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Welcome to Caneel, Inc./Cloister Wash & Lube. I am proud of the Company’s history of growth. It
began in March of 1984 with two full-time and three part-time team members running an
exterior-only tunnel and three handbays, and has grown to its present position employing
hundreds and being recognized as one of the industry’s leaders.

As equally important, I am proud of our community involvement, our reputation within the
communities, and the commitment we have to protect our environment for future generations.

I also take great pride in our past and present team members—without them, Cloister would not
be where it is today or be able to fulfill the dreams of tomorrow.

The car care business is very challenging since it is so dependent upon weather conditions. As
a result, working hours can be very sporadic. Through hard work and dedication, your
employment can be rewarding and fulfilling in any part of our operation. Washing and
servicing cars is an important aspect of what we do. But outstanding customer service and
satisfaction is what Team Cloister is all about.

We are firmly committed to producing the friendliest, quickest and highest quality services possible
today while investing for a better tomorrow. We provide a high standard of employment for our
team members and consistently maintain our facilities and equipment in top form.

We consider the ability and work ethic of Team Cloister to be our greatest asset. The success and
growth of Caneel, Inc./Cloister Wash & Lube will continue to depend upon the teamwork and

cooperation of its team members.

God bless you in the path you choose and I wish
you success and happiness in whatever you do.

Religious Beliefs
The owner of this Company has a firm belief in God
and desires to try to view all aspects of his life from
a Christian perspective. Any comments or
actions alluding to the Christian faith stem from a
personal standpoint and are not intended to belittle
any other religious beliefs or non-beliefs. All cus-
tomers, vendors, and team members shall have the
freedom to function in this Company regardless of
their religious status. Religion will neither enhance
nor hinder the possibility of advancement or service
within the Company. As noted elsewhere in this
Handbook, the Company does not discriminate on
the basis of religion or religious beliefs.
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CONDITIONS
OF EMPLOYMENT

A WORD ABOUT THIS HANDBOOK
This Team Cloister Handbook contains information about the employment policies and practices of the Company. We
expect each team member to read this Team Cloister Handbook carefully, as it is a valuable reference for understanding
your job and the Company. The policies outlined in this Team Cloister Handbook should be regarded as management
guidelines only, which in a developing business will require change from time to time. The Company retains the right
to make decisions involving employment as needed in order to conduct its work in a manner that is beneficial to the
team members and the Company. This Team Cloister Handbook supersedes and replaces any and all prior team
member Handbooks and inconsistent verbal or written policy statements. Except for the policy of at-will employment,
which can only be changed by the President of the Company in writing, the Company reserves the right to revise, delete
and add to the provisions of the Team Cloister Handbook. All such revisions, deletions or additions must be in writing
and must be signed by the President of the Company. No oral statements or representations can change the provisions
of this Team Cloister Handbook.

The provisions of this Team Cloister Handbook are not intended to create contractual obligations with respect to any
matters it covers. Nor is the Team Cloister Handbook intended to create a contract guaranteeing that you will be
employed for any specific time period.

OUR COMPANY IS AN AT-WILL EMPLOYER. THIS MEANS THAT REGARDLESS OF ANY PROVISION IN THE
TEAM CLOISTER HANDBOOK, EITHER YOU OR THE COMPANY MAY TERMINATE THE EMPLOYMENT
RELATIONSHIP AT ANY TIME, FOR ANY REASON, WITH OR WITHOUT CAUSE OR NOTICE. NOTHING IN THIS
TEAM CLOISTER HANDBOOK OR IN ANY DOCUMENT OR STATEMENT, WRITTEN OR ORAL, SHALL LIMIT
THE RIGHT TO TERMINATE EMPLOYMENT AT-WILL. NO OFFICER, TEAM MEMBER OR REPRESENTATIVE OF
THE COMPANY IS AUTHORIZED TO ENTER INTO AN AGREEMENT—EXPRESS OR IMPLIED—WITH ANY
TEAM MEMBER FOR EMPLOYMENT OTHER THAN AT-WILL.

This Team Cloister Handbook refers to current benefit plans maintained by the Company. Refer to the actual plan
documents and summary plan descriptions if you have specific questions regarding the benefit plans. These docu-
ments are controlling.

EQUAL EMPLOYMENT OPPORTUNITIES
Our Company is committed to equal employment opportunity. We will not discriminate against team members or
applicants for employment on any legally-recognized basis including, but not limited to: veteran status, race, color,
religion, sex, national origin, age and physical or mental disability.

In addition, race; color; religious creed; ancestry; age; sex; pregnancy, childbirth and related medical conditions;
national origin and disability are protected classes in Pennsylvania.

You may discuss equal employment opportunity related questions with Site Managers or the Human Resource Manager.

AMERICANS WITH DISABILITIES ACT
Our Company is committed to providing equal employment opportunity to otherwise qualified individuals with
disabilities, which may include providing reasonable accommodations where appropriate. In general, it is your
responsibility to notify the Site Manager or the Human Resource Manager of the need for an accommodation. Upon
doing so, the Site Manager may ask you for your input on the type of accommodation you believe may be necessary
or the functional limitations caused by your disability. Also, when appropriate, we may need your permission to
obtain additional information from your physician or other medical or rehabilitation professionals.
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OUR TEAM MEMBER RELATIONS PHILOSOPHY
We are committed to providing the best possible climate for maximum development and goal achievement for all team
members. Our practice is to treat each team member as an individual. We seek to develop a spirit of teamwork—
individuals working together to attain a common goal.

In order to maintain an environment where these goals can be accomplished, we provide a comfortable and progressive work-
place. Most importantly, we have a workplace where communication is open and problems can be discussed and resolved
in a mutually respectful atmosphere. We take into account individual circumstances and the individual team member.

We firmly believe that with direct communication, we can continue to resolve any difficulties that may arise and
develop a mutually beneficial relationship.

NON-HARASSMENT
We prohibit harassment of one team member by another team member, management or third party for any reason
including, but not limited to: veteran status, race, color, religion, sex, national origin, age and physical and mental
disability. Harassment of third parties by our team members is also prohibited.

In addition, race; color; religious creed; ancestry; age; sex; pregnancy, childbirth and related conditions; national origin
and disability are protected classes in Pennsylvania.

The purpose of this policy is not to regulate the personal morality of team members. It is to assure that in the work-
place, no team member harasses another for any reason. While it is not easy to define precisely what harassment is,
it includes: slurs, epithets, threats, derogatory comments or visual depictions, unwelcome jokes and teasing.

Any team member who feels that (s)he is a victim of such harassment should immediately report the matter to the
Site Manager or Human Resource Manager. The Company will investigate all such reports as confidentially as
possible. Adverse action will not be taken against a team member because he or she, in good faith, reports or
participates in the investigation of a violation of this policy. Violations of this policy are not permitted and may result
in disciplinary action, up to and including discharge.

SEXUAL HARASSMENT
Sexual harassment of one team member by another team member, management or third party is against Company
policy and is unlawful under state and federal law.

We firmly prohibit sexual harassment of any team member by another team member, management or third party.
Harassment of third parties by our team members is also prohibited. The purpose of this policy is not to regulate the
morality of team members. It is to assure that in the workplace, no team member is subject to sexual harassment.
While it is not easy to define precisely what sexual harassment is, it includes: unwelcome sexual advances, request
for sexual favors and/or verbal or physical conduct of a sexual nature including, but not limited to: sexually related
drawings, pictures, jokes, teasing, uninvited touching or other sexually-related comments.

Sexual harassment of any team member will not be tolerated. Violations of this policy may result in disciplinary
action, up to and including discharge. There will be no adverse action taken against team members who, in good
faith, report violations of this policy or participate in the investigation of such violations.

Any team member who feels that (s)he is a victim of sexual harassment should immediately report such actions in
accordance with the following procedure. All complaints will be promptly and thoroughly investigated.

1. Any team member who believes that (s)he is a victim of sexual harassment or has been retaliated against for
complaining of sexual harassment, should report the act immediately to the Site Manager or Human Resource
Manager.

2. The Company will investigate every reported incident immediately. Any team member, manager or agent of
the Company who has been found to have violated this policy may be subject to appropriate disciplinary
action, up to and including immediate discharge.

3. The Company will conduct all investigations in a discreet manner. The Company recognizes that every
investigation requires a determination based on all the facts in the matter. We also recognize the serious
impact a false accusation can have. We trust that team members will continue to act responsibility.

4. The reporting team member and any team member participating in any investigation under this policy have
the Company's assurance that no reprisals will be taken as a result of a sexual harassment complaint. It is our
policy to encourage discussion of the matter and to help protect others from being subjected to similar
inappropriate behavior.



CATEGORIES OF EMPLOYMENT
FULL-TIME TEAM MEMBERS regularly work at least a 32-hour workweek (averaged over a 90-day period).

PART-TIME TEAM MEMBERS regularly work less than a 32-hour workweek (averaged over a 90-day period).

TEMPORARY TEAM MEMBERS are those engaged in work full-time or part-time for a maximum specified period of
time or for a specific assignment. A temporary employee may be offered and may accept a new temporary assignment
with the Company and still retain temporary status.

Introductory Period: Full-time and part-time team members are on an introductory period during their first 90 days
of employment. During this time period, you will be able to determine if your new job is suitable for you and your
supervisor will have an opportunity to evaluate your work performance. However, the completion of the introductory
period does not guarantee employment for any period of time thereafter. Team members who are rehired following a
break in service other than a FMLA-approved leave of absence will be brought back with the same service time and
vacation benefits. However, there is no guarantee of position, grade, or wage. If a team member leaves and does not
remain on COBRA insurance, (s)he will need to wait the standard 90-day waiting period for health insurance.

In addition to the preceding, team members are also categorized as "non-exempt" or "exempt".

NON-EXEMPT TEAM MEMBERS—entitled to overtime pay as required by applicable federal and state law.

EXEMPT TEAM MEMBERS—pursuant to applicable federal and state laws, exempt team members are not entitled to
overtime pay, and are not subject to certain deductions to their weekly salary under the Company's policies. Upon hire,
your manager will notify you of your employment classification.

NEW TEAM MEMBER ORIENTATION
Upon joining our Company, you were given this copy of our Team Cloister Handbook. After reading this Team Cloister
Handbook, please sign the receipt page and return it to your Site Manager. You will be asked to complete the
appropriate personnel, payroll and benefit forms.

If you lose your Team Cloister Handbook or it becomes damaged in any way, please notify your Site Manager as soon
as possible to obtain a replacement copy.

Your Site Manager is responsible for the operations of your department. (S)he is a good source of information about
the Company and your job.

BACKGROUND CHECKS
The Company reserves the right to perform background checks on applicants prior to offering employment and at any
time during the course of employment.

IMMIGRATION REFORM AND CONTROL ACT/I-9 FORM

In compliance with the Federal Immigration Reform and Control Act of 1986 (IRCA), as amended, our Company is
committed to employing only individuals who are authorized to work in the United States. Each new team member,
as a condition of employment, must complete the Employment Eligibility Verification Form I-9 and present
documentation establishing identity and employment eligibility. If a team member is authorized to work in this country
for a limited time period, the individual will be required to submit proof of renewed employment eligibility prior to ex-
piration of that period in order to remain employed by the Company.
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TEAM MEMBER TIME CLOCK PROCEDURES
Team members may not punch in more than five (5) minutes prior to their scheduled start time, unless management
directs otherwise. Upon punching in, team members must start work immediately. Team members are not allowed to
punch in or out for any other team member. Each team member is responsible for his/her own time keeping.

Minor team members are responsible for monitoring their hours worked based upon the Employment Laws For Minors
chart on page 32.

In order for us to calculate the wage that you have earned, it is imperative that you properly punch in and out for each
pay period. Whenever you have any questions regarding your time card, you should immediately consult your 
supervisor. Team members who fail to properly punch in and out may be disciplined, up to and including discharge.
If you do not believe that your pay has been calculated properly (overpaid or underpaid), please submit a written note
to the Corporate Office indicating the date(s) of the check(s), the nature of the discrepancy and all other relevant 
information. The discrepancy will be investigated and any necessary adjustments will be made through future 
paychecks as permitted by law (i.e. wage supplements or deductions). For payroll purposes, the work week starts on
Sunday and ends on Saturday.

OVERTIME
There may be times when you will need to work overtime so that we may meet the needs of our customers. 
Non-exempt team members must have all overtime approved in advance by their supervisor.

Non-exempt team members will be paid at a rate of time and one-half their regular hourly rate for hours worked in
excess of 40 hours in a workweek.

Only actual hours worked count towards computing overtime.

If you have any questions concerning overtime pay, check with your Site Manager.

PAYDAY
You will be paid biweekly on Friday for the period ended on the previous Saturday. When the payday is a holiday, you
will normally be paid on the last working day before the holiday.

Please review your paycheck for errors. If you find a mistake, report it to your Site Manager immediately. Your Site
Manager will assist you in taking the steps necessary to correct the error.

DIRECT DEPOSIT
The Company requires all team members to utilize direct deposit.  Information regarding direct deposit will be 
furnished to you when you are hired.

PAYCHECK DEDUCTIONS
The Company is required by law to make certain deductions from your paycheck each pay period. Such deductions
typically include federal, state and local taxes and social security. Depending on the benefits you choose, there may
be additional deductions. All deductions and the amount of the deductions are listed on your pay statement. These
deductions are totaled each year on your W-2, Wage and Tax Statement. If you have any questions, please see your
Site Manager. 

ADMINISTRATIVE PAY CORRECTIONS
We take all reasonable steps to assure that employees receive the correct amount of pay in each paycheck and that
employees are paid promptly on the scheduled payday. In the unlikely event that there is an error in the amount of
pay, promptly bring the discrepancy to our attention so that we can make a correction as quickly as possible.

Once underpayments are identified, we will correct them either immediately or in the next regular paycheck. We will
also correct overpayments in the next regular paycheck unless this presents an undue burden to the employee (where
there is a substantial amount owed). In that case, we will attempt to arrange a schedule of repayments with the em-
ployee to minimize the inconvenience to all involved.



PERFORMANCE REVIEWS
The review schedule for all grades starting from the date of employment is as follows: 

Ratings & Wage Increases

Poor Average Good Excellent

30-Day Non-Monetary Progress Report (with a minimum of 60 hours worked) 

6th Month of Employment (with a minimum of 360 hours worked)
0% 1% 3% 5%

1st Year Anniversary (with a minimum of 720 hours worked)
0% 1% 3% 5% 

2nd Year Anniversary and Yearly Thereafter (with a minimum of 720 hours worked each year)
0% 1% 3% 5%

If a team member is rehired and received a 6th month review when initially hired, the team member will only receive
annual reviews based on the new anniversary date. If the rehired team member did not receive a 6th month review,
the standard review schedule above will be followed. 

The review scale is a general range of merit increase. Each team member’s review is individual and merit increases
may vary. Sample performance review evaluation sheets are on the following pages. 

The review schedule and merit increases may be modified at the discretion of management.
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PRODUCTION PERFORMANCE REVIEW
Employee Name __________________________________________ Emp. # __________________ Location ________________

Reason for Review: � 30 Days _______ Hours � Merit � End of Probation Period
� 6 Months  _______ Hours � Promotion � Unsatisfactory Performance
� Annual _______ Hours � Other ________________________________________________

Date of hire __________________________________ Date employee began present position __________________________

Date of last review ____________________________ Scheduled review date ________________________________________

Instruction: Carefully evaluate employee’s work performance in relation to current job requirements. Points will be totaled
for an overall performance score.

PERFORMANCE RATINGS: E—Excellent. G—Good. A—Average. P—Poor. 

1. Quality—The extent to which an
employee’s work is accurate, 
thorough and neat.

GENERAL FACTORS RATING POINTS GENERAL FACTORS RATING POINTS

POINTS SCALE
POOR = 1 pt. AVERAGE = 2 pts. GOOD = 3 pts. EXCELLENT = 4 pts.

11–20 = POOR 21–28 = AVERAGE 29–39 = GOOD 40+ = EXCELLENT

E �
G �
A �
P �

E �
G �
A �
P �

E �
G �
A �
P �

E �
G �
A �
P �

E �
G �
A �
P �

E �
G �
A �
P �

E �
G �
A �
P �

E �
G �
A �
P �

E �
G �
A �
P �

E �
G �
A �
P �

E �
G �
A �
P �

7. Attitude—The extent to which an
employee carries oneself in a good 
mental standing and affects fellow
employees’ morale. 

2. Productivity—The extent to which an
employee produces a significant volume 
of work efficiently in a specified period 
of time.

3. Job Knowledge—The extent to which
an employee possesses the practical/tech-
nical knowledge required on the job.

4. Reliability—The extent to which an
employee can be relied upon regarding
task completion and follow-up.

5. Availability—The extent to which an
employee is punctual, observes prescribed work
break/meal periods and has an acceptable over-
all attendance record.      # of Absences______

6. Independence—The extent to which an
employee performs work with little or no
supervision.

8. Initiative—The extent to which an
employee seeks out new assignments 
and assumes additional duties when 
necessary.

9. Adherence to Policy—The extent to
which an employee follows safety and
conduct rules, other regulations and
adheres to company policies.

10. Interpersonal Relationships—
The extent to which an employee is 
willing and demonstrates the ability to
cooperate, work and communicate with
co-workers, supervisors, subordinates
and/or outside contacts.

11. Judgement—The extent to which 
an employee demonstrates proper 
judgment and decision-making skills
when necessary.

SEE REVERSE SIDE FOR 
SUPPORTING DETAILS OR COMMENTS

TOTAL
POINTS

Employee Comments ____________________________________________________________________________________________

______________________________________________________________________________________________________________

Discussed with individual on ________________ Employee Signature* ____________________________________________
*If employee disagrees with the appraisal, he/she may attach appropriate comments.

Follow-up requested/desired:  � Yes  � No Follow-up Date ____________________

Evaluator’s Signature______________________________________ Date____________________

Manager’s Signature ______________________________________ Date____________________ 10.08

Reason for adjustment____________________________

________________________________________________

________________________________________________

Grade change: Yes � No �  from ____ to ____

Current wage: $_____.____

Performance? Increase % ___ Yes � No �   Amt. $_____.____

Adjustment?  Yes � No �   Amt. $_____.____

New wage: (Effective date? ___ / ___ /___) $_____.____
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GREETER/CASHIER PERFORMANCE REVIEW
Employee Name __________________________________________ Emp. # __________________ Location ________________

Reason for Review: � 30 Days _______ Hours � Merit � End of Probation Period
� 6 Months  _______ Hours � Promotion � Unsatisfactory Performance
� Annual _______ Hours � Other ________________________________________________

Date of hire __________________________________ Date employee began present position __________________________

Date of last review ____________________________ Scheduled review date ________________________________________

Instruction: Carefully evaluate employee’s work performance in relation to current job requirements. Points will be totaled
for an overall performance score.

PERFORMANCE RATINGS: E—Excellent. G—Good. A—Average. P—Poor. 

Employee Comments ____________________________________________________________________________________________

______________________________________________________________________________________________________________

Discussed with individual on ________________ Employee Signature* ____________________________________________
*If employee disagrees with the appraisal, he/she may attach appropriate comments.

Follow-up requested/desired:  � Yes  � No Follow-up Date ____________________

Evaluator’s Signature______________________________________ Date____________________

Manager’s Signature ______________________________________ Date____________________

1. Quality—The extent to which an
employee’s work is accurate, 
thorough and neat.

GENERAL FACTORS RATING POINTS GENERAL FACTORS RATING POINTS

POINTS SCALE
POOR = 1 pt.        AVERAGE = 2 pts.        GOOD = 3 pts.        EXCELLENT = 4 pts.

11–20 = POOR        21–28 = AVERAGE        29–39 = VERY GOOD        40+ = EXCELLENT

E �
G �
A �
P �

E �
G �
A �
P �

E �
G �
A �
P �

E �
G �
A �
P �

E �
G �
A �
P �

E �
G �
A �
P �

E �
G �
A �
P �

E �
G �
A �
P �

E �
G �
A �
P �

E �
G �
A �
P �

E �
G �
A �
P �

7. Attitude—The extent to which an
employee carries oneself in a good 
mental standing and affects fellow
employees’ morale. 

2. Productivity—The extent to which 
an employee provides fast yet courteous 
service to customers.

3. Job Knowledge—The extent to which
an employee possesses the practical/tech-
nical knowledge which he can pass on to
the customers.

4. Reliability—The extent to which an
employee can be relied upon for task 
completion, punctuality, and regarding
observation of production.

5. Availability—The extent to which an
employee is punctual, observes prescribed work
break/meal periods and has an acceptable over-
all attendance record.      # of Absences______

6. Independence—The extent to which an
employee performs work with little or no
supervision.

8. Initiative—The extent to which an
employee takes the initiative to increase
their sales and the business by going the
extra mile.

9. Adherence to Policy—The extent to
which an employee follows safety and
conduct rules, other regulations and
adheres to company policies.

10. Interpersonal Relationships—
The extent to which an employee is 
willing and demonstrates the ability to
cooperate, work and communicate with
co-workers, supervisors, subordinates
and/or outside contacts.

11. Judgement—The extent to which 
an employee demonstrates proper 
judgment and decision-making skills
when necessary.

SEE REVERSE SIDE FOR 
SUPPORTING DETAILS OR COMMENTS

10.08

TOTAL
POINTS

Reason for adjustment____________________________

________________________________________________

________________________________________________

Grade change: Yes � No �  from ____ to ____

Current wage: $_____.____

Performance? Increase % ___ Yes � No �   Amt. $_____.____

Adjustment?  Yes � No �   Amt. $_____.____

New wage: (Effective date? ___ / ___ /___) $_____.____
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MANAGEMENT PERFORMANCE REVIEW
Employee Name__________________________________________________ Emp. #________________ Location ________________

Reason for Review: � 30 Days _______ Hours � Merit � End of Probation Period
� 6 Months  _______ Hours � Promotion � Unsatisfactory Performance
� Annual _______ Hours � Other ________________________________________________

Date of hire ______________________________________ Date employee began present position __________________________
Date of last review ________________________________ Scheduled review date ________________________________________

Instruction: Carefully evaluate employee’s work performance in relation to current job requirements. Points will be totaled for
an overall performance score.

PERFORMANCE RATINGS: E—Excellent. G—Good. A—Average. P—Poor. 

GENERAL FACTORS RATING POINTS

POINTS SCALE
POOR = 1 pt. AVERAGE = 2 pts. GOOD = 3 pts. EXCELLENT = 4 pts.

12–23 = POOR 24–31 = AVERAGE 32–42 = GOOD 43+ = EXCELLENT

SEE REVERSE SIDE FOR SUPPORTING DETAILS OR COMMENTS

TOTAL
POINTS

11. Quality—The extent to which a manager is able to make an employee aware of Cloister quality.

12. Production of Others—The extent to which a manager has his/her employees produce a 
significant volume of work and keeps them busy on off-peak times.

13. Job Knowledge—The extent to which a manager possesses the practical/technical knowledge
required on the job and also able to pass this knowledge on to others.

14. Reliability—The extent to which a manager can be relied upon regarding task completion and 
follow-up.

15. Availability—The extent to which a manager is punctual, dependable, and is willing to 
pick-up other peoples’ “loose ends”.

16. Independence—The extent to which a manager can manage his/her own time.

17. Attitude—The extent to which a manager carries oneself in a good mental standing and affects
fellow employees’ morale. 

18. Labor Management—The extent to which a manager keeps labor within guidelines.

19. Relations to Customer—The extent to which a manager works with a customer if/when 
a problem arises.

10. Adherence to Policy—The extent to which a manager follows safety and conduct rules, other
regulations and adheres to company policies and passes/enforces these to his/her staff.

11. Leadership Abilities—The extent to which a manager leads his/her employees to positive 
motivational techniques.

12. Judgement—The extent to which an employee handles a customer complaint or problem. 
Able to demonstrate proper judgment and decision-making skills when necessary.

E � G � A � P �

E � G � A � P �

E � G � A � P �

E � G � A � P �

E � G � A � P �

E � G � A � P �

E � G � A � P �

E � G � A � P �

E � G � A � P �

E � G � A � P �

E � G � A � P �

E � G � A � P �

Employee Comments ____________________________________________________________________________________________

______________________________________________________________________________________________________________

Discussed with individual on ________________ Employee Signature* ____________________________________________
*If employee disagrees with the appraisal, he/she may attach appropriate comments.

Follow-up requested/desired:  � Yes  � No Follow-up Date ____________________

Evaluator’s Signature______________________________________ Date____________________

Manager’s Signature ______________________________________ Date____________________ 10.08

Reason for adjustment____________________________

________________________________________________

________________________________________________

Grade change: Yes � No �  from ____ to ____

Current wage: $_____.____

Performance? Increase % ___ Yes � No �   Amt. $_____.____

Adjustment?  Yes � No �   Amt. $_____.____

New wage: (Effective date? ___ / ___ /___) $_____.____



MAINTENANCE MECHANIC PERFORMANCE REVIEW
Employee Name __________________________________________ Emp. # __________________ Location ________________

Reason for Review: � 30 Days _______ Hours � Merit � End of Probation Period
� 6 Months  _______ Hours � Promotion � Unsatisfactory Performance
� Annual _______ Hours � Other ________________________________________________

Date of hire __________________________________ Date employee began present position __________________________

Date of last review ____________________________ Scheduled review date ________________________________________

Instruction: Carefully evaluate employee’s work performance in relation to current job requirements. Points will be totaled
for an overall performance score.

PERFORMANCE RATINGS: E—Excellent. G—Good. A—Average. P—Poor. 

GENERAL FACTORS RATING POINTS

POINTS SCALE
POOR = 1 pt. AVERAGE = 2 pts. GOOD = 3 pts. EXCELLENT = 4 pts.

12–23 = POOR 24–31 = AVERAGE 32–42 = GOOD 43+ = EXCELLENT

SEE REVERSE SIDE FOR SUPPORTING DETAILS OR COMMENTS

TOTAL
POINTS

11. Quality—The extent to which an employee can produce work that matches Cloister’s standards.
12. Production of Work—The extent to which an employee produces a significant amount of

work per time given.
13. Job Knowledge—The extent to which an employee understands practical and technical

knowledge of the facilities and required tools and equipment.
14. Availability—The extent to which an employee is punctual, dependable and willing to go

beyond the call.
15. Independence—The extent to which an employee can manage his or her own time.
16. Reliability—The extent to which an employee can be relied upon regarding task completion

and follow-up.
17. Attitude—The extent to which an employee carries oneself in a good mental standing and

affects fellow employees’ morale. 
18. Creativity—The extent to which an employee is able to find creative solutions to 

mechanical issues.
19. Adherence to Policy—The extent to which an employee follows safety rules and regulations.
10. Judgement—The extent to which an employee considers the good of the company when

making decisions.
11. Initiative—The extent to which an employee seeks out new assignments and assumes 

additional duties when necessary.
12. Interpersonal Relationships—The extent to which an employee is willing and 

demonstrates the ability to cooperate, work and communicate with co-workers, supervisors,
subordinates and/or outside contact.

E �   G �   A �   P �

E �   G �   A �   P �

E �   G �   A �   P �

E �   G �   A �   P �

E �   G �   A �   P �

E �   G �   A �   P �

E �   G �   A �   P �

E �   G �   A �   P �

E �   G �   A �   P �

E �   G �   A �   P �

E �   G �   A �   P �

E �   G �   A �   P �

Employee Comments ____________________________________________________________________________________________

______________________________________________________________________________________________________________

Discussed with individual on ________________ Employee Signature* ____________________________________________
*If employee disagrees with the appraisal, he/she may attach appropriate comments.

Follow-up requested/desired:  � Yes  � No Follow-up Date ____________________

Evaluator’s Signature______________________________________ Date____________________

Manager’s Signature ______________________________________ Date____________________ 10.08

Reason for adjustment____________________________

________________________________________________

________________________________________________

Grade change: Yes � No �  from ____ to ____

Current wage: $_____.____

Performance? Increase % ___ Yes � No �   Amt. $_____.____

Adjustment?  Yes � No �   Amt. $_____.____

New wage: (Effective date? ___ / ___ /___) $_____.____
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TEAM MEMBER BENEFITS 
Our Company has developed a comprehensive set of team member benefit programs to supplement the team member’s
regular wages. Our benefits represent a value of additional income to our team members. This Team Cloister Handbook
describes the current benefit plans maintained by the Company. Refer to the actual plan documents and summary plan
descriptions if you have specific questions regarding the benefit plan. Those documents are controlling. Full-time
team members (regularly work at least a 32-hour workweek, averaged over a 90-day period) are eligible for the
following benefits: 

1. Paid holidays as per the holiday schedule. Holiday pay is based on the average hours worked over the past
30 days, not to exceed eight (8) hours per holiday. It will not be calculated using overtime.

2. Paid vacations as per the vacation schedule. Vacation pay is based on the average hours worked over the past
90 days, not to exceed 40 hours per week. It will not be calculated using overtime.

Part-time team members (regularly work less than a 32-hour workweek, averaged over a 90-day period) are not 
eligible for benefits. 

Team members who are rehired following a break in service other than a FMLA-approved leave of absence will be
brought back with the same service time and vacation benefits. However, there is no guarantee of position, grade, or
wage. If a team member leaves and does not remain on COBRA insurance, (s)he will need to wait the standard 
90-day waiting period for health insurance. Furthermore, the 30-day eligibility period will need to be satisfied to 
receive paid holidays. 

The Company reserves the right to modify its benefits at any time.

HOLIDAYS/7 DAYS

To qualify for holiday pay: 1. You must be a full-time team member. 
To qualify for holiday pay: 2. You must be employed for at least 30 days. 

3. You must work your scheduled work days before and after the holiday or have a 
pre-approved day off.

Holiday pay is based on the average hours worked—excluding overtime—over the past 30 days (not to exceed 
eight (8) hours per holiday). When the holiday falls on a weekend, salaried team members may have another day off
with pay.

Paid holidays are as follows: 

• New Year's Day (January 1st)
• Easter 
• Memorial Day (last Monday of May)
• Independence Day (July 4th)
• Labor Day (first Monday of September)
• Thanksgiving (fourth Thursday of November) 
• Christmas (December 25th)

The Company will close at 5:00 p.m. on Christmas Eve (December 24th) and New Year's Eve (December 31st). It is at
the discretion of senior management to operate on a documented closed holiday.  

VACATIONS
To qualify for vacation pay: 1. You must be a full-time team member. 
To qualify for vacation pay: 2. You must be employed for one full year of service unless otherwise offered at the

time employment begins.

The vacation schedule, not to exceed 40 hours per week, is as follows:
• After 1 year of service, you are entitled to two (2) week's hours as averaged over the past 90 days. 
• After 3 years of service, you are entitled to three (3) week's hours as averaged over the past 90 days. 
• After 8 years of service, you are entitled to four (4) week's hours as averaged over the past 90 days.

Request for vacation time must be submitted no later than two weeks prior to the dates requested. Senior management
reserves the right to decline a request due to, but not limited to, demands of production, staffing levels and multiple
requests for the same period.

Unused vacation days may not be carried over to the following year. However, up to one-half of your allotted days
may be cashed in prior to their expiration.
27



RED ZONE DAYS/MANDATORY WORK DAYS

Vacations are not recommended December 1 through March 31 due to our production needs unless written approval
is given by your Site Manager.

Due to the nature of our business, Friday, Saturday, and Sunday volumes are very hard to predict more than one or
two days in advance. It may be necessary for all team members to work on these high volume days. This is not an
option—this is mandatory. This could happen any time of year, but typically during the months of December through
March. The need for all staff may also apply to special promotional events such as Mothers’ Day and Veterans’ Day.

HEALTH INSURANCE
The Company recognizes the high cost of adequate insurance protection and tries to offset these expenses to the best
of the Company's ability. The Company will contribute 65% towards the team member's individual insurance premium
while the team member will contribute 35%, regardless of grade and time of service. The Company currently offers
medical, prescription, and dental coverage.

The Company will offer insurance to eligible, full-time team members after 90 days of employment. Prior to your 
eligibility date, an insurance information packet will be provided.

Dependent coverage is available at the team member's full expense.

Team member contributions towards insurance premiums will be deducted from the bi-weekly pay on a before tax basis.

You can not make any changes to your health insurance coverage until the next open enrollment date, unless your
family status changes or you become eligible for a special enrollment period due to the loss of coverage. Family status
changes include marriage, divorce, death of a spouse or child, birth or adoption of a child or termination of employment
of your spouse. A change in election due to a change in family status is effective the next pay period.

RECRUITING BONUS
A team member can sponsor a new team member and be eligible for a recruiting bonus based on the following scale.
To sponsor a new team member, simply instruct the applicant to enter your name in the "Referred By" box on the 
employment application. For management in grade 2 to qualify, the sponsored team member must be hired in to an
equal or higher grade.

Grade of Bonus After 30 Days/40 Hours Bonus After 90 Days/120 Hours Total 
New Team Member Worked by New Team Member Worked by New Team Member Bonus 

Grade 6 $175.00 $175.00 $150.00
Grade 5 $100.00 $100.00 $200.00
Grade 4 $150.00 $150.00 $300.00
Grade 3 $200.00 $200.00 $400.00
Grade 2 $250.00 $250.00 $500.00

The recruiting bonus is based on the grade the new team member is hired in to.
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ANNIVERSARY BONUS
The Company is grateful for the dedication of its team members and would like to express its gratitude by recognizing
and rewarding specific landmarks. 

13 years of full-time service: $1,500.00
16 years of full-time service: $1,000.00
19 years of full-time service: $1,500.00
12 years of full-time service: $2,000.00
15 years of full-time service: $2,500.00
18 years of full-time service: $3,000.00
21 years of full-time service: $3,500.00
24 years of full-time service: $4,000.00
27 years of full-time service: $4,500.00
30 years of full-time service: $5,000.00

and so on, with a $500.00 increase every 3 years through 60 years of service when the bonus reaches $10,000.00. 

The team member will be responsible for all tax burdens accrued as the result of the bonus received. This benefit is
not pro-rated.

The team member must be employed by the Company on the date of the landmark anniversary in order to be eligible
for the bonus. Bonuses are paid based on business levels and the financial position of the company. This is a bonus
and, therefore, not guaranteed.

401(k) QUALIFIED RETIREMENT PLAN/SAVE FOR THE FUTURE

Our Company provides eligible team members with a 401(k) Qualified Retirement Plan which is an excellent means
of long-term savings for your retirement. The Company's contribution, if any, is determined by the Company on an
annual basis.

You can obtain a copy of the Summary Plan Description, which contains the details of the plan including eligibility
provisions, from your Site Manager. In the event of any conflict in the description of the plan, the official plan 
documents, which are available for your review, shall govern. If you have any questions regarding this plan, contact
the your Site Manager.

FUNERAL LEAVE/IMMEDIATE FAMILY

Upon receiving notice of the death of an immediate family member, the team member will be granted an unpaid leave
of absence. Immediate family includes current spouse, parent, step-parent, parent-in-law, step-parent-in-law, grand-
parent, child, step-child, grandchild, sibling and step-sibling. The team member is required to inform management of
all time needed as early as possible. The Company reserves the right to request official notice of the death. Leaves of
absence will not exceed three (3) days without prior approval of your Site Manager. Deaths outside the immediate fam-
ily will be handled on a case-by-case basis.

JURY DUTY 
A team member summoned for jury duty is granted a paid leave—up to five (5) working days—in order to serve. Team
members will be paid according to their average hours worked per day, as averaged over the past 90 days, not to 
exceed eight (8) hours per day (overtime will not apply). A copy of the notice must be presented to your Site Manager
and arrangements made as soon as you receive your notice. We expect you to return to your job if you are excused
from jury duty during your regular working hours. 

COBRA
You and your covered dependents will have the opportunity to continue health insurance benefits for a period of 
18 or 36 months under the provisions of the Consolidated Omnibus Budget Act (COBRA) when group health insurance
coverage for you and your dependents would otherwise end because:

• Your employment terminated for a reason other than gross misconduct (18 months);
• Your employment status changes due to a reduction in hours (18 months);
• Your child ceases to be a "dependent child" under the terms of the insurance plans (36 months); 
• You become divorced or legally separated (36 months); 
• You become entitled to Medicare (36 months); or 
• Your death (36 months).
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In the event of death, divorce, legal separation, or a child's loss of dependent status, you or a family member must
notify the Plan Administrator within 60 days of the occurrence of the event. The Plan Administrator will then notify
the individual whether (s)he is eligible to elect COBRA continuation coverage.

WORKERS’ COMPENSATION/REPORT ALL INJURIES

The Company provides Workers' Compensation insurance as required under Pennsylvania law. This program covers
any injury or illness arising out of, or in the course of, employment. All accidents occurring while at work or on 
Company business that result in injury, regardless of how insignificant the injury may appear, must be
immediately reported to your Site Manager. Such reports are necessary to comply with the laws and initiate in-
surance and workers' compensation benefits procedures. If you do not report an accident, you may lose some or all
of your benefits.

FEDERAL FAMILY AND MEDICAL LEAVE ACT/FMLA

Basic Leave Entitlement
FMLA requires covered employers to provide up to 12 weeks of unpaid, job-protected leave to eligible employees for
the following reasons: 

• For incapacity due to pregnancy, prenatal medical care or child birth;
• To care for employee’s child after birth, or placement for adoption or foster care;
• To care for employee’s spouse, son or daughter, or parent, who has a serious health condition; or
• For a serious health condition that makes employee unable to perform the employee’s job.

Military Family Leave Entitlements
Eligible employees with a spouse, son, daughter, or parent on active duty or call to active duty status in the National
Guard or Reserves in support of a contingency operation may use their 12-week leave entitlement to address certain
qualifying exigencies. Qualifying exigencies may include attending certain military events, arranging for alternative
childcare, addressing certain financial and legal arrangements, attending certain counseling sessions, and attending
post-deployment reintegration briefings.

FMLA also includes a special leave entitlement that permits eligible employees to take up to 26 weeks of leave to care
for a covered servicemember during a single 12-month period. A covered servicemember is a current member of the
Armed Forces, including a member of the National Guard or Reserves, who has a serious injury or illness incurred in
the line of duty on active duty that may render the servicemember medically unfit to perform his or her duties for which
the servicemember is undergoing medical treatment, recuperation, or therapy; or is in outpatient status; or is on the
temporary disability retired list.

Benefits and Protections
During FMLA leave, employer must maintain the employee’s health coverage under any “group health plan” on the
same terms as if employee had continued to work. Upon return from FMLA leave, most employees must be restored
to their original or equivalent positions with equivalent pay, benefits, and other employment terms.

Use of FMLA leave cannot result in the loss of any employment benefit that accrued prior to the start of an employee’s
leave.

Eligibility Requirements
Employees are eligible if they have worked for a covered employer for at least one year, for 1,250 hours over the 
previous 12 months, and if at least 50 employees are employed by the employer within 75 miles.

Definition of Serious Health Condition
A serious health condition is an illness, injury, impairment, or physical or mental condition that involves either an
overnight stay in a medical care facility, or continuing treatment by a health care provider for a condition that either
prevents the employee from performing the functions of the employee’s job, or prevents the qualified family member
from participating in school or other daily activities.

Subject to certain conditions, the continuing treatment requirement may be met by a period of incapacity of 
more than 3 consecutive calendar days combined with at least two visits to a health care provider or one visit and 
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a regimen of continuing treatment, or incapacity due to pregnancy, or incapacity due to a chronic condition. Other 
conditions may meet the definition of continuing treatment.

Use of Leave
An employee does not need to use this leave entitlement in one block. Leave can be taken intermittently or on a 
reduced leave schedule when medically necessary. Employees must make reasonable efforts to schedule leave for
planned medical treatment so as not to unduly disrupt the employer’s operations. Leave due to qualifying exigencies
may also be taken on an intermittent basis.

Substitution of Paid Leave for Unpaid Leave
Employees must use all accrued PTO while taking FMLA leave.

Employee Responsibilities
Employees must provide 30 days advance notice of the need to take FMLA leave when the need is foreseeable. When
30 days notice is not possible, employee must provide notice as soon as practicable and generally must comply with
employer’s normal call-in procedures.

Employees must provide sufficient information for employer to determine if the leave may qualify for FMLA 
protection and the anticipated timing and duration of the leave. Sufficient information may include that the employee
is unable to perform job functions, the family member is unable to perform daily activities, the need for 
hospitalization or continuing treatment by a health care provider, or circumstances supporting the need for military
family leave. Employees also must inform employer if the requested leave is for a reason for which FMLA leave was
previously taken or certified. Employees also may be required to provide a certification and periodic recertification 
supporting the need for leave.

Employer Responsibilities
Covered employers must inform employees requesting leave whether they are eligible under FMLA. If they are, the
notice must specify any additional information required as well as the employees’ rights and responsibilities. If they
are not eligible, the employer must provide a reason for the ineligibility.

Covered employers must inform employees if leave will be designated as FMLA-protected and the amount of leave
counted against the employee’s leave entitlement. If the employer determines that the leave is not FMLA-protected,
the employer must notify the employee.

Unlawful Acts by Employers
FMLA makes it unlawful for any employer to: (1) Interfere with, restrain, or deny the exercise of any right provided
under FMLA; and (2) Discharge or discriminate against any person for opposing any practice made unlawful by FMLA
or for involvement in any proceeding under or relating to FMLA.

Enforcement
An employee may file a complaint with the U.S. Department of Labor or may bring a private lawsuit against an 
employer.

FMLA does not affect any Federal or State law prohibiting discrimination, or supersede any State or local law or 
collective bargaining agreement which provides greater family or medical leave rights.
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ON THE JOB POLICIES
& PROCEDURES
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May not work without a 
work permit.

May not work before 
7am or after 7pm. 

During summer vacation the
evening hour is 10pm.

May not work more than 
4 hours on a school day, 

including Fridays.

May not work more than 
8 hours on a non-school day 

(Saturday & Sunday) and any day
during Summer Vacation.

May not work more than 
5 consecutive hours without a 
30-minute clocked out break.

May not work more than 
18 hours a week 

during a school week
(Monday through Friday). 

May not work more than 
6 days per week. 

May not work more than 
44 hours a week 

during a non-school week, 
summer vacations or 

anytime school is closed 
for an entire week

(Monday through Sunday).

May not operate power 
equipment or stand on ladders 

or scaffolding.

May not operate motor vehicles.

May not work in the 
wash tunnel, equipment 

rooms or enter any confined 
space such as a pit or 

 manhole-covered tank.

May not work without a 
work permit.

May not work more than 
28 hours during a school week

(Monday through Friday).

May not work more than 
8 hours in one day or 

more than 6 days per week
(Monday through Sunday).

May not work more than 
44 hours in a week 

(Monday through Sunday).

May not work more than 
5 consecutive hours without a 
30-minute clocked out break.

May not clean or oil machinery 
or operate welding and wood
working  equipment or stand

on ladders or scaffolding 
6’ or higher.

May not work in the 
equipment rooms or enter any 
confined space such as a pit or 

 manhole-covered tank.

May not operate motor vehicles
without a valid driver’s license.

May not operate motor vehicles
without a valid driver’s license.

Minors 14 & 15
Years of Age

Minors 16 & 17
Years of Age

18 Years of 
Age and Older

EMPLOYMENT LAWS FOR MINORS



TEAM MEMBER ATTENDANCE 
Team member attendance is of the utmost importance. When team members are absent or tardy, it hampers our work
schedule and our commitment to serve our customers. Therefore, the following schedule will be strictly enforced.

Tardiness
If you know you will be late and you call in at least 15 minutes prior to your starting time and you are at work 
within 30 minutes of your starting time, you will be given an excused tardy. You will be allowed two (2) of these 
per calendar year. 

If you do not call and you are late, it is considered an unexcused tardy and the following disciplinary action will be taken:

First offense: Verbal warning/written, unsigned 
Second offense: Written warning, signed
Third offense: Suspension, at the discretion of management
Fourth offense: Termination

After six months of continuous employment without a disciplinary slip, one offense will be removed.

No Call, No Show
Any team member that does not report for his/her scheduled shift, and does not call off, is considered to have 
abandoned his/her job and will be recorded as self-terminated. 

Call-Offs
The Company understands that illness will prevent team members from reporting at times. However, excessive 
call-offs not only hinder production but place additional stress upon the staff's ability to properly service our
customers. Therefore, the following guidelines have been set:

• Team members must call off prior to the start of their shift, or be given an unexcused tardy.
• Each team member will be allowed one (1) unexcused call-off per rolling six month period.
• A call-off of more than one (1) day will require a doctor's excuse to return to work.
• If a doctor's excuse is not provided, each day out will be considered a separate call-off and unexcused. 

First unexcused call-off: Verbal warning/written, unsigned
Second unexcused call-off in six months: Written warning, signed 
Third unexcused call-off in six months: Suspension of three (3) working days
Fourth unexcused call-off in six months: Termination

Six months from the date of the earliest occurrence, the unexcused call-off will be removed from the team member’s file.

In addition, management reserves the right to declare an absence excused at their discretion.

REQUEST FOR ABSENCE FROM WORK/NON-FMLA
All team members must fill out a request form for any absence from a scheduled work day, including vacations, jury
duty or time off without pay. This applies to both full-time and part-time team members.

Requests must be turned in for approval at least 2 weeks/14 days prior to the day(s) requested off work. The Company
will honor as many requests as possible as long as it does not interfere with work volume and our customer 
commitment, and as may be required by law.
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All requests for time off may not be granted due to production needs.

Due to the nature of our business, Friday, Saturday, and Sunday volumes are very hard to predict more
than one or two days in advance. It may be necessary for all team members to work on these high volume
days. This is not an option—this is mandatory. This could happen any time of year, but typically during
the months of December through March. The need for all staff may also apply to special promotional events
such as Mothers’ Day and Veterans’ Day.

If you are unable to work on a requested work day, it may be handled as an unexcused absence. This is at the 
discretion of senior management.
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TEAM MEMBER DRESS CODE AND APPEARANCE/OUR IMAGE IS EVERYTHING

Our customers' satisfaction represents the most important and challenging aspect of our business. Whether or not your
job responsibilities place you in direct contact, you represent the Company with your appearance as well as your 
actions. The properly attired individual helps to create a favorable image of the Company to the public and fellow
team members. Team members must be in the proper uniform whenever they are on Cloister property, on or off the
clock, whether working or attending meetings.  Team members represent the company and must remember to act
and dress in a courteous, professional manner at all times when on Cloister property.  Personal grooming and attire
must be neat, conservative, in good taste and in conformity with applicable department and work area standards.
Radical departure from conventional dress or personal grooming standards is not permitted.

ACCEPTABLE ATTIRE & APPEARANCE
Shirts: Only a Company t-shirt, staff shirt, or oxford shirt is acceptable during short sleeve weather. Shirt tails must

be tucked in at all times when on Company property, regardless of whether you are on or off the clock. Short
sleeve shirts may not have the sleeves rolled. At no time may a long sleeve garment of any kind be worn under
any short sleeve Company shirt. 

Outerwear: Acceptable cold weather attire is a Company sweatshirt, fleece vest, windbreaker jacket and/or winter coat.
The hood of a hooded sweatshirt may not be worn up at any time.

Pants: A clean, straight-legged, properly fitting jean or other suitable work pant must be worn. The pant must be blue
or black in color. Faded, ripped or patched pants are not acceptable; this includes cargo pants. 

Shorts: Only a Company short is acceptable. 

Belts: Only a Company black, non-scratching belt is acceptable.

Shoes: Any type of work shoe, work boot or sneaker—in fair to good condition—is acceptable. Shoe laces must be
tied tightly at all times. No sandals, no flip flops, no open-toed shoes—no exceptions.

Gloves: Only black gloves are permitted.

Hats: Only a Company baseball hat or Company knit beanie (in cold weather) is acceptable.

Headbands: Only a Company headband is acceptable. 

Safety Attire: As prescribed for the work area.

Jewelry: A team member working around customer vehicles is permitted to wear a wedding band only. No other rings
are permitted. Earrings of a post construction and conservative design are permissible for female team 
members. Necklaces may be worn but must remain concealed under the shirt; choker style necklaces are not 
permitted. Bracelets may not be worn by any team member. Watches with plastic construction and your Site 
Manager's approval are allowed. Absolutely no metal watches.

Body Piercings: No visible body piercings are allowed to be worn while working.

Tattoos: At the time of hire, visible tattoos will be reviewed by management and dealt with on a case-by-case basis.
Visible tattoos received after hire that are deemed unacceptable by Cloister standards may result in termination.

Facial Hair: Goatees, beards or facial hair of any kind below the upper lip is not permitted.  Mustaches must be trimmed
at least once a day or as needed to give a neat appearance.

Hair (see illustrations below): Management dictates the right to decide on the acceptable length of a team member’s
hair using the illustrations on the next page as the guideline. Long hair is positively not permitted for male team
members. Deviation from standard hair color is not acceptable. 

MUSTACHES
Mustaches may not
extend below the
corner of the mouth.

SIDE VIEW
Side hair may not be longer than the top of
the ear lobe. Side burns may extend to the
top curve of the jawbone but not longer than
the bottom of the ear lobe. “Mutton chops”
are not permitted.

FEMALES
Long hair should
be tied back so it
does not interfere
with your work.

FRONT/BACK VIEW
Back hair must be tapered and may
not extend below the top of the shirt
collar. Front hair may not extend
below the eyebrows.

AFRO
Afro permitted
when moderate
and well cut.
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DRESS CODES PER POSITION
All team members are expected to dress appropriately for their positions with regard to normal standards and safety.
All team members are expected to follow these guidelines plus the guidelines under the Acceptable Attire 
& Appearance section. Refer to the chart on the following page for further clarification.

General Labor: Refer to the Acceptable Attire & Appearance section.

Greeter/Cashier: Personal hygiene must be above average. The greeter/cashier is typically the first team member
our customers see. First impression is very important in our service industry.

Male: White Company oxford shirt, red safety clip-on tie, blue or black pants* (no jeans) or Company
shorts. A safety clip-on tie must be worn due to working in close proximity to machinery. Team
members required to wear a tie must wear a safety clip-on tie.

Female: White Company oxford shirt, red floppy tie, blue or black pants* (no jeans) or Company
shorts. Floppy ties must be worn at all times.

Car Wash Site Manager: White dress shirt* or white Company oxford shirt; red safety clip-on tie or red floppy tie 
(gender specific); blue, black or khaki pants* (no jeans). 

Car Wash Assistant Site Manager: White dress shirt* or white Company oxford shirt; red safety clip-on tie or red
floppy tie (gender specific); blue, black or khaki pants* (no jeans) or Company shorts.

Car Wash Team Leader: White Company oxford shirt; red safety clip-on tie or red floppy tie (gender specific); 
blue, black or khaki pants* (no jeans) or Company shorts.

Lube Manager: White Company staff shirt; red Company t-shirt; blue or black pants* (no jeans).

Lube Team Leader: Black Company staff shirt; red Company t-shirt; blue or black pants* (no jeans) or Company
shorts.

Maintenance: Black Company staff shirt; red Company t-shirt; blue or black work pants or jeans* (in good condition);
leather upper shoes/boots*. Appropriate safety attire is required at all times.

Office Personnel: Business attire only. No shorts, Company t-shirts or sweatshirts, flip flops, sneakers or jeans. Clean
jeans in excellent condition may be worn when working in the office on Saturday.

When office personnel are assigned to satellite locations, personnel will adhere to the uniform policy of the de-
partment in which they are working.

*The Company does not supply these items. See the next page for the uniform pieces the Company supplies.
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SPECIAL OCCASIONS AND PROMOTIONAL PERIODS
The Company may at anytime elect to have some or all team members wear "special occasion" attire (holiday 
shirts, ties, etc.).

UNIFORM PRICES 
Team members must purchase uniforms on a cash and carry basis. Uniforms that are in disrepair must be replaced
at the team member's expense. 

Garment Cost
Red or black t-shirt $14.00
White or black staff shirt $20.00
White oxford shirt $20.00
Red or black non-hooded sweatshirt $10.00
Red hooded sweatshirt $16.00
Black windbreaker jacket $15.00
Black winter coat $50.00
Red or black winter fleece vest $20.00
Blue shorts $15.00
Red or black baseball hat $18.00
Knit beanie $15.00
Headband $15.00
Black non-scratching belt $18.00
Red safety clip-on tie $10.00
Red floppy tie $15.00

Items of clothing are position specific indicating different levels of employment. All pieces of clothing may be 
purchased by anyone at anytime. However, only the appropriate clothing for the job position will be permitted to be
worn on Company premises. For clarification of this issue, please see your Site Manager. The Company does not sell
white dress shirts, long pants, or shoes.

The cost of Company clothing may change at the discretion of management.

CUSTOMERLAND AND PORCHES
Customerland and porches are for the comfort and convenience of our customers only. Team members should not
walk through or use these areas unless directed to by management. Each site has designated pick-up areas. Please
see your Site Manager for the locations.

TIPS/STRICTLY ENFORCED

Tips have been a challenge since the start of the Company in 1984 with a total employment of three. We presently have
over four hundred team members and work hard to be fair and consistent to all.

The collection of tips has been discussed with management, team members and customers alike. It was a unanimous
decision to eliminate the collection of tips. It is virtually impossible to distribute tips equally among all the team 
members. The use of tips for Team Cloister functions like a Company picnic was considered but also rejected. These
functions will continue to be paid by the Company.

Tipping seems to be appropriate when it is a one-on-one service—a waiter waiting on a table or a barber that does a
nice job. In our service, so many team members are involved, and the ones the customer sees are just a few. In our
operation, there are only a few jobs where a team member comes in contact with the customer. As a result, all team 
members would want to have those particular jobs.

As you can see, it is a very tough issue. We feel we have chosen the fairest option for everyone—customer and team
member alike. We all work hard and that's what makes up our team. Therefore, the collection of tips is strictly 
prohibited. Any team member who accepts a tip from a customer may be subject to disciplinary action, up to and 
including discharge.
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COMMISSIONS/NEVER PAID

Another challenge for our Company has been the industry's approach to commissions paid to team members for 
selling or suggesting certain services. We have elected not to pay commissions. Our team members are trained to
make evaluations and suggestions based solely on the manufacturer's recommendations, safety of the customer’s
vehicle and money saving benefits to the customer. Eliminating commissions stops the practice of “up-selling”.

PERKS/NOT ACCEPTED

The acceptance of any gift (clothing, event tickets, cash, etc.) or favor from sources outside the Company (vendors,
suppliers, customers, etc.) is strictly prohibited without the authorization of senior management.

COMPANY VEHICLES/ALWAYS CLEAN AND NEAT

Operators of Company vehicles are responsible for the safe operation and cleanliness of the vehicle. Accidents 
involving a Company vehicle must be reported to senior management immediately. Team members are responsible for
paying moving and parking violation fines assessed while operating a Company vehicle and must report these 
violations to senior management immediately. Company vehicles may only be used for job-related travel. Tobacco
use is prohibited in all Company vehicles. THE USE OF SEAT BELTS IS MANDATORY FOR OPERATORS AND 
PASSENGERS OF COMPANY VEHICLES.

A valid driver’s license is required when driving a Company vehicle. Team members are the only permitted 
passengers in Company vehicles unless pre-approved by senior management.

All operators of Company vehicles are responsible to keep the vehicles clean (inside and out) and properly 
maintained and inspected.

PERSONNEL RECORDS/CONFIDENTIAL

When team members are hired, the Company requests certain information which serves a purpose in the employment
process. It is important that this information be kept up-to-date for employment, tax, and insurance purposes 
(if applicable), as well as for use in emergencies. It is the responsibility of the team member to advise the 
Corporate Office of any changes, including name, address, phone number, marital status, dependents, beneficiaries,
further education, and driver’s license status.

Personnel files are the property of the Company and access to the information they contain is restricted. Information
in the employment file will not be verified or released to anyone outside the Company, its agents or representatives,
unless authorized by a release in writing, or unless the Company is required by legal process to provide information.

ACCESS TO PERSONNEL RECORDS/BY APPOINTMENT ONLY

Team members can inspect parts of their own personnel files once a year, in the presence of a Company official. Parts
subject to inspection include the team member's job application, wage or salary information, notices of commendations,
warning or other disciplinary actions, authorization for a deduction or withholding of pay, fringe benefit information,
leave records and employment history with the Company. The records may be inspected at reasonable times during 
regular business hours and in the office where the records are kept. Team members may take notes regarding the 
contents of the file. Team members may place a statement in the file if they find an error in the file.

For more information, contact your Site Manager.

LUNCHROOM/CLEAN UP AFTER YOURSELF

A Company lunchroom is provided for the convenience of team members. If lunches are taken on the premises, it must be
in the lunchroom. Lunches are unpaid and will generally be limited to 30 minutes, unless pre-approved by management.

JOB POSTINGS
The Company is dedicated to helping its team members grow and advance within the Company. Whenever possible,
the Company will promote from the current team member pool.

Current job openings will be routinely posted on our bulletin boards. In certain instances, the Company may 
determine that certain open positions can not be filled from the current team member pool. In this case, a job 
opening will not be posted. 

Contact your Site Manager if you wish to apply for a posted job opening.
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STUDENT HELP/MENTORING

Team Cloister is dedicated to education and promotes the learning of a good work ethic.  We understand the
responsibilities of student team members with respect to their school work and school activities. If any student team
member is in need of assistance with his/her school work, the Company will try to find a mentor within the Company
or will work with the school to help the student team member. Please see your Site Manager if you are interested. 

DOMESTIC VIOLENCE
The Company recognizes that domestic violence can have an adverse impact on employee job performances and may
also impact co-worker’s performance.

The Company will assist employees affected by domestic violence, both the victim and the abuser, within reasonable
guidelines. Information will remain confidential as long as the safety of others is not at risk.

TRANSFERS
During construction, new startup, training and fluctuations in production, it may be necessary to transfer a team
member from job to job and from site to site.

General production staff will be given 20 minutes travel time for temporary transfers to another site. This time will
be added by the manager on duty at the away site.

Payable travel times from: Ephrata York Lancaster Reading
To Ephrata — 40 20 20
To York 40 — 20 60
To Lancaster 20 20 — 40
To Reading 20 60 40 —

Mileage will be paid with pre-approval from management.

HOUSEKEEPING/EVERYONE’S RESPONSIBILITY

It is the responsibility of all team members to keep the entire property neat and orderly at all times. Good 
housekeeping is essential for safety and for pleasant and effective working conditions. We sell cleanliness—it is the
means of our existence—so we must set the example for everyone. This is everyone's responsibility!

INCLEMENT WEATHER/CALL YOUR SITE MANAGER

Our business is directly related to weather conditions. Our staffing requirements fluctuate based upon these 
conditions. The Company does what it can to give team members work hours. It is at management's discretion to 
determine who will work based upon seniority, job knowledge, performance, availability and employment 
classification (full-time or part-time).

Team members should call their Site Manager on rainy days to see if they should report for their shift.

REPORTING ACCIDENTS AND ILLNESSES/HEALTHY WORKPLACE

The Company strives to provide a safe and healthy workplace. To accomplish this, we require all team members to 
observe safety regulations and report all work-related injuries and illnesses, no matter how minor, to management 
immediately. First aid kits are available in each building.
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MATERIAL SAFETY DATA SHEETS/MSDS
MSDS's are located in each work area along with the "Right to Know" literature. Furthermore, lockout tag-outs are 
provided in each building for the use of authorized team members only. Any questions pertaining to the Company's
safety regulations should be addressed to the Site Manager. 

UNIVERSAL PRECAUTIONS AND FIRST AID/BE SMART

Each permanent work location has a fully-stocked first aid kit.

Persons responding to a medical emergency should protect themselves by using personal protective equipment. For
bleeding control in a situation with minimal bleeding, disposable gloves alone should be sufficient. Where there is 
potential for spurting blood, call your Site Manager immediately.

Following these procedures will help the Company ensure everyone's continued health and safety. If you have any
questions about any item in this policy, please be sure to contact your Site Manager.

TEAM MEMBER TRUST/A MUST

It is of the utmost importance that we all have total trust in each other—not just in work performance but with 
material items. When one breaks this trust, it affects the entire team and the well-being of you, your co-workers and
the Company.

Anyone caught stealing or mishandling customer, Company or co-worker property will be dealt with severely, with
possible immediate discharge and/or contact of local authorities for maximum prosecution.

If any team member sees another team member stealing, tampering with or destroying personal property, that team
member has the responsibility to immediately report the incident to the manager on duty.

CONFIDENTIAL COMPANY INFORMATION/NON-COMPETE AGREEMENT

A team member may have access to confidential Company information concerning our projects, products, services and
all proprietary inventions and technical information relating thereto, as well as confidential information concerning
customers, ventures, prospects and team members. This technical and customer information is of great value to the
Company. Its unauthorized disclosure to third parties could severely damage our competitive position. 

For these reasons, the Company expects every team member to respect the confidentiality of Company documents and
information and to avoid their disclosure, directly and indirectly, to any third parties except as required in our business.

If you have any questions concerning the proprietary status of any information, or our confidentiality policies and
agreements in general, please speak with your Site Manager.

A team member may be required to review, understand and execute a Confidentiality and Nondisclosure Agreement
and/or Non-Compete Agreement as a condition of employment or continued employment. The following positions
will be required to sign a Non-Compete Agreement: all corporate personnel, Site Managers, Assistant Site Managers,
and Team Leaders.

ELECTRONIC MAIL MONITORING/BUSINESS ONLY

We recognize your need to be able to communicate effectively with fellow team members, customers and vendors.
Therefore, we have installed an internal electronic mail (e-mail) system to facilitate the transmittal of business-
related information within the Company and with our customers and vendors. 

The e-mail system is intended for business use only. The use of the Company's e-mail system to solicit fellow team
members or distribute non job-related information to fellow team members is strictly prohibited. Team members are
also prohibited from the display or transmission of sexually-explicit images, messages, ethnic slurs, racial epithets
or anything which could be construed as harassment or disparaging to others.

Team members shall not use unauthorized codes or passwords to gain access to others' files.

All e-mail passwords must be made available to the Company at all times. Please notify your Site Manager if you need
to change your password.

Violation of this policy may result in disciplinary action, up to and including discharge.

For business purposes, senior management reserves the right to enter, search and/or monitor the private Company
e-mail system and the files/transmission of any team member without advance notice and consistent with
applicable state and federal laws.



VOICE MAIL MONITORING/KEEP IT PROFESSIONAL

We recognize your need to be able to communicate effectively with fellow team members, customers and vendors.
Therefore, we have installed a voice mail system to facilitate the transmittal of business-related information within
the Company and with our customers and vendors. 

The voice mail system is intended for business use only. The use of the Company's voice mail system to solicit fellow
team members or distribute non job-related information to fellow team members is strictly prohibited. Team members
are also prohibited from the transmission of sexually explicit messages, ethnic slurs, racial epithets or anything which
could be construed as harassment or disparaging to others.

Team members shall not use unauthorized codes or passwords to gain access to others' messages.

All voice mail passwords must be made available to the Company at all times. Please notify your Site Manager if you
need to change your password.

Violation of this policy may result in disciplinary action, up to and including discharge.

For business purposes, senior management reserves the right to enter, search and/or monitor the private Company
voice mail system and the voice mail of any team member without advance notice and consistent with applicable state
and federal laws.

COMPANY CELL AND TWO-WAY RADIO USAGE
The use of a Company-owned two-way radio and/or cell phone is restricted to Company business use only. 

COMPUTERS
The use of Company-owned computers is restricted to Company business use only. 

INTERNET USAGE/NO SURFING

As a growing Company, we recognize the need to stay on the cutting edge of technology. This is one of the reasons
why we allow certain team members to have access to the internet.

The internet is intended for business purposes only. The use of the Company's internet access for non-job related 
solicitations including, but not limited to, religious or political causes is strictly prohibited. Team members are also
prohibited from displaying, transmitting and/or downloading sexually-explicit images, messages, ethnic slurs, racial
epithets or anything which could be construed as harassment or disparaging to others.

Consistent with applicable federal and state law, the time you spend on the internet is tracked through activity logs
for business purposes. All abnormal usage will be investigated thoroughly.

Team members learning of any misuse of the Company's internet access should notify a member of management.

PERSONAL TELEPHONE CALLS
Outgoing telephone calls are not allowed on Company time. Incoming emergency telephone calls will be accepted 
after confirmation of the emergency by the Site Manager. Personal cell phones and pagers may not be carried on 
Company time.

BULLETIN BOARDS/TEAM CLOISTER INFORMATION

Information of interest and importance to you is regularly posted on each site’s bulletin boards. We suggest that you
look at them regularly. The bulletin boards are for administrative use only. Team members may not deface, post or
remove any information. 

TEAM MEMBER PARKING
The Company has tried to provide adequate on-site parking. You will be directed to park in designated areas. In some
cases, on-site parking is unavailable. When parking off-site, the Company requires all team members to be 
respectful of this privilege and of other’s property. Violation of this policy may result in disciplinary action, up to and
including discharge.
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IF YOU MUST LEAVE US
If you should decide to leave your employment with us, we ask that you provide your Site Manager with at least two
weeks' advanced notice. Your thoughtfulness is appreciated and will be noted favorably should you ever wish to 
reapply for employment with the Company. 

All Company property must be returned upon termination. Otherwise, the Company may take further action to recoup
any replacement cost and/or seek the return of Company property through appropriate legal recourse. Items that are
to be returned include (but not limited):

• Keys 
• Credit cards 
• Cell phones 
• Equipment 
• Vehicles
• Hardware, including desktop/laptop computers
• Software 
• Protective equipment
• Tools 
• Written materials/manuals
• Any additional property, physical or intellectual, supplied by or in connection with the employer.

Team members who are rehired following a break in service other than a FMLA-approved leave of absence will be
brought back with the same service time and vacation benefits. However, there is no guarantee of position, grade, or
wage. If a team member leaves and does not remain on COBRA insurance, (s)he will need to wait the standard 
90-day waiting period for health insurance.

Our Company does not provide a "letter of reference" to former team members. Upon request, we will confirm 
employment dates, salary history, and job title(s) of former team members.

You should notify the Company if your address changes during the calendar year in which termination occurs so that
your tax information will be sent to the proper address.
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RULES AND
REGULATIONS

RULES AND REGULATIONS
Responsible team members recognize the importance of courteous, respectful, and decent behavior in creating an
ideal workplace. The Company may discipline team members when policies or work rules are violated. In 
determining the appropriate disciplinary action, the Company will consider the seriousness of the offense, the facts
and circumstances involved, and the team member's work record. Where possible, the Company will generally impose
discipline on a progressive basis through warnings, reprimands, suspensions, or terminations. The Company is an 
"at-will" employer. Nothing in this Team Cloister Handbook shall prevent the Company from terminating employment
for any reason or for no reason. Listed below are examples of various summary offenses which may call for immediate
dismissal without progressive discipline. They include but are not limited to the following:

• Willful abuse or destruction of Company, co-worker and/or customer property
• Under the influence of drugs or alcohol, possession or sale of drugs or alcohol
• Theft 
• Falsifying information 
• Horseplay 
• Sexual or other illegal harassment 
• Use or possession of dangerous weapons 
• Violation of safety rules 
• Gambling, gaming or wagering 
• Fighting 
• Insubordination 
• Abusive language 
• Boisterous conduct 
• Neglect of duty 
• Unauthorized use of equipment 
• Misuse or unauthorized use of Company computers
• Any other serious offense

PROGRESSIVE DISCIPLINE
Breaches of conduct and less serious violations of the Company's work rules call for progressive discipline wherever
possible or practical. The normal steps in the program are as follows:

First offense: Verbal warning/written, unsigned 
Second offense: Written warning, signed
Third offense: Suspension, at the discretion of management
Fourth offense: Termination

In all instances, the Company reserves the right to adjust and apply its disciplinary policies as it deems desirable or
necessary. Prior reprimands or other disciplinary action need not be taken before the Company can terminate a team
member. Furthermore, the Company does not require any occurrence or lack of occurrence, or proof thereof, prior to
termination of a team member.

DRUG AND ALCOHOL POLICY/YOU USE, YOU LOSE!
The Company may, with reasonable cause and at senior management's discretion, ask team members to participate
in a random drug and/or alcohol test. This is for everyone's safety and well-being.

If a team member is involved in an accident during work hours and is in need of medical attention, a drug/alcohol
test will be mandated by the Company.

Any team member causing damage to the property of the Company, a customer or a co-worker may be drug/alcohol
tested.
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Use, possession or the sale of drugs or alcohol, or working under the influence of drugs or alcohol could result in 
immediate dismissal. The Company's policy towards drug/alcohol-related incidents is zero tolerance. No level of
drug/alcohol is acceptable. The Company will ask team members to be drug/alcohol tested based on management’s
reasonable suspicion. Any team member noticing the use or effects of drugs or alcohol should bring it to the attention
of the Site Manager immediately.

Nothing in this policy precludes the appropriate use of legally prescribed medications.

RESPONSIBILITY FOR SAFETY
All team members have the responsibility for themselves, their fellow team members, and our customers to report any
accident, unsafe practice or unsafe condition.

Teamwork and cooperation are essential in maintaining an accident free, productive, quality conscious work 
environment. This responsibility rests upon every team member, from senior management to the most recently hired
team member. It is the responsibility of each team member to follow this policy and to observe all rules, regulations
and procedures.

If there are any questions, talk with your Site Manager.

COMPANY SAFETY COMMITTEE/2ND TUESDAY OF EACH MONTH

The Company maintains an active safety committee that represents each permanent work location. The committee is
comprised of both management and hourly representatives. Concerns for safety of all team members, customers and
visitors are paramount. Therefore, all team members should feel free to bring issues to any member of the safety
committee. 

WEAPONS
Weapons are generally defined as guns, knives and other objects universally considered a weapon by the vast majority
of society. A “weapon” can also be any object which would do harm to another when used as such. The Company shall
deem any such object a “weapon” for the purpose of enforcing this policy.

Possession of weapons is prohibited on the Company’s property, vehicles, and while on duty performing company
business at any location. Any employee on duty or on the Company’s premises in possession of a weapon will be sub-
ject to appropriate disciplinary action, up to and including termination. Report any weapon possession to the Site
Manager or Manager on duty. 

WORKPLACE VIOLENCE/WILL NOT BE TOLERATED

Violence by a team member or anyone else against a team member, supervisor, member of management, or any visitor
to our premises will not be tolerated. The purpose of this policy is to minimize the potential risk of personal injury to
team members at work and to reduce the possibility of damage to Company, co-worker and/or customer property in
the event someone, for what ever reason, may be unhappy with a Company decision or action by a team member or
member of management.

If you receive or overhear any threatening communications from a team member or outside third party, report it to
your Site Manager at once. Do not engage in either physical or verbal confrontation with a potentially violent indi-
vidual. If you encounter an individual who is threatening immediate harm to a team member or visitor to our premises,
contact an emergency agency (such as 911) immediately.

All reports of work-related threats will be kept confidential to the extent possible, investigated and documented. Team
members are expected to report and participate in an investigation of any suspected or actual cases of workplace 
violence.

Violations of this policy, including your failure to report or fully cooperate in the Company's investigation, may result
in disciplinary action, up to and including immediate discharge.

DRIVING POLICY
Driving a vehicle—whether it be your own, a customer's, a co-worker's, or the Company’s—needs to be handled in a
professional and safe manner at all times. Any reckless driving could result in immediate termination. All persons 
driving vehicles on Company property must have a valid driver's license. 
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TOBACCO POLICY
Smoking and/or the use of any tobacco products (snuff, chew or tobacco) is not permitted by any team member 
anywhere on Company property or in a Company vehicle, whether on or off the clock.

THEFT POLICY
Theft is defined as the act or instance of stealing. Management is of the belief that the theft of any item, be it the 
property of a customer, fellow team member or the Company, will not be tolerated.

The occurrence of theft may result in the immediate termination of the team member. In addition, the team member
may be prosecuted by the appropriate authorities.

THEFT PROCEDURE POLICY
All suspected acts of theft should be reported to your Site Manager within 12 hours of detection. All reports of theft
will be investigated immediately. This investigation will be conducted by the management team and will continue until
there is a suitable resolution. The outcome of the investigation will be reported immediately to all parties involved.

Failure or refusal to cooperate with the investigation is grounds for disciplinary action, up to and including 
immediate discharge.

During periods of investigation, senior management reserves the right to suspend any or all persons under 
investigation until resolution in the matter at hand is found. The Company may elect to involve civilian authorities
in the investigation of any suspected theft.

INSPECTION
The Company reserves the right to search any person entering on its property or offsite while performing services for
the Company and to search property, equipment and storage areas including but not limited to, clothing, personal 
effects, vehicles, buildings, rooms, facilities, offices, parking lots, desks, cabinets, lunch and equipment boxes or bags
and equipment. Any items which you do not want to have inspected should not be brought to work.

PHOTO POLICY
I hereby consent and agree to the use by Cloister Wash & Lube of any photograph or other likeness of myself in 
connection with its operations, including use at any of its locations, use on its website, and use in any printed material.

IN CONCLUSION

This Team Cloister Handbook sets forth some, but not all, Company rules and regulations which may be adjusted,
modified, or added to from time to time at the sole discretion of the Company, and communicated and applied to the
team member as the Company determines.
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LOCATIONS &
CONTACT INFORMATION

CORPORATE OFFICE
814 Dawn Avenue, Ephrata, PA 17522

717.733.9688 • Fax 717.738.7954

EPHRATA WASH & LUBE YORK WASH
825 West Main Street 2720 East Market Street
Ephrata, PA 17522 York, PA 17402

717.733.9688 717.840.9000
Fax 717.738.7954 Fax 717.840.9289

EphWash@CloisterCarWash.com YorkWash@CloisterCarWash.com
EphLube@CloisterCarWash.com

LANCASTER WASH & LUBE READING WASH & LUBE
1417 Manheim Pike Route 724, 600 Revere Boulevard
Lancaster, PA 17601 Reading, PA 19608

717.509.5222 610.898.1600
Fax 717.509.3222 Fax 610.898.1621

LancWash@CloisterCarWash.com ReadWash@CloisterCarWash.com
LancLube@CloisterCarWash.com ReadLube@CloisterCarWash.com

HOURS OF OPERATION
Monday-Saturday 7am-7pm

Sunday 7am-5pm

www.CloisterCarWash.com
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Ephrata
825 West Main Street
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