                                                                                                                                             

 
 

1. This document is for your information.   
 
2. Carefully read the document. 

 
3. Please remember to click on the “Click Here to Sign and Submit” 

button which is located on the last page of the online document.  
 
--Thank You. 
 
 
 
 
 
 
 
 
 
 
 

  



 
 
 
 
 
 
 
 
 
 
 
 
 

Employee Policy Manual 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Employee Policy Manual 
  
 
 

  

Table of Contents 
 
 
Introduction ............................................................................................. 1 
Employee Policy Manual Overview ........................................................... 2 
Equal Employment Opportunity................................................................. 3 
Attendance............................................................................................... 4 
Bereavement Leave ................................................................................. 5 
Bridging of Service ................................................................................... 6 
Business Expenses.................................................................................... 8 
Company Property ................................................................................... 9 
Complaints............................................................................................. 10 
Complimentary Entrance Pass ................................................................ 11 
Computer Usage and Security ................................................................. 12 
Confidential Information......................................................................... 16 
Conflicts of Interest ................................................................................. 17 
Corporate Identity .................................................................................. 19 
Discipline ............................................................................................... 21 
Educational Reimbursement ................................................................... 23 
Employment of Relatives ........................................................................ 24 
Employment References and Requests for Employee Information............. 25 
Family Care Leave - CALIFORNIA ............................................................ 26 
Family Care Leave - OUTSIDE CALIFORNIA ............................................... 29 
Gifts ....................................................................................................... 32 
Harassment ........................................................................................... 34 
Health and Welfare Plans ........................................................................ 35 
Illness or Injury —  Non-Occupational ...................................................... 36 
Jury Service............................................................................................ 37 
Layoffs................................................................................................... 38 
Legal Appearances................................................................................. 39 
Medical Examinations............................................................................. 40 
Membership in Professional Organizations.............................................. 41 
Overtime Pay ......................................................................................... 42 
Personnel Files and Records.................................................................... 43 
Promotions ............................................................................................ 44 
Recruiting, Selecting, and Hiring of Personnel .......................................... 45 
Relocation.............................................................................................. 46 
Rest and Meal Periods............................................................................. 47 
Retirement Plan ..................................................................................... 48 

 
Page i January 2004  



Employee Policy Manual 
  
 
 

  

Table of Contents 
(continued) 

 
 
Safety and Accident Prevention ............................................................... 49 
Security ................................................................................................. 50 
Service Awards ...................................................................................... 51 
Solicitation/Distribution of Literature....................................................... 52 
Standards of Business Conduct................................................................ 53 
Stock Purchase Program ......................................................................... 54 
Termination ........................................................................................... 55 
Transfers ............................................................................................... 58 
Unsolicited Submission of Creative Ideas ................................................. 59 
Use of Company Names, Characters or Symbols ...................................... 61 
Vacation ................................................................................................ 62 
Voting .................................................................................................... 64 
Work-Incurred Illness or Injury — Workers’ Compensation ...................... 65 
 
 
Site Specific Policies 
Appearance Standards ........................................................................... 67 
Company Property ................................................................................. 68 
Employee Discounts ............................................................................... 69 
Gratuities ............................................................................................... 71 
Holidays................................................................................................. 72 
Jury Service............................................................................................ 76 
Leaves of Absence .................................................................................. 77 
Scheduling ............................................................................................. 82 
Security ................................................................................................. 83 
Sick Pay ................................................................................................. 84 
Smoking................................................................................................. 87 
Termination ........................................................................................... 88 
Traffic Safety .......................................................................................... 89 
Vacation ................................................................................................ 90 
Work-Incurred Illness or Injury —  Workers’ Compensation...................... 91 
 
 

 
January 2004  Page ii 



Employee Policy Manual 
  
 
 

  

Introduction 
 
 
The strength of The Walt Disney Company and its affiliates lies in the enduring 
dedication of its people — all of us, as employees and Cast Members — working 
together in a common interest.  No one understands this more than Michael Eisner and I 
do, and we know that one of the reasons for our ability to work effectively together is the 
fairness of the rules that govern our conduct. 
 
This Employee Policy Manual is the latest and most complete written expression of those 
rules.  I ask you to review it for guidance on many issues and situations we may all face.   
 
With thanks for your service and enthusiasm, 

 
 

Robert A. Iger 
President and Chief Operating Officer 
The Walt Disney Company 
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Employee Policy Manual Overview 
 
 
The policies in this manual are of two kinds.  In the front section are those that apply to 
all employees of The Walt Disney Company and its subsidiary and affiliated companies 
(together, the “Company”).  In the second section are those that are specific to a 
particular business unit or location. 
 
A policy is a statement of general objective, intent, or guideline.  If the application of a 
policy is unclear, employees should contact their Human Resources Department, 
Employee Relations Department, or Labor Relations Department (all referred to herein as 
the “Human Resources Department”) for interpretation and assistance. 
 
These policies apply to all employees except to the extent they are subject to a collective 
bargaining agreement which sets forth different terms and conditions, in which case the 
collective bargaining agreement will apply.  The Company complies with any federal, 
state or local law applicable to the policies in this manual. 
 
This manual is the property of the Company.  Please keep it readily available.  If in doubt 
about whether your copy contains the most up-to-date statement of policy, refer to The 
Disney Team Portal or contact your local human resources department. 
 
The Company reserves the right to amend, supplement, or rescind any policy or any 
provision reflected in this manual as the Company may deem appropriate in its sole and 
absolute discretion, whether or not in writing. 
 
All employees of the Company are employees at will unless subject to a specific signed 
written contract specifying employment for a particular term.  Employment at will means 
an employee may be transferred, reassigned, or demoted, or his or her employment may 
be terminated, with or without cause, and with or without notice.  Either the employee or 
the Company may terminate the employment relationship at will for any reason not 
prohibited by law or by a written Company policy in effect at the time of termination.  
Any practices that are or may appear to be at variance with this do not effect a waiver by 
the Company of the at-will employment status.  No one has authority to modify or waive 
the at-will status in any way except the senior officer in charge of corporate operations of 
The Walt Disney Company, who may do so only in writing. 
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Equal Employment Opportunity 
 
 
It is the policy of the Company to provide equal opportunity for all employees and 
applicants for employment without regard to race, religion, color, sex, sexual orientation, 
national origin, age, marital status, covered veteran status, mental or physical disability, 
pregnancy, or any other basis prohibited by state or federal law.  This policy extends, but 
is not limited, to recruitment and employment, promotion, demotion, transfer, layoff, 
termination, rate of pay and other forms of compensation, education, and training. 
 
This policy also prohibits employees from harassing any other employee, guest, or other 
person in the course of the Company’s business for any reason including, but not limited 
to, race, religion, color, sex, sexual orientation, national origin, age, marital status, 
covered veteran status, mental or physical disability, pregnancy, or any other basis 
prohibited by state or federal law.  See also the Harassment policy. 
 
 
The Human Resources Department and all members of Management administer this 
policy. 
 
1. All personnel decisions must be made without prejudice or discrimination in 

accordance with the principles of equal opportunity.   
 

2. Retaliation against an employee who has made a good faith complaint about 
violation of this policy, or has cooperated with an investigation of such a complaint, 
is strictly prohibited. 
 

3. Disciplinary action, not excluding termination, will be warranted if an employee 
fails to adhere to the provisions of this policy. 
 

4. Employees who believe they have been harassed, discriminated, or retaliated against 
in violation of this policy should promptly report the facts of the incident and the 
name of the person involved to their Human Resources Department.  Every report 
will be investigated. 
 

5. Alternatively, employees may call the Company Guideline at (800) 699-4870.  See 
also the Complaints policy, the Harassment policy, and the Standards of Business 
Conduct policy. 
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Attendance 
 
 
It is the policy of the Company that employees must maintain a satisfactory attendance 
record. 
 
 
The Human Resources Department and Management administer this policy. 
 
1. Employees who are unable to report to work, or who expect to be late, must notify 

their supervisor as soon as possible before their scheduled starting time in order to 
allow alternate arrangements to be made. 
 

2. If employees are unable to notify their immediate supervisor, they must notify 
another member of their department management as promptly as possible. 
 

3. Absenteeism or tardiness may result in disciplinary action, not excluding 
termination. 
 

4. Absence for three or more consecutive work days without notification to an 
employee’s supervisor will result in termination of employment as of the end of the 
third day, absent extraordinary circumstances. 
 

5. The Company may request documentation from the treating physician supporting an 
employee’s absence from work. 
 

6. Employees must maintain accurate time and attendance records. 
 
7. False or materially incomplete entries on Company attendance or time records will 

subject the employee to termination of employment. 
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Bereavement Leave 
 
 
It is the policy of the Company to provide bereavement leave to eligible employees upon 
the death of an eligible family member. 
 
 
The Human Resources Department administers this policy. 
 
1. Regular employees are eligible for this benefit. 

 
2. Conditions 

 
A. The deceased must be a spouse, qualified same-sex domestic partner, child, 

stepchild, grandchild, parent, parent-in-law, grandparent, or sibling of the 
employee.  If an employee was especially close to or had responsibility for a 
relative other than these, bereavement leave may be granted by the head of 
Human Resources or a designated Human Resources representative. 
 

B. Bereavement leave may be taken for up to five work days for each applicable 
occasion. 
 

C. Payment is available only for scheduled work shifts which employees miss due 
to arrangement of, travel time to, and attendance at funeral services. 
 

D. Requests for bereavement leave must be made to and approved by the 
employee’s immediate supervisor.  The employee’s relationship to the deceased 
and, upon request, the location and date of the funeral, must be provided in the 
request for bereavement leave. 
 

E. Requests for bereavement leave pay must be made no later than 30 days after 
the date of the leave. 
 

F. Employees must record any day they are absent from work due to bereavement 
leave. 

 
G. Bereavement leave benefits may not be accumulated, nor will employees be 

paid in lieu of any unused bereavement leave. 
 

H. Payment for bereavement leave will be made at the base wage or salary rate in 
effect at the time of the leave.  Shift premium and lead pay will be included in 
the computation of bereavement leave when applicable. 
 

I. Employees on leaves of absence generally are not eligible for bereavement 
leave. 
 

J. Should the death of an employee’s eligible family member occur while an 
employee is on vacation, vacation may be changed to include, or be replaced 
by, bereavement leave, at the request of the employee. 
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Bridging of Service 
 
 
It is the policy of the Company to provide eligible employees with bridging of breaks in 
employment with the Company. 
 
 
The Human Resources Department administers this policy. 
 
1. Definition 

 
A. The term “bridging of service” means adding a period of previous Company 

employment to the current period of employment with the Company for an 
“adjusted hire date” for determining an employee’s total years of Company 
service for benefit eligibility other than the retirement plans. 
 

B. For retirement plan purposes, the retirement plan’s bridging of service 
provisions apply. 
 

2. Conditions 
Upon request, employees will be eligible for bridging of service as follows: 
 
A. Employees Who Voluntarily Terminate Their Employment 

Regular employees who voluntarily terminate their employment will be eligible 
for immediate bridging of service if they return to the Company as a regular 
employee within 30 calendar days after their employment with the Company 
has terminated.  If they return to the Company beyond 30 calendar days, and if 
they have completed five or more continuous full years of prior service with the 
Company, they will be eligible for bridging of service if, after their return to the 
Company as a regular employee, they complete an additional five full years of 
continuous service. 
 

B. Employees Whose Employment Is Involuntarily Terminated 
 
1) Regular employees who are laid off or whose employment is terminated 

for remaining on a medical leave of absence in excess of the time 
permitted by Company policy will receive immediate bridging of service 
if they are reemployed, as a regular employee, by the Company within 12 
months of their termination date.  If they are reemployed by the Company 
as a regular employee after 12 months, they will be eligible for bridging of 
service if they have completed five or more continuous full years of prior 
service with the Company and after their return complete an additional 
five full years of continuous service. 
 

2) Regular employees whose employment is involuntarily terminated for any 
other reason will not be eligible for bridging of service. 
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Bridging of Service 
(continued) 

 
 

3. Employee benefits (except retirement plans) with a length of service requirement 
will be based on the adjusted hire date after bridging of service has been approved.   
 

4. Bridging of service does not change union seniority except where expressly 
provided for in the applicable collective bargaining agreement. 
 

5. Any exception to this policy must be reviewed and approved in advance by the 
senior vice president of Corporate Human Resources. 
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Business Expenses 
 
 

It is the policy of the Company to reimburse employees for reasonable business expenses.   
 
 
The Finance Department and Management administer this policy. 
 
1. Specific Travel and Business Guidelines may be issued for each business unit.   

 
2. Falsification of an expense report will subject the employee to termination of 

employment. 
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Company Property 
 
 
It is the policy of the Company that Company property, including but not limited to 
documents, electronic records, office supplies and clothing, may be used only in 
connection with Company business. 
 
 
The Security Department, the Human Resources Department, and Management 
administer this policy. 
 
1. Company property, including anything in waste containers, may not be removed 

from Company premises without written approval by the head of the department 
having responsibility for the property. 
 

2. An employee who uses Company property but fails to see that it is kept in good 
repair or loses it may be disciplined. 
 

3. When an employee leaves or is terminated from the Company, the Human 
Resources Department or management is to account for and obtain all property, 
including Company documents in the employee’s possession. Employees must 
reimburse the Company for any property not returned. 
 

4. Keys 
 
A. The unauthorized possession, use, or duplication of Company keys is 

prohibited. 
 

B. Employees must return Company keys upon demand by the Company or 
termination of employment. 
 

C. If an employee no longer has use for a key issued to him or her, the employee 
must return it to the Security Department or management. 
 

5. Telephone Voice Mail 
All voice mail messages are the property of the Company.  The Company may, in its 
sole discretion, access, record, or disclose any voice mail message left on a 
Company voice mail system, without further notice to the employee. 
 

6. Company employee identification cards may not be duplicated in any way. 
 

7. Violation of this policy may result in disciplinary action, not excluding termination. 
 

8. See also the Computer Usage and Security policy and the Security policy. 
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Complaints 
 
 
It is the policy of the Company to encourage employees to discuss their work-related 
problems with their supervisors. 
 
 
The Human Resources Department and Management administer this policy. 
 
1. Complaints should be handled, if possible, within an employee’s department. 

 
2. An employee should discuss a work-related problem with his or her immediate 

supervisor as soon as possible.  In the case of a complaint of discrimination or 
harassment, see also the Equal Employment Opportunity policy and the Harassment 
policy. 
 

3. Employees who want further review of their complaint should submit the complaint 
in writing to the head of their department.  For still further review, they should 
submit a written complaint to their head of Human Resources. 
 

4. Alternatively, employees may contact their Human Resources Department or may 
call the Company Guideline at (800) 699-4870.  See also the Standards of Business 
Conduct policy. 
 

5. Retaliation against an employee who has made a good faith complaint, or has 
cooperated with an investigation of such a complaint, is strictly prohibited. 
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Complimentary Entrance Pass 
 
 
It is the policy of the Company to provide complimentary entrance passes to Company-
owned theme parks to eligible employees and retirees.  
 
 
The Human Resources Department and the Ticket Services Department administer this 
policy. 
 
1. For specific information about pass usage, refer to the written pass usage guidelines 

or contact the Ticketing Services Department. 
 

2. The Company reserves the right to restrict the use of the passes in its sole discretion. 
 

3. Passes are valid only during regular Park operating hours when admission tickets are 
accepted at the Main Entrance.  They are not valid on dates designated by the 
Company and during private parties or events requiring special admission tickets.   
 

4. Passholders must show their employee identification card or other valid photo 
identification at the time the pass is used. 
 

5. Passes may be used only one time per day, but entitle the passholder to visit more 
than one Park on the same day.  Passes may not be used separately by both the 
employee and his or her spouse/qualified same-sex domestic partner on the same 
day. 
 

6. Passholders are prohibited from selling, trading, or soliciting to sell their pass 
privileges. 
 

7. Passholders who abuse their entrance pass privileges, including selling, trading or 
soliciting to sell the privileges, may lose the privilege or be subject to disciplinary 
action, not excluding termination. 
 

8. Passholders who transfer to another Company location will be subject to the 
eligibility requirements for entrance passes at that location. 
 

9. Entrance passes are the property of the Company and are not transferable.  They 
must be returned upon termination of employment or upon demand by the 
Company.   
 

10. Passholders are required to pay a fee to the Company for replacement of lost passes 
unless they present a police report documenting that the pass was stolen. 
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Computer Usage and Security 
 
 
It is the policy of the Company that its computer systems be used appropriately and in a 
secure environment. 
 
 
The Information Technology Department and Management administer this policy. 
 
1. Ownership of Assets and Licenses of Software 

 
A. All computer programs or data purchased or licensed by or developed for the 

Company are the property of the Company or its licensors.  In no event shall 
any computer program, data, documentation, listing, source code, or object 
code be sold, licensed, released or loaned to individuals or entities outside the 
Company, without prior express permission of the Chief Information Officer 
and an appropriate written agreement prepared by the Legal Department. 
 

B. All electronic mail messages are the property of the Company. 
 

C. All purchases, leases or licenses by the Company of computer hardware or 
software must be made pursuant to written agreements approved by the Legal 
Department. 
 

2. Appropriate Use 
 
A. Company owned, leased, licensed or operated computer systems, including 

hardware, software and data, are to be used for Company business.  If a 
Company computer user is uncertain about whether any particular use is 
appropriate, he or she should seek a determination from his or her supervisor or 
the appropriate security administrator. 
 

B. Software or other copyrighted material licensed from a third party may be used 
only in accordance with the license agreement.  If anyone using software or 
licensed material is uncertain about permitted uses, he or she should seek a 
determination from the Legal Department. 
 

C. The Company’s computer systems may not be used for unlawful activities,  
including copying, distributing or storing copyrighted materials in violation of 
copyright laws or license agreements. 
 

D. The Company’s computer systems may not be used for solicitation for 
religious, political, charitable, social or personal purposes.  See also the 
Solicitation/Distribution of Literature policy. 
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Computer Usage and Security 
(continued) 

 
 

E. Employees may not use racial epithets, make ethnic slurs, tell jokes, create, 
send, or retrieve any materials, or engage in other conduct that is inappropriate 
for the workplace based on race, sex, religion, sexual orientation, age, 
disability, national origin, or any other basis prohibited by state or federal law. 
 

F. The Company’s computer systems may not be used for personal activities that 
incur additional costs to the Company or interfere with the employee’s work 
performance. 
 

G. Internet users must honor posted remote site security and usage policies. 
 

3. Confidential Information and Security 
 
A. Any access to any proprietary or confidential Company information by anyone 

without a need to know is prohibited. 
 

B. Any disclosure of any proprietary or confidential information, including 
employee, customer, or vendor information, to anyone without a need to know 
is prohibited. 
 

C. All employees are required to ensure that the Company’s assets are protected 
against improper use, disclosure, theft, compromise or destruction.  Employees 
must: 
 
• Follow all Security Policies and Standards issued by the Information 

Technology Department. 

• Not subvert or disable password, virus detection, or other security 
protections. 

• Not disclose or share passwords or other security features. 

• Not attempt unauthorized access to any Company computer system, 
device, site or asset. 

• Not attempt to access any Company computer system, device, network, 
site or other asset from any unauthorized device, location, or software. 

• Report incidents of any attempted information security breach or security 
lapse to management. 

• Participate in periodic security awareness training. 
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Computer Usage and Security 
(continued) 

 
 

D. The use of computer passwords does not constitute any promise of 
confidentiality to any employee regarding any communications or material 
created, accessed or stored through the use of such passwords. 
 

E. Management, in its sole discretion and without further notice, may periodically 
access, monitor, review, disclose, and control any aspect of access to or use of 
Company computer resources (e.g., equipment, software, systems, networks, 
data, documentation, or files, including individual employee computer files, 
electronic mail, or Internet usage). 
 

F. Employees whose employment with the Company has terminated or whose 
duties no longer require use of Company computer systems or access to 
Company data must return to their supervisor all Company property and 
equipment used in connection with Company computer systems.  Such items 
include, without limitation, keys, access badges and computer equipment.  
 

4. Use of Systems by Non-Employees 
 
A. Customers, suppliers or other third parties may use the Company computer 

systems when appropriate, only if authorized in writing by a director or vice 
president of the business unit with which they are associated.  Non-employees 
must be identified as such in the directory of the electronic mail system. 
 

B. Management which authorizes a non-employee’s use of computer systems must 
notify the security administrator promptly when the non-employee terminates 
his or her business relationship with the Company, so that access to use of the 
computer systems may be terminated. 
 

C. Employees designated as responsible for contract administration with a vendor, 
contractor or consultant who has access to, or is providing, Company computer 
hardware, software or data, are responsible for informing such vendor, 
contractor or consultant of this policy and for requiring compliance with this 
policy. 
 

5. Unsolicited Submission of Ideas 
It is the long-standing policy of the Company not to accept the submission of ideas 
without prior authorized invitation.  The word “ideas” in this context includes all 
creative suggestions, artwork, design, theme park attractions concepts, game 
proposals, scripts, treatments, manuscripts, and songs, in whatever form, from 
whatever source, and however communicated.  As soon as an employee realizes that 
a message he or she has received constitutes the submission of an idea, the employee 
should stop reading the message and follow the guidelines as set forth in the 
Unsolicited Submission of Creative Ideas policy. 
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Computer Usage and Security 
(continued) 

 
 
6. Violations 

Violations of this policy, including the making, acquiring or using of unauthorized 
copies of software or other copyrighted material, may result in disciplinary action, 
not excluding termination. 
 
If employees learn of any violation of this policy, they must notify their department 
head. 
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Confidential Information 
 
 
It is the policy of the Company that employees may not use or disclose Company 
proprietary information for their personal or non-Company purposes.   
 
 
The Corporate Communications Department and Management administer this policy. 
 
1. Employees may have access to important information about the Company or other 

corporations with which the Company is doing business that is confidential and not 
general knowledge.  Employees may not, without permission from an authorized 
member of management, disclose data or information of a proprietary or confidential 
nature concerning the Company to anyone not employed by the Company, or to 
another employee who has no need for or right to know such data or information. 
 

2. Employees may have access to confidential information concerning the Company’s 
customers, employees and other individuals associated with the Company.  
Employees should not, without proper permission from an authorized member of 
management, give or release confidential data or information concerning any 
customer, employee or other individual associated with the Company to anyone not 
employed by the Company, or to another employee who has no need for or right to 
know such data or information. 
 

3. Any disclosure of proprietary vendor information to anyone who does not have a 
need to know is prohibited. 
 

4. Any access to any proprietary or confidential Company data by anyone without a 
need to know is prohibited. 
 

5. Employees may not answer questions from, or speak on behalf of the Company to, 
the press or third parties except when specifically authorized to do so.  Any such 
requests from the press or other third parties should be directed to the Corporate 
Communications Department, or to the communications department for the business 
unit most closely connected with the subject matter of the request. 
 

6. Violation of this policy may result in disciplinary action, not excluding termination. 
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Conflicts of Interest 
 
 
It is the policy of the Company that employees must avoid conflicts of interest or the 
appearance of conflicts of interest in the performance of their jobs. 
 
 
The Corporate Management Audit Department, the Business Standards Policy and 
Programs Department, and Management administer this policy. 
 
1. Conflicts of Interest 

 
Every employee must avoid conflicts of interest or the appearance of conflicts of 
interest in the performance of his or her job.  
 
Employees may not, without the approval of the Company, conduct business on 
behalf of the Company with a member of their immediate family, or with any 
business organization in which they, or (to their knowledge) any member of their 
immediate family, has a direct or indirect financial interest. 
 
A Supervisor with actual knowledge, may not, without the approval of the 
Company, allow Supervised employees to conduct business on behalf of the 
Company with a member of the Supervisor’s immediate family, or with any business 
organization in which the Supervisor, or (to the Supervisor’s  knowledge) any 
member of the Supervisor’s immediate family, has a  financial interest.   
 
Employees not actually doing business themselves but who are in a position to 
influence or affect the Company’s business relationships with other business 
organizations may not, without the approval of the Company, seek to influence the 
Company’s decision to enter into, continue, or terminate a business relationship with 
any business organization in which they, or any member of their immediate family, 
have a direct or indirect material financial interest.  
 
Employees in a position to influence or affect the Company’s business relationships 
with any business organization that does business or seeks to do business with the 
Company must disclose to Corporate Management Audit Department any direct or 
indirect material financial interest that they, or any member of their immediate 
family, have or acquire with such business organization. 
 
Similarly, employees who have knowledge that an employee they indirectly 
supervise is doing business, or intending to do business, with a member of that 
indirect supervisor’s immediate family, or with any business organization in which 
they, or (to their knowledge) any member of their immediate family, have a direct or 
indirect financial interest, must disclose the relevant information to the Corporate 
Management Audit Department.  
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Conflicts of Interest 
(continued) 

 
 

An employee shall not engage in any type of self-employment or employment by 
another to an extent that such employment interferes in any way with the 
performance of the employee’s services to the Company.  No employee shall 
compete with the Company, render services to, or have a material financial interest 
in, a competitor of the Company. 

 
For purposes of this policy, the following definitions apply: 
 
• “Immediate family” members mean a spouse, parents, children, siblings and 

mothers and fathers-in-law, sons and daughters-in-law, brothers and sisters-in-
law, as well as persons (other than household employees) who permanently 
reside in a person’s home. 
 

• A “material financial interest” means any remunerated relationship or 
arrangement (e.g., as an agent, representative, employee, promoter, consultant 
or “finder”) with a business organization, or any ownership interest (of stock, 
partnership interests, etc.) in excess of 5% in a publicly traded entity; or, in the 
case of a non public entity, having a fair market value in excess of $25,000, 
unless such interest is demonstrably not material.   
 

• For purposes of this policy only, “Supervisor” is an employee who directly 
supervises any other person.  A “Supervised employee” is an employee who is 
supervised directly by a Supervisor. 

  
2. Violation of this policy may result in disciplinary action, not excluding termination. 
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Corporate Identity  
 
 
It is the policy of the Company that Company marks, logos, stationery, and corporate 
names be used consistently and precisely. 
 
 
The Corporate Graphics Department, the Corporate Brand Management Department, the 
Office of the Corporate Secretary, and Management administer this policy. 
 
1. This program applies, without exception, to all uses of Company logos, marks and 

names, including, for example, on stationery (such as letterhead, envelopes, business 
cards and note paper), reports, presentation materials, memoranda, Web sites, email 
messages, fax cover sheets, articles of clothing, and novelty items, except on 
merchandise authorized for sale to the public in the regular course of the Company’s 
business.   
 

2. No Company logo, mark, or corporate name may be used on any Company materials 
without prior approval.   
 

3. To obtain approval for the design of any Company logo or marks, contact the 
Corporate Graphics Department in Burbank. 
 

4. To obtain approval for the use of Company logos, marks or characters, contact the 
Corporate Brand Management Department in Burbank. 
 

5. To obtain approval for the use of new or existing Company names, contact the 
Office of the Corporate Secretary in Burbank. 
 

6. All stationery must be approved in advance and submitted on the appropriate request 
form. All stationery materials must be printed by a Company-approved print house. 
 

7. The following is not permitted: 
 
A. Electronic versions of Company stationery may not be used.  Company 

stationery includes, but is not limited to, Company letterhead, memorandum 
paper, personalized note stationery.  All documents must be printed on pre-
printed stationery. 
 

B. Departments may not use stationery materials printed with their departmental 
name.  
 

C. Departments may not use a logo different from that of the legal name, or 
approved trade name, of their Company. 
 

D. Employees may not use business cards without their name and title. 
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Corporate Identity  
(continued) 

 
 

E. Non-employees of the Company may not use Company stationery materials.  
Employees of other companies or entities, including temporary leased workers, 
may not use stationery materials with Company logos, marks, or corporate 
names, even if they have offices on Company property. 
 

F. Company logos, marks, or names may not be used in conjunction with logos, 
marks or names of non-Company entities or businesses. 
 

G. Fax cover sheets may not be used with the likeness of a Disney character, a 
Company logo, or a Company name. Fax cover sheets may only identify the 
sender’s name, telephone and fax number. 
 

H. Corporate logos, corporate names and tag lines may not be altered in any 
manner. 
 

I. See also the Use of Company Names, Characters or Symbols policy. 
 
J. Violation of this policy may result in disciplinary action, not excluding 

termination. 
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Discipline 
 
 
It is the policy of the Company to take action as the Company, in its sole discretion, 
deems necessary in response to conduct and performance which fall below the 
Company’s high standards. 
 
 
The Human Resources Department and Management administer this policy. 
 
1. All employees of the Company are employees at will unless subject to a specific 

signed written contract specifying employment for a particular term.  Employment at 
will means an employee may be reassigned, transferred, or demoted, or his or her 
employment terminated, with or without cause, and with or without notice.  Either 
the employee or the Company may terminate the employment relationship at will for 
any reason not prohibited by law or by a written Company policy in effect at the 
time of termination.  Any practices that are or may appear to be at variance with this 
do not effect a waiver by the Company of the at-will employment status.  No one 
has authority to modify or waive the at-will status in any way except the senior 
officer in charge of corporate operations of The Walt Disney Company, who may do 
so only in writing.   
 

2. The Company may discipline employees when and in the manner it, in its sole 
discretion, deems appropriate.  Discipline may include, depending on the 
circumstances of each individual case, some or all of the following: oral or written 
warnings, counseling, suspension, or termination.  
 

3. The use of disciplinary procedures, such as warnings, counseling or suspension, 
does not alter the at-will status of employees. 
 

4. Examples of standards and requirements with which employees are expected to 
comply include, but are not limited to, the following: 
 
A. Employees may not use racial epithets, make ethnic slurs, tell jokes or engage 

in other verbal or written conduct that is inappropriate for the workplace based 
on race, sex, religion, sexual orientation, age, disability, national origin, or any 
other basis prohibited by state or federal law. 
 

B. Employees must perform their jobs satisfactorily. 
 

C. Employees may not disregard any established safety rule or procedure. 
 

D. Employees may not engage in horseplay or any other action that interferes with 
work. 
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Discipline 
(continued) 

 
 

E. Employees may not harass, threaten with physical violence, intimidate, or 
coerce any employee, guest, or other person in the course of the Company’s 
business. 
 

F. Employees may not gamble while on duty. 
 

G. Employees may not be frequently or excessively tardy or absent from work or 
from their assigned work areas. 
 

H. Employees may not leave Company premises or their job location during work 
hours without notifying their supervisor and obtaining permission. 
 

I. Employees may not disregard designated lunch and break periods. 
 

J. Employees may not work unauthorized overtime. 
 

K. Employees must maintain their own time records and may not have any other 
person do it for them. 
 

L. Employees may not engage in unauthorized personal photography inside or 
around the Company. 
 

M. Employees may not conduct unauthorized tours of Company facilities. 
 

N. Employees may not solicit for sale, sell, use as payment for services rendered, 
or trade complimentary admission tickets to Disney theme parks received from 
the Company. 
 

5. Suspension 
 
A. Suspension is a disciplinary or investigatory status during which an employee 

is relieved from work duties for a specified period of time. 
 

B. The Human Resources Department must approve all disciplinary suspensions 
prior to their being implemented. 
 

C. Employees may be placed on suspension when an investigation is warranted to 
determine appropriate disciplinary measures. 
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Educational Reimbursement 
 
 
It is the policy of the Company to provide financial reimbursement for eligible employees 
who enroll in and successfully complete qualified job-related courses. 
 
 
The Disney University and the Human Resources Department administer this policy. 
 
For specific information about eligibility for Educational Reimbursement, employees 
should obtain a copy of the Educational Reimbursement Application, which is available 
from The Disney University or their local Human Resources Department. 
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Employment of Relatives 
 
 
It is the policy of the Company that relatives and qualified same-sex domestic partners of 
current employees may work for the Company only if the Company, in its sole discretion, 
determines that employment of the relative or qualified same-sex domestic partner does 
not create problems of supervision, confidentiality, morale, or conflict of interest.   
 
 
The Human Resources Department and Management administer this policy. 
 
1. The Company discourages employees from working in close physical proximity to 

or under the supervision or leadership of any relative or qualified same-sex domestic 
partner. 
 

2. If two employees are related, married, or are qualified same-sex domestic partners 
and the Company, in its sole discretion, determines that the employees work in such 
proximity to each other that the relationship might create problems of supervision, 
confidentiality, morale, or conflict of interest, or an appearance of impropriety, one 
of the employees will be permitted to stay in his or her current position while the 
other will be transferred or terminated unless reasonable accommodations can be 
made to alleviate the potential problem.  If the Company determines that both 
employees cannot remain in their positions, within 30 calendar days of the 
Company’s determination, the employees involved must decide which of them will 
remain in his or her current position.  If the employees refuse to decide, the 
employee with the shorter length of service will be asked to make a change in his or 
her position. 
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Employment References and Requests for Employee Information 
 
 
It is the policy of the Company that employees may not give employment or other 
references for current or former employees on behalf of the Company. 
 
 
The Human Resources Department administers this policy. 
 
1. The Company provides only the following information in response to inquiries 

about employees:   
 
Current employees: 
Verification of employment, job title and hire date. 
 
Former employees: 
Verification of employment, job title at termination, and hire and termination dates. 
 

2. Additional information, such as salary and job chronology, may be provided in 
response to written requests only when authorized in writing by the employee. 
 

3. Employees who choose to give references in a purely personal capacity may not use 
Company stationery and may not imply that they are representing the Company in 
doing so. 
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Family Care Leave - CALIFORNIA 
 
 
It is the policy of the Company to provide family care leave to employees in accordance 
with, and under the terms of, the California Family Rights Act and federal Family and 
Medical Leave Act. 
 
 
The Employee Records Department administers this policy. 
 
1. Eligibility 

 
A. Employees are eligible for family care leave if (1) at least 50 employees are 

employed by the Company within 75 miles of the work site of the employee 
receiving the leave; (2) they have at least 12 months of service with the 
Company; and (3) they have worked for the Company at least 1,250 hours 
during the preceding 12 months. 
 

B. The family care leave may be up to 12 weeks in a rolling 12-month period 
measured backward from the date the employee uses any family care leave. 
 

C. Family care leave can only be taken either: (1) to attend to the employee’s 
child’s birth, adoption or serious illness or placement of a child into the 
employee’s home for adoption or foster care; or (2) to care for a parent, spouse, 
or qualified same-sex domestic partner with a serious health condition which 
requires a family member’s care.  To qualify for leave to attend to a child’s 
serious illness under (1), the child requiring the care must either be under 18 
years of age or an adult dependent child incapable of self-care because of a 
mental or physical disability.  “Parent” includes biological, foster or adoptive 
parents, stepparents and legal guardians; in-laws are excluded. 
 

D. Time off on a medical leave of absence by an employee for his or her own 
serious health condition counts against family care leave time available under 
this policy.  Leave taken for a pregnancy-related medical disability, up to 16 
weeks, does not count as leave under the California Family Rights Act pursuant 
to this policy.  See also the Leaves of Absence policy in the Site Specific 
section of this manual for further information about medical leaves of absence. 
 

E. Leave to attend to the employee’s child’s birth, adoption or placement into the 
home must be completed within one year from the date of the birth, adoption or 
placement. 
 

F. Employees requesting family care leave must notify their supervisor in writing 
of the request, stating the beginning date of the leave, the probable duration of 
the condition and the time required to attend to the family member, as 
applicable.  The employee must provide certification acceptable to the 
Company of the need for the leave from a certified health care provider. 
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Family Care Leave - CALIFORNIA 
(continued) 

 
 

G. Employees should submit requests for family care leave 30 days in advance of 
the leave, if possible.  If 30 days advance notice cannot be given, employees 
should submit the request as far in advance of the requested leave dates as 
possible to allow for rescheduling of shifts and reassignments of work. 
 

H. The Company may deny an employee’s request for leave to care for a child 
after birth, adoption or placement into the home if the child’s other parent also 
works for the Company and their combined leave will exceed 12 weeks within 
a 12-month period. 
 

I. An employee may take family care leave in one or more increments.  If the 
leave is to care for a child after birth, adoption or placement into the home, the 
basic minimum duration of the leave shall be two weeks, unless otherwise 
permitted by the Company in its sole discretion, with two special leaves of 
shorter duration at the employee’s request.  To accommodate a reduced work 
schedule or intermittent leave, the Company may transfer the employee to 
another position of equivalent pay and benefits. 
 

2. Effects on Benefits and Wages 
 
A. Family care leave is unpaid, except to the extent an employee: 

 
1) is entitled to sick pay (see the Sick Pay policy); or 

 
2) is eligible for California state paid family leave benefits (beginning July 

2004); or 
 

3) is using accrued unused vacation or floating holidays for the family care 
leave. 
 

B. After employees have used all eligible sick pay, they must apply any unused 
floating holidays, and accrued unused vacation in excess of two weeks, to their 
family care leave.  Employees who have more than two weeks of accrued 
unused vacation will also be required to use two weeks of the excess before 
applying for California state paid family leave benefits. 
 

C. Workers’ Compensation, state disability and California state paid family leave 
payments will be coordinated with sick pay so benefits do not exceed wages. 
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Family Care Leave - CALIFORNIA 
(continued) 

 
 

D. Family care leave is not considered time worked for purposes of determining an 
employee’s accrual of vacation or sick pay.  An employee returning from 
family care leave shall return with no less seniority than the employee had 
when the leave commenced for purposes of layoff, recall, promotion, job 
assignment and seniority-related benefits such as vacation. 
 

E. Health and welfare benefits remain in effect during a family care leave.  
Employees will be responsible for the employee contributions required for 
coverage on the same terms and conditions as for active employees not on 
leave.  Employees should contact the Disney Benefits Center for information 
about payment of employee contributions during a leave.  
 

3. Returning to Work After a Family Care Leave 
 
A. Employees are expected to return to work on the first scheduled shift following 

a leave. 
 

B. Failure to return to work at the end of the leave will result in termination of 
employment. 
 

C. Employees should notify their supervisor of their intent to return to work at the 
earliest possible time prior to the expiration of the leave.  In turn, upon such 
notification, supervisors should notify the employee of the employee’s next 
scheduled shift. 
 

D. An employee returning from family care leave will be reinstated to the same or 
a comparable position, unless the job has been eliminated for legitimate 
business reasons having no connection to the leave, in which case the employee 
will be treated as if he or she had been working rather than on leave. 
 
An employee may be denied reinstatement if his or her salary is in the top 10 
percent of all employees of the location at which the employee works, and such 
denial is necessary to avoid grievous economic injury to the Company. 
 

4. Any misrepresentation made to obtain or continue a leave is grounds for immediate 
termination. 
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Family Care Leave - OUTSIDE CALIFORNIA 
 
 
It is the policy of the Company to provide family care leave to employees in accordance 
with, and under the terms of, the federal Family and Medical Leave Act and applicable 
state law. 
 
 
The Human Resources Department administers this policy. 
 
1. Eligibility 

 
A. Employees are eligible for family care leave if (1) at least 50 employees are 

employed by the Company within 75 miles of the work site of the employee 
receiving the leave; (2) they have at least 12 months of service with the 
Company; and (3) they have worked for the Company at least 1,250 hours 
during the preceding 12 months. 
 

B. The family care leave may be up to 12 weeks in a rolling 12-month period 
measured backward from the date the employee uses any family care leave. 
 

C. Family care leave can only be taken either: (1) to attend to the employee’s 
child’s birth, adoption or serious illness or placement of a child into the 
employee’s home for adoption or foster care; or (2) to care for a parent, spouse, 
or qualified same-sex domestic partner with a serious health condition which 
requires a family member’s care.  To qualify for leave to attend to a child’s 
serious illness under (1), the child requiring the care must either be under 18 
years of age or an adult dependent child incapable of self-care because of a 
mental or physical disability.  “Parent” includes biological, foster or adoptive 
parents, stepparents and legal guardians; in-laws are excluded. 
 

D. Time off on a medical leave of absence by an employee for his or her own 
serious health condition counts against family care leave time available under 
this policy.  See also the Leaves of Absence policy in the Site Specific section 
of this manual for further information about medical leaves of absence. 
 

E. Leave to attend to the employee’s child’s birth, adoption or placement into the 
home must be completed within one year from the date of the birth, adoption or 
placement. 
 

F. Employees requesting family care leave must notify their supervisor in writing 
of the request, stating the beginning date of the leave, the probable duration of 
the condition and the time required to attend to the family member as 
applicable. The employee must provide certification acceptable to the Company 
of the need for the leave from a certified health care provider. 
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Family Care Leave - OUTSIDE CALIFORNIA 
(continued) 

 
 

G. Employees should submit requests for family care leave 30 days in advance of 
the leave, if possible.  If 30 days advance notice cannot be given, employees 
should submit the request as far in advance of the requested leave dates as 
possible to allow for rescheduling of shifts and reassignments of work. 
 

H. The Company may deny an employee’s request for leave if the other parent of 
the employee’s child also works for the Company and their combined leave to 
care for a child after birth, adoption or placement into the home, or to care for a 
parent with a serious health condition, will exceed 12 weeks within a 12-month 
period. 
 

I. An employee may take family care leave intermittently, or on a reduced work 
schedule (1) if it is medically necessary for the employee to care for a spouse or 
qualified same-sex domestic partner, child or parent with a serious health 
condition; or (2) to care for a child after birth, adoption or placement into the 
home, if permitted by the Company in its sole discretion.  To accommodate a 
reduced work schedule or intermittent leave, the Company may transfer the 
employee to another position of equivalent pay and benefits. 
 

2. Effects on Benefits and Wages 
 
A. Family care leave is unpaid, except to the extent an employee: 

 
1) is entitled to sick pay (see the Sick Pay policy); or 

 
2) is using accrued unused vacation or floating holidays for the family care 

leave. 
 

B. Employees must apply any unused floating holidays, or accrued unused 
vacation in excess of two weeks to their family care leave.   
 

C. Family care leave is not considered time worked for purposes of determining an 
employee’s accrual of vacation or sick pay.  An employee returning from 
family care leave shall return with no less seniority than the employee had 
when the leave commenced for purposes of layoff, recall, promotion, job 
assignment and seniority-related benefits such as vacation. 
 

D. Health and welfare benefits remain in effect during a family care leave.  
Employees will be responsible for the employee contributions required for 
coverage on the same terms and conditions as for active employees not on 
leave.  Employees should contact the Disney Benefits Center for information 
about payment of employee contributions during a leave. 
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Family Care Leave - OUTSIDE CALIFORNIA 
(continued) 

 
 

E. Workers’ Compensation and state disability insurance payments will be 
coordinated with sick pay so benefits do not exceed wages. 
 

3. Returning to Work After a Family Care Leave 
 
A. Employees are expected to return to work on the first scheduled shift following 

a leave. 
 

B. Failure to return to work at the end of the leave will result in termination of 
employment. 
 

C. Employees should notify their supervisor of their intent to return to work at the 
earliest possible time prior to the expiration of the leave.  In turn, upon such 
notification, supervisors should notify the employee of the employee’s next 
scheduled shift. 
 

D. An employee returning from family care leave will be reinstated to the same or 
equivalent position, unless the job has been eliminated for legitimate business 
reasons having no connection to the leave, in which case the employee will be 
treated as if he or she had been working rather than on leave. 
 
An employee may be denied reinstatement if his or her salary is in the top 10 
percent of all employees of the location at which the employee works, and such 
denial is necessary to avoid grievous economic injury to the Company. 
 

4. Any misrepresentation made to obtain or continue a leave is grounds for immediate 
termination. 
 

5. The Company will comply with any state or local law which provides greater family 
care or medical leave rights. 
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Acceptance of Gifts 
 
 
It is the policy of the Company that, other than in the ordinary course of business, 
employees may not accept gifts worth more than $75. 
 
 
The Corporate Management Audit Department, the Business Standards Policy and 
Programs Department, and Management administer this policy. 
 
1. Acceptance of Gifts 

In any one calendar year no employee may, without the approval of the Company, 
accept more than one gift – the fair market value of which may not exceed US$75 – 
from any one person or entity that is doing, or seeking to do, business with, or is a 
competitor of, the Company.  A “gift” is anything of value, and includes all tangible 
items, such as jewelry or art; and intangible items such as discounts, services, 
special privileges, advantages, benefits, rights not available to the general public, 
vacations, trips, use of vacation homes, paid admission to sporting events or special 
events, golf outings, vendor familiarization trips and use of recreational facilities, 
loans or other favors.  In no event may any gift in the form of marketable securities 
or cash be accepted (other than customary circumstances such as weddings or 
funerals, in which case the $75 limit applies).  See also, Dealing with Financial 
Institutions below. 

 
Gifts in excess of $75 are subject to an “ordinary course of business” test.  Gifts 
which, based on a good faith assessment by the recipient, have an aggregate fair 
market value of less than $500, and which the recipient in good faith believes to be 
in the ordinary course of business, may be accepted from any party in any one 
calendar year without any notice to the Corporate Management Audit Department.   
A gift will be considered to be in the ordinary course of business if: (a) it is of a type 
that is customary, considering the job duties, job title, and seniority of the person to 
whom the gift is offered, and (b) accepting the gift would provide a business 
advantage to the Company by enhancing its business relationship with the gift-giver.  
By way of example, a tangible item such as a watch will almost never be in the 
ordinary course of business, while intangible benefits, such as admission to a 
sporting event or an invitation to a golf outing, may be.  Meals in the ordinary 
course of business are not subject to the $500 limitation. 
 
If a party provides any employee with a gift in the ordinary course of business, the 
fair market value of which exceeds, or may exceed, $500 during any calendar year, 
he or she may either refuse or accept the gift.  If the gift is accepted, within 15 days 
of its acceptance the recipient must notify the Corporate Management Audit 
Department, which will confirm whether the gift was, in fact, within the ordinary 
course of business.  If  the Corporate Management Audit Department determines 
that the gift was not in the ordinary course of business, the recipient must pay to the 
Company – or make a charitable donation through the Company equal to – the 
amount by which the fair market value of the gift exceeds $500. 
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Acceptance of Gifts 
(continued) 

 
 

The Company recognizes that it may not be easy or, in certain circumstances, 
culturally appropriate, to refuse or return a gift given out of genuine generosity, so 
the Company has provided alternatives with respect to gifts  that do not comply with 
this policy.  Therefore, with respect to gifts not in the ordinary course of business, an 
employee may:  1) return the gift with a letter stating that it is against Company 
policy to accept such gifts; 2) give the gift to the Company, so that the gift can be 
either donated to a charity or otherwise disposed of; or 3) keep the gift and make a 
charitable donation, through the Company, equal to the gift’s fair market value.  (In 
the case of options 2 and 3, or if none of the listed options seems appropriate for 
specific circumstances, employees should contact the Corporate Management Audit 
Department.)  In any event, this gift policy is not intended to prohibit reasonable 
gifts from those who have a genuine personal relationship with the recipient wholly 
apart from any business relationship. 

 
2. Dealing with Financial Institutions 

Any employee who participates in a meaningful way in decisions about establishing 
or managing a relationship between the Company and any financial institution must 
avoid personally entering into any transaction with, or the receipt of any benefit or 
opportunity from, such financial institution (or any intermediary for such an 
institution) that is not generally available to other customers or clients of the 
institution who have similar personal business relations with the institution (e.g., 
checking or asset management or a mortgage).  As an example, access made 
available by a financial institution to initial public offerings of equity in public 
companies may create an immediate and special benefit to the recipient, and should 
be evaluated with extreme care.  If not generally available to other customers of the 
financial institution, then participation in such an initial public offering is prohibited. 
 
The same standard applies in cases where such transactions are entered into by, or 
special benefits or opportunities are offered to, any member of such an employee’s 
immediate family, or any business or organization in which the employee or any 
such immediate family member has a material financial interest. 
 
For the purpose of this policy, the following definitions apply:  

 
• A “material financial interest” means any ownership interest (of stock, 

partnership interests, etc.) in excess of 5% in a publicly traded entity, or, in the 
case, of a non-public entity, having a fair market value in excess of $25,000, 
unless such interest is demonstrably not material.   

 
• “Immediate family” members means a spouse, parents, children and siblings, as 

well as persons (other than household employees) who permanently reside in a 
person’s home. 
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Harassment 
 
 
It is the policy of the Company to provide a non-discriminatory and harassment-free 
work environment. 
 
 
The Human Resources Department and Management administer this policy. 
 
1. Employees are prohibited from harassing any employee, guest, or other person in the 

course of the Company’s business for any reason including, but not limited to, race, 
religion, color, sex, sexual orientation, national origin, age, marital status, covered 
veteran status, mental or physical disability, pregnancy, or any other basis prohibited 
by state or federal law.  See also the Equal Employment Opportunity policy. 
 

2. Sexual harassment is of two types, hostile environment and quid pro quo. 
 
A. Hostile environment sexual harassment includes, but is not limited to, conduct 

of a sexual nature, including unwelcome jokes, touching, comments, and the 
like, which unreasonably interferes with an employee’s ability to perform his or 
her job because of the hostile environment which is created. 
 

B. Quid pro quo sexual harassment includes, but is not limited to, the making of 
unwanted sexual advances and/or requests for sexual favors where either 
submission to such conduct is made an explicit or implicit term or condition of 
employment, or an individual’s submission to or rejection of such conduct is 
used as the basis for employment decisions affecting that individual. 
 

3. Employees who believe they have been harassed should promptly report the facts of 
the incident and the name of the person involved to their Human Resources 
Department.  Alternatively, employees may call the Company Guideline at  
(800) 699-4870. 
 

4. Every incident of harassment reported to the Human Resources Department or the 
Company Guideline will be investigated in as confidential and expeditious a manner 
as possible. 
 

5. Retaliation against an individual who has made a good faith complaint about 
harassment, or has cooperated with an investigation of such a complaint, is strictly 
prohibited. 
 

6. Disciplinary action, not excluding termination, will be warranted if an employee 
fails to adhere to the provisions of this policy. 
 

7. See also the Equal Employment Opportunity policy, the Complaints policy, and the 
Standards of Business Conduct policy. 
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Health and Welfare Plans 
 
 
It is the policy of the Company to provide health and welfare coverage for eligible 
employees. 
 
 
For specific information about the coverage, refer to the Benefits Manual on “Your 
Benefits Resources™” via the Employee Portal, or contact the Disney Benefits Center. 
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Illness or Injury —  Non-Occupational 
 
 
It is the policy of the Company that employees who are unable to work due to illness or 
injury must notify their supervisor or department head.  
 
 
The Medical Department and Management administer this policy. 
 
1. Employees who are unable to report to work due to illness or injury must notify their 

supervisor as soon as possible before the start of their scheduled shift.  See also the 
Attendance policy. 
 

2. Employees who become ill while working must notify their supervisor, who may 
send them to the Medical Department.  Employees who are unable to perform their 
normal duties may be released by the Medical Department, or their supervisor, from 
the rest of their shift.  The Medical Department will notify the department of the 
release. 
 

3. An employee who has been away from work due to illness or injury for five or more 
consecutive work days must, before returning to work, receive from his or her 
treating physician a written release to work specifically allowing the employee to 
perform all of the essential elements of the employee’s job.  Prior to their return, 
employees must deliver such release to the Medical Department, or the Human 
Resources Department, as applicable.   
 

4. The Company may request written statements from treating physicians certifying an 
employee’s illness, any work restrictions and the anticipated duration of those 
restrictions. 
 

5. See also the Leaves of Absence policy in the Site Specific section of this manual. 
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Jury Service 
 
 
It is the policy of the Company to assist eligible employees in meeting their civic 
responsibilities by continuing to provide compensation to those who render jury service. 
 
 
The Human Resources Department administers this policy. 
 
1. Regular employees are eligible. 

 
2. Jury service compensation will be paid up to a maximum of 20 work days in any 

consecutive 12-month period, or such other period as required by local law during 
which employees may not refuse jury service. 
 

3. The Company will pay employees the difference between jury service pay received 
from the court and the amount they would have received for their regularly 
scheduled shifts at their straight-time rate, provided that the jury service is 
performed on a scheduled work day. 
 

4. Employees who receive notice of jury service must immediately notify their 
supervisors of the date and time they must appear for jury service. 
 

5. If an employee’s absence results in a serious hardship to the Company, the 
supervisor should contact the Human Resources Department. 
 

6. Employees must provide certification of completion of jury service to be eligible for 
jury service pay. 
 

7. If employees are excused from jury service four hours or more prior to the end of 
their regular shifts, they must report to work for the remainder of their shifts. 
 

8. If appearance for jury service is required three hours or more after the beginning of a 
shift, or if employees have been instructed to call the court at a specific time for 
further instructions as to appearance time, employees should report to work at the 
beginning of their shifts. 
 

9. Employees must report to work for their regularly scheduled shifts if not required to 
be at court during those shifts. 
 

10. Employees who are normally scheduled to work second or third shifts should be 
temporarily rescheduled to the first shift for the duration of the jury service. 

 
11. Employees must record any day they are absent from work due to jury service. 
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Layoffs  
 
 
It is the policy of the Company that it may reduce its workforce as necessary in its sole 
discretion. 
 
 
The Human Resources Department and Management administer this policy. 
 
1. After a determination that workforce reductions are necessary, the Company, in its 

sole discretion, will determine which positions will be eliminated.  Where there are 
multiple incumbents in a position, the Company, to the extent it deems appropriate, 
may consider one or more of the following factors: 
 
• Ability to perform the work needs remaining after the reduction of workforce 

• Attendance record 

• Disciplinary history 

• Geographical location 

• Length of service 

• Performance 

• Prior experience 
 
2. Employees will be given notice of such layoffs or pay in lieu of notice. When 

applicable, the Federal Worker Adjustment and Retraining Notification Act 
supersedes this policy.  Laid off employees may also be eligible for severance in 
accordance with the Severance Pay Plan. 
 

3. As openings occur following a layoff, the Company will attempt to hire the most 
qualified person available.  Laid off employees who wish to be considered for re-
hire should contact the Company’s employment office and indicate interest in job 
openings as they occur.  Employees indicating such interest will be considered along 
with other applicants for such positions. 
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Legal Appearances 
 
 
It is the policy of the Company to compensate its employees for expenses incurred in 
connection with legal matters on behalf of the Company. 
 
 
The Legal Department and the Human Resources Department administer this policy. 
 
1. Employees who are subpoenaed or requested to make a court appearance or have a 

deposition taken in connection with a Company matter must contact the Legal 
Department.  Any appearance by an employee not coordinated with the Legal 
Department will not be considered authorized by the Company. 
 

2. Employees whose shifts begin three hours or more before the scheduled appearance 
must report to work as usual.  Such employees will be released one hour before the 
scheduled appearance. 
 

3. If four hours remain in the employee’s scheduled shift after the appearance, the 
employee must return for the completion of the shift. 
 

4. Hourly and salaried non-exempt employees will be paid their regular straight-time 
or overtime rate, as applicable, for the hours spent for the appearance.  
 

5. Employees will be reimbursed for any reasonable expenses related to the 
appearance. 
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Medical Examinations 
 
 
It is the policy of the Company that employees perform the essential functions of their 
job and not cause a direct threat to the health or safety of themselves or anyone else. 
 
 
The Human Resources Department and the Medical Department administer this policy. 
 
1. Employees may be required to complete Medical Questionnaires in the hiring or 

rehiring process and upon transfer or when other circumstances warrant. 
 

2. Employees returning from a medical leave of absence may be required to submit to a 
physical examination prior to returning to work. 
 

3. If at any time the Company determines that employees pose a direct threat to the 
health or safety of themselves or anyone else, or are unable to perform their essential 
job functions, they may be required to submit to an examination or evaluation by the 
Medical Department or other health care provider designated by the Company.  
 

4. Employees are prohibited from reporting to or remaining at work under the 
influence of alcohol or drugs.  If a supervisor has reason to suspect an employee is 
under the influence of alcohol or drugs, the supervisor may require the employee to 
report to the Human Resources Department or the Medical Department to determine 
whether a physical examination will be conducted.  If an employee refuses to submit 
to an examination, the employee is subject to termination.  Any employee under the 
influence of alcohol or drugs may be sent home by taxi or Company transportation 
and is subject to termination. 
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Membership in Professional Organizations 
 
 
It is the policy of the Company to encourage participation in professional organizations. 
 
 
The Human Resources Department administers this policy. 
 
1. Membership in professional organizations must be approved by the head of the 

employee’s department to be eligible for reimbursement by the Company. 
 

2. Employees will be reimbursed for the cost of approved membership in professional 
organizations and for expenses incurred which are directly related to the 
membership. 
 

3. If the Company maintains a corporate membership in any professional organization, 
no reimbursement will be made for an employee’s individual membership if the 
employee can participate in the organization’s activities through the corporate 
membership. 
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Overtime Pay 
 
 
It is the policy of the Company to pay all non-exempt employees for overtime worked in 
order to compensate them for additional time on the job. 
 
 
The Human Resources Department and Management administer this policy. 
 
1. Employees are paid overtime in accordance with applicable law. 

 
2. Overtime must be approved by the employee’s immediate supervisor in advance of 

the overtime work being performed. 
 

3. Medical leaves, vacation, sick days, jury service and other leaves taken by the 
employee are not considered as time worked for purposes of computing overtime. 
 

4. Overtime hours will not be counted for purposes of accruing hours or credits under 
any Company benefit plan unless the benefit plan specifically provides for such 
coverage. 
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Personnel Files and Records 
 
 
It is the policy of the Company to maintain confidential records of employees’ work 
histories and benefits eligibility. 
 
 
The Employee Records Department and the Human Resources Department administer 
this policy. 
 
1. Personnel records are confidential.  Access is limited to: (a) authorized staff of the 

Human Resources Department or the Legal Department; (b) each employee’s 
current or prospective supervisor; and (c) an individual employee with respect to the 
employee’s own personnel file. 
 

2. Employees may review their own personnel file by prior appointment with the 
Human Resources Department.  The Company may impose restrictions upon this 
review, including having an observer present during the review. 
 

3. Personnel files may be removed from the Human Resources Department or 
information disclosed from them only in the following circumstances: 
 
A. Personnel files may be removed on specific request by the highest ranking 

member of a department, but only with the approval of the head of Human 
Resources, the Legal Department, or senior management. 
 

B. Photocopies of any documents (other than documents which contain Company 
proprietary information) which an employee has signed may be furnished to 
that employee upon request. 
 

C. Information from personnel files may be disclosed under legal compulsion (for 
instance, a subpoena or request from a government agency).  Such information 
may also be disclosed, in the Company’s discretion, at the request of an 
employee upon proper written authorization. 
 

4. It is each employee’s responsibility to inform the Human Resources Department 
promptly of any changes in address, telephone number, marital status, dependents, 
or beneficiaries. 
 

5. See also the Employment References and Requests for Employee Information policy. 
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Promotions 
 
 
It is the policy of the Company to consider eligible employees for promotion when the 
Company deems it appropriate to do so. 
 
 
The Human Resources Department and Management administer this policy. 
 
1. The Human Resources Department coordinates the recruitment, selection, and 

placement of applicants for job openings as they occur.  Eligible current employees, 
as well as candidates from outside the Company, may be considered for job 
openings. 
 

2. Promotions are subject to recommendation of the employee’s immediate supervisor. 
 

3. Employees selected for promotional transfers will transfer on a date acceptable to 
both departments involved. 
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Recruiting, Selecting, and Hiring of Personnel 
 
 
It is the policy of the Company that the Human Resources Department coordinates the 
recruiting, selecting and hiring of personnel in cooperation with each appropriate 
department. 
 
 
The Human Resources Department and Management administer this policy. 
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Relocation 
 
 
It is the policy of the Company to attempt to minimize the cost incurred by employees 
and their families when requested by the Company to move from one location to another. 
 
 
The Relocation Department administers this policy. 
 
1. The Relocation Department has specific information regarding eligibility for 

relocation benefits.  
 

2. Hiring departments may not discuss relocation with prospective employees without 
prior authorization by the Relocation Department. 
 

3. All relocations must be approved in writing by the head of the department and the 
appropriate vice president of Human Resources.   
 

4. All newly hired employees or employees relocated on an extended basis must sign 
authorized Relocation Agreements. 
 

5. Monies paid to employees and expenses incurred on an employee’s behalf are 
deemed to be repayable advances until the employee has fulfilled the requirements 
of his or her authorized written Relocation Agreement. 
 

6. Employees who voluntarily terminate their employment prior to the end of the term 
prescribed in their written Relocation Agreements must reimburse the Company for 
all relocation expenses incurred by the Company. 
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Rest and Meal Periods 
 
 
It is the policy of the Company to provide employees with periodic rest and meal periods 
during designated working hours. 
 
 
Management administers this policy. 
 
1. Employees will receive rest and meal periods in accordance with applicable law.  

The actual schedule of the rest and meal periods will be determined by employees’ 
supervisors. 
 

2. Employees are expected to be prompt when returning to their work locations after 
rest and meal periods.  Tardiness when returning from rest or meal periods may lead 
to disciplinary action, not excluding termination.  
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Retirement Plan 
 
 
It is the policy of the Company to offer a retirement plan for eligible employees. 
 
 
For specific information about a retirement plan, refer to the Benefits Manual on “Your 
Benefits Resources™” via the Employee Portal, or contact the Disney Benefits Center.  
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Safety and Accident Prevention 
 
 
It is the policy of the Company to provide safe working conditions in accordance with 
applicable law. 
 
 
The Security Department, the Safety Department, the Medical Department, the Human 
Resources Department, and Management administer this policy. 
 
1. Employees must follow all safety precautions and use necessary safety devices (e.g., 

safety glasses, saw guards) while operating any Company equipment. 
 

2. Employees are responsible for promptly reporting safety hazards to their supervisors 
or the Human Resources Department. 
 

3. All accidents, no matter how minor, must be reported to the Security Department, 
the Safety Department, the Medical Department, the Human Resources Department 
or the employee’s supervisor immediately. 
 

4. Management, the Risk Management Department, the Safety Department, and the 
Medical Department are responsible for investigating accidents and work-incurred 
injuries or illnesses.  See also the Work-Incurred Illness or Injury — Workers’ 
Compensation policy. 

 
5. Violation of this policy may result in disciplinary action, not excluding termination. 
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Security 
 
 
It is the policy of the Company to take reasonable measures in the interest of protecting 
its employees and property. 
 
 
The Security Department administers this policy. 
 
1. The Company shall have access to and may search Company property, without 

further notice, when the Company reasonably believes the search will assist in the 
investigation of work-related misconduct by an employee or for any other 
reasonable work-related purpose.  “Company property” includes, but is not limited 
to, offices, work stations, desks, voice mail, electronic mail, computers, lockers, and 
Company vehicles. 
 

2. With regard to an employee’s personal property (such as purses, briefcases and 
parcels), an employee is expected to consent to the Company’s request to search 
such property when the Company reasonably believes the search will assist in the 
investigation of work-related misconduct by the employee. 
 

3. Any vehicle used by an employee to come to or leave Company property, wherever 
located, is subject to search. 
 

4. An employee’s refusal to permit a search pursuant to this policy is grounds for 
discipline, not excluding termination. 
 

5. Company employee identification cards may not be duplicated. 
 

6. While on Company property employees must wear their Company employee 
identification card so that it is clearly visible. 
 

7. Employees are responsible for having their employee identification card validated 
through the Security Department annually. 
 

8. The Security Department or management may ask employees to show their 
identification card at any time. 

 
9. Employees are discouraged from bringing valuable personal property on Company 

property.  The Company is not responsible for loss or theft of personal property 
belonging to any employee. 
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Service Awards 
 
 
It is the policy of the Company to recognize employees’ continuous service by presenting 
service awards. 
 
 
The Disney University, the Human Resources Department, and Management administer 
the program and the distribution of service awards. 
 
1. Management is responsible for presenting service awards to employees. 

 
2. The existence of this program, or receipt of any service award or pin, does not and 

cannot imply a promise of continued employment and does not affect the at-will 
status of any employee. 

 
 
 

 
Page 51 General Company Policies  January 2004 



Employee Policy Manual 
  
 
 

  

Solicitation/Distribution of Literature 
 
 
It is the policy of the Company to limit solicitation or posting of notices or other written 
material on Company property to allow employees to perform their work tasks in an 
atmosphere free of unauthorized solicitation. 
 
 
The Human Resources Department administers this policy. 
 
1. Definitions 

Work time is the time during regularly scheduled shifts excluding break or meal 
periods and includes the work time of both the employee to whom soliciting and 
distributing is being directed and of the employee engaging in soliciting or 
distributing. 
 
Non-work time is time before or after work time, and break and meal periods. 
 

2. Employees may not circulate, solicit, or distribute non-work-related literature at any 
time for any purpose in working areas or during work time in any area. 
 

3. Employees may not conduct non-work-related verbal solicitation during work time. 
 

4. Notices or other written material may not be posted on Company property without 
prior approval of the Company. 
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Standards of Business Conduct 
 
 
It is the policy of the Company that every employee comply with the policies set forth in 
the Standards of Business Conduct booklet. 
 
 
The Corporate Legal Department and Management administer this policy. 
 
1. Every employee must comply with all applicable laws when acting on behalf of the 

Company. 
 

2. Every employee must report any known or suspected criminal activity or violation 
of law involving either the Company or any employee acting on behalf of the 
Company. 
 

3. Reports may be made to the Company Guideline at (800) 699-4870, which is 
available at all times, including during non-business hours, or to the Corporate Legal 
Department. 

 
 
 

 
Page 53 General Company Policies  January 2004 



Employee Policy Manual 
  
 
 

  

Stock Purchase Program 
 
 
It is the policy of the Company to allow eligible employees to purchase the Company’s 
common stock through payroll deductions. 
 
 
The Shareholder Services Department administers this policy. 
 
For specific information about the Employee Stock Purchase Program, contact the 
Shareholder Services Department. 
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Termination 
 
 
It is the policy of the Company that all employees of the Company are employees at will 
unless subject to a specific signed written contract specifying employment for a particular 
term.  Employment at will means an employee may be transferred, reassigned, demoted, 
or his or her employment terminated, with or without cause, and with or without notice.  
Either the employee or the Company may terminate the employment relationship at will 
for any reason not prohibited by law or by a written Company policy in effect at the time 
of termination.  Any practices that are or may appear to be at variance with this do not 
effect a waiver by the Company of the at-will employment status.  No one has authority 
to modify or waive the at-will status in any way except the senior officer in charge of 
corporate operations of The Walt Disney Company, who may do so only in writing. 
 
 
The Human Resources Department and Management administer this policy. 
 
1. Employees are requested to provide a minimum of two weeks’ notice of resignation. 

 
2. Most employee benefits cease on the day of an employee’s termination.  Employees 

should refer to the Benefits Manual on “Your Benefits Resources™” via the 
Employee Portal, or call the Disney Benefits Center for more detailed information 
regarding benefits upon termination. 
 

3. Employees may not extend their employment by using accrued vacation, sick pay, 
floating holidays, or a leave of absence. 
 

4. Certain actions by employees can result in immediate termination.  Such actions 
include, but are not limited to: 
 
A. Using racial epithets, making ethnic slurs, telling jokes, or other verbal or 

written conduct that is inappropriate for the workplace based on race, sex, 
religion, sexual orientation, age, disability, national origin, or any other basis 
prohibited by state or federal law. 
 

B. Failing to follow safety rules and procedures.  
 

C. Physically fighting on Company property or during a Company-sponsored 
event regardless of who began the fight. 
 

D. Misusing, damaging or destroying property of the Company, employees, 
guests, or anyone else on Company property. 
 

E. Theft or unauthorized removal of property from the Company, employees, 
guests, or anyone else on Company property, including property in waste 
containers. 
 

F. Misusing confidential information of the Company or its customers or 
employees. 
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Termination 
(continued) 

 
 

G. Possession of dangerous or unauthorized materials such as explosives, firearms, 
weapons, or other similar items on Company property. 
 

H. Being under the influence of alcoholic beverages, narcotics, or other intoxicants 
while on duty or reporting for duty.  
 

I. Unauthorized consumption of alcoholic beverages, or illegal possession, sale, 
or use of narcotics or other intoxicants on Company property. 
 

J. Sleeping while on duty. 
 

K. False or materially incomplete entries on an employment application. 
 

L. Making false entries on, or material omissions from, Company records. 
 

M. Altering or falsifying, or materially omitting information from, any time record, 
intentionally recording time for an employee without proper authorization, 
allowing someone else to record time for an employee, removing any time 
record from a designated area without proper authorization, or destroying such 
a record. 
 

N. Dishonesty in any form. 
 

O. Harassing, threatening with physical violence, intimidating, or coercing any 
employee, guest, or other person in the course of the Company’s business.  
 

P. Absence for three or more consecutive work days without notification to the 
employee’s supervisor. 
 

Q. Violation of the Conflicts of Interest policy, the Confidential Information 
policy, the Gifts policy, or the Standards of Business Conduct policy. 
 

R. Willful refusal or failure to comply with Company policy or management 
directive, including refusal to participate in a Company investigation. 
 

S. Falsifying expense reports. 
 

T. Soliciting for sale, selling, using as payment for services or goods rendered, or 
trading the complimentary admission tickets to Disney theme parks received 
from the Company.   
 

5. For further information see also the Discipline policy. 
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Termination 
(continued) 

 
 
6. Termination Procedures 

 
A. Before leaving the employment of the Company, employees must return all 

Company property that has been issued or acquired during the course of their 
employment.  Such property includes, but is not limited to, the following: 
 
• Audio-visual materials 
• Company car 
• Company credit cards 
• Company manuals 
• Complimentary Entrance Pass 
• Electronic devices (e.g., computers, pagers, cell phones) 
• Elevator access cards 
• Equipment 
• Identification card 
• Keys 
• Library materials 
• Name tags 
• Originals and copies of Company records (including electronic records) 
• Parking stickers/passes 
• Tools 
• Travel advances 
• Wardrobe 

 
B. Whenever possible and with the intention of observing all applicable laws, 

terminating employees will receive their final paychecks from the Human 
Resources Department, or its designated representative, upon completion of the 
clear out procedure. 
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Transfers 
 
 
It is the policy of the Company to consider and encourage internal job transfers whenever 
appropriate. 
 
 
The Human Resources Department coordinates the transfer process. 
 
1. Employees who have been employed by the Company for at least one year and have 

at least six months of service in their current positions may seek transfers. 
 

2. Exceptions to this policy will be reviewed individually and require the approval of 
the head of the employee’s department and a final decision by the head of Human 
Resources. 
 

3. Employees desiring a transfer may be required to complete a JOBS application 
before interviewing with the hiring department for a position. 
 

4. It is the responsibility of the employee seeking a transfer to notify his or her 
supervisor of this intent, and the application must be signed by the supervisor. 
 

5. Employees selected for transfers will transfer on a date acceptable to both 
departments involved. 
 

6. Employees must have satisfactory job performance and not be subject to disciplinary 
restrictions. 
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Unsolicited Submission of Creative Ideas 
 
 
It is the long-standing policy of the Company not to accept, but rather to reject, in a 
courteous fashion, the submission of ideas without prior authorized invitation.  The word 
“Ideas” in this context includes all creative suggestions, artwork, designs, theme park 
attraction concepts, game proposals, scripts, treatments, manuscripts, and songs, in 
whatever form, from whatever source, and however communicated.   
 
 
The Legal Department and Management administer this policy. 
 
1. Rationale 

This policy protects the Company against claims that such Ideas, when reviewed by 
the Company or even when left unreviewed in Company files, are the true source of 
a creative proposal or property developed by the Company.  In short, if an employee 
prevents an attempted submission from becoming a completed submission, the 
employee helps defeat the claim that the Company misappropriated the creative 
substance of the submission and incurred a financial liability. 
 

2. Procedure 
To execute the policy, there exists a simple but strict procedure.  When an employee 
realizes that the material he or she is reading or listening to constitutes the 
submission of an Idea: 
 
A. Stop reading or listening, and 

 
B. If the material is written (whether on paper or transmitted electronically), send 

it to the appropriate person listed below along with the “Unsolicited Idea 
Submission” form which may be obtained from the Human Resources  
Department or any of the individuals listed below: 
 

California (and all other  Florida: 
areas not listed): Sharon Mecca 
Sherrie Murphey Walt Disney World Co. 
The Walt Disney Company Team Disney North 4th Floor C-417A 
500 S. Buena Vista Street P.O. Box 10,000 
Burbank, CA 91521-0556 
 

Lake Buena Vista, FL 32830 
 

New York:  
Kathryn Williams 

Europe (Consumer Products  
& Filmed Entertainment): 

The Walt Disney Company Rosemary Bloom 
500 Park Avenue, Suite 500 Walt Disney International 
New York, NY 10022 3 Queen Caroline Street 
 London, United Kingdom W6 9PE 
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Unsolicited Submission of Creative Ideas 
(continued) 

 
 

Europe (Theme Parks): Asia Pacific: 
Pascal Quint Todd McHenry 
Euro Disney S.C.A. Walt Disney International Japan, Inc. 
Legal Department No. 32 Kowa Building 7F 
B.P. 100 5-2-32 Minami Azabu 
77777 Marne-la-Vallée Cedex 4 

 
Minaato-ku, Tokyo 106-0047 
 France

Latin America:  
Alejandra Gonzalez Presedo  
The Walt Disney Company (Argentina) 
Malaver 550 – 1638 Olivos  
Buenos Aires, Argentina  

 
C. If the submission is attempted by telephone or in person, then similarly refer 

the submitter to those listed above.   
 

D. Do not retain copies of such submissions.  Do not make notes.  Do not send or 
convey the submission to others within or outside the Company, no matter how 
curious employees think others might be about the submission. 
 

3. Exception 
The acceptance for review of scripts, treatments and presentations submitted to 
authorized staff of The Walt Disney Studios and ABC, Inc. (and its subsidiaries), in 
the regular course of their business, by or through agents, producers or managers 
recognized as customarily making such submissions, is permitted. 
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Use of Company Names, Characters or Symbols 
 
 
It is the policy of the Company that its trademark names, fanciful or copyrighted 
characters, other identifying symbols (including stationery materials bearing such 
Company names, characters or symbols), and other intellectual property may only be 
used with authorization in connection with official, authorized Company business, and 
may not be used by anyone to imply that the Company sponsors, endorses or is connected 
with any business, program, product, service, club or organization not part of or directly 
related to the Company’s business activities. 
 
 
The Legal Department, the Corporate Brand Management Department, the Office of the 
Corporate Secretary, and the Corporate Graphics Department administer this policy. 
 
See also the Corporate Identity policy. 
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Vacation 
 
 
It is the policy of the Company to provide paid vacation time to all eligible employees for 
rest and relaxation. 
 
 
The Human Resources Department administers this policy. 
 
1. Eligibility 

Regular employees are eligible for paid vacation time. 
 

2. Conditions 
 
A. Regular eligible employees earn vacation time based on the number of straight-

time hours worked and vacation hours paid, except while on a leave of absence, 
from date of hire to the end of the calendar year in which hired, and for each 
succeeding calendar year thereafter. 
 

B. Salaried employees may use vacation earned during the first year of service 
only after they have accrued eight hours of vacation.  Hourly employees may 
use vacation in accordance with the accrual practice established by the specific 
location.   
 

C. Vacation must be approved in advance by the employee’s supervisor. 
 

D. Vacation will be paid at the straight-time rate of pay in effect at the time the 
vacation is taken. 
 

E. Requests for retroactive vacation pay may be submitted no later than 30 days 
after the date the vacation was taken. 
 

F. Should a death occur in an eligible employee’s immediate family during the 
employee’s vacation, the vacation may, at the discretion of the Company and at 
the employee’s request, be extended up to the amount of permissible 
bereavement leave, or be canceled and replaced with bereavement leave, if 
applicable. 
 

G. With management’s approval, employees on medical leaves of absence who 
have been released to work by their personal physician may request that they be 
allowed to take vacations prior to returning to work. 
 

H. Employees may not take vacation before it is accrued. 
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Vacation 
(continued) 

 
 

I. Employees may not replace vacation (once it has been approved) with sick pay 
unless the request for sick pay was made prior to the start of the vacation or 
unless the request for sick pay is made in connection with an approved medical 
leave of absence. 
 

J. This vacation policy has been established to provide periods of rest and 
relaxation, not as deferred or extra compensation.  Accordingly, beginning 
January 1, 1992, if an employee accrues two years’ worth of vacation to which 
that employee is entitled, the amount of vacation thereafter accrued in any 
given week will be zero unless the executive responsible for the employee’s 
department who reports directly to the president or chief executive officer of 
the Company approves, in writing, a weekly accrual for a given week. 
 

K. Employees may not request vacation pay in lieu of time off from work or for 
scheduled days off unless permitted by site specific policies. 
 

L. Employees will be paid in a lump sum for any accrued unused vacation upon 
termination of their employment with the Company.  Employees may not 
extend their employment after termination by using accrued unused vacation. 
 

M. Employees generally may take vacation only in increments of the number of 
hours they work on a regularly scheduled work day, except as permitted by site 
specific policies. 

 
N. Employees must record their vacation days. 

 
3. Vacation Scheduling 

 
A. Vacations are to be taken at times that are mutually agreeable to the employee 

and the Company.  Employees should try to schedule vacations during non-
peak business periods.  The Company reserves the right to schedule employees’ 
vacations based on business necessity.   
 

B. In the event of a conflict of vacation dates affecting two or more employees, 
depending on the circumstances and business need, the Company will make 
every effort to grant preference to employee(s) with the greater length of 
service.  Employees who wish to change their vacation dates after the vacation 
schedule is finalized will be ineligible for priority scheduling based on length 
of service. 
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Voting 
 
 
It is the policy of the Company to provide employees time off for voting in general and 
statewide elections when employees do not have sufficient time to vote outside their 
regular working hours. 
 
 
The Human Resources Department and an employee’s immediate supervisor administer 
this policy. 
 
1. Employees must give their supervisors a minimum of three days’ notice of a request 

for time off for voting. 
 

2. If an employee’s polling place is not open either prior to or after the employee’s 
scheduled work shift, thus not allowing the employee sufficient time outside his or 
her working hours to vote, and if the request is granted, the employee may take up to 
two hours off for voting, either at the beginning or at the end of his or her regular 
work shift, without loss of pay.  If more than two hours is required to vote, however, 
the employee will only be paid for a maximum of two hours. 
 

3. It is a supervisor’s responsibility to evaluate requests for time off based upon 
considerations such as an employee’s scheduled work shift, location of polling 
place, and transportation requirements. 
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Work-Incurred Illness or Injury — Workers’ Compensation 
 
 
It is the policy of the Company to provide benefits in accordance with applicable law to 
employees who incur a work-related illness or injury. 
 
 
The Workers’ Compensation Department administers this policy. 
 
1. All employees are eligible for this benefit. 

 
2. Employees must report all work-incurred illnesses or injuries, no matter how minor, 

to the Medical Department, the Security Department, or their supervisor promptly.  
See also the Safety and Accident Prevention policy.  
 

3. Work-incurred illnesses and injuries may be investigated by the Company to the 
extent it deems necessary in its sole and absolute discretion. 
 

4. Employees who are eligible for Workers’ Compensation benefits will receive 
coverage for all medical expenses approved by the Workers’ Compensation 
Department. 
 

5. Payment for work-incurred illness or injury: 
 
A. The Workers’ Compensation Department determines whether an illness or 

injury is compensable under Workers’ Compensation law. 
 

B. Employees will receive regular pay for the balance of their shift on the day 
during which illnesses or injuries were incurred. 
 

C. Pay for the balance of the day of a work-incurred illness or injury will be 
counted in the computation of overtime for that week. 
 

6. See also the Leaves of Absence policy, in the Site Specific section of this manual, 
governing circumstances where employees are unable to perform their usual and 
customary work for longer than five consecutive work days due to illness or injury. 
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Policies Specific To You And Your Work Location 
 

The policies in this section apply specifically to 
you and your work location (the “Company”). 
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Appearance Standards 
 
 
It is the policy of the Company that employees must comply with certain appearance 
standards. 
 
 
The Creative Costuming Department and Management administer this policy. 
  
1. All employees must comply with the appearance standards as described in The 

Disney Look booklet. 
 

2. In the event a supervisor is unsure whether an employee’s appearance meets the 
appearance standards, the Creative Costuming Department will determine whether 
the employee’s appearance is acceptable. 
 

3. Requests for accommodations as to the appearance standards for medical or 
religious reasons must be reviewed and approved by the Human Resources 
Department. 
 

4. Violation of this policy may lead to disciplinary action, not excluding termination. 
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Company Property 
 
 
See also the Company Property policy in the General Company Policies section of this 
manual. 
 
 
Management administers this policy. 
 
1. Company costumes are not to be worn outside of the Walt Disney World Resort 

without specific authorization. 
 

2. Company Vehicles 
 
A. Employees who operate Company vehicles must have a valid driver’s license 

for the type of vehicle being driven, as required by federal or state law. 
 

B. Company vehicles may not be driven to employees’ homes or other off 
property locations without specific authorization of the employees’ department 
director or vice president. 
 

C. Company vehicles must be driven in full compliance with state and local laws.  
Abuse or carelessness when operating Company vehicles may lead to 
disciplinary action, not excluding termination. 
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Employee Discounts 
 
 
It is the policy of the Company to allow eligible employees and retirees discounts at 
Disney-operated facilities. 
 
 
The Finance Department and the Work Force Planning, Benefits and Cast Services 
Department administer this policy. 
 
1. Eligible employees may purchase merchandise or admission tickets at a discount by 

presenting their valid employee identification cards at the time of purchase.   
 

2. The discount may be used for purchases by eligible employees and retirees and their 
spouses/qualified same-sex domestic partners only. 
 

3. Discounts on merchandise generally are as follows: 
 
A. Full-time and casual-regular hourly employees receive a 20% discount as of the 

date of hire; the discount increases to 35% after three years of continuous 
service. 
 

B. Salaried employees receive a 35% discount from the date of hire or promotion 
to a salaried position. 
 

C. Eligible retirees receive a 35% discount. 
 

D. Casual-temporary employees receive a 20% discount during those periods 
when they are working for the Company. 
 

4. Employee discounts apply to eligible employees, retirees or their spouses/qualified 
same-sex domestic partners to purchase merchandise, except for liquor and other 
items as the Company may exclude them, for their personal use at Company-
operated shops.  Eligible employees or retirees may also receive an employee 
discount on food or at restaurants, providing an employee discount is being offered 
at the time of purchase. 
 

5. Discount privileges may not be used to purchase merchandise with the intent to 
resell the merchandise, or to exchange or trade the merchandise for something of 
value. 
 

6. Abuse of the discount privilege may result in the loss of the privilege as well as 
disciplinary action, not excluding termination. 
 

 
Page 69 Policies Specific To You And Your Work Location (WDW) January 2004 



Employee Policy Manual 
  
 
 

  

Employee Discounts 
(continued) 

 
 
7. To obtain an employee discount, eligible employees and retirees must show a valid 

Company identification card or their complimentary entrance pass and valid photo 
identification at the time of purchase.   
 

8. Eligible employees’ and retirees’ spouses/qualified same-sex domestic partners may 
receive the employee discount by showing their complimentary entrance pass as 
well as valid photo identification at the time of purchase. 
 

9. Employees’ merchandise discounts do not apply to admission tickets. 
 

10. Eligible employees, retirees and their spouses/qualified same-sex domestic partners 
may purchase discount admission tickets to the Parks only at Company-designated 
locations and times upon showing their employee identification card or 
Complimentary Entrance Pass (along with valid photo identification) at the time of 
purchase. The Company may limit the number of admission tickets that may be 
purchased per day.  Only checks or credit cards in the name of the employee, retiree, 
or spouse/qualified same-sex domestic partner will be accepted. 
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Gratuities 
 
 
It is the policy of the Company that employees in job classifications where tipping is not 
authorized are prohibited from soliciting or accepting tips, gifts, or favors in return for 
Guest services. 
 
 
Management administers this policy. 
 
1. Employees who receive a gratuity or gift in such a way that it is not possible to 

return it must notify their supervisor of the gratuity or gift before the end of their 
regularly scheduled shift (on the day they receive the gratuity or gift). 
 

2. The employee’s department director/vice president will determine the disposition of 
the gratuity or gift in accordance with standard operating guidelines within the 
department. 
 

3. Violation of this policy may result in disciplinary action, not excluding termination. 
 

4. See also the Conflicts of Interest policy, the Gifts policy, and the Standards of 
Business Conduct policy in the General Company Policies section of this manual. 
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Holidays 
 
 
It is the policy of the Company that the following seven named days, and three floating 
holidays, are paid holidays: 
 
• New Year’s Day 
• Martin Luther King, Jr. Day 
• Memorial Day 
• Independence Day 
• Labor Day 
• Thanksgiving Day 
• Christmas Day 
 
The Work Force Planning, Benefits and Cast Services Department administers this 
policy. 
 
1. The Company determines the days on which named paid holidays will be observed. 

 
2. Employees must record any day they are absent from work due to a holiday. 

 
3. Non-Exempt Employees  

 
A. Eligibility 

 
1) Full-time non-exempt employees are eligible after 30 days of continuous 

service for holiday pay provided they work their regularly scheduled shifts 
immediately before and after the paid holiday.  
 

2) Casual-regular and casual-temporary non-exempt employees are not 
eligible for holiday pay. 
 

3) Employees reclassified from casual-regular to full-time are eligible for 
holiday pay immediately upon conversion. 
 

4) Employees reclassified from casual-temporary to full-time are eligible for 
holiday pay after 30 days of continuous service from the date of 
reclassification. 
 

5) Eligible employees who are terminated or laid off on a paid holiday are 
eligible for holiday pay in addition to pay for the hours actually worked. 
 

6) Employees who are on a leave of absence for more than five consecutive 
work days are not eligible for holiday pay. 
 

B. Holiday pay for eligible employees for all hours worked on a paid holiday is 
double the straight-time hourly rate received by the employee during the week 
in which the holiday falls. 
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Holidays 
(continued) 

 
 

C. Holiday pay for full-time non-exempt employees for hours not worked on a 
paid holiday is the straight-time hourly rate received by the employee during 
the week in which the holiday falls.  Full-time non-exempt employees will 
receive eight hours of holiday pay, unless they are working nine or 10-hour 
shifts, in which case they will receive nine or 10 hours of holiday pay, 
respectively. 
 

D. Holiday pay shall be considered time worked for purposes of computing 
overtime, unless the holiday falls on one of the employee’s regularly scheduled 
days off or during vacation or bereavement leave. 
 

E. Employees who fail to work their regularly scheduled shifts immediately before 
or after the paid holiday, may qualify for holiday pay provided the failure to 
work was due to personal injury or illness, or bereavement leave.  The 
Company may, as a condition to holiday pay, require written verification of the 
reason for failure to work as scheduled. 
 

F. Employees who are regularly scheduled to work on a paid holiday but do not 
work on such holiday will not receive holiday pay.  If the absence from work 
was due to personal injury or illness, or death in their immediate family, such 
employees may apply for sick pay or bereavement leave, if eligible. 
 

4. Salaried Exempt Employees 
 
A. Eligibility 

 
1) Exempt employees are eligible for holiday pay from the date of hire or 

from the date of promotion to a salaried position.  
 

2) Exempt employees will receive holiday pay if a paid holiday falls within 
the employee’s regularly scheduled work week. 
 

3) Employees who are on a leave of absence for more than five consecutive 
work days are not eligible for holiday pay. 
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Holidays 
(continued) 

 
 

B. Compensatory Day 
 
1) Full-time salaried exempt employees are entitled to a compensatory day 

off when a paid holiday occurs under any of the following circumstances: 
 
a. The employee works on the holiday; 

 
b. The holiday falls on an employee’s regular day off, or 

 
c. The holiday falls within the period of an employee’s approved 

bereavement leave. 
 

2) Any compensatory day off must be taken by December 31 of the year in 
which it is earned or it is forfeited.  The selection of the day off is subject 
to the approval of the employee’s supervisor. 
 

3) Salaried exempt employees reclassified to hourly should be scheduled to 
use all compensatory days off prior to the effective date of reclassification.  
If, due to business necessity, this is not possible, the employee will be paid 
for outstanding compensatory days earned in the current calendar year at 
the rate last paid as a salaried employee. 
 

4) At the time of termination, retirement or reclassification to hourly (casual-
regular or casual-temporary) a full-time salaried exempt employee will be 
paid only for compensatory days earned but not taken in the current 
calendar year. 
 

C. Casual-regular salaried exempt employees not regularly scheduled to work the 
day on which a holiday is observed will be scheduled for paid time off on one 
of their other regularly scheduled workdays in the same work week. 
 

D. Full-time salaried exempt employees will receive eight hours of holiday pay, 
unless they are working nine or 10-hour shirts, in which case they will receive 
nine or 10 hours of holiday pay, respectively. 
 

E. The amount of holiday pay casual-regular salaried exempt employees receive 
will correspond to the number of hours they are regularly scheduled to work so 
that their pay for that workweek will not exceed their regular weekly pay. 
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Holidays 
(continued) 

 
 
5. Floating Holidays 

 
A. Eligibility for floating holidays is the same as for all other paid holidays. All 

employees eligible for floating holidays who have one or more years of 
continuous service on January 1 will be entitled to three floating holidays per 
calendar year as of January 1. Employees with less than one year of service and 
employees who are hired after January 1 will be entitled to one floating holiday 
as of each of the following posting dates:  March 1, June 1 and September 1.  
Employees must be classified as full-time on the posting dates to receive 
floating holidays. 
 

B. Employees’ selection of floating holidays is subject to approval by their 
immediate supervisor. 
 

C. Floating holidays must be used prior to December 31 of each year or they are 
forfeited. 
 

D. Employees will not be paid for unused floating holidays upon termination of 
employment. 
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Jury Service 
 
 
See also the Jury Service policy in the General Company Policies section of this manual. 
 
 
The Payroll Department, the Work Force Planning, Benefits and Cast Services 
Department, and Management administer this policy. 
 
1. All full-time employees are eligible for jury service pay, provided they have notified 

their supervision in advance about their jury summons. 
 

2. Hours paid for jury service are considered time worked for purposes of computing 
overtime. 
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Leaves of Absence 
 
 
It is the policy of the Company to provide a leave of absence to employees for medical, 
military, or compelling personal reasons in order to maintain continuity of service in 
instances of unusual or unavoidable prolonged absences. 
 
 
The Human Resources Department and Management administers this policy. 
 
1. Full-time and casual-regular employees are eligible for consideration for leaves of 

absence described in this policy. 
 

2. Whenever possible, employees should submit requests for a leave of absence to their 
immediate supervisors sufficiently in advance of the requested leave dates to allow 
for rescheduling of shifts and orderly reassignment of work. 
 

3. An employee’s immediate supervisor’s approval is required for all leaves of 
absence. 
 

4. Employees may not accept employment elsewhere while on a leave of absence. 
 

5. Any misrepresentation made to obtain or continue a leave is grounds for immediate 
termination. 
 

6. Effect on Benefits and Wages 
 
A. A leave of absence is not considered time worked for determining the amount 

of most benefits. 
 

B. Personal leaves of absence are unpaid.  Employees must apply any accrued 
unused vacation and floating holidays to a personal leave of absence.  For 
military leaves, full-time salaried employees will receive the difference 
between their military pay and their regular weekly salary for up to 30 days.  
For medical and family care leaves, see the Sick Pay policy in this section and 
the Family Care Leave policy in the General Company Policies section of this 
manual. 
 

C. Health and Welfare Benefits 
 
1) Medical Leave 

Basic health and welfare benefits remain in effect during a medical leave 
of absence. 
 

2) Military Leave 
Basic health and welfare benefits remain in effect for up to 90 days. 
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Leaves of Absence 
(continued) 

 
 

3) Personal Leave 
Employees should contact the Disney Benefits Center regarding possible 
coverage during a personal leave of absence. 

 
4) Administrative Leaves 

Employees should contact the Disney Benefits Center regarding possible 
coverage during an administrative leave of absence. 
 

D. Holidays 
Employees who are on a leave of absence for more than five consecutive work 
days are not eligible for holiday pay. 
 

7. Medical Leave of Absence 
 
A. If employees are absent from work for longer than five consecutive work days 

due to illness or injury, they must submit documentation to the Company from 
their treating physician supporting a medical leave of absence which specifies 
the basis for the absence, the date the medical leave began and the expected 
duration of the illness or injury.  If sufficient documentation is provided, 
medical leaves of absence will be granted incrementally (generally in not 
greater than 30 day increments) for up to 12 months.   
 

B. Up to 12 weeks of a medical leave of absence for the employee’s own serious 
health condition counts against family care leave time available if the employee 
is eligible for family care leave.  See also the Family Care Leave policy in the 
General Company Policies section of this manual. 
 

C. Duration of medical leaves must be supported by adequate documentation by 
physicians, the adequacy of such documentation to be determined by the 
Company in its sole discretion.  The Company may request such documentation 
at such times as the Company in its sole discretion deems necessary.  Failure to 
furnish such documentation may result in termination for unauthorized absence.   
 

D. Up to 12 weeks of a medical leave of absence for an employee’s own serious 
health condition may be taken in one or more increments.  To accommodate a 
reduced work schedule or intermittent leave, the Company may transfer the 
employee to another position of equivalent pay and benefits. 
 

E. Employees must give notice to the Company that they will be on a medical 
leave of absence as soon as they learn that such a leave is required. 
 

F. The Company reserves the right to require that an employee seeking a medical 
leave of absence be examined, at the Company’s expense, by a physician of the 
Company’s choosing.   
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Leaves of Absence 
(continued) 

 
 

G. Failure to return from a medical leave of absence after release by a physician 
will result in termination of employment.  However, prior to the expiration of a 
medical leave of absence, eligible employees may request authorization from 
management to commence vacations or unpaid personal leaves of absence at 
the end of the medical leave.  
 

H. An employee on leave of absence for pregnancy, childbirth or related medical 
conditions or recovery therefrom will be entitled to job reinstatement to the 
same or, when appropriate, a comparable position, provided that the total 
pregnancy-related medical leave does not exceed 45 days, unless the job has 
been eliminated for legitimate business reasons having no connection to the 
pregnancy leave.  An employee not released by her physician at the end of 45 
days will continue to be on a leave of absence in accordance with this policy 
and the Family Care Leave policy in the General Company Policies section of 
this manual. 
 

I. Employees who are absent from work due to a medical leave of absence for 12 
months will be subject to termination of employment.  The 12 months is 
calculated on a cumulative, not consecutive, basis as follows: 
 
1) If an employee returns from a medical leave, works fewer than 26 

consecutive work weeks, and goes on a medical leave again for the same 
or related condition, the employee will continue to accrue time toward the 
12 month limit. 
 

2) If an employee returns from a medical leave and (a) works at least 26 
consecutive work weeks or (b) goes on a medical leave for a medical 
condition unrelated to the prior medical leave, calculation of the 12-month 
period will begin anew. 
 

8. Military Leave of Absence 
 
A. The Company will comply with all applicable state and federal laws regarding 

military leaves of absence and reemployment after military duty. 
 

B. Employees seeking military leaves of absence must submit to their immediate 
supervisors written verification of their active duty by the appropriate military 
authorities. 
 

C. Full-time salaried employees will receive the difference between their military 
pay and their regular weekly salary for up to 30 days. 
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Leaves of Absence 
(continued) 

 
 

D. Employees may not be on a military leave of absence for more than 90 days.  
After 90 days of military leave, employees must return to work their regular 
shifts or their employment will be terminated. 
 

9. Personal Leave of Absence 
 
A. A personal leave of absence for a reasonable period of time, up to 30 days, will 

be considered for approval after a written request is submitted to management.  
It is within the Company’s sole and absolute discretion whether and for how 
long a personal leave of absence is granted. 
 

B. In extraordinary circumstances, and at the Company’s sole and absolute 
discretion, extensions beyond 30 days may be granted upon approval of the 
employee’s department’s director/vice president and the Labor Relations 
Department. 
 

10. Administrative Leave of Absence 
Under certain circumstances, at the sole and absolute discretion of the Company, 
employees may be placed on an administrative leave of absence.  Such leave must 
be approved by the Labor Relations Department. 
 

11. Returning to Work After a Leave of Absence 
 
A. Employees are expected to return to work on the first scheduled shift following 

a leave of absence.  Failure to return will result in termination of employment.  
However, prior to the expiration of a leave of absence, eligible employees may 
request authorization from management to use accrued unused vacation or 
unpaid personal leaves of absence at the end of their leaves of absence. 
 

B. Employees should notify their supervisors of their intent to return to work at 
the earliest possible time prior to the expiration of the leave.  In turn, upon such 
notification, supervisors should notify the employee of the employee’s next 
scheduled shift. 
 

C. Before returning from a medical leave of absence, employees must provide the 
Company with a written release to work from their treating physician.  Prior to 
their return, employees must deliver the release to the Health Services 
Department.  If the Health Services Department approves the return to work, it 
will issue to the employee a form to be delivered to the employee’s supervisor 
which states the employee is allowed to return to work. 
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Leaves of Absence 
(continued) 

 
 

D. Job assignments will be maintained when possible during a leave of absence at 
the sole and absolute discretion of the Company, except with regard to 
pregnancy-related medical leave of absence (see 7H above) and as set forth in 
the Family Care Leave policy in the General Company Policies section of this 
manual.  If the same job assignment (including shifts, days off, and work 
location) is not available, the Company will attempt to place returning 
employees in similar or equivalent open positions for which they are qualified. 
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Scheduling 
 
 
It is the policy of the Company that employees’ length of service with the Company may 
be considered with determining work schedules. 
 
 
The Human Resources Department and Management administer this policy.   
 
1. Employees’ days off, vacation and work schedules shall be determined by business 

need.  The Company may consider an employee’s length of continuous service in 
determining schedules. 
 

2. If employees in the same department have the same statused date of hire, the 
employee with the lowest last four numbers of his or her Social Security number 
will be considered the most senior. 
 

3. The longevity date for casual-regular employees is the date of hire for their present 
period of uninterrupted employment with the Company. 
 

4. This policy does not apply to casual-temporary employees. 
 

 
January 2004 Policies Specific To You And Your Work Location (WDW) Page 82 



Employee Policy Manual 
  
 
 

  

Security 
 
 
See also the Security policy in the General Company Policies section of this manual. 
 
 
The Security Department administers this policy. 
 
1. Parcels, containers, bags, purses, personal electronic devices, front/fanny/back packs 

and the like carried by employees as they enter or exit through employee gates, and 
vehicles, are subject to inspection at the sole discretion of the Company.   
 

2. Upon request, employees must present a sales receipt for anything purchased from 
Company sales locations. 
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Sick Pay 
 
 
It is the policy of the Company to provide sick pay to eligible employees whose absences 
from work are caused by illness or injuries. 
 
 
The Work Force Planning, Benefits and Cast Services Department administers this 
policy. 
 
See the Leaves of Absence policy in this section and the Family Care Leave policy in the 
General Company Policies section of this manual.  
 
1. Hourly Employees 

 
A. Eligibility 

 
1) All full-time hourly employees accrue sick pay based on the number of 

hours worked from their most recent date of hire as a full-time employee. 
 

2) Casual-regular and casual-temporary employees who are reclassified to 
full-time accrue sick pay from their conversion date. 
 

3) Full-time employees may not use their accrued sick pay until they have 
completed nine months of continuous service from the most recent date of 
hire and have worked into the next calendar year.  Casual-temporary 
employees who are reclassified to full-time may not use their accrued sick 
pay until they have completed nine months of continuous service from the 
conversion date. 
 

B. Hourly employees may accrue no more than 48 hours of sick pay each calendar 
year. 
 

C. To obtain sick pay, employees must file a request for sick pay on the 
appropriate form and submit the form to their supervisors for approval. 
 

D. Unused sick pay may be accumulated up to 160 hours.  Hours in excess of 160 
will be converted to vacation time in eight hour increments. 
 

E. Sick pay will not be counted as hours worked for purposes of computing 
overtime. 
 

F. Hourly employees who have accrued more than 48 hours of sick pay may, 
subject to approval of their supervisor, take the hours in excess of 48 as 
personal time off of up to three days per calendar year.  The personal time off 
must be requested and approved by the employee’s supervisor at least one week 
in advance to allow for schedule changes. 
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Sick Pay 
(continued) 

 
 

G. Sick pay is paid at the statused straight-time hourly rate of pay in effect at the 
time sick pay is requested or the rate of pay in effect at the time of termination 
of employment. 
 

H. Employees are not entitled to sick pay during their vacation or on days they are 
not scheduled to work. 
 

I. Hourly employees who incur a non-occupational illness while at work and are 
released from the completion of their regularly scheduled shift by Health 
Services may apply for sick pay, in one hour increments, covering the 
unworked balance of that shift. 
 

J. Hourly employees reclassified to salaried positions will retain credit for 
accrued hourly sick pay so that the hours accrued while an hourly employee 
may be used if all salaried sick pay is exhausted. 
 

K. Hourly employees with at least nine months of continuous service, and whose 
employment is terminated other than for serious violations of Company policy, 
are entitled to payment for 50% of the sick pay accrued since the beginning of 
the calendar year of the termination, and for all unused sick pay accrued from 
prior years.  Employees who are terminated for serious violations of Company 
policy will not be paid for sick pay accrued during the year in which the 
termination occurred and will be paid 50% of all unused sick pay from prior 
calendar years. 
 

L. Hourly employees who (1) retire after 10 years of continuous service and are 
age 55 or older, or (2) retire after five years of continuous service and are age 
65 or older are entitled to be paid 100% of their accrued unused sick pay at the 
time of retirement. 

 
2. Salaried Employees 

Full-time salaried employees participate in this benefit as of their hire or promotion 
dates.  Casual-regular and casual-temporary salaried employees are not eligible for 
sick pay. 
 
A. The amount of sick pay available varies depending on the employee’s length of 

service and job level. 
 

B. Employees are only entitled to sick pay for authorized absence from work for 
medical reasons, as determined in the Company’s sole discretion. 
 

C. Hourly employees who are reclassified to salaried positions will retain their 
accumulated sick pay so that if they exhaust all salaried sick pay available to 
them they may use the sick pay hours accrued while an hourly employee. 
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Sick Pay 
(continued) 

 
 

D. Salaried employees reclassified to hourly have their sick pay accrued as an 
hourly reinstated; they will also receive credit for sick pay hours they would 
have received as an hourly employee less any sick pay used as a salaried 
employee. 
 

E. Sick pay hours do not carry over from year to year. 
 

F. Sick pay will not be counted as hours worked for purposes of computing 
overtime. 
 

G. Salaried employees will not be paid for unused salaried sick pay upon 
termination of employment. 
 

3. Salaried employees who have been reclassified from hourly positions for less than 
one year prior to termination will be paid their accumulated hourly sick pay upon 
termination at the rate of pay last received as an hourly employee. 
 

4. The Company reserves the right to require that an employee seeking sick pay be 
examined, at the Company’s expense, by a physician of the Company’s choosing. 
 

5. The Company may request documentation from the employee’s treating physician 
certifying an employee’s illness, the adequacy of such documentation to be 
determined by the Company in its sole discretion.  Employees not furnishing such 
documentation upon request will not be entitled to sick pay. 

 
6. Employees must record any day they are absent from work due to illness or injury. 
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Smoking 
 
 
It is the policy of the Company that smoking on Company property is restricted to 
designated areas. 
 
 
The Risk Management Department and Management administer this policy. 
 
1. The Company, in its sole discretion, determines in accordance with applicable law 

where smoking will be permitted on Company property. 
 

2. While on duty, employees are prohibited from smoking in guest areas at any time. 
 
3. Failure to follow Company guidelines regarding smoking may result in disciplinary 

action, not excluding termination. 
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Termination 
 
 
See also the Termination policy in the General Company Policies section of this manual. 
 
 
The Human Resources Department, the Cast Records and Benefits Department, and 
Management, administer this policy. 
 
In addition to the examples in the General Company Policies, other examples of actions 
by employees that can result in immediate dismissal include but are not limited to: 
 
1. Insulting, arguing with, using profane language in the presence of, or being 

discourteous to, employees, guests, or others with whom the Company does 
business. 
 

2. Conviction of, plea of no contest to, plea of guilty to, or acceptance of any pre-trial 
diversion or other similar resolution to any morals charge, felony or misdemeanor. 
 

3. Violation of operating rules and procedures which may result in damage to 
Company property or in bodily injury to other employees or Guests. 
 

4. Violating state law prohibiting the purchase, possession, or consumption of 
alcoholic beverages by persons under the age of 21, or providing alcoholic 
beverages to, or purchasing alcoholic beverages for, persons under the age of 21 
while on Company property.  
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Traffic Safety  
 
 
It is the policy of the Company that all employees must drive safely and obey all traffic 
laws and regulations while on Company property or on Company business. 
 
 
The Security Department and Management administer this policy. 
 
1. In conjunction with state law, employees must wear seat belts when traveling in any 

vehicles on Company property or while on Company business. 
 

2. Employees who violate traffic rules or regulations while driving on Company 
property or while driving Company-owned vehicles may be subject to appropriate 
disciplinary action, not excluding termination. 
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Vacation 
 
 
See also the Vacation policy in the General Company Policies section of this manual. 
 
 
The Work Force Planning, Benefits and Cast Services Department administers this 
policy. 
 
1. Full-time hourly employees may use any vacation earned after they have first 

accrued eight hours of vacation. 
 

2. Full-time hourly employees accrue vacation from their most recent date of hire as a 
full-time employee. 
 

3. Hourly casual-regular and casual-temporary employees who are reclassified to full-
time accrue vacation from their conversion date. 
 

4. Hourly employees may, on an annual basis, request payment for up to one half of 
their total accrued vacation, but not in excess of two weeks of accrued unused 
vacation.   
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Work-Incurred Illness or Injury —  Workers’ Compensation 
 
 
See also the Work-Incurred Illness or Injury —Workers’ Compensation policy in the 
General Company Policies section of this manual. 
 
 
The Workers’ Compensation Department and the Health Services Department administer 
this policy. 
 
When post-medical treatment is required for a work-incurred injury, employees must 
have the medical treatment prior to or after their shift, if possible.  If this is not feasible, 
they must schedule the treatment as early or late in the shift as possible or at a time 
agreed to by their supervisor.  
 
See also the Safety and Accident Prevention policy in the General Company Policies 
section of this manual. 
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Employee Policy Manual – Acknowledgement of Receipt 

 

I hereby acknowledge receipt of a copy of the Employee Policy Manual. I 
understand it is my responsibility to read, understand, and abide by the policies in 
the Employee Policy Manual, and I will contact the Human Resources Department, 
or the departments indicated in the handbook, which administers the policies, if I 
have any questions about the policies. 

 
 
 
 
 
 
 
 
 

Signature                                                                                        Date 
 
 
 
 
 

Print Name                                                                                       Social Security Number 
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