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CEO’S LETTER 

 

Welcome!  We hope that you will have a long and productive relationship with the Company.  This 

Associate Handbook has been prepared as a guide and reference for all Mattress Firm and Mattress Pro 

associates, including members of management and all supervisors.  We believe it is in the best interest of 

the Company and our associates to have written personnel policies to help the Company meet its 

objectives, to prevent misunderstandings and problems, and to ensure that all associates know what is 

expected of them.  The information contained in this Handbook will acquaint you with Company policies 

and will answer many of your questions.  The Handbook is not intended to, nor does it create any kind of 

contract or employment or other contractual relationship with you.  It is provided as a guide to inform 

you of relevant facts concerning your employment. 

So, please, take the time to thoroughly familiarize yourself with the contents of this Handbook and if you 

ever have any questions about the Company or its policies, our door is always open. 

 

STEVE STAGNER, President & CEO 
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Revision History 

Summarize changes to this document below in the Revision Summary column. Be sure to record the revision number, date of 

release, and revision approver. Revisions, updates, and changes to  Mattress Firm, Inc. documentation are routinely 

accomplished as part of a continuous review and improvement process. This document is controlled electronically and all 

printed copies are deemed uncontrolled. 

REV. DATE REVISION SUMMARY APPROVAL AUTHORITY 

 
12/05 

12/05 
Original associate handbook created  

1.0 6/07 Initial standardized build of procedure manual  

2.0 8/08 

Updating of associate handbook and add Mobile Device 

Security and Usage Policy – iŶĐoƌpoƌate ͞“uppleŵeŶts͟ iŶto 
handbook for Corporate, Warehouse, and Stores 

 

3.0 9/08 
FMLA Policy, Substance Abuse Policy  

modified 
 

4.0 10/08 
Add Referral Program and Matching Gift Program 

information to Handbook 
 

5.0 01/09 Matching Gifts Program Removed 

 

 

 

6.0 08/09 Vacation Policy Modified  

7.0 08/09 Add Updated Bi-Weekly Payroll Information  

8.0 08/09 Add Gross Misconduct Policy  

 

 

 

9.0 04/11 Add Associate Email Policy  

10.0 06/11 Updated Pay and Compensation Practices   

11.0 10/11 Updated Fraternization Policy  

12.0 10/11 Added Internal Job Posting Policy  

13.0 09/13 Added Firm First Reporting Information  

14.0 09/13 Added Authorization to Work Policy  

15.0 09/13 Added iPad Policy  



16.0 09/13 Updated Substance Abuse Policy  

17.0 09/13 Updated Associates Benefits Section  

18.0 09/13 Updated Disability Policy  

19.0 09/13 Added Social Media and Communications Policy  

20.0 09/13 Added Invoice Signature Authority Policy  

21.0 09/13 Added Financial Accountability Policy  

22.0 09/13 Added Company Vehicle Usage Policy  

23.0 09/13 Updated Technical and Communications Resources Policy  

24.0 09/13 Updated Conflict of Interest Policy  

25.0 
09/13 

Updated Pay Practices Policy  

26.0 
09/13 

Updated Safety, Accidents and Other Emergencies Policy  

27.0 
09/13 

Added Code of Conduct Policy  

28.0 
09/13 

Updated Family Medical Leave Act Policy  

29.0 
09/13 

Updated Resignation Policy  

30.0 
09/13 

Added Cardholder Data Security Standards  

The information in this document is provided as a guide and shall not be considered all inclusive of rules and policies of Mattress 

Firm, Inc, and is subject to change without notice. The most current version of all policies, procedures, etc. will be maintained 

electroŶically oŶ Mattress Firŵ’s iŶtraŶet.  IŶ the eǀeŶt of any discrepancy in this handbook versus any summary plan document, 

electronic version, or law, the SPD, latest electronic version, or law will govern. If you have any questions regarding the policies 

included in this Manual, please contact Human Resources.
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ARTICLE I: INTRODUCTION  

This Associate Handbook has been prepared by the Company to infoƌŵ eaĐh assoĐiate of Mattƌess Fiƌŵ’s 

philosophy, employment practices and policies, as well as the benefits provided to each one as a valued 

assoĐiate.  ͞CoŵpaŶǇ͟ as used iŶ this HaŶdďook ƌefeƌs to the oƌgaŶizatioŶ that oǁŶs aŶd opeƌates Ǉouƌ 

place of employment.  Please read the materials carefully. 

The policies in this Handbook are considered guidelines.  The provisions of this manual do not constitute 

an employment agreement, contract or guarantee of continued employment.  Employment with Mattress 

Firm is at-ǁill.  Eitheƌ Mattƌess Fiƌŵ oƌ the assoĐiate has the ƌight to teƌŵiŶate aŶ assoĐiate’s eŵploǇŵeŶt 

at any time, with or without cause, and with or without notice, unless contracted otherwise.  There is no 

implied promise of continued employment or that employment will only be terminated for a particular 

reason.  No associate of Mattress Firm can enter into an employment contract for a specified period of 

time, or make any agreement contrary to this policy without the express written approval of the CEO. 

Because our business is constantly changing and evolving, Mattress Firm reserves the right to modify any 

part or parts of the policies in this Handbook at any time, as well as to make the final decision as to the 

interpretation of each policy and procedure.  If there are changes, the Company will attempt to 

communicate those changes through the normal channels of communication with our associates.  Only 

the CEO or Human Resources Department of Mattress Firm may alter, modify, amend or delete any of the 

provisions of the Handbook.  The most up to date versions of all policies will be available via the 

CoŵpaŶǇ’s iŶtƌaŶet.  If Ǉou aƌe uŶaďle to aĐĐess the CoŵpaŶǇ’s iŶtƌaŶet, Ǉou ŵaǇ ƌeƋuest a ĐuƌƌeŶt 

version of this Handbook or any policy from the Human Resources Department in writing.  We will 

periodically circulate material policy changes to associates. 

Additionally, sales associates and warehouse personnel should be familiar with the policies and 

procedures set forth in our Standard Operating Procedures Manual for stores and warehouses 

;ĐolleĐtiǀelǇ, the ͞“OP MaŶual͟Ϳ.  The poliĐies aŶd pƌoĐeduƌes iŶ the “OP MaŶual aƌe iŶ additioŶ to, aŶd 

not in lieu of, the policies in this Associate Handbook. 

NOTE:  THE POLICIES, PROCEDURES AND RULES CONTAINED IN THIS ASSOCIATE 

HANDBOOK SUPERSEDE ALL PREVIOUS POLICIES, RULES, HANDBOOKS OR MANUALS OF 

ANY KIND OTHER THAN THE SOP MANUAL WHICH SUPPLEMENTS THE POLICIES AND 

PROCEDURES HEREIN. THE POLICIES REFERENCED BY NAME HEREIN ARE INCORPORATED 

BY REFERENCE INTO THIS ASSOCIATE HANDBOOK AND ARE NOT SO SUPERSEDED. 
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ARTICLE II: COMMUNICATIONS POLICY 

In order for our Company to be successful, it is imperative that we have open communication with our 

customers, supervisors and co-workers.  All associates within the Company from the CEO down have an 

open-door policy.  You should never hesitate to take your concerns or ideas to anyone within the 

Company.  The Company has made available to all employees a confidential phone number for the sole 

purpose of reporting information regarding ethics and policy violation - 1-855-347-6178.   

Also, please keep yourself apprised of Company information and changes through bulletin board postings, 

intranet and email communications and other memorandums, trainings and postings. 

SECTION 2.01 CUSTOMER RELATIONS   

The success of Mattress Firm depends on the quality of the relationship we have with our customers.  

Ouƌ Đustoŵeƌs’ iŵpƌessioŶ of the CoŵpaŶǇ aŶd theiƌ iŶteƌest aŶd ǁilliŶgŶess to puƌĐhase from us is 

gƌeatlǇ iŶflueŶĐed ďǇ the people ǁho seƌǀe theŵ.  Regaƌdless of aŶ assoĐiate’s positioŶ, eaĐh 

assoĐiate is Mattƌess Fiƌŵ’s aŵďassadoƌ aŶd a ƌepƌeseŶtatioŶ of Mattƌess Fiƌŵ’s philosophies.  The 

more goodwill promoted, the more customers will respect and appreciate our products and services 

and the Company. 

In order to ensure proper communication with customers, please keep the following in mind: 

 Always act competently and deal with customers in a courteous and respectful 

manner. 

 Communicate pleasantly and respectfully with other associates at all times, 

ensuring that all associates work together as a team. 

 Follow up on orders and questions promptly; provide businesslike replies to 

inquiries and requests; and perform all duties in an orderly manner. 

 Take pride in your work and enjoy doing your very best. 

 Always present yourself in an ethical and professional manner, whether on or off 

the job, to ensure the reputation of the Mattress Firm remains positive. 

SECTION 2.02 SUGGESTIONS WELCOME 
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We know that some of the best ideas for improving the Company can come from our associates who 

are doing our work every day.  Mattress Firm encourages all associates to bring forward their 

suggestions about how the Company can be a better place to work, how we can improve our products 

and how we can enhance our service to our customers. 

If there is opportunity for improvement, talk it over with management.  The manager can help with 

contacting the people within the Company responsible for possibly implementing the idea.  Also, feel 

free to contact the Learning and Development Department or the Human Resources Department, who 

will make sure the suggestion is passed along to the proper department or person. 

SECTION 2.03 COMMUNICATION WITH CO-WORKERS 

If an associate is having an issue with a co-worker, we encourage the associate to directly discuss the 

issue with that co-worker.  Many times, that is the best and most efficient way to solve problems.  If 

that approach is not feasible – if the associate is uncomfortable talking with the co-worker or if no 

resolution is reached after such a discussion – the associate should arrange to meet with 

management.  If dissatisfied with the results after discussing the matter with management, the 

associate should contact the next person in the chain of command or Human Resources. 

Any information discussed during such meetings is considered confidential, to the extent possible.  

Retaliation against any associate for appropriate usage of communications channels is unacceptable 

and will not be tolerated.  Please remember that it is counterproductive to a harmonious workplace 

and may be considered retaliatory for associates to create or repeat rumors or gossip. 

If the associate experiences issues concerning harassment, he or she should report the incidents in 

aĐĐoƌdaŶĐe ǁith the CoŵpaŶǇ’s AŶti-Harassment Policy. 

ARTICLE III: EMPLOYMENT POLICIES 

SECTION 3.01 EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER 

It is Mattƌess Fiƌŵ’s poliĐǇ to pƌoǀide eƋual oppoƌtuŶitǇ iŶ eŵploǇŵeŶt to all assoĐiates aŶd 

applicants.  No person will be discriminated against because of race, religion, color, sex or gender, 

sexual orientation, age, national origin, disability, veteran status or any other characteristic protected 

by applicable federal, state or local law.   
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MaŶageŵeŶt is Đoŵŵitted to eŶsuƌiŶg that Mattƌess Fiƌŵ’s eƋual eŵploǇŵeŶt oppoƌtuŶitǇ poliĐies 

are implemented and that all members of the public have full and equal access to our products and 

services without regard to race, religion, color, sex or gender, sexual orientation, age, national origin, 

disability, veteran status or any other characteristic protected by applicable federal, state or local law.  

In turn, we expect all associates to share in the responsibility for assuring that their personal actions 

aƌe iŶ ĐoŵpliaŶĐe ǁith these poliĐies aŶd aƌe iŶ keepiŶg ǁith the CoŵpaŶǇ’s staŶdaƌds. 

SECTION 3.02 AUTHORIZATION TO WORK POLICY 

Mattress Firm is committed to adhering to the Federal laws set forth by the Department of Homeland 

Security and U.S. Citizenship and Immigration Services by requiring all employees (citizen and non-citizen) 

hired after November, 6 1986 to complete a Form I-9 Form within the first three (3) business days of 

employment.  The purpose of completing this form is to ensure that each employee is legally authorized 

to work in the United States. 

According to Federal law, all new employees are required to complete a Form I-9 and provide 

documentation to ensure that they are authorized to legally work in the United States.  Employees must 

complete the form and provide documentation to the Corporate Representative within the first three (3) 

business days of beginning employment.  Failure to complete the Form I-9 and show valid documentation 

within the first three (3) days of employment will result in termination of employment on that third 

business day.  If terminated, the employee will be eligible for re-hire and may re-apply.    

 New employees must complete Section 1 of the Form I-9 and show valid documentation to the 

Corporate Representative within the first three (3) business days of beginning employment. 

 The Corporate Representative must review the documents presented by the new employee to 

ensure that they are valid forms of identification and are acceptable documents to prove 

identification and citizenship.  The Corporate Representative cannot specify which documents 

the employee is to present.  

 Once the Corporate Representative determines the document(s) presented are valid they then 

must complete Section 2 of the Form I-9.  This consists of listing the document(s) information in 

the proper listing spaces, entering the employee start date, signing, dating, and providing the 

business address of either the store or the corporate office.  If the employee has completed a 

hard copy of the Form I-9 then once completed the Corporate Representative must send the 

completed form to HR for filing.   
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 If the documents provided are not valid or the employee cannot present a valid document then a 

receipt in lieu of the document must be provided within the first three (3) business days from the 

day employment begins.  Valid replacement documents of that receipt must be presented within 

90 days. 

 Failure to complete the Form I-9 within three (3) business days from the date employment 

begins will result in immediate termination of that employee.  The employee would be eligible 

for re-hire and may re-apply.   

SECTION 3.03 ANTI-HARASSMENT POLICY  

It is the CoŵpaŶǇ’s poliĐǇ to ŵaiŶtaiŶ a ǁoƌkiŶg eŶǀiƌoŶŵeŶt ǁhiĐh eŶĐouƌages ŵutual ƌespeĐt, 

promotes congenial relationships between associates and is free from all forms of harassment, 

including sexual harassment.  To that end, the Company strictly prohibits harassment of associates 

aŶd pƌospeĐtiǀe assoĐiates oŶ the ďasis of aŶ iŶdiǀidual’s ƌaĐe, ƌeligioŶ, Đoloƌ, seǆ oƌ geŶdeƌ, seǆual 

orientation, age, national origin, disability, veteran status or any other characteristic protected by 

applicable federal, state or local law.  The Company maintains a zero tolerance policy for harassment 

in any manner or form.  Associates who violate this policy will be subject to disciplinary action, up to 

and including termination. 

DEFINITION 

͞HaƌassŵeŶt͟ iŶĐludes, but is not limited to, any unwelcome conduct, including slurs, jokes and 

other verbal or nonverbal cues, displays or discussions of explicit or graphic content or physical 

contact.  Sexual harassment consists of unwelcome sexual advances, requests for sexual favors 

or other verbal or physical conduct of a sexual nature when: 

 Submission to such conduct is an explicit or implicit term or condition of 

employment;  

 Submission to or rejection of such conduct by an individual is used as the basis 

for employment decision affecting the individual; or 

 “uĐh ĐoŶduĐt has the puƌpose oƌ effeĐt of iŶteƌfeƌiŶg ǁith aŶ iŶdiǀidual’s ǁoƌk 

performance or creating an intimidating, hostile or offensive work environment. 

Examples of harassing conduct include, but are not limited to: 

 Physical assaults; 

 Unwanted sexual advances, propositions or other sexual comments; 
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 Disparaging comments, epithets, slurs or jokes; 

 Sexual or discriminatory displays, photographs or publications in any location                       

in the workplace (i.e. pictures, cartoons, photographs, etc.); or 

 Phone calls with vendors or customers which are verbally abusive. 

Harassment can be perpetrated by an associate, supervisor, manager, customer, vendor or 

supplier. 

REPORTING HARASSMENT 

All associates are responsible for the administration of this policy.  If an associate witnesses or is 

subjected to any form of harassment, the associate should report it immediately to 

ŵaŶageŵeŶt, soŵeoŶe iŶ the assoĐiate’s ĐhaiŶ of command or Human Resources.  All reports of 

harassment will be treated seriously, reviewed and investigated in a timely manner, when 

appropriate.  The Company will handle complaints as confidentially as possible, consistent with 

the need for a thorough investigation. 

Once the investigation is completed, a determination will be made regarding the validity and 

seriousness of the harassment allegations.  If it is determined that harassment has occurred, 

prompt and remedial action, consistent with what is appropriate for the seriousness of the 

violation at Mattress Firm will be taken.  This action may include disciplinary action, up to and 

including termination. 

If the ŵatteƌ is Ŷot ƌesolǀed to the assoĐiate’s satisfaĐtioŶ, the assoĐiate should ĐoŶtaĐt HuŵaŶ 

ResouƌĐes oƌ the CoŵpaŶǇ’s CEO. 

RETALIATORY CONDUCT PROHIBITED 

The Company will not tolerate any retaliation against an associate for reporting possible 

harassment or participating in investigations of complaints.  If the associate believes that he/she 

or a fellow associate has been subjected to unlawful retaliation, promptly report the concerns to 

management or Human Resources. 

A““OCIATE“’ DUTIE“  
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As noted above, all associates should report any incidents of harassment witnessed.  In addition, 

the CoŵpaŶǇ eǆpeĐts all assoĐiates to ŵoŶitoƌ theiƌ oǁŶ ďehaǀioƌ.  It is eaĐh iŶdiǀidual’s 

responsibility to ensure that he/she is not engaging in any behavior that co-workers might find 

offensive. 

SECTION 3.04 AMERICANS WITH DISABILITIES ACT POLICY 

The Company has a policy of nondiscrimination against persons who are disabled within the meaning 

of the Americans with Disabilities Act (ADA).  Accordingly, the Company will make reasonable 

accommodations for associates or applicants with disclosed disabilities who are otherwise qualified to 

safely perform the essential functions of their position, provided that any accommodations do not 

pose an undue hardship on the Company.  Associates or applicants who need an accommodation in 

order to perform the essential functions of their job must request such accommodation.  Generally, 

associates should submit requests to the Human Resources Department using the Accommodation 

Request Form found on the Company Intranet site.  Managers who receive verbal requests from their 

reporting associates should complete and submit the Accommodation Request form on their behalf.  

The Company will provide appropriate accommodations for approved individuals, but a request for 

accommodation does not guarantee the approval of the request, or the exact accommodation 

requested. 

The Company reserves the right to require an associate to submit to a medical examination by a 

phǇsiĐiaŶ of the CoŵpaŶǇ’s ĐhoiĐe aŶd at the CoŵpaŶǇ’s eǆpeŶse ǁheŶ theƌe is a ƌeasoŶ to ďelieǀe 

that aŶ assoĐiate’s ĐoŶditioŶ ŵight ďe hazaƌdous to the safetǇ aŶd health of Đo-workers and/or 

him/herself. 

IŶfoƌŵatioŶ aďout aŶ assoĐiate’s ŵediĐal ĐoŶditioŶ is pƌiǀate aŶd ŵust ďe tƌeated iŶ a ĐoŶfideŶtial 

manner.  In most cases, only managers directly involved in providing a reasonable accommodation will 

Ŷeed to kŶoǁ aŶ assoĐiate’s disaďilitǇ diagŶosis oƌ ŵediĐal ƌestƌiĐtioŶs.  Fuƌtheƌŵoƌe, the CoŵpaŶǇ 

will not seek any information regarding the associate’s ĐoŶditioŶ fƌoŵ aŶ iŶsuƌaŶĐe Đaƌƌieƌ oƌ aŶǇoŶe 

else, unless authorized to do so by the associate.  Others, who may acquire such information, even if 

obtained personally from the individual, should respect the confidentiality of the medical information. 

There will be absolutely no retaliation against an associate for making a request for an 

accommodation.  If an associate believes that he or a fellow associate has been subjected to unlawful 

retaliation related to a disability or any request for accommodations, the associate should promptly 

report any concerns to management or Human Resources. 
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SECTION 3.05 VIOLENCE/WEAPONS POLICY  

Because the Company wishes to maintain a safe environment for all of its associates, Mattress Firm 

has a zero tolerance policy for workplace violence.  Any acts or threats of physical violence, including 

intimidation, harassment and/or coercion, which involve or affect Mattress Firm or its associates, 

ǁhiĐh oĐĐuƌ oŶ Mattƌess Fiƌŵ’s pƌeŵises ;ƌegaƌdless of the relationship between the Company and 

the parties involved), or that occur at a Mattress Firm sponsored event will be taken seriously and 

thoroughly investigated.  This policy applies to all associates, temporary associates, prospective 

associates, suppliers, contractors, subcontractors, agents, vendors, customers and representatives. 

In addition, Mattress Firm prohibits the possession of weapons on its premises, with the sole 

exception of authorized security personnel.  This prohibition includes possession of a weapon brought 

onto Company premises as well as the carrying of a weapon while you are performing any services, 

whether on Company property or elsewhere, or attending any function related to employment.  

Possession of a valid concealed weapons permit is not an exception under the policy. 

EXAMPLES OF WORKPLACE VIOLENCE 

Examples of workplace violence include, but are not limited to: 

 Hitting or shoving an individual; 

 Threatening, whether verbal or non-verbal, an individual or his/her family, friends or 

associates; 

 Intentionally destroying or threatening to destroy Company property, property of a co-

worker, service provider or customer, or property of a third-party at a Company 

sponsored event; 

 Making harassing or threatening phone calls; 

 Harassing surveillance or stalking of a person connected with the Company; 

 Behaving in an aggressive manner, including use of belligerent speech, excessive arguing, 

swearing or a continued pattern of refusal to follow Company policies; or 

 Intimidating others, in any manner. 

DEFINITION OF ͞PREMI“E“͟  
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͞Pƌeŵises͟ iŶĐludes the ďuildiŶg iŶ ǁhiĐh the ďusiŶess ƌesides, aŶǇ puďliĐ oƌ pƌiǀate dƌiǀeǁaǇ, 

street, sidewalk, parking lot, parking garage or other parking area adjacent to or used in 

connection with the business of the Company, or any vehicle owned or utilized by the Company. 

REPORTING 

All associates are responsible for the administration of this policy.  If an associate becomes aware 

of any incidents or threats or any of the behaviors noted above, report the incident immediately 

to management or Human Resources.  If the incident poses an immediate threat to someone, call 

the police before taking any other action.  All reports of workplace violence will be treated 

seriously, reviewed, and investigated, where appropriate.   

Violations of this policy may lead to disciplinary action, up to and including termination. 

SECTION 3.06 SUBSTANCE ABUSE POLICY 

It is the CoŵpaŶǇ’s desiƌe to pƌoǀide a ǁoƌkiŶg eŶǀiƌoŶŵeŶt foƌ its assoĐiates that is fƌee fƌoŵ the 

problems associated with the use and abuse of illegal drugs, intoxicants, inhalants and controlled 

substances and the abuse of alcohol and prescription drugs.  The Company expects all associates to 

perform their work in a professional manner, free from impairment due to alcohol or drugs.  This 

policy explains the rights and responsibilities of the Company and each of its associates with regard to 

substance and alcohol abuse.  This policy also gives a basic description of drug testing measures and 

the procedures we will implement upon the discovery of substance abuse by associates.  This policy 

extends to each of our associates and continuation of employment signifies understanding of, and 

intent to comply with, the terms of the policy. 

DEFINITIONS 

͞“uďstaŶĐe͟ is defiŶed as aŶǇ dƌug, iŶtoǆiĐatiŶg iŶhalaŶt, illegal dƌug oƌ pƌesĐƌiptioŶ dƌug Ŷot 

used iŶ aĐĐoƌdaŶĐe ǁith a liĐeŶsed doĐtoƌ’s pƌesĐƌiptioŶ aŶd/oƌ Ŷot ǁƌitten and dispensed 

specifically to the associate. 

͞WoƌkplaĐe͟ is defiŶed as the ďuildiŶg iŶ ǁhiĐh the ďusiŶess ƌesides, aŶǇ puďliĐ oƌ pƌiǀate 

driveway, street, sidewalk, parking lot, parking garage or other parking area adjacent to or used 

in connection with the business of the Company, or any vehicle owned or utilized by the 

Company. 
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PROHIBITED CONDUCT 

We are committed to having a drug free workplace.  The non-prescriptive use, sale, possession, 

distribution, manufacture or transfer of substances at the workplace or during working hours is 

stƌiĐtlǇ pƌohiďited.  Fuƌtheƌŵoƌe, the ŵeƌe pƌeseŶĐe of a suďstaŶĐe iŶ aŶ assoĐiate’s sǇsteŵ at 

the workplace or during working hours constitutes substance abuse and is strictly prohibited.  

Prescription drugs taken while working will be allowed only if the prescription drug does not 

affect the reaction time or reasoning skills of the associate, and is used in accordance with a 

liĐeŶsed doĐtoƌ’s pƌesĐƌiptioŶ.  Mattƌess Firm reserves the right to require doctor documentation 

of the assoĐiate’s fitŶess foƌ dutǇ ǁhile uŶdeƌ the iŶflueŶĐe of aŶǇ pƌesĐƌiptioŶ dƌug.  The 

prescription drug must be prescribed for the associate and be in its appropriate container. 

In addition, reporting to work or attempting to work while under the influence of alcohol is 

pƌohiďited.  Foƌ puƌposes of this poliĐǇ, ͞uŶdeƌ the iŶflueŶĐe͟ shall ďe ĐoŶĐlusiǀelǇ pƌesuŵed to 

exist if during any working time, a blood test for alcohol results in a blood alcohol content level 

above the applicable legal limit. 

Associates violating this policy shall be subject to discipline, up to and including, immediate 

termination. 

OUTSIDE EVENTS 

Mattress Firm foresees situations when certain associates may be acting as a representative of 

the Company at an off-site event.  At events of this type, associates are not prohibited from 

responsibly purchasing and/or consuming alcoholic beverages at their own cost; however, 

because the safety of others may be an issue, as well as the integrity and image of the Company, 

drinking to excess is prohibited.  Any purchase of alcoholic beverages on a company credit card 

or reimbursement of the cost of any alcoholic beverages for associates or their guests is subject 

to the CoŵpaŶǇ’s Tƌaǀel aŶd EǆpeŶse ReiŵďuƌseŵeŶt PoliĐǇ.   

On occasion, the Company may sponsor events for its associates where alcoholic beverages are 

not offered as part of the function, though available by the establishment.  In this case, 

associates may purchase alcohol on their own, but excessive drinking and/or uncontrolled 

behavior will not be tolerated. 
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In the event there is a company-sponsored function where alcohol is provided, associates are 

expected to drink responsibly and remain professional at all times.   

MATTRESS FIRM RECOMMENDS THAT ASSOCIATES UTILIZE TAXICAB SERVICES AFTER DRINKING 

ALCOHOLIC BEVERAGES ON BUSINESS TRIPS, AT BUSINESS-RELATED FUNCTIONS OR AT 

COMPANY-SPONSORED FUNCTIONS.  SUCH TAXICAB SERVICES MAY BE REIMBURSED IN 

ACCORDANCE WITH THE TRAVEL AND EXPENSE REIMBURSEMENT POLICY.  

Associates violating this policy shall be subject to discipline, up to and including, immediate 

termination. 

TESTING 

The Company will undertake substance and/or alcohol testing of our associates and prospective 

associates under the following circumstances: 

 Pre-Employment – As a prerequisite for employment, each job applicant must pass a drug 

test.  Rehired associates, who have been gone from the Company for more than 60 days, 

will also be subject to this requirement. 

 For Cause – The Company reserves the right to require an associate to submit to a drug 

and/or alcohol test if the assoĐiate’s ĐoŶduĐt, peƌsoŶal appeaƌaŶĐe, possessioŶ of dƌug 

paraphernalia, and/or other condition or information raises suspicion that the associate 

may be violating Company policy and/or is under the influence of a substance or alcohol.  

Factors that could establish cause include, but are not limited to:  1) sudden changes in 

work performance; 2) repeated failure to follow instructions or operating procedures; 3) 

violation of Company safety policies; 4) involvement in an accident or near accident; 5) 

disĐoǀeƌǇ oƌ pƌeseŶĐe of illegal oƌ suspiĐious suďstaŶĐes oƌ ŵateƌials iŶ aŶ assoĐiate’s 

possessioŶ oƌ Ŷeaƌ the assoĐiate’s ǁoƌkplaĐe;  ϲͿ odoƌ of alĐohol aŶd/oƌ ƌesidual odoƌ 

particular to some chemical or controlled substance; 7) unexplained and/or frequent 

absenteeism;  8) personality changes or disorientation; and/or 9) arrest or conviction for 

violation of any criminal drug statute, whether misdemeanor or felony. 

 Post-Accident – In the event of an accident resulting in the damage of property or injury 

to any person, a drug and alcohol test must be taken within 24 hours of the accident. 

Failure to complete the test within 24 hours, unless documented by a physician as 

medically impossible, will be treated as a refusal and may result in immediate 

termination. 
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 State or Federally Mandated Testing – Some positions within the Company may require a 

drug and/or alcohol test under state and/or federal law. 

 Unannounced Testing – To the extent allowed by law, the Company reserves the right to 

require an associate or group of associates to be tested for the presence of illegal drugs or 

alcohol at any time during normal working hours, without prior notice. 

Consent to drug and/or alcohol tests as the Company may request is a condition of continued 

employment.  Refusal to submit to such a test may result in immediate termination, even for a 

first offense. 

An associate awaiting test results may be placed on suspended status and sent home without 

pay during the time required for a specimen to be evaluated.  Upon receipt of negative test 

results, the associate will be paid for any missed scheduled working time.  Sales associates may 

receive pay at their appropriate vacation rate for time missed while awaiting drug test results, if 

the test is reported as negative.  Associates with a confirmed positive test can, at their option 

and expense, have a second confirmation test (the Company automatically conducts one 

confirming test after an initial positive) on the same specimen.  An associate is not allowed to 

submit another specimen for testing.  Associates whose tests results are inconclusive or are 

ƌepoƌted as ͞diluted-Ŷegatiǀe͟ ǁill ďe tƌeated as if the ƌesult had been positive. 

Mattress Firm reserves the right to bring a matter involving the use, possession, sale, distribution 

or manufacture of illegal drugs, intoxicants or controlled substances to the attention of 

appropriate law enforcement authorities.  Any conviction for criminal conduct involving alcohol, 

illegal drugs, intoxicants or controlled substances, whether on or off duty, must be immediately 

reported to Human Resources and may lead to disciplinary action, up to and including 

termination. 

SUBSTANCE ABUSE TREATMENT PROGRAMS 

Mattress Firm does not maintain an alcohol or drug treatment program for associates.  There 

are, however, treatment programs and referrals available to individuals through outside sources, 

iŶĐludiŶg the CoŵpaŶǇ’s health Đaƌe pƌogƌaŵ.  PaƌtiĐipatioŶ iŶ a tƌeatŵeŶt pƌogƌaŵ, eǆĐept as 

provided by law, will not protect an associate from the consequences of violations of this policy. 

SECTION 3.07 ASSOCIATE PRIVACY POLICY 
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The Company reserves the right, at all times, to monitor, inspect and search all areas within its 

premises to determine whether any company policy has been violated.  As such, associates should not 

have any expectation of privacy with regard to the facilities, furnishings or equipment (including 

computers, telephones and other electronic equipment) provided to associates by the Company. 

There may be times when associates are given keys to lock the desks, workspace, files, etc., however, 

the Company retains the right to open a locked desk, workspace or any other physical resource to 

inspect, investigate or search its contents.  Thus, keys do not create any right of privacy in the 

CoŵpaŶǇ’s pƌopeƌtǇ oƌ aŶǇ of the ŵateƌials aŶd iŶfoƌŵatioŶ stoƌed therein.  Associates may not 

change the locks on any Company property without explicit permission. 

The CoŵpaŶǇ also ŵaǇ ƌeƋuiƌe assoĐiates, ǁhile oŶ the joď oƌ oŶ the CoŵpaŶǇ’s pƌeŵises, to agƌee to 

reasonable inspection of personal property, vehicle and/or their person.  The associate may be 

requested to self-inspect personal property or person by displaying the contents of any packages 

and/or turning out pockets, etc., in the presence of a Company representative.  Failure to submit to 

such a search is grounds for disciplinary action, up to and including termination. 

SECTION 3.08 TECHNICAL AND COMMUNICATIONS RESOURCES POLICY 

The CoŵpaŶǇ’s teĐhŶiĐal aŶd ĐoŵŵuŶiĐatioŶs ƌesouƌĐes – including mail, courier services, video 

equipment, tape recorders, desktop and portable computer systems and networks along with their 

accompanying data and software, directories and files, cellular telephones, personal data assistants 

(PDAs), fax machines, printers, scanners, RF devices, Internet access, voicemail, email and intranet – 

enable associates to quickly and efficiently access and exchange information throughout the Company 

and around the nation.  When used properly, we believe these resources greatly enhance your 

productivity and knowledge.   

This policy applies to all technical and communications resources that are owned or leased by the 

Company, that are used on or accessed from Company premises or that are used for Company 

business.  This policy also applies to all activities using any Company-paid accounts, subscriptions, or 

other technical services, such as Internet and Web access, voicemail and email, whether or not the 

activities are conducted from Company premises.  The Company will not cover the cost of home 

internet access for associates.  Air cards will be provided for associates required to access the internet 

for Mattress Firm systems from home.   

WARNING 
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As Ǉou use the CoŵpaŶǇ’s eleĐtƌoŶiĐ ƌesouƌĐes, it is important to remember the nature of the 

information created and stored there.  Because they seem informal, email messages and 

voicemail messages are sometimes offhand, like a conversation, and not as carefully thought out 

as a letter or memorandum.  However, even after the deletion of messages or closing of a 

computer session, the information may still be recoverable and may even remain on the system.  

Associates should keep this in mind when creating email messages, voicemail messages and 

other documents on the computer and when using the Internet.  Moreover, be aware that 

technology exists to intercept wireless communications, including cellular telephone 

conversations and wireless network communications, or to pinpoint the geographical location of 

the users of such technology. 

A““OCIATE’“ RE“PON“IBILITIES 

Associates are responsible for all activities associated with their logon ID, including the content of 

all text, audio or image files that the assoĐiate plaĐes oƌ seŶds oǀeƌ the CoŵpaŶǇ’s ƌesouƌĐes.  

The assoĐiate is aĐĐouŶtaďle foƌ the pƌopeƌ use of the CoŵpaŶǇ’s teĐhŶiĐal aŶd ĐoŵŵuŶiĐatioŶs 

resources.  All company associates are also responsible for notifying management if they 

observe, detect or suspect a system or policy vulnerability, violation or failure. 

ACCEPTABLE USES 

The CoŵpaŶǇ’s eleĐtƌoŶiĐ ƌesouƌĐes aƌe pƌoǀided foƌ the ďeŶefit of the CoŵpaŶǇ aŶd its 

customers, vendors and suppliers.  These resources are provided for use in the pursuit of 

Company business and are to be reviewed, monitored and used only in that pursuit, except as 

otherwise provided in this policy. 

AssoĐiates aƌe peƌŵitted to use the CoŵpaŶǇ’s eleĐtƌoŶiĐ ƌesouƌĐes for occasional, limited and 

appropriate non-work purposes as long as such use does not interfere with work.  However, at 

no time does the associate have a right of privacy as to any information or file maintained in or 

oŶ the CoŵpaŶǇ’s pƌopeƌtǇ oƌ tƌaŶsŵitted oƌ stoƌed thƌough the CoŵpaŶǇ’s Đoŵputeƌ, 

voicemail, email or telephone systems.  Additional charges for use of telephones or computers 

are not permitted and will be the assoĐiate’s responsibility to pay. 

UNACCEPTABLE USES 

Use of Company resources for the following activities is prohibited:     
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 Engaging in activities on behalf of organizations with no professional or business affiliation 

with Mattress Firm or for personal gain or for the advancement of individual views; 

 Sending, saving, viewing or storing sexually explicit, offensive, harassing, disparaging, 

obscene or threatening material; 

 Sending, saving, viewing or storing communications that may defame or disparage the 

Company, its associates, customers, vendors or competitors; 

 Installing or downloading any hardware or software, without prior authorization from IT 

Department; 

 Attempting to test, circumvent or defeat security or auditing systems, without prior 

authorization; 

 Permitting any unauthorized indiǀidual to aĐĐess Mattƌess Fiƌŵ’s Đoŵputeƌ sǇsteŵ, 

including use of portable devices such as laptop computers; 

 Distributing or storing chain letters, solicitations or offers to buy or sell goods or other 

non-business material of a trivial or frivolous nature;  

 Sending or receiving copyrighted materials, trade secrets, proprietary financial 

information or similar materials without prior authorization; 

 Engaging in fraudulent or malicious activities and/or behavior that is contrary to Company 

policies and interests; 

 Sending communications that either mask your identity or indicate they were sent by 

someone else; 

 UsiŶg soŵeoŶe else’s passǁoƌd oƌ CoŵpaŶǇ-issued computer to access information or 

send communications; 

 Accessing information in libraries, files, data, programs and directories that are not 

related to your work duties and for which you are not authorized; 

 Unauthorized review, duplication, dissemination, removal, installation, damage or 

alteration of files, passwords, computer systems or programs, or other property of the 

Company; or 

 Transmitting or receipt of any information in violation of federal, state or local laws or 

regulations. 

The Company does not consider conduct in violation of this policy to be within the course and 

scope of employment or the diƌeĐt ĐoŶseƋueŶĐe of the disĐhaƌge of aŶ assoĐiate’s duties.  
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Accordingly, to the extent permitted by law, the Company reserves the right not to provide a 

defense or pay damages assessed against associates for conduct in violation of this policy. 

ACCESS TO INFORMATION 

The CoŵpaŶǇ asks its assoĐiates to keep iŶ ŵiŶd that ǁheŶ usiŶg the CoŵpaŶǇ’s Đoŵputeƌs that 

the associate is using a Company asset to create Company documents.  In addition, the 

CoŵpaŶǇ’s Đoŵputeƌ, ǀoiĐeŵail, eŵail or telephone systems and the data stored on them are 

and remain at all times the property of the Company.  As a result, computer data, voicemail 

messages, email messages, and other data are readily available to numerous persons.  If, during 

the course of eŵploǇŵeŶt, the assoĐiate peƌfoƌŵs oƌ tƌaŶsŵits ǁoƌk oŶ the CoŵpaŶǇ’s 

computer system and other electronic resources, the work may be subject to investigation, 

search and review, in accordance with this policy. 

All information, including email messages and files, that are created, sent, stored or retrieved 

oǀeƌ the CoŵpaŶǇ’s eleĐtƌoŶiĐ ƌesouƌĐes, iŶĐludiŶg oŶ pƌiǀate eŵail seƌǀiĐe pƌoǀideƌs, is the 

property of the Company and should not be considered private or confidential.  Associates have 

no right to pƌiǀaĐǇ as to aŶǇ iŶfoƌŵatioŶ oƌ file tƌaŶsŵitted oƌ stoƌed thƌough the CoŵpaŶǇ’s 

computer, voicemail, email or telephone systems.  Any electronically stored information that the 

associate creates, sends to or receives from others may be retrieved and reviewed when doing 

so serves the legitimate business interests and obligations of the Company.  Associates should 

also be aware that, even when a file or message is erased or a visit to an Internet or Website is 

closed; it is still possible to recreate the message or locate the Website.  The Company reserves 

the right to monitor use of its electronic resources at any time and to inspect and screen all of 

the CoŵpaŶǇ’s eleĐtƌoŶiĐ ƌesouƌĐes aŶd all iŶfoƌŵatioŶ ĐoŶtaiŶed theƌeiŶ ǁithout pƌioƌ ŶotiĐe to 

associates.  These inspections and searches may be conducted during or outside business hours 

and in the presence or absence of the associate.  All information transmitted over Company 

computers, including text and images, may be disclosed to law enforcement or to other third 

parties without prior consent of the sender or receiver. 

Although the associate may have passwords to access computer, voicemail and email systems, 

these electronic resources belong to the Company, are to be accessible at all times by the 

Company, and are subject to inspections by the Company with or without notice.  The Company 

ŵaǇ oǀeƌƌide aŶǇ appliĐaďle passǁoƌds oƌ Đodes to iŶspeĐt, iŶǀestigate, oƌ seaƌĐh aŶ assoĐiate’s 

files and messages.  Associates should not provide a password to other associates or to anyone 
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outside the CoŵpaŶǇ aŶd should Ŷeǀeƌ aĐĐess aŶǇ eleĐtƌoŶiĐ ƌesouƌĐes usiŶg aŶotheƌ assoĐiate’s 

password. 

IŶ oƌdeƌ to faĐilitate the CoŵpaŶǇ’s aĐĐess to iŶfoƌŵatioŶ oŶ its eleĐtƌoŶiĐ ƌesouƌĐes, do Ŷot 

encrypt or encode any voicemail or email communication or any other files or data stored or 

eǆĐhaŶged oŶ the CoŵpaŶǇ’s sǇsteŵs ǁithout the eǆpƌess pƌioƌ ǁƌitteŶ peƌŵissioŶ fƌoŵ the 

Chief Information Officer or an IT Department security officer so that the encrypted or encoded 

information can be accessed in your absence. 

SOFTWARE POLICY 

If wanting to install software on Company computers, contact the IT Department and request to 

have the software approved and installed.  Involving the IT Department ensures that the 

Company can manage the software on Company systems, prevent the introduction of computer 

viruses, and meet its obligations under any applicable software licenses and copyright laws.  

Computer software is protected from unauthorized copying and use by federal and state law; 

unauthorized copying or use of computer software exposes the Company and the individual 

associate to substantial fines and exposes the individual associate to imprisonment.  Therefore, 

associates may not load personal softǁaƌe oŶto the CoŵpaŶǇ’s Đoŵputeƌ sǇsteŵ aŶd ŵaǇ Ŷot 

copy software from the Company for personal use.  

The Company will cooperate with the copyright holder and legal officials in all copyright matters. 

VIOLATIONS OF THE POLICY   

If an associate receives a prohibited communication, he or she should do one of the following: 

 If from within the Company, immediately notify management, the IT Department or the 

Human Resources Department; 

 If from outside the Company, immediately delete from all files and records.  Do not forward 

or store.  Notify the sender that Company communication systems are restricted to 

business use only. 

Furthermore, immediately report any violations of this policy to management, the IT Department 

or the Human Resources Department.  Violations of the guidelines in this policy may result in 

disciplinary action, up to and including termination.  In addition, the Company may advise 
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appropriate legal officials of any potential violations or law and cooperate in investigations 

conducted by legal officials. 

SECTION 3.09 MOBILE DEVICE SECURITY AND USAGE GUIDELINES 

All mobile devices must be appropriately secured to ensure data integrity is not compromised, to 

reduce the risk of spreading viruses, and to mitigate otheƌ foƌŵs of aďuse of Mattƌess Fiƌŵ’s 

computing infrastructure. 

Mobile devices paid for by Mattress Firm are the property of the Company and must be returned to 

the IT Department upon separation from the Company. 

PRIVACY WARNING 

Information that is sent, received, and stored on mobile devices communicating with Mattress Firm 

servers is the property of the Company.  Associates do not have a privacy right when using any mobile 

devices provided by the Mattress Firm to communicate with Mattress Firm servers. 

 A““OCIATE’“ RE“PON“IBILITIES 

Associates are required to password protect any mobile device issued by the Company.  In an 

effort to protect Company property, associates should do the following: 

 Never leave mobile device unattended; 

 Never leave a mobile device in a vehicle in plain sight; 

 If driving a car, place the device in the trunk; 

 If  driving a truck, place the device behind the seat out of sight; 

 While in an airport,  always put the laptop through the scanner last so that it can be 

watched at all times; 

 WheŶ staǇiŶg at a hotel aŶd Ŷot iŶ the ƌooŵ, ĐoŶsideƌ loĐkiŶg the Đoŵputeƌ iŶ the hotel’s 

safe; 

 Be alert to the surroundings, especially when attending conventions and conferences; 

 Promptly report a lost or stolen device by immediately calling the IT Help Desk (1-866-

634-4377).  
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Associates are required to disclose the password to management in connection with any investigation 

iŶǀolǀiŶg the assoĐiate oƌ teƌŵiŶatioŶ of the assoĐiate’s eŵploǇŵeŶt. 

SAFETY 

Always use the hands free devices when driving a motor vehicle.  Never try to text, send or read 

messages while driving. 

SECTION 3.10 ASSOCIATE EMAIL POLICY 

The Company maintains an electronic system to assist in conducting of business within the Company.  

Only certain departments will have the ability to send external e-mail.  While the Company 

understands that there may be a need to communicate via e-mail with family and friends from time 

to time, the use of the electronic mail system is reserved mainly for business purposes and personal 

messages should be kept to a minimum.  All messages composed, sent, or received on e-mail are and 

remain the property of the Company.  Mattress Firm reserves and intends to exercise the right to 

review, audit, intercept, access, and disclose all messages in the e-mail system for any purpose at any 

time.  All e-mail communications may be subject for use in a court of law. 

 All store associates are expected to check the store e-mail at least three times a day and their 

own Company e-mail at least once a day.  The expectation is that the store e-mail is checked 

upon arrival to the store and twice more throughout out the day.  Associates will be held 

responsible for the information in both the store e-mail and their individual Company e-mail. 

 Area Managers are expected to check his/her own Company e-mail at least three times a day to 

ensure timely response. 

 All associates are expected to conduct themselves in a professional manner and remember that 

e-mail communication should be appropriate for a professional work environment. 

 E-mail may not be used to solicit for commercial ventures, religious, or political cause, outside 

organizations, or other non-job-related solicitations.   

 E-mail is not to be used to create any offensive or disruptive messages.  Among those which are 

considered to be offensive, are any messages which contain sexual implications, racial slurs, 

geŶdeƌ speĐifiĐ ĐoŵŵeŶts, oƌ aŶǇ otheƌ ĐoŵŵeŶt that offeŶsiǀelǇ addƌesses soŵeoŶe’s age, 

sexual orientation, religious, or political beliefs, national origin, or disability. 
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 Copyrighted materials, trade secrets, proprietary financial information, or similar materials 

without proper authorization should not be sent (uploaded) or received (downloaded) through 

the electronic mail system. 

 Associates that decide to voluntarily resign or are involuntarily terminated from Mattress Firm 

must refrain from sending out district, market, region, or corporate-wide e-mails to announce 

their departure, thank individuals for their contribution, say goodbye, etc.  The message creates 

a distraction and is not appropriate.   

 Managers should send an e-mail to terminations@mattressfirm.com immediately upon an 

assoĐiate’s depaƌtuƌe fƌoŵ the CoŵpaŶǇ, so that aĐĐess to e-mail is terminated and to avoid late 

terminations in the HR system.  If the manager is on vacation during the departure, he/she 

should assign an individual to communicate the departure immediately. 

 An associate that violates this policy or uses e-mail for improper purposes shall be subject to 

discipline, up to and including discharge. 

Disclaimer: This policy supersedes any prior written policy of this type.  Mattress Firm reserves the 

right to change the policy at any time as may be required under the circumstances. 

 

SECTION 3.11 SOCIAL MEDIA AND COMMUNICATIONS POLICY 

The Company encourages all of its associates to explore and engage in social media at a level at which 

they feel comfortable.  Social media is tool that can be used to enhance what we do on a daily basis, the 

Company does ask that all Company employees, consultants and contractors participate in social media 

ǁhile adheƌiŶg to the CoŵpaŶǇ’s Code of CoŶduĐt aŶd all otheƌ appliĐaďle poliĐies. 

SOCIAL MEDIA  

 

The teƌŵ ͞soĐial ŵedia͟ is used iŶ this policy to refer to any tool or service that facilitates 

conversations over the Internet.  Social media applies not only to traditional big names, such 

as Facebook®, Twitter, LinkedIn and other social networking websites, but also applies to other 

platforms you may use that include user conversations, which you may not think of as social 

ŵedia. Platfoƌŵs suĐh as, YouTuďe™, FliĐkƌ™, ďlogs, disĐussioŶ foƌuŵs, Ŷeǁsgƌoups, eŵail 

distribution lists and wikis are all part of the social media world. 

mailto:terminations@mattressfirm.com
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A““OCIATE’S RESPONSBILITIES 

 Think First.  The Company strives to uphold its core values in each aspect of its business 

operations and interactions with employees and the community, and expects the same 

commitment from all Company representatives—including associates both on and off the clock.   

 Use the Appropriate Avenue.  The Company has put policies and procedures in place in order to 

provide forums and avenues for constructive criticism or voicing concerns.  Associates are 

encouraged to utilize these avenues for expressing concerns and raising issues about the 

Company. Voicing concerns about Mattress Firm publicly on social media without first 

communicating such concerns to your management and co-workers is counterproductive and 

inadvisable.   

 Protect Information. Associates are to protect confidential Company information or any of our 

Đustoŵeƌs’ peƌsoŶallǇ ideŶtifiaďle iŶfoƌŵatioŶ on social media.  Reference the Confidential 

Information policy for tǇpe’s of information to be protected.  

 Respect Yourself and Others.  If you wish to agree or disagree with the actions, policies or 

management of the Company on social media platforms, the Company requests that you do so 

only in a respectful, constructive manner.  Avoid comments that are obscene, defamatory, 

profane, libelous, threatening, harassing, abusive, hateful or embarrassing to another person or 

any other person or entity. This includes, but is not limited to, comments regarding Mattress 

Fiƌŵ, Mattƌess Fiƌŵ eŵploǇees aŶd Mattƌess Fiƌŵ’s Đoŵpetitoƌs.  Be Đaƌeful Ŷot to communicate 

any material that violates privacy or publicity rights of others, such as copyrighted material and 

trademarks.   

 Be Truthful and Transparent.  It is the expectation of the Company that all associates represent 

themselves and the Company accurately and honestly on social media venues.  Unless specifically 

instructed, associates are not authorized to speak on behalf of Mattress Firm.  If an associate is 

ĐoŶtaĐted ďǇ the ŵedia, the ŵedia should ďe diƌeĐted to the ĐoŵpaŶǇ’s puďliĐ ƌelatioŶs fiƌŵ or 

the Communications Department.   

 Limit Your Involvement.  You may participate in social media from time to time during business 

hours.  However, you are expected to keep these communications (both in frequency and 

duration) to a minimum.  If social media interferes with any of your work duties or 
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responsibilities, Mattress Firm reserves the right to disallow such participation during business 

hours.   

 Know Your Level of Authority.  Only authorized associates can prepare and modify content for 

Mattress Fiƌŵ’s ďlog;sͿ aŶd/oƌ soĐial ŵedia ĐoŵŵuŶiĐatioŶs.  If Ǉou aƌe uŶĐeƌtaiŶ aďout aŶǇ 

information, material or conversation, discuss the content with your manager, the 

Communications Manager, and/or Human Resources 

Any violation(s) of the social media Company guidelines should be reported to a supervisor, manager, 

and/or Human Resources.  Mattress Firm intends to investigate and respond to reports of violations of 

this Social Media and Communications Policy and other related policies.  Violations of any such policy will 

result in disciplinary action, up to and including termination. 

SECTION 3.12 IPAD POLICY 

The Company may issue an iPad as a business tool to designated employees of Mattress Firm.  

Company-issued iPads, programs, applications and data are the sole property of Mattress Firm. Terms 

of equipment usage should follow the electronic usage policy.   

Associates are responsible for all activities associated with their logon ID, personal and corporate 

Apple ID, and the content of all text, audio or image files that the associate places or sends over the 

CoŵpaŶǇ’s ƌesouƌĐes. The assoĐiate is aĐĐouŶtaďle foƌ the pƌopeƌ use of the CoŵpaŶǇ’s teĐhŶiĐal aŶd 

communications resources. All company associates are also responsible for notifying management if 

they observe, detect or suspect a system or policy vulnerability, violation or failure. 

Cellular data services are not turned on by default on the iPad. If you choose to turn on the cellular 

data services, you will be responsible for assuming all costs which cannot be charged to corporate 

cards, accounts, and may not be reimbursed by or on behalf of the Company.   

Upon separation with Mattress Firm, the Company-issued iPad must be returned in full working 

condition.  Damage to iPad hardware and/or software and/or loss of iPad is the sole responsibility of 

the employee. Employee is responsible for reimbursing the Company for associated costs incurred. 

SECTION 3.13 COMPANY VEHICLE USAGE 
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The Company has established a vehicle usage policy to promote safe and responsible driving for all 

associates who drive for company reasons.  These usage guidelines apply to all associates who operate 

owned or leased/rented vehicles, or mileage allowance vehicles for company-designated business. 

VEHICLE USAGE GUIDELINES 

 Associate must maiŶtaiŶ a ǀalid dƌiǀeƌ’s liĐeŶse aŶd auto liaďilitǇ Đoǀeƌage. 

 AŶǇ ĐhaŶges that ŵaǇ affeĐt eitheƌ aŶ assoĐiate’s legal oƌ phǇsiĐal aďilitǇ to dƌiǀe oƌ his oƌ heƌ 

continued insurability must be reported to management immediately. 

 Drivers are responsible for obeying all traffic laws and postings of parking regulations.  It is the 

assoĐiate’s ƌespoŶsiďilitǇ to paǇ foƌ aŶǇ dƌiǀiŶg aŶd/oƌ paƌkiŶg iŶfƌaĐtioŶs, oƌ fiŶes as a ƌesult of 

his or her driving and/or parking infractions.  If the vehicle is towed, it is the responsibility of the 

associate to pay for any fees to retrieve the vehicle from impound, in addition to the cost of 

repairs if any damage is caused to the vehicle. 

 Associates must report any accidents, theft, or malicious damage regardless of the extent of 

damage or lack of injuries within 48 hours to company owned or leased/rented vehicles.   

 Under no circumstances are associates permitted to operate a Company-owned or leased/rented 

vehicle when any physical or mental impairment causes the associate to be unable to drive 

safely.  This applies to mileage allowance vehicles duriŶg aŶ assoĐiate’s ďusiŶess houƌs.   

 Associates must not operate any Company-owned or leased/rented vehicle, or mileage 

allowance vehicles during Company-designated business, while using or consuming alcohol, 

illegal drugs, or prescription medication that may affect the ability to drive.   

 Associates may not use Company-owned or leased/rented vehicles in connection with any 

ďusiŶess ǀeŶtuƌe otheƌ thaŶ peƌtaiŶiŶg to the assoĐiate’s joď duties and responsibilities at the 

company. 

 If an associate grants permission for someone to drive the assoĐiate’s ĐoŵpaŶǇ oǁŶed oƌ 

leased/ƌeŶted ǀehiĐle, otheƌ thaŶ the assoĐiate’s spouse oƌ ĐhildƌeŶ ;ϭ8 Ǉeaƌs aŶd oldeƌ ǁith a 

ǀalid dƌiǀeƌ’s liĐeŶseͿ, the associate will be considered financially responsible for all damages and 

vehicle repairs. 

Any violation(s) of the company guideline should be reported to a supervisor, manager and/or Human 

Resources.  Violations of any such policy will result in disciplinary action, up to and including termination. 
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SECTION 3.14 CONFIDENTIAL INFORMATION 

Within the scope of employment, Mattress Firm may provide and make available certain confidential 

information about its business.  This information is of substantial value and highly confidential, is not 

known to the general public, is the subject of reasonable efforts to maintain its secrecy, constitutes 

professional and trade secrets of the Company, and is provided and disclosed to associates solely for 

use iŶ ĐoŶŶeĐtioŶ ǁith Ǉouƌ eŵploǇŵeŶt ďǇ the CoŵpaŶǇ.  ͞CoŶfideŶtial iŶfoƌŵatioŶ͟ iŶĐludes, ďut is 

not limited to: work product, including letters and memoranda; financial records; business, marketing 

and strategic plans; personnel, medical and payroll records regarding current or former associates; the 

identity of, contact information for, and any other account information on customers, vendors and 

suppliers; inventions, programs, trade secrets, formulas, techniques and processes; sales and 

marketing techniques and materials not available to the general public; and any other documents or 

iŶfoƌŵatioŶ ƌegaƌdiŶg the oƌgaŶizatioŶ’s opeƌatioŶs, pƌoĐeduƌes oƌ pƌaĐtiĐes. 

All assoĐiates aƌe eǆpeĐted aŶd ƌeƋuiƌed to pƌoteĐt Mattƌess Fiƌŵ’s tƌade seĐƌets and confidential 

information.  Such information should only be disclosed to individuals within the organization with 

both a need to receive and authorization to receive the information and should not be copied or 

duplicated or used for personal gain or without proper authorization.  When transmitting confidential 

information via email, associates should take even greater care as email makes it easier to redistribute 

or misdirect the protected information.  Also, take care not to access new voicemails or email 

messages in the presence of others who do not have a right to access such information and to ensure 

associates do not leave confidential documents or information in open view when leaving the work 

area.  If ever in doubt as to whether information should be disclosed, associates should err in favor of 

not disclosing the information and discuss the situation with management. 

This oďligatioŶ to ŵaiŶtaiŶ ĐoŶfideŶtialitǇ ǁith ƌegaƌd to Mattƌess Fiƌŵ’s iŶfoƌŵatioŶ ĐoŶtiŶues eǀeŶ 

after termination.  If, at any tiŵe, assoĐiates aƌe asked to ƌetuƌŶ the CoŵpaŶǇ’s ĐoŶfideŶtial 

information, do so immediately.  Mattress Firm reserves the right to use any legal means necessary to 

prevent the impermissible use of confidential information or to recover damages resulting from use of 

such information. 

CUSTOMERS AND SUPPLIERS 

Our customers and suppliers also entrust us with important information of a personal nature or 

relating to their businesses.  The nature of this relationship requires maintenance of 

ĐoŶfideŶtialitǇ.  As suĐh, assoĐiates should use as ŵuĐh ĐautioŶ iŶ safeguaƌdiŶg ouƌ Đustoŵeƌs’ 
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aŶd supplieƌs’ iŶfoƌŵatioŶ as iŶ safeguaƌdiŶg theiƌ oǁŶ iŶfoƌŵatioŶ.  IŶ that ǁaǇ, ǁe eaƌŶ the 

trust and respect of our customers and suppliers. 

RELEASING INFORMATION TO 3RD  PARTIES / REFERENCE CHECKS  

Do not disclose any Mattress Firm confidential information to a third party. If someone outside 

the Company, or perhaps even within your department, asks for information and there are 

concerns about the appropriateness of revealing such information, associates do not have to do 

so.  Instead, politely refer the request to management. 

All requests for references must be directed to the Human Resources Department.  No other 

manager, supervisor or associate is authorized to release references for current or former 

assoĐiates.  The CoŵpaŶǇ’s poliĐǇ as to ƌefeƌeŶĐes foƌ foƌŵeƌ assoĐiates is to disĐlose oŶlǇ the 

dates of employment and the title of the last position held.  If an associate authorizes disclosure 

in writing, the Company will also provide information on the amount of the salary or wage the 

associate last earned. 

SECTION 3.15 CONFLICTS OF INTEREST 

Mattƌess Fiƌŵ’s ƌeputatioŶ aŶd good Ŷaŵe ĐaŶ ďe Đoŵpromised if our associates engage in outside 

aĐtiǀities oƌ iŶteƌests ǁhiĐh ĐoŶfliĐt, poteŶtiallǇ ĐoŶfliĐt, oƌ appeaƌ to ĐoŶfliĐt ǁith the CoŵpaŶǇ’s ďest 

interests.  As such, associates have an obligation to conduct business within guidelines that avoid such 

conflicts and/or to disclose such conflicts to the CEO or Human Resources and receive written 

approval before continuing the actions.  While it is not possible to describe or anticipate all situations 

that might involve a conflict of interest, below are some examples.  This list is not meant to be 

eǆhaustiǀe.  If aŶǇ ƋuestioŶs aƌise aďout ǁhat ĐoŶstitutes a ͞ĐoŶfliĐt of iŶteƌest,͟ ĐoŶtaĐt the CEO oƌ 

Human Resources of Mattress Firm for more information. 

Associates should not be connected, directly or indirectly, with any business (as owner, partner, 

officer, director, participant, licensee, consultant or equity holder (owning 2% or more of outstanding 

equity interests); or as the recipient of wages, salary, bonuses, fees, commission or other 

compensation of value of any kind) which: 

 Sells and/or provides materials, supplies, equipment, facilities or services to the    

CoŵpaŶǇ, a Đoŵpetitoƌ, a supplieƌ, oƌ aŶǇ of the CoŵpaŶǇ’s affiliates. 

 Is in direct or indirect competition with the Company or any of its affiliates. 
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 Is a customer, vendor, or supplier of the Company or any of its affiliates. 

Ownership of shares of stock of publicly traded companies acquired as part of a normal, passive 

investment program is permitted, so long as the 2% threshold is not exceeded. 

Associates shall not seek or accept any gifts, payments, fees, services, privileges, vacations or pleasure 

trips without a business purpose, loans (other than conventional loans from lending institutions), or 

other favors from any person(s) or business organization(s) that does or seeks to do business with, or 

is a competitor of the Company.  Do not accept anything of value in exchange for referral of third 

parties to any such person or business organization.  Associates are not prohibited from accepting a 

gift of nominal value made in the course of a normal business relationship. 

Associates shall not acquire (directly or indirectly) through ownership or lease, any property, real 

estate or facilities in which the Company has an active or potential interest. 

Do not speculate or commercially deal in the products (first quality, used, obsolete or scrap) sold by 

the Company or in any used property (machinery, equipment, facilities, furniture, fixtures, etc.) of the 

Company. 

Associates shall not take for personal benefit any business opportunities that are discovered through 

the use of Company property, information or position, unless (1) such opportunity is first disclosed to 

and declined by the Company; and (2) pursuing such opportunity does not violate any other provision 

of Company policy. 

OUTSIDE EMPLOYMENT 

Associates may not take an outside job, either for pay or as a donation of time, with customers 

or competitors of Mattress Firm, or do any work on their own if it competes in any way with the 

products or services we provide our customers. 

VIOLATIONS OF POLICY 

Any violation of this policy may lead to disciplinary action, up to and including termination.  The 

Company also reserves the right to pursue legal action to recoup any profits lost due to violation 

of this policy. 

SECTION 3.16 DISCIPLINARY POLICY  
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We believe that most associates are dedicated and hard working.  Occasionally, however, an 

assoĐiate’s ǁoƌk peƌfoƌŵaŶĐe oƌ ďehaǀioƌ falls ďeloǁ CoŵpaŶǇ expectations.  In these cases, the 

Company may take corrective action, including counseling and discipline, as necessary and 

appropriate. 

Normally, progressive discipline involves some combination of verbal counseling, written warnings, 

and/or suspension before an associate is terminated.  However, exceptions or deviations from the 

normal procedure may occur whenever the Company deems that circumstances warrant that one or 

more steps in the process be skipped.  Accordingly, there may be circumstances that warrant 

immediate termination. 

If given a written warning, an associate will be asked to sign the warning.  This signature is not an 

admission of wrongdoing, but merely acknowledges receipt of the warning notice.  If an associate 

disagrees with the warning or desires to make comments, the associate is entitled to write comments 

on the warning notice.  Refusal to sign a warning does not negate the warning, and requirements of 

the warning will still be in force. 

It must be remembered that the employment relationship is based on mutual consent of the associate 

and the Company.  Accordingly, either the associate or the Company may terminate the employment 

relationship at any time, for any reason or no reason and with or without notice.  Furthermore, the 

Company may demote, transfer, suspend or otherwise discipline an associate in its sole and absolute 

discretion.  Nothing contained in these disciplinary procedures is meant to imply any contrary policy to 

aŶ assoĐiate’s at-ǁill eŵploǇŵeŶt oƌ the CoŵpaŶǇ’s disĐƌetion to take action it feels is appropriate for 

any given situation. 

SECTION 3.17 SOLICITATION AND DISTRIBUTION  

Solicitation, distribution, and posting of materials on or at Company property for any cause are not 

permitted.  Associates are not permitted to distribute non-Mattress Firm literature in work areas (all 

areas on the premises other than an associate break room) at any time.  Associates are also prohibited 

from distributing such materials on Company premises during working time (working time does not 

include lunch periods, work breaks, or any other periods in which associates are not on duty.). 

Fuƌtheƌŵoƌe, the CoŵpaŶǇ’s eleĐtƌoŶiĐ ŵail sǇsteŵ is liŵited to offiĐial CoŵpaŶǇ ďusiŶess.  EleĐtƌoŶiĐ 

mail may not be used to solicit for memberships, subscriptions, raffles or collections.   
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Non-associates are not permitted to solicit anyone or distribute any materials on Company premises 

at any time unless such solicitation is approved by management and is for Company business 

puƌposes.  If aŶ assoĐiate ǁitŶesses iŵpeƌŵissiďle soliĐitatioŶ, it is the assoĐiate’s ƌespoŶsiďilitǇ to ask 

the non-associate to leave or to contact management so that he/she may ask the person to leave the 

premises. 

SECTION 3.18 FRATERNIZING AND NEPOTISM 

No Mattress Firm associate hired, promoted, demoted or transferred after June 1, 2002 may supervise 

or be supervised by a family member; nor may family members work in positions that might create 

conflicts of interest.  If an associate recommends a family member for employment, the family 

relationship must be disclosed to Human Resources.   

If an associate becomes romantically involved with someone over whom he/she has supervisory 

authority (directly or indirectly), the supervisor must immediately notify his/her manager and the 

associates must reach a workable solution to eliminate the supervisory situation.  If they cannot do so, 

the Company will decide which associate is transferred, reassigned or terminated, subject to 

applicable law. 

Under no circumstances may an associate in a District Manager role or acting as a District Manager be 

romantically involved with anyone in the market in which they supervise, nor may an associate in an 

Area Manager role be romantically involved with any associate in the area in which they supervise. 

Foƌ puƌposes of this poliĐǇ oŶlǇ, ͞faŵilǇ ŵeŵďeƌ͟ iŶĐludes: spouse, Đhild ;iŶĐludiŶg stepĐhildƌeŶͿ, 

parent (including stepparent), parent-in-law, sibling (including step-sibling), brother-in-law, sister-in-

law, grandparent, grandparent-in-law, grandchild, daughter-in-law, son-in-law, aunt, uncle or cousin. 

SECTION 3.19 ASSOCIATE REFERRAL POLICY 

We know that new associates who come into the Company through associate referrals are typically 

associates who stay with the Company longer while excelling in their performance.  As such, we want 

to encourage and reward our current associates who help us with our recruiting efforts by bringing 

new associates into the Company. 

This policy sets out the guidelines for, and details, of our Associate Referral Program.  If you have any 

questions regarding the policy, please contact either the Recruiting or Human Resources Departments. 
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ELIGIBLE REFERRALS:  

In order for an associate to be eligible for an Associate Referral Bonus, the following criteria must be 

met:  

 The position for which the candidate is referred is a full-time position. 

 The ƌefeƌƌal ŵust ƌepƌeseŶt the ĐaŶdidate’s fiƌst ĐoŶtaĐt ǁith the CoŵpaŶǇ. 

 A Candidate Referral Form (found on the Bed Post) must be submitted to your manager at 

the time of the referral, before any interviews. 

 The candidate must be someone well-known to you.  Remember, this is your personal 

recommendation of the candidate and you should be able to speak to his/her experience and 

work standards. 

CaŶdidates ǁill ďe eǀaluated foƌ aŶǇ opeŶ positioŶ iŶ a ŵaŶŶeƌ ĐoŶsisteŶt ǁith all the CoŵpaŶǇ’s 

hiring practices.   

BONUS PAYMENT: 

Associates will be paid a $500 Referral Bonus for successful referrals.  The Bonus is payable in two 

parts -- $250 after the new associate completes 45 days of service and the other $250 after the new 

associate completes 120 days of service.  You must be employed with the Company at the time the 

new associate reaches the above milestones in order to receive the payment. 

An additional $250 will be paid if you refer a bilingual candidate in the sales field. 

Area, District, Warehouse and Regional Managers, Director level and above, Department Heads, 

supeƌǀisoƌs ǁith ƌespoŶsiďilitǇ foƌ hiƌiŶg foƌ the ĐaŶdidate’s position, and members of the Human 

Resources and Training and Recruiting Departments are not eligible for Referral Bonuses. 

The Company reserves the right to change or discontinue this program at any time without notice. 

SECTION 3.20 INTERNAL JOB POSTING POLICY 

Mattress Firm is an equal opportunity employer.  The goal of the internal job posting policy is to ensure 

that all associates are made aware of and have the opportunity to apply for open positions concurrently 
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with external candidates.  While Mattress Fiƌŵ’s philosophǇ is to pƌoŵote fƌoŵ ǁithiŶ ǁheŶeǀeƌ possiďle, 

there are business conditions that could cause a position to be filled without the job being posted.    

UŶdeƌ Mattƌess Fiƌŵ’s joď postiŶg poliĐǇ, all ƌegulaƌ paƌt-time and full-time associates with at least six 

months of continuous Company service, at least 6 months in current position, and no disciplinary action 

for at least 6 months are eligible to apply for posted positions. 

Open positions will be posted for fourteen (14) calendar days.  Any eligible and qualified associates may 

apply for an open position.  However, resumes will only be considered for the position if he/she meets the 

ƌeƋuiƌed ƋualifiĐatioŶs.  OpeƌatioŶs aŶd Đoƌpoƌate assoĐiates ŵust haǀe ƌeĐeiǀed at least ͞ŵeets ŵost͟ of 

the expectations on their last performance appraisal along with the other conditions to be eligible.  When 

applying for positions, the candidate must notify his/her manager of the resume submission.  The 

ĐaŶdidate’s ŵaŶageƌ ǁill also ŶotifǇ his/heƌ ŵaŶageƌ.  Huŵan Resources will verify that the manager has 

been notified.  Human Resources will notify candidates that do not meet the minimum criteria.  Those 

that meet the requirements will be interviewed.  When the selection has been made, Human Resources 

will notify the selected candidate and non-seleĐted ĐaŶdidates aŶd ĐooƌdiŶate the date of the assoĐiate’s 

transfer into the new position with the current supervisor and new supervisor, if applicable. 

ARTICLE IV: PAY AND COMPENSATION PRACTICES 

SECTION 4.01 EMPLOYMENT STATUS 

The following terms will be used to describe the classification of associates and their employment 

status.  Different definitions may exist with regard to specific benefit plans.  Please consult the 

individual plan documents for such definitions. 

REGULAR FULL-TIME ASSOCIATES 

Those assoĐiates ǁho aƌe ƌegulaƌlǇ sĐheduled to ǁoƌk Mattƌess Fiƌŵ’s full-time schedule as it 

ƌelates to the iŶdiǀidual’s position, a minimum of 40 hours per week.  Regular full-time associates 

may be salaried, salaried non-exempt, hourly or commission-only associates.  After the waiting 

periods dictated by the plans, regular full-time associates are eligible to participate in all of the 

CoŵpaŶǇ’s ďeŶefits plaŶs as pƌoǀided ďǇ the speĐifiĐ teƌŵs, ĐoŶditioŶs aŶd liŵitatioŶs of eaĐh 

plan.   

   REGULAR PART-TIME ASSOCIATES 
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Associates who are regularly scheduled to work less than the regular full-time schedule for the 

iŶdiǀidual’s position are considered part-time associates.  Depending on the hours worked, a 

part-tiŵe assoĐiate ŵaǇ ďe eligiďle to paƌtiĐipate iŶ ĐeƌtaiŶ Mattƌess Fiƌŵ’s ďeŶefits plaŶs as 

provided by the specific terms, conditions, and limitations of each plan. 

TEMPORARY ASSOCIATES 

Those associates hired on an interim basis to replace an associate, supplement the workforce, or 

to assist in the completion of a certain project for an expected period of six (6) months or less are 

considered temporary associates.  Employment beyond any initially stated period does not in any 

way imply a change in employment status.  Temporary associates are hired on an interim basis, 

aŶd ŵaǇ Ŷot paƌtiĐipate iŶ aŶǇ of the CoŵpaŶǇ’s ďeŶefits plans, except as may be required by 

applicable law. 

INTRODUCTORY PERIOD 

The first ninety (90) days of continuous employment with the company will be considered an 

Introductory Period.  This time is to be used by the associate and the Company to determine the 

assoĐiate’s suitaďilitǇ foƌ his/heƌ positioŶ.  AssoĐiates aƌe Ŷot eligiďle to paƌtiĐipate iŶ the 

CoŵpaŶǇ’s ďeŶefits plaŶs duƌiŶg the IŶtƌoduĐtoƌǇ Peƌiod, eǆĐept as ŵaǇ ďe ƌeƋuiƌed ďǇ 

applicable law.  There is no guarantee of employment through the entire Introductory Period, 

nor does completion of the Introductory Period guarantee continued employment thereafter.  

The assoĐiate’s at-will employment status continues following the Introductory Period, allowing 

either the associate or the Company to terminate the employment relationship for any reason or 

no reason at any time. 

SECTION 4.02 OVERTIME CLASSIFICATIONS 

NON-EXEMPT  

An associate in a position covered by the overtime and/or minimum wage requirements of the 

Fair Labor Standards Act (FLSA) or applicable state laws is considered a non-exempt associate.  

These associates are paid overtime for time worked over 40 hours in a workweek or over 8 hours 

in a day where state law mandates, at the rate of 1 ½ times their regular hourly rate.  

Compensatory time off is not available as a substitute for overtime pay.  Overtime is based only 

upon the hours actually worked.  Incidental time, holiday time, vacation time, time off for jury 
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duty or other time away from work is not considered to be time worked for overtime calculation 

purposes.  The Company reserves the right to require overtime of any associate if business needs 

require it.  However, all overtime must be approved by your supervisor before the time is 

worked.  Associates working overtime without prior approval may be subject to disciplinary 

action, up to and including termination. 

EXEMPT  

An associate in a position that is exempt from the overtime and/or minimum wage pay 

provisions of the FLSA or applicable state laws is considered an exempt associate.  This category 

includes regular full-time sales associates who are exempt under the retail sales exemption to 

the FLSA.  Due to the nature and scope of exempt positions, work beyond the normal workweek 

is expected in situations where business demands require it. 

Note: The Company will audit to ensure that sales associates who do not fall under the retail 

sales exemption will be compensated properly. 

SECTION 4.03 WORKWEEK 

The workweek for all associates begins on Sunday 12:01 A.M. and ends on Saturday at midnight.    

CORPORATE ASSOCIATES 

The Corporate Office is open Monday through Friday from 8:30 am to 5:00 pm, excluding 

designated holidays.  For regular, full-time associates, work hours are based on an eight (8) hour 

day, however, the Company allows flexible starting and ending times for its Corporate associates.  

Staffing needs and operational demands may necessitate variations in starting and ending times, 

as well as variations in the total number of hours that may be scheduled each day and week.  The 

Company reserves the right to require work in excess of eight (8) hours per day and/or five days 

per week.  There is no guarantee of any minimum or maximum hours of work.  Non-exempt 

associates will receive overtime for hours worked over forty (40) per week, or as required by 

applicable state law. 

 MANAGERS IN TRAINING 

GeŶeƌallǇ, the ĐoŵpaŶǇ’s stoƌe houƌs aƌe: 

Monday through Friday – 10:00 am to 8:00 or 9:00 pm, depending on the market 
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 Saturday – 10:00 am to 8:00 pm 

 Sunday – 12:00 noon to 6:00 pm 

These times may vary depending on store location and holiday periods.  Senior Management will 

designate the hours for each market throughout the year and may designate any modified store 

hours for sales events and holidays. 

If a Manager in Training is scheduled to assist in opening a store, he/she is expected to be at the 

store 10 minutes prior to opening. 

All Managers in Training are expected to work a minimum of forty (40) hours per week.  Any 

hours worked over 40 per week or 8 per day where state law mandates, will be paid at 1 ½ times 

the hourly rate.   

Days off may vary from week to week.  Saturdays, including any Saturday morning meeting, are 

mandatory work days unless pre-approved vacation or a floating holiday is scheduled.  In some 

cases, such as low staffing levels or holiday weekends, a sales associate may be required to work 

six (6) days a week.   

If a Manager in Training is unable to report to work on a scheduled day or at a scheduled time, 

he/she must contact the District Manager as soon as possible.   

MANAGERS ON DUTY, ASSISTANT STORE MANAGERS, STORE MANAGERS AND AREA 

MANAGERS 

GeŶeƌallǇ, the ĐoŵpaŶǇ’s stoƌe houƌs aƌe: 

Monday through Friday – 10:00 am to 8:00 or 9:00 pm, depending on the market 

 Saturday – 10:00 am to 8:00 pm 

 Sunday – 12:00 noon to 6:00 pm 

These times may vary depending on store location and holiday periods.  Senior Management will 

designate the hours for each market throughout the year and may designate any modified store 

hours for sales events and holidays. 
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If scheduled to work from the time of the store opening, the sales associate is expected to be at 

the store at least 10 minutes prior to opening. 

All sales associates are expected to work a minimum of five (5) days a week.  Days off may vary 

from week to week.  Saturdays, including any Saturday morning meeting, are mandatory work 

days unless pre-approved vacation or a floating holiday is scheduled.  In some cases, such as low 

staffing levels or holiday weekends, a sales associate may be required to work six (6) days a 

week.  There is no set extra pay for this work, but sales associates earn any commissions for sales 

during that additional day(s) and, if required by applicable state laws, will receive overtime pay 

for the additional hours. 

If a sales associate is unable to report to work on a scheduled day or at a scheduled time, contact 

the District Manager as soon as possible.  Sales associates are expected to open the store, 

whenever possible, to allow the District Manager time to find a replacement. 

WAREHOUSE ASSOCIATES 

The houƌs the ǁaƌehouse is opeŶ ǀaƌǇ depeŶdiŶg oŶ the ŵaƌket’s stoƌe aŶd delivery hours.  As such, 

the ǁaƌehouse assoĐiate’s sĐhedule foƌ the ǁeek ŵaǇ ǀaƌǇ ďased oŶ the Ŷeeds of the ǁaƌehouse.  

Generally, the work schedules for full-time associates are based on eight (8) hours a day, except 

Sundays, which are scheduled at six (6) to eight (8) hours for the day, depending on the market.  

Management will inform associates each week of work schedules for the following week.  Staffing 

needs and operational demands may necessitate variations in starting and ending times, as well as 

variations in the total number of hours that may be scheduled each day and week.  Mattress Firm 

reserves the right to require work in excess of eight (8) hours per day and/or five (5) days per week.  

However, nothing is meant to guarantee any minimum or maximum hours of work.  If the associate is 

a non-exempt associate, overtime will be paid for any hours worked over forty (40) during a 

workweek, except in states where law mandates that overtime is paid in excess of eight (8) hours per 

day.  

SECTION 4.04 PAY PRACTICES 

Salaried and salaried non-exempt associates are paid semi-monthly.  Associates are paid on the 15
th

 

for time worked from the 1
st

 through the 15
th

; time worked from the 16
th

 through the end of the 

month is paid on the last working day of the month. Salaried non-exempt associates will receive 

compensation for overtime hours worked in arrears according to the published payroll calendar.   
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Hourly associates are paid bi-weekly; on every other Friday.  Regular and overtime hours will be paid 

for hourly associates in arrears by one week.  Associates eligible for commissions pay will receive 

commission, net of returns, in arrears on the 15
th

 of each month.   

In the event that a regularly scheduled payday falls on a holiday or weekend, associates will be paid on 

the last working day before the payday. 

Appropriate deductions are made from the paycheck for contributory health and welfare coverage, 

401(k) plan, Social Security, and federal state and local taxes where applicable, and other voluntary 

and required deductions. 

A copy of your pay-stub and earnings is available online, which can be accessed through Company 

Đoŵputeƌs oŶ CoŵpaŶǇ tiŵe oƌ ǀia the iŶteƌŶet at aŶǇ tiŵe.  A ĐopǇ of the assoĐiate’s aŶŶual eaƌŶiŶgs 

statement (W-2) is supplied electronically as required by federal and/or state law.  If no longer 

employed as of January 31, a W-2 will be mailed to the address listed in the HR database.  If employed 

as of January 31, a W-2 will not be mailed and associates are responsible for accessing the 

electronically provided W-Ϯ oŶ the CoŵpaŶǇ’s Ŷetǁoƌk. 

NOTE:  The Company reserves the right to make any changes to these pay practices with 

appropriate notice to associates. 

NOTE: Associates must be actively employed to receive payment for any bonuses and/or 

prizes.  In addition, commission payments are only paid out for one period after the period 

the associate was terminated and are paid for business written before, but shipped after 

the associate’s departure froŵ the CoŵpaŶy. 

NOTE: Commissions earned on products are subject to the one hundred (100) day 

guarantee, therefore, commissions are not considered earned until after the one hundred 

(100) day period. 

SECTION 4.05 TIME RECORDS 

Salaried non-exempt, hourly associates and sales associates will be required to clock in and out within 

an electronic system or complete a timesheet documenting hours worked.  These time records are 

legal records which serve as the basis for paychecks.  As such, they must be complete and accurate.  In 

order to ensure completeness and accuracy, associates are to record hours when arriving at work; 

when leaving and returning from lunch and leaving at the end of the workday.  Please note that if full-

time associates are short any time for the week, paid time off needs to be used to make up the 
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difference.   If an associate has no remaining paid time off, the shortage will be unpaid as long as the 

minimum requirements of the FLSA are met. 

The time record must be approved by management at the end of each covered period and then must 

be submitted to the HuŵaŶ ResouƌĐes DepaƌtŵeŶt.  If eƌƌoƌs aƌe ŵade oŶ aŶ assoĐiate’s tiŵeĐaƌd, oƌ 

if an associate forgets to punch in or to report time away from work, notify management immediately 

via email so that the appropriate corrections can be made.  Any time entry submitted which does not 

follow normal procedures, as outlined above, must be explained by the associate, corrected and 

approved by management.  Falsification of any time records will result in disciplinary action, up to and 

including termination. 

SECTION 4.6 DIRECT DEPOSIT/PAY CARDS 

Associates can choose from two different methods of receiving pay – direct deposit or pay card.  By 

using one of these two services, associates avoid long lines at the bank, lost checks or delayed receipt 

of a check due to absence, vacation or day off.  If a new associate does not select direct deposit, 

he/she will automatically be enrolled with a pay card.  Details regarding pay cards are available in the 

new hire packet, on the Company intranet or from the Human Resources Department. 

The fiƌst ĐheĐk ǁill ďe a papeƌ ĐheĐk iŶ oƌdeƌ to eŶsuƌe the assoĐiate’s ďaŶkiŶg iŶfoƌŵatioŶ is ĐoƌƌeĐt 

for a direct deposit or to allow time to receive and activate the pay card.   

NOTE:  Please make sure to keep your banking information updated through the online 

Associate Self Service system of our HR database. 

SECTION 4.07 WAGE GARNISHMENTS AND ASSIGNMENTS 

Fedeƌal aŶd state laǁs ŵaǇ ƌeƋuiƌe the CoŵpaŶǇ to ŵake deduĐtioŶs fƌoŵ aŶ assoĐiate’s paǇĐheĐk 

should wage assignments, garnishments, child support orders or judgments be entered against the 

associate.  We will advise the associate if one of these orders or judgments is received. 

SECTION 4.08 CONTEST PRIZE AND BONUS PAYOUT 

Full time and part time associates up to District Managers are eligible to receive awards and/or prizes 

for achievement of specific sales targets or goals. Independent contractors and temporary associates, 

whether employed by Mattress Firm or provided from an agency, are not eligible to receive awards 

and/or prizes.  Awards and/or prizes are used to recognize associate contributions to sales targets that 

have exceeded expectations for exceptional performance. The associate must be in good standing, 
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under no corrective or disciplinary action, and must be actively employed with the Company at the 

time the prize/award is paid/issued to receive the award and/or prize. All awards and prizes are 

ĐoŶsideƌed taǆaďle iŶĐoŵe aŶd ǁill ďe ƌefleĐted oŶ the assoĐiate’s Ŷeǆt paǇĐheĐk, as ǁell as at the eŶd 

of the Ǉeaƌ oŶ the assoĐiate’s W-2. 

ARTICLE V: YOUR RESPONSIBILITIES 

SECTION 5.01 STANDARDS OF CONDUCT 

In order for the associate and the Company to succeed and achieve our goals, it is necessary for all 

associates to adhere to certain rules of behavior and to conduct themselves courteously and 

professionally.  We feel it is important for all to know and understand what is expected and what can 

be expected from fellow associates.  Below are some examples, though not all, of the behaviors that 

will not be tolerated and that could lead to disciplinary action, up to and including termination. 

 ViolatioŶ of aŶǇ poliĐǇ stated iŶ this HaŶdďook oƌ iŶ the CoŵpaŶǇ’s opeƌatiŶg 

procedures, including, but not limited to, the Anti-Harassment Policy, the Equal 

Employment Policy, the Drug and Alcohol Policy, the Violence and Weapons Policy 

and the Attendance Policy; 

 Violating federal, state or local laws that could harm the Company or put Mattress 

Fiƌŵ’s ƌeputatioŶ at ƌisk; 

 Making any statement (verbally or in writing) about the Company or any service or 

product of the Company which is false or may reasonably be viewed as detrimental 

to the Company; 

 Insubordination or refusing to carry out job duties or obey reasonable instructions;  

 Spreading malicious gossip and/or rumors or engaging in any unprotected conduct 

which has the potential to create discord and lack of harmony; 

 Dishonest, disorderly, indecent, immoral, unethical, unprofessional, rude or 

abusive conduct toward any coworker, customer vendor or third-party provider 

such as hotels, dining establishments, etc. 

 Unsatisfactory work performance or failure to meet production or quality 

standards as explained by a supervisor or manager; 
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 Falsifying Company records or documents, including employment applications, 

time records, expense reports, sales tickets, customer information , or other 

business records; 

 Failure to cooperate in any Company investigation, including providing false or 

misleading information during such investigation; 

 Using Company-paid time for unauthorized purposes; 

 Job abandonment (failing to give notice that you will not be at work as set forth in 

the Attendance Policy), walking off the job, and/or leaving without permission; 

 Violations of security or safety rules or failure to observe safety rules or practices, 

including placing others in danger, failure to wear safety equipment or tampering 

with Company equipment or safety devices; 

 Creating or contributing to unsanitary conditions; 

 Damage, destruction or misuse of Company property or the property of fellow 

associates, customers, suppliers or visitors, including use for personal reasons or 

profit; 

 Theft, misappropriation or unauthorized possession or removal of Company 

property or the property of co-workers, including documents or money, without 

prior approval; 

 FilliŶg oŶe’s oǁŶ oƌdeƌ oƌ iŶǀoiĐiŶg oƌ ƌiŶgiŶg up oŶe’s oǁŶ oƌdeƌ; 

 Buying Company merchandise for resale;  

 Cashing a personal check, giǀiŶg aŶ ͞I.O.U.,͟ plaĐiŶg a peƌsoŶal ĐheĐk iŶ the dƌaǁeƌ 

for casher, even if only temporarily, without the prior written approval of your 

District Manager or Executive Management; 

 AlloǁiŶg CoŵpaŶǇ ŵeƌĐhaŶdise to leaǀe the CoŵpaŶǇ’s pƌeŵises ǁithout pƌoper 

paperwork, financial transaction, or signatures; 

 Misuse of any Company-issued credit card; 

 Stealing from or cheating a customer or co-worker; 

 Using foul or abusive language toward a customer or co-worker; 

 Sleeping during working hours; 

 Excessive personal calls, including directory assistance and/or long distance calls; 
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 Gambling on Company premises; 

 Smoking in restricted areas or at non-designated times; 

 Use of a tape recorder or recording device to record a conversation with other 

associates without their knowledge or permission, unless in connection with a 

business-ƌelated iŶǀestigatioŶ ĐoŶduĐted at ŵaŶageŵeŶt’s diƌeĐtioŶ; 

 Repeated failuƌe to adheƌe to the CoŵpaŶǇ’s dƌess Đode policy; 

 Speeding or careless driving of Company vehicles; 

 Selling merchandise or collecting funds of any kind for charities or others at a time 

or place that interferes with the work of other associates; 

 Failing to return to work on your designated date following a leave of absence, paid 

or unpaid; or 

 Any other breach of appropriate business standards or conduct. 

In addition to the above Standards of Conduct, the Company expects associates to report any fraud, 

misappropriation and/or any other irregularity occurring in the workplace.  Moreover, the Company 

will cooperate with law enforcement agencies in the detection, investigation and reporting of criminal 

acts. 

 SECTION 5.02 GROSS MISCONDUCT 

Gross Misconduct is behavior so serious in its nature that it warrants severe disciplinary action such as 

immediate termination, even possibly on the first occurrence.  Willful or serious violations of Mattress 

Fiƌŵ’s poliĐies, pƌoĐeduƌes, pƌaĐtiĐes, oƌ ǀalues ŵaǇ ďe ĐoŶsideƌed Gross Misconduct.  Mattress Firm 

has a right to dismiss, without notice, an associate who has been found guilty of Gross Misconduct.  

Examples of the kind of behavior which could constitute Gross Misconduct include, but are not limited 

to, the following: 

 Workplace or associate instigated violence, or related threats; 

 Disruptive behavior, including abusive or vulgar language; 

 Any use, possession, or distribution of alcohol or illegal substance on duty or on 

Company premises and/or reporting to work under the influence of such a 

substance;  
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 Sexual, physical or verbal harassment or abuse, including harassment or abuse that 

is targeted towards a member of a protected class as defined in Title VII (Race or 

Color, National Origin, Sex or Gender, Religion, Age and Disability); 

 Repeated safety violations; 

 Bringing firearms, explosives, knives or other weapons onto Company property 

without prior authorization from executive management; 

 Inappropriate use of the internet, telephone or email, for example to access 

pornography (see Technical and Communications policy);  

 Criminal damage to Company property; 

 Unauthorized possession or removal of Company property or assets; 

 Serious insubordination; 

 Fraud of any kind; 

 Failure of, or refusal to submit to, a drug test; 

 Violations of Federal, State, or Local Law; or 

 Exposure of confidential Company information to unauthorized persons. 

UŶdeƌ Mattƌess Fiƌŵ’s Gƌoss MisĐoŶduĐt poliĐǇ, all ĐuƌƌeŶt Mattƌess Fiƌŵ assoĐiates ŵaǇ faĐe 

immediate termination for any action similar to those listed above.  If an associate is terminated for 

Gross Misconduct, he or she may not be eligible for COBRA coverage.   

SECTION 5.03  ATTENDANCE AND PUNCTUALITY 

The most important contribution an associate can make to the efficient operations of our business is 

to report to work as scheduled and to be on time.  Being on time to work is defined as being at your 

specific job location and ready to work at the designated starting time.  If an associate knows that 

he/she is going to be late or unable to report to work, the associate should call his or her manager as 

far in advance as possible, or if it is an emergency situation, as soon as it is practical.  Messages left 

with co-workers are not an acceptable substitute for reaching management.  If absent from work for 

three (3) days or more due to illness, the associate must bring a note from a physician documenting 

the inability to work and providing a release to return to work. 

Excessive absenteeism or tardiness may result in disciplinary action, up to and including termination.  

The Company has established certain guidelines for what is considered excessive absenteeism and 

tardiness which are available on the Mattress Firm intranet. 
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NOTE:  Failing to report to work for two consecutive days without proper notification is 

considered job abandonment and voluntary resignation. 

If an associate needs to leave work during the work day, proper approval must be received from 

management.  Stores should not be closed or locked for any period of time during regularly scheduled 

business hours unless instructed to do so by the District Manager. 

 SECTION 5.04 DRESS CODE 

Mattress Firm expects all of its associates to dress and groom themselves in a manner that is 

appropriate to the work situation.  Associates are responsible for ensuring that their appearance 

projects a positive and professional image to customers, prospects and the public.  Consequently, 

clothing should be clean and neat in appearance.  Good personal grooming and hygiene are essential; 

hair should be clean, combed and neatly trimmed or arranged.  Jewelry should be minimal and 

tasteful.  Body piercing (other than two earrings per ear for women) should not be visible during 

business hours.  Any tattoos must be covered at all times during business hours.   

If you are not dressed appropriately for your position, your manager will discuss it with you and may 

send you home, unpaid, for you to change clothes.  Repeated violations of this policy may lead to 

disciplinary action, up to and including termination. 

CORPORATE ASSOCIATES 

Dress for the Corporate Office is business casual.  Below are guidelines in appropriate attire for 

the work place.  The list is not meant to be exhaustive and the Company reserves the right to 

send associates home to change clothes if the attired is not thought to be appropriate. 

For Men 

 Business suits 

 Slacks or khakis 

 Sport shirts 

 Pressed shirts with a collar 

 Turtlenecks or sweaters 
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 No t-shirts, muscle shirts, tank tops, or sleeveless shirts 

 No shorts, beachwear, sweatpants or fatigues 

For Women 

 Business suits 

 Slacks or pantsuits (no leggings, stretch pants or sweatpants) 

  Skirts (knee length or longer) 

 Blouses or shirts which completely cover the stomach and shoulders; no spaghetti 

straps, halter tops, or sleeveless tops unless covered by a jacket; professional sleeveless 

blouses are acceptable for the Corporate Office only. 

 Turtlenecks or sweaters 

 No shorts, beachwear or sweatpants 

 No flip-flops 

 No sheer clothing 

Corporate associates may dress in casual attire on Fridays as long as it is neat, clean and in good 

taste.  T-shirts, nice sweatshirts and jeans may be worn on these days as long as the attire does 

not contain offensive slogans or pictures or contain holes or tears.  There may be an occasion 

where an associate will need to wear business wear on a casual day.  Associates should consider 

the level of customer and public contact and the type of meetings scheduled for the day when 

determining appropriate dress for the day.  Flip-flops and other similar shoes are never allowed, 

on Fridays or otherwise. 

SALES ASSOCIATES 

As sales associates, it is important that a clean, professional image is projected to the consumer 

who visits the store.  Below are guidelines for proper dress for sales associates.  The list is a 

guideline and not meant to be exhaustive.  Management may make additional requirements 

regarding proper dress for the store. 
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For Men 

 Well-pressed business suits or dress slacks (no khakis, Dockers, corduroy, denim or jean-

like material) 

 Well-pressed long sleeve collared shirts (solid colors preferred); no knit shirts allowed. 

 Ties are required at all times (except for Mattress Pro locations) 

 Dress shoes or dress boots (no work boots or lace up boots).  Socks must be worn. 

 No facial hair, except mustaches, is allowed unless required for medical or religious 

ƌeasoŶs.  If foƌ ŵediĐal ƌeasoŶs, a doĐtoƌ’s Ŷote ŵust ďe pƌoǀided.  If foƌ ƌeligious 

reasons, documentation for religious reasons is required. 

For Women 

 Business suits or pantsuits (no stretch pants, sweatpants, or leggings) 

 Business dresses or skirts with blouses (jackets are not required unless wearing a top 

with spaghetti straps or bare shoulders 

 No halter tops, tank tops, sheer shirts, or t-shirts 

 Shirts should not be too low-cut, nor should skirts be shorter than knee length 

 Open-toed shoes may not be worn for safety reasons 

WAREHOUSE ASSOCIATES 

Warehouse associates are to wear the specified uniform for the market, the cost of which will be 

payroll deducted, unless prohibited by law.  Until the uniform is received, warehouse associates 

may wear a Mattress Firm shirt issued by management and may also wear clean jeans with no 

rips, tears or holes.  Associates may also wear tennis shoes, but for safety reasons, no sandals or 

open-toed shoes are allowed. 

SECTION 5.05 SMOKING POLICY 
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The Company maintains smoke-free work environments on all its premises.  Smoking is allowed only in 

designated areas, which may not be in front of stores or in view of customers.  In all cases, Mattress 

Firm complies with local or state ordinances.   

 SECTION 5.06 SAFETY, ACCIDENTS AND OTHER EMERGENCIES 

Mattress Firm strongly believes that it is important to keep its facilities safe and strives to ensure that 

all associates conduct themselves in a manner which minimizes any hazard or risk to themselves, 

other associates, customers or guests.  If an associate notices potential safety hazards or unsafe 

activities, ƌepoƌt theŵ to ŵaŶageŵeŶt iŵŵediatelǇ.  Please ĐoŶsult the CoŵpaŶǇ’s Standard 

Operating Procedures for further details regarding specific safety measures. 

In the event that an accident occurs, the following actions should be taken: 

IF IT IS AN ASSOCIATE INJURY:   

Notify management or Human Resources immediately.  In cases of injuries that require 

immediate medical attention, call 9-1-1.  Stay within the scope of knowledge and first aid 

training.  Do not attempt to provide any major medical care unless trained and qualified.  The 

Company insures work-ƌelated iŶjuƌies thƌough Woƌkeƌs’ CoŵpeŶsatioŶ IŶsuƌaŶĐe.  Please ƌefeƌ 

to the Woƌkeƌs’ CoŵpeŶsatioŶ poƌtion of the Associate Benefits Section of this Handbook for 

further details. 

IF IT IS A CUSTOMER INJURY:  

 Follow the same procedures as above; making sure management is made aware of the situation 

immediately. 

SEVERE WEATHER AND EMERGENCY CONDITIONS 

If an accident or emergency occurs, the Corporate Office will be the central source of information 

and will work with regional and local management to assess the situation or contact any 

necessary parties to resolve the situation.  Therefore, if an accident or emergency occurs, contact 

management or the Human Resources Department immediately. 

Each associate should make sure that they have identified evacuation and escape routes from 

their work premises in case of fire or other such emergency in their building. 
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In the event of severe weather or other emergencies, the Business Continuity Team may decide 

to Đlose Mattƌess Fiƌŵ foƌ the ƌeŵaiŶdeƌ of the daǇ.  IŶ this eǀeŶt, as assoĐiate’s DistƌiĐt 

Manager, Warehouse Manager or Department Head will notify associates as soon as possible.  

No loss of pay will occur as a result of an early dismissal for this reason.   

SECTION 5.07 PERSONNEL INFORMATION 

Unless otherwise dictated by state or local law, all personnel records are the sole property of the 

Company.  However, active associates may review and inspect their own personnel file upon a written 

request to Human Resources.  This review must occur in the presence of a member of Human 

Resources and the file may not be copied or removed from the HR area, nor may any documents be 

removed from a file.  Otherwise, personnel files are confidential and access is restricted to those who 

have a business or legal reason to review them. 

Medical records, if any, will be kept in a confidential file separate from your personnel file.  Mattress 

Firm maintains this information in the strictest confidence and access and use of the information is 

restricted.  The Company complies with all federal, state and local laws concerning the privacy of such 

records. 

It is the assoĐiate’s ƌespoŶsiďilitǇ to ensure that the information in his/her personnel file is kept up-to-

date by making changes in the Associate Self-Service system: 

 Address and telephone number 

 Marriage, divorce or separation 

 Legal name change 

 Beneficiary 

 Emergency contact information 

 Direct Deposit/Banking Information 

 Dependent insurance coverage  

 Immigration forms, W-4s, etc. 

 Professional licenses and training. 

Note:  Associates only have 31 days after the event to add a dependent to their insurance 

after a marriage or birth, as well as 31 days from the date of divorce to remove a former 
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spouse or to obtain Company-proǀided iŶsuraŶce if the associate’s coǀerage ǁas lost as a 
result of the divorce. 

 

 SECTION 5.08 EXPENSE REIMBURSEMENT 

Occasionally, there may be a need to incur expenses on behalf of the Company.  Prior to doing so, 

management authorization is required.  Certain expenses, even if incurred in the course of business, are 

not eligible for reimbursement.  The CoŵpaŶǇ’s Tƌaǀel aŶd EǆpeŶse ReiŵďuƌseŵeŶt Policy, available on 

the intranet, provides the details for allowable and reimbursable expenses.   

To be reimbursed for authorized expenses, associates must submit an expense report through the 

CoŵpaŶǇ’s autoŵated sǇsteŵ – CONCUR.  Again, details for using the CONCUR system are located within 

the Travel and Expense Reimbursement Policy.  Expense reimbursements are paid on your regular 

paycheck.  In order to receive a reimbursement in a timely manner, associates must have their expenses 

submitted by the pay period before the reimbursement pay date (i.e., for payment at the end of the 

month, all expenses must be submitted by the 15
th

). 

Failure to submit expenses in a timely fashion or with proper documentation may result in disciplinary 

action, up to and including termination, forfeiture of the reimbursement, or forfeiture of a corporate 

credit card, if applicable. 

SECTION 5.09 INVOICE SIGNATURE AUTHORITY  

As a representative of the Company you may be asked to authorize payments on behalf of the Company.  

Requests for authorization may come in invoice or request for wire transfer to vendors who have 

provided service to the company.  Upon receipt of an invoice from a third party, an individual in the 

appropriate department having the applicable level of authority shall sign each invoice, print his or her 

name and title, the applicable account code and the date signed on the invoice.  All signed invoices or 

requests for wire transfer shall then be delivered to the Accounts Payable Department for processing. 

The following table sets forth the maximum expenditure amount, on a per invoice basis, that an officer or 

employee holding the specified title may authorize.  Obligations for amounts in excess of the specified 

amounts require signature of an individual with the appropriate authority level, or, if none, approval by 

the board of directors of the Company.   
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Maximum Amount of Invoice Authorized Titles 

Under $750.00 Any employee 

Up to $5,000.00 Manager* 

Up to $25,000.00 Director**, Assistant Controller  

Up to $75,000.00 Vice President 

Up to $100,000.00 EVP, CIO, CAO, GC 

Over $100,000.00 up to $5,000,000.00 Two signatures from 

 CEO, CFO, CSO or COO 

*Managers include Regional, Divisional and Territory Manager, but exclud es District, Store and Area 

Managers.  

**Directors include Regional, Divisional and Territory Directors.  

 

Note:  The foregoing limits do not apply to purchases of inventory, utility bills, regular rent 

and lease payments or capital expenditures, all of which are governed by other processes. 

 

SECTION 5.10 FINANCIAL ACCOUNTABILITY  

Mattress Firm expects associates to complete all job duties and responsibilities professionally, honestly 

and with attention to detail.  Associates must take responsibility for the role that they play in the financial 

performance of the Company, whether through inventory management, proper completion of customer 

payment transactions, delivery of products to customers before full payment is received, communicating 

changes in associate status to the Human Resources Department, theft of product, misappropriation of 

Company funds or any other action or inaction that results in a financial loss to the Company. 

Mattress Firm holds the safety and well being of its associates as a top priority.  No associate is expected 

to place him oƌ heƌself iŶ daŶgeƌ oƌ go ͞aďoǀe aŶd ďeǇoŶd͟ to pƌoteĐt CoŵpaŶǇ pƌopeƌtǇ oƌ to aǀoid a 

financial loss to the Company.  However, Mattress Firm has detailed many procedures in the SOP Manual 

;the ͞“OP͟Ϳ foƌ ďoth stoƌes aŶd ǁaƌehouses that, if folloǁed ďǇ assoĐiates iŶ the oƌdiŶaƌǇ Đouƌse of 

business, will minimize financial loss.  Associates are expected to be familiar with the SOP, including all 

changes and amendments from time to time adopted afteƌ the date of the assoĐiate’s eŵploǇŵeŶt ǁith 

the Company. 

In order to ensure that the importance of professionalism, honesty and attention to detail in job 

performance resonates with associates, Mattress Firm reserves the right to take disciplinary action, up to 

and including termination, against any associate who takes an action or fails to take an action, including 

the failure to follow the procedures of the SOP, that results in a financial loss to the Company, provided 
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that the assoĐiate’s safety is not in jeopardy.  Additionally, Mattress Firm may require repayment or other 

restitution from the associate of any amounts lost as a result of such actions or inactions in accordance 

ǁith the CoŵpaŶǇ’s poliĐies. 

Associates should seek assistance from senior employees or additional training if any required procedures 

are unclear or difficult to complete. 

SECTION 5.11 CODE OF CONDUCT  

In addition to the policies in this handbook, the Company has adopted a Code of Conduct that addresses 

your interactions with your peers, the Company, vendors, customers and other third parties.  These 

interactions include, among other things, payments made to vendors and insider trading practices.  You  

should be familiar with the Code of CoŶduĐt aŶd its ĐoŵpoŶeŶts, ǁhiĐh aƌe aǀailaďle oŶ the CoŵpaŶǇ’s 

internet. 

SECTION 5.12 CARDHOLDER DATA SECURITY STANDARDS  

“ales assoĐiates eŶĐouŶteƌ ͞Caƌdholdeƌ Data͟ ;a Đustoŵeƌ’s full Đƌedit Đaƌd Ŷuŵďeƌ aŶd eǆpiƌatioŶ dateͿ 

on a regular basis.  The following set of guidelines must be followed by every employee when working 

with Cardholder Data:  

 Employees must treat Cardholder Data as highly confidential and exercise caution when working 

with this information. 

 Employees must laďel aŶǇ ŵateƌial that ĐoŶtaiŶs Caƌdholdeƌ Data as ͞CoŶfideŶtial͟.  

 Employees must shred all printouts that include Cardholder Data when finished working with 

them. 

 Employees must store all printouts that include Cardholder Data in a locked drawer or cabinet. 

 Employees are prohibited from removing any Cardholder Data from the premises in any format 

including verbal, printed, or electronic format or transmission (including email between locations 

or employees).  

 Employees are prohibited from copying / storing any files that contain Cardholder Data to any 

poƌtaďle data stoƌage deǀiĐe oƌ ͞Đloud-ďased͟ stoƌage seƌǀiĐe ;Đd-rom, USB drive, external hard 

drive, etc. or Drop Box, Box, iCloud, Azure, etc.). 

 If employees are required to electronically store Cardholder Data for authorized use, they must 

store it on a secured data drive with restricted access. 

 Employees must delete any stored Cardholder Data as soon as reasonably practical following any 

authorized use. 
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Furthermore, immediately report any violations of this policy to management, the IT Department or the 

Human Resources Department.  Violations of the guidelines in this policy may result in disciplinary action, 

up to and including termination.  In addition, the Company may advise appropriate legal officials of any 

potential violations or law and cooperate in investigations conducted by legal officials. 

ARTICLE VI: ASSOCIATE BENEFITS 

Mattress Firm is committed to providing comprehensive and quality benefits plans for all eligible 

Associates.  The effective date of participation will be the 1
st

 of the month following attainment of 

eligibility.  Mattress Firm offers the following plans:   

 Medical Plans 

 Flexible Spending Account 

 Dental Plan 

 Vision Plan 

 401(k) Plan Term Life (Basic and Voluntary) 

 Accidental Death and Dismemberment (Basic and Voluntary) 

 Short Term Disability 

 Long Term Disability 

 Care24 Services 

Specific detailed information relating to the benefit plans and eligibility criteria are found in the Summary 

Plan Descriptions at www.mattressfirmbenefits.com.  The actual plan documents are the final authorities 

in all matters relative to the benefits mentioned in this Handbook or the Summary Plan Descriptions and 

will govern in the event of any conflict.  The Company reserves the right to change or eliminate benefits at 

any time in accordance with applicable law.  

SECTION 6.01 QUALIFYING LIFE EVENT 

Mattress Firm offers pre-tax Benefit plans which are subject to rules set forth by Section 125 of the IRS tax 

code. These rules govern when an Associate can elect to enroll, change, or cancel, their participation 

and/or coverage within the benefit plans. After a new hire enrollment period has ended, changes to an 

Associate’s and/or their dependent(s) coverage(s) can only be made during Open Enrollment. The only 

exception to this rule is if an Associate or their dependent(s) experiences a Qualifying Life Event.  

A Qualifying Life Event includes:  

1. Birth of a child  

http://www.mattressfirmbenefits.com/
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2. Adoption of a child  

3. Legal guardianship of a child  

4. QMCSO (Qualified Medical Child Support Order) 

5. Marriage 

6. Divorce 

7. Death of a Dependent 

8. Eligible Dependent experiences a Loss / Gain of Group Healthcare Coverage 

*All changes and supporting documents, resulting from a Qualifying Life Event, must be submitted to the 

Benefits Department within 31 days of the event. 

SECTION 6.02 CONSOLIDATED OMNIBUS BUDGET RECONCILIATION ACT (COBRA) 

Benefits under the Health, Dental, Vision, and Flexible Spending Account plans may be continued, for a 

period of time, if the Associate leaves the Company under circumstances described by the Consolidated 

Omnibus Budget Reconciliation Act (COBRA). The AssoĐiate’s ƌights uŶdeƌ COBRA aƌe detailed iŶ the 

Benefits Enrollment Guide located at www.mattressfirmbenefits.com. 

SECTION 6.03 401(K) PLAN 

All full-time and part-tiŵe assoĐiates, ǁho aƌe age ϮϬ oƌ oldeƌ, aƌe eligiďle to paƌtiĐipate iŶ the CoŵpaŶǇ’s 

401(k) Plan. Once eligible, associates can enroll at any time. The new enrollment will begin on the first day 

of the month following the date the request is received. Associates may contribute up to 100% of total 

salary on a before-tax basis, with the total annual maximum contribution set by IRS limits. Associates may 

elect to increase, decrease, or stop contributions at any time by submitting a request to the plan sponsor 

via phone or online. Matching Company contributions may be available. 

Refer to the 401(k) Summary Plan Description for specific information about this PlaŶ’s eligiďilitǇ, 

matching and vesting schedule.  

SECTION 6.04 WORKER’“ COMPEN“ATION 

The CoŵpaŶǇ Đaƌƌies ǁoƌkeƌs’ ĐoŵpeŶsatioŶ iŶsuƌaŶĐe, ǁhiĐh pƌoǀides statutoƌǇ ďeŶefits foƌ joď-related 

injuries.  Benefits include payment for medical treatment and partial income replacement.  Pursuant to 

the applicable state law, there may be a waiting period that must expire before you become eligible to 

receive benefits for lost time.   

To be assured of maximum coverage, the associate must: 

http://www.mattressfirmbenefits.com/
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 immediately report work-related accidents to management, and 

 complete a First Report of Injury Form that will be submitted to our insurance 

carrier. 

AĐĐoƌdiŶg to statutoƌǇ laǁs, aŶ assoĐiate’s ďeŶefits ŵaǇ ďe jeopaƌdized foƌ late ƌepoƌtiŶg of a ǁoƌk- 

related injury.  Paid leave is not available once partial income is received from insurance proceeds. 

The Company will not retaliate against any associate for reporting a work-related injury or for 

paƌtiĐipatiŶg iŶ aŶǇ ǁoƌkeƌs’ ĐoŵpeŶsatioŶ pƌoĐeediŶg.  If an associate suspects that he or any other 

associate has been subject to any such retaliation, the associate should immediately report the conduct to 

management or Human Resources.  Should you be away from work on leave for more than 180 calendar 

days, for whatever reason, your employment will terminate.  An opportunity to continue medical benefits 

after your employment termination will be explained in a COBRA notice you will receive if that occurs and 

if appropriate. 

ARTICLE VII: TIME AWAY FROM WORK  

 SECTION 7.01 PAID HOLIDAYS 

Prior to the beginning of each year, the Company will announce the holiday schedule for all associates.  

This sĐhedule ǁill also iŶĐlude ŵaŶdatoƌǇ ǁoƌkdaǇs oƌ ͞ďlaĐkout daǇs͟ foƌ sales and warehouse 

associates.  These blackout days aƌe the CoŵpaŶǇ’s ďusiest tiŵe peƌiods, ŶeĐessitatiŶg that all 

associates be available to work.  Absent prior management approval, associates may not take any time 

off during these days. 

Corporate associates will receive a list of scheduled paid holidays each year. 

For sales associates, stores are closed three (3) days each year – Thanksgiving Day, Christmas Day and 

Easter.  Associates do not receive extra compensation for these holidays.  

Warehouse associates receive three (3) paid holidays each year – Thanksgiving Day, Christmas Day and 

Easter.  If an associate is normally scheduled to work Easter, the associate will receive for holiday pay 

for the day.  If an associate is not normally scheduled to work Easter, the associate will not receive 

additional pay. 

Any time taken as holiday time does not count toward hours worked for overtime 

purposes. 
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NON-EXEMPT ASSOCIATES 

In order to be eligible for holiday pay, non-exempt associates must be full-time and must work 

regularly scheduled hours the workday preceding and the workday following the holiday.  A 

scheduled vacation or incidental day is considered a day worked for purposes of holiday pay 

eligiďilitǇ.  Eight houƌs at the assoĐiate’s ƌegulaƌ ƌate ǁill ďe paid foƌ the holidaǇ.   

FLOATING HOLIDAYS 

IŶ additioŶ to the CoŵpaŶǇ’s sĐheduled holidaǇs, all full-time associates with at least six (6) 

months of services as of January 1
st

 of each year may designate up to three days each year as 

͞floatiŶg͟ holidaǇs.  FloatiŶg holidaǇs ŵaǇ Ŷot ďe Đaƌƌied oǀeƌ fƌoŵ oŶe Ǉeaƌ to the Ŷeǆt, Ŷoƌ ǁill 

they be paid in lieu of time off.  Floating holidays are not paid out in cash when an associate 

leaves the Company.  

NOTE:  Sales personnel do not receive additional pay for floating holidays; it is considered 

part of draw. 

 

ACCOMMODATION FOR RELIGIOUS BELIEFS 

The Company fully complies with all federal, state and local laws and makes accommodations for 

assoĐiates’ ƌeligious ďeliefs, pƌoǀided that suĐh aĐĐoŵŵodatioŶs do Ŷot pose aŶ uŶdue haƌdship 

on the Company.  Associates who desire time off to exercise religious beliefs may do so, based on 

business needs and supervisory approval. 

SECTION 7.02 INCIDENTAL ABSENCES (CORPORATE AND OPERATIONS ASSOCIATES 

ONLY) 

The Company understands that there are times when you may need to be absent from work because 

of your own illness or the illness of a family member, or to take care of personal business that can only 

ďe haŶdled duƌiŶg ǁoƌkiŶg houƌs ;i.e. doĐtoƌ’s ǀisits oƌ paƌeŶt/teaĐheƌ ĐoŶfeƌeŶĐesͿ.   The CoŵpaŶǇ 

incidental days for these purposes to eligible employees. 

ELIGIBILITY FOR INCIDENTAL DAYS  

After six (6) months of service, full-time associates are eligible for five (5) incidental absence days 

each year, effective January 1st of the year.  Associates who begin their employment with the 
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Company between January 1
st

 and May 31
 st

 will receive two and one-half (2.5) incidental days to 

use before the next calendar year.  Associates who start after May 31
st

 are not eligible for 

incidental days until the following January.  

Incidental days do not carry over from one year to the next, nor will they be paid in lieu of time 

off.  Incidental days are not paid out in cash when an associate leaves the Company. 

FULL OR HALF-DAY INCIDENTAL DAYS 

Incidental days may be taken in full or half day increments.  To the extent possible, such 

absences should be pre-approved by your supervisor.  If the absence is unforeseen, the associate 

must contact his/her supervisor as soon as possible to explain the absence. 

NOTE:  Any time taken as incidental paid time off does not count toward hours worked for 

overtime purposes. 

The Company fully complies with all federal, state and local laws.  To the extent such laws require the 

Company to provide time off for certain events (i.e. voting, school conferences, etc.), incidental paid 

time off will be granted.   If incidental time has been exhausted, unpaid time off under these laws will 

be granted. 

SECTION 7.03 VACATION PAY 

The Company knows that rest and relaxation are important.  Therefore, Mattress Firm provides paid 

vacation time to reward dedication.  Associates are required to take time off if reporting vacation.  

Associates may not turn in vacation and work to receive double payment. Also, taking unpaid days in 

lieu of using available vacation, incidental days or floating holidays is prohibited.   Full-time associates 

are eligible to accrue vacation time according to the following schedule: 

Years of Service 
Days of Vacation 

Accrued per Year 

Monthly Accrual 

(granted on the first 

of each month) 

1 up to 5 years 80 hours 6.66 hours/month 

5 up to 10 years 120 hours 10 hours/month 
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10 years and up 160 hours 13.33 hours/month 

 ACCRUING VACATION TIME 

The associate begins accruing vacation time on the first pay cycle following date of hire, but will 

not be eligible to take vacation time until the associate has worked for the Company for six (6) 

months. However, once the banked vacation time equals the accrual rate for the year, the 

associate will not accrue any more time until the bank drops below the accrual rate.  For 

example, if an associate is eligible to accrue 80 hours of paid vacation per year, and the associate 

reaches the maximum of 80 hours in the accrual bank, the accrual of 6.66 hours/month will cease 

until some vacation time is used and the bank drops below 80 hours.   Associates on an unpaid 

leave of absence stop accruing time during the leave and begin accruing again on the first pay 

cycle following their return.   

 CARRY OVER  

If, at the end of the fiscal year, the associate has accrued but unused vacation time ;͞ďaŶked 

ǀaĐatioŶ tiŵe͟Ϳ associate may carry over from the end of a fiscal year to the beginning of the 

next fiscal year the lesser of 1) the amount of their banked vacation time and 2) fifty percent 

;ϱϬ%Ϳ of the alloǁaďle ǀaĐatioŶ tiŵe at the assoĐiate’s current level.  An associate permanently 

forfeits any reductions to banked vacation time resulting from this policy.  

BORROWING DAYS 

Once an associate has been with the Company for one year, the associate may borrow up to five 

(5) days against future accƌuals, suďjeĐt to his/heƌ supeƌǀisoƌ’s appƌoǀal.  However, if the 

associate leaves the Company prior to accruing the borrowed vacation time, payment for such 

tiŵe ǁill ďe doĐked fƌoŵ the assoĐiate’s fiŶal paǇĐheĐk. 

HALF OR WHOLE DAY INCREMENTS  

Vacation time can be taken in half or whole day increments, up to a maximum of eight (8) hours 

per day.  All vacation time must be pre-appƌoǀed ďǇ the assoĐiate’s ŵaŶageƌ.  Because managers 

must maintain a workforce consistent with our operational hours and workload needs, they may 

have to limit the number of people who can be off at any one time.  Therefore, the associate 
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should make the request, in writing or via the electronic time keeping system, to the manager as 

early as possible.  Also, keep in mind that if the associate is a sales or warehouse associate, there 

are certain blackout days during which vacation time may not be taken. 

SEPARATION WITH ACCRUED VACATION DAYS 

If the associate leaves the Company with banked vacation time, the associate forfeits the entire 

amount of such accrued and used vacation time no matter the reason for separation, except 

where payment is required by state law.  

RATE OF PAY 

Corporate and warehouse associates will be paid vacation benefits at their regular rate of pay. 

Vacation pay for full-tiŵe stoƌe assoĐiates ǁill ďe ďased oŶ theiƌ pƌioƌ ϭϮ peƌiod’s ďase aŶd 

premium commission earnings (excluding overrides and spiffs) divided by the number of weeks 

in the twelve fiscal periods to come up with a weekly rate. That number is then divided by 5 to 

get a daily rate, which is then multiplied by the number of vacation days taken during the period. 

Vacation pay is offset against the draw. Vacation pay is included on the 15th for any vacation 

taken the prior period.  

REPORTING FULL-TIME STORE ASSOCIATE VACATION 

District Managers are to enter and approve vacation days for all sales associates in their Market 

via Ultipro Time Management. All vacation days for a period are to be entered by the Tuesday of 

the last week before period end at 10 a.m. CST. Any vacation time not entered by the deadline 

ǁill ƌesult iŶ the assoĐiate Ŷot ďe paid ǀaĐatioŶ uŶtil the Ŷeǆt peƌiod’s ĐoŵŵissioŶ paǇĐheĐk.  

SECTION 7.04 BEREAVEMENT LEAVE 

All regular full-time associates will be granted bereavement leave for up to three (3) consecutive days, 

with pay, in the event of a death in the family.  If additional time is needed, an unpaid personal leave 

of aďseŶĐe ŵaǇ ďe gƌaŶted at the disĐƌetioŶ of ŵaŶageŵeŶt.  Foƌ puƌposes of this leaǀe oŶlǇ, ͞faŵilǇ͟ 

is defined as a spouse, parent, child, sibling, grandparent, or grandchild of the associate or the 

assoĐiate’s spouse.  If aŶ assoĐiate ǁaŶts to atteŶd the fuŶeƌal of aŶǇoŶe else Ŷot iŶĐluded iŶ the list 

above, he/she may take incidental leave (if available) or a vacation day. 

 SECTION 7.05 JURY DUTY 
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As members of our community, we are called upon from time to time to answer a jury summons.  It is 

eaĐh peƌsoŶ’s ĐiǀiĐ ƌespoŶsiďilitǇ to pƌoǀide this seƌǀiĐe.  All assoĐiates ǁill ƌeĐeiǀe paid leave for up to 

five (5) days off for jury duty.  If jury duty extends beyond this five (5) day time period, leave will be 

paid in accordance with the requirements of any applicable federal, state and local laws.  Associates 

called to jury duty must immediately provide a copy of the jury summons to management and a copy 

of the jury service receipt upon return to work.  Associates released from the jury selection process 

more than two (2) hours prior to the end of the workday are expected to immediately report to work.  

Due to ďusiŶess Ŷeeds, aŶ assoĐiate’s supeƌǀisoƌ ŵaǇ ƌeƋuest that the assoĐiate ƌetuƌŶ to ǁoƌk if 

released from jury duty with less than two (2) hours of workday left.   

 SECTION 7.06 VOTING 

We encourage associates to exercise their right to vote.  Since the polls in most states are open from 

7:00 a.m. until 7:00 p.m., associates should vote before or after work.  If, for any reason, the associate 

is unable to do so, the situation must be discussed with management in advance of Election Day (no 

later than 12 noon the day before the Election Day) for any time off to vote to be approved. 

Note:  The Company will comply with any applicable state law which may differ from the 

above policy. 

SECTION 7.07 FAMILY MEDICAL LEAVE ACT (FMLA) 

PURPOSE: 

The Company has adopted this Family and Medical Leave policy in accordance with the Family 

and Medical Leave Act (FMLA) and all similar state and local laws to assist associates in better 

balancing family needs with workplace demands.   The purpose of this policy is to define the 

circumstances under which eligible associates (those who meet the requirements of FMLA and 

the Company's medical certification requirements) may be granted a leave of absence under this 

policy.  Leave taken under this policy will be referred to as FMLA leave.  Other important defined 

terms are listed below. 

 ELIGIBILITY 

This policy applies to associates who have been employed for a minimum of 12 months and 

worked a minimum of 1,250 hours in the twelve (12) months preceding a request for FMLA 

leave.   
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PERMISSIBLE REASONS FOR LEAVE 

If eligible, leave may be taken under this policy for the following reasons: 

 Biƌth of the assoĐiate’s  oƌ the assoĐiate’s spouse’s Đhild, iŶ oƌdeƌ to Đaƌe foƌ the ŶeǁďoƌŶ 

child; 

 Placement of a son or daughter for adoption or foster care; 

 When needed to care for an immediate family member (i.e., spouse, child, or parent) with 

a serious health condition; 

 WheŶ uŶaďle to peƌfoƌŵ at least oŶe of the esseŶtial fuŶĐtioŶs of the assoĐiate’s positioŶ 

ďeĐause of the assoĐiate’s oǁŶ seƌious health ĐoŶditioŶ; 

 To care for a qualified ill or injured family member when deployed in military and 

seriously injured or made ill during deployment; or 

To assist a family member being deployed to prepare for deployment, get affairs in order, 

and/or to assist with child care, under qualifying circumstances. 

Terms used in this policy have the following meanings: 

 Spouse means husband or wife as recognized under state law, including common law 

marriage. 

 Parent means a biological parent or an individual who acted as a parent or guardian to the 

associate when the associate was a child. 

 Son or daughter means a biological, adopted, or foster child, a stepchild, a legal ward, or a 

child for whom the associate acts as a parent if the child is under 18 years of age, or a 

child over 18 years of age for whom the associate acts as a parent if the child is incapable 

of self-care because of a mental or physical disability. 

 Next of kin means the closest blood relative of the injured or recovering service member.  

(This relation only qualifies for FMLA leave when caring for a seriously injured service 

member.) 

 Foster care means 24-hour care for a child in substitution for, and away from the child's 

parents or guardian.  Foster care involves an agreement between the state and the foster 

family that the foster family will take care of the child. 
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 Intermittent leave is leave taken in separate blocks of time due to a single illness or injury, 

rather than for one continuous period of time and may include leave taken in periods 

from an hour or more to several weeks.  

 Reduced schedule leave is a leave schedule that reduces an associate's usual number of 

working hours per workweek or hours per workday. 

 Serious health condition means any illness, injury, impairment, or physical or mental 

condition that requires: 

- any period of incapacity or treatment in connection with inpatient care (i.e., 

overnight stay) in a hospital, hospice, or residential medical care facility; 

- any period of incapacity requiring absence from work, school, or other regular daily 

activities, of more than three (3) calendar days, and that also involves continuing 

treatment by (or under the supervision of) a health care provider; or 

- continuing treatment by (or under the supervision of) a health care provider for: (a) 

a chronic serious health condition (e.g., asthma, diabetes, or epilepsy); (b) a long-

teƌŵ ĐoŶditioŶ that ŵaǇ ďe peƌŵaŶeŶt oƌ iŶĐuƌaďle ;e.g., Alzheiŵeƌ’s, seǀeƌe 

stroke, terminal stages of disease);  (c) a condition so serious that, if not treated, 

would likely result in a period of incapacity of more than three (3) calendar days 

(e.g., chemotherapy for cancer, kidney dialysis); or (d) prenatal care. 

 Continuing treatment by a health care provider means that the associate or family 

member is treated two (2) or more times for a serious injury or illness by a health care 

provider or a provider of health care services (e.g., physical therapy) under orders of, or 

on referral by, a health care provider.  This term also refers to when an associate or 

family member is treated for a serious injury or illness by a health care provider on at 

least one occasion which results in a regimen of continuing treatment under the 

supervision of, but not necessarily being actively treated by, the health care provider 

due to a serious long-term or chronic condition or disability which cannot be cured.  The 

term does not cover general illnesses such as colds or the flu. 

MAXIMUM AMOUNT OF LEAVE ALLOWED 

An associate may take a maximum of twelve (12) weeks leave under this policy within a 

12-month period of time, except for certain associates who may be granted up to twenty-six (26) 

weeks of unpaid leave per twelve (12) month period to care for a qualified relation who is a 
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member of the Armed Services.  The 12-month period is a "rolling" period, measured backward 

from the first date an associate uses FMLA leave.  Each time an associate takes FMLA leave, the 

remaining leave allotment is any balance of the twelve (12) weeks (or twenty-six (26) weeks, if 

applicable) that has not been used during the immediately preceding twelve (12) months.  For 

example, if eight (8) weeks of leave are taken during the past twelve (12) months, the associate 

would be able to take an additional four (4) weeks leave (or eighteen (18) weeks, if applicable). 

The entitlement to leave taken for the birth or placement of a child for adoption or foster care 

must be completed within the 12-month period beginning on the date of the birth or placement. 

Spouses who are both working for the Company are limited to a combined total of twelve (12) 

weeks leave during any 12-month period, when the leave is due to the birth or placement of a 

child.  Associates are not permitted to take FMLA leave to care for a parent-in-law.  Any time 

taken off under the Company's Short-Term and/or Long-Term Disability policies, state disability 

plans, and workers' compensation leave will run concurrent with an associate's FMLA leave time 

allotment. 

An associate whose spouse, son, daughter or parent has been notified of an impending call or 

order to active military duty or who is already on active duty may take up to twelve (12) weeks of 

leaǀe foƌ ƌeasoŶs ƌelatiŶg to oƌ affeĐted ďǇ the faŵilǇ ŵeŵďeƌ’s Đall-up or service.  Reasons 

related to the call-up or service include helping the family member prepare for departure or 

caring for children of the service member.  The leave may commence as soon as the individual 

receives the call-up ŶotiĐe.  This tǇpe of leaǀe ǁould ďe ĐouŶted toǁaƌd the assoĐiate’s twelve 

(12) week maximum of FMLA leave in a 12-month period.   

In some circumstances, leave to care for an injured or ill service member may extend up to 

twenty-six (26) weeks in a 12-month period for an associate whose spouse, son, daughter, parent 

or next-of-kin is seriously injured or recovering from a serious injury suffered while on active 

duty, when the service member is unable to perform the duties of the his or her office, grade, 

rank, or rating. An associate is also eligible for this type of leave when the family service member 

is receiving medical treatment, recuperation or therapy for a serious injury, even if the service 

member is on a temporary disability retired list. In such a circumstance, an associate is entitled to 

no more than twenty-six (26) weeks for any type of FMLA leave.  Eligible associates who request 

leave under this policy should consult with Human Resources to determine the specific leave 

available to them. 
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SUBSTITUTION OF PAID LEAVE 

If an associate takes FMLA leave, available incidental days (if applicable) and/or accrued vacation 

time must be used, in that order, as part of the FMLA-qualifying leave.  If you do not have any 

accrued paid leave time available, then all FMLA leave will be without pay.  Un-accrued vacation 

time will not be adǀaŶĐed.  If aŶ assoĐiate is ƌeĐeiǀiŶg ǁoƌkeƌs’ ĐoŵpeŶsatioŶ, shoƌt-term 

disability or long-term disability benefits, the associate does not have to use vacation and/or 

incidental days while receiving such benefits. 

NOTICE OF LEAVE 

When requesting FMLA leave, an associate must provide at least thirty (30) days advance notice 

to his or her supervisor and Human Resources where the need for leave is foreseeable.  This 

notice should be provided by completing the Company's "Associate Request for Family/Medical 

Leave" form, which is available on the Company Intranet. 

In the event that the need for FMLA leave is either unforeseeable or it is not possible to provide 

thirty (30) days notice, the associate should provide notice as soon as the necessity for leave 

aƌises.  OƌdiŶaƌilǇ this ǁould ŵeaŶ, at a ŵiŶiŵuŵ, ǀeƌďal ŶotiĐe to the assoĐiate’s supeƌǀisoƌ 

within one (1) to two (2) business days of when the need for the leave becomes known to the 

associate.  This verbal notice should, at a minimum, state the reason for the leave, the 

anticipated length of the leave and the anticipated return date from the leave.  As soon as 

possible thereafter, and within a maximum of fifteen (15) calendar days, the associate should 

complete an "Associate Request for Family/Medical Leave" form and medical certification as 

required under this policy. 

When planning elective or non-emergency medical treatment, the associate should consult with 

management and make a reasonable effort to schedule the leave so as not to unduly disrupt the 

Company's operations, subject to the approval of the health care provider.  If the associate fails 

to give thirty (30) days notice for foreseeable FMLA leave with no reasonable excuse for the 

delay, the Company may delay the start of the leave until at least 30 days after the date the 

associate provided notice of the need for the FMLA leave. 

MEDICAL CERTIFICATION 
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The Company may require medical certification from the treating physician to support a request 

foƌ FMLA leaǀe foƌ aŶ assoĐiate’s oǁŶ seƌious health ĐoŶditioŶ oƌ to Đaƌe foƌ a seƌiouslǇ ill 

iŵŵediate faŵilǇ ŵeŵďeƌ.  Foƌ the leaǀe foƌ aŶ assoĐiate’s oǁŶ ŵediĐal ĐoŶditioŶ, the 

certification must include a statement that the associate is unable to perform at least one of the 

esseŶtial fuŶĐtioŶs of the assoĐiate’s positioŶ.  Foƌ leaǀe to Đaƌe foƌ a seƌiouslǇ ill iŵŵediate 

family member, the certification must include an estimate of the amount of time that the 

associate is needed to provide care.  In addition, should leave extend for more than thirty (30) 

days, the Company may require re-certification.  The associate should contact the Human 

Resources Department for the proper form(s) to be completed in these circumstances. 

In certain situations, the Company may require a second medical opinion at its own expense.  If 

the first and second opinions differ, the Company may require the binding opinion of a third 

health care provider approved jointly by the associate and the Company and paid for by the 

Company. 

If FMLA leave is foreseeable and the associate provides at least thirty (30) days notice, the 

requested medical certification from the treating physician must be provided to the Human 

Resources Department before leave begins.  If leave is not foreseeable, the associate must 

provide the requested medical certification as soon as it is practical but not later than fifteen (15) 

calendar days after requesting FMLA leave. 

MILITARY ORDERS 

AssoĐiates ƌeƋuestiŶg leaǀe foƌ a Đoǀeƌed ŵeŵďeƌ’s aĐtiǀe dutǇ oƌ Đall to active duty in the 

Aƌŵed FoƌĐes ŵust pƌoǀide pƌoof of the ƋualifǇiŶg faŵilǇ ŵeŵďeƌ’s Đall-up or active military 

service before leave is granted. 

Associates requesting for a leave to care for a seriously injured or ill service member must 

provide certification of the family member or next-of-kiŶ’s iŶjuƌǇ, ƌeĐoǀeƌǇ oƌ Ŷeed foƌ Đaƌe.  

INTERMITTENT OR REDUCED SCHEDULE LEAVE 

When certified by the treating physician as medically necessary, the associate may take FMLA 

leave on an intermittent or reduced schedule basis. 

When requesting FMLA leave on an intermittent or reduced schedule basis, the associate must 

attempt to schedule the leave so as not to disrupt the Company's operations.  In addition, the 
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Company may temporarily transfer the associate to a part-time schedule or an alternative 

position with equivalent pay and benefits that better accommodates the leave schedule. 

Intermittent leave is not available if the leave is taken for the birth or adoption of a child. 

STATUS OF ASSOCIATE BENEFITS DURING FMLA LEAVE 

Associates will continue to accrue service credit while on an approved FMLA leave, provided that 

the associate returns to work by the approved date.  However, holidays will not be paid, nor will 

vacation time accrue while on unpaid leave or while receiving short-term disability benefits, 

unless otherwise required by law.   

Benefit plan services and coverage will be determined according to the provisions of the 

appropriate plans, provided the associate arranges to pay their share of premiums during an 

FMLA leave.  For leaves of less than 30 days, the benefit contributions will be deducted from the 

first paycheck upon return to work.  For leaves greater than thirty (30) days, the associate must 

ŵake ďeŶefit ĐoŶtƌiďutioŶs to the CoŵpaŶǇ ďǇ the fiƌst of eaĐh ŵoŶth. The CoŵpaŶǇ’s oďligatioŶ 

to ŵaiŶtaiŶ health Đoǀeƌage uŶdeƌ FMLA leaǀe ǁill Đease if the assoĐiate’s ĐoŶtƌiďutioŶ is ŵoƌe 

than thirty (30) days overdue.  The Company reserves the right to recover any premiums paid by 

the Company to the extent permitted by law.  This may occur in the event the Company pays 

health iŶsuƌaŶĐe pƌeŵiuŵs oŶ the assoĐiate’s ďehalf ǁhile oŶ FMLA leaǀe aŶd does Ŷot ƌetuƌŶ to 

work after the leave expires.  It is not possible to contribute to the 401(k) Plan during leave 

without pay. 

RETURN FROM FMLA LEAVE 

If an associate works at a location that has less than fifty (50) associates within a 75-mile radius, 

the associate will be returned to the former position if it is available.  If the former position is not 

available, the associate will be considered for any available position for which the associate is 

qualified.  If no such position is open, the associate will be terminated, subject to the 

requirements of any applicable laws.   

If the associate works at a location with fifty (50) or more associates within a 75-mile radius, 

following the completion of FMLA leave, the associate will be reinstated to the former position, 

or to an equivalent position, except as provided below. 

Under either of the above circumstances, the associate may be denied reinstatement if: 
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 the associate fails to return to work after the expiration of the FMLA leave period; 

 the employment would have been terminated (e.g., by layoff, job elimination, conclusion 

of temporary employment, etc.) had the associate continued to be actively employed 

during the FMLA leave period; 

 the associate is no longer qualified for the position due to the inability to satisfy the 

requirements of the position (such as training, licensing, certification, etc.), and the 

associate fails to fulfill those requirements after being given a reasonable opportunity to 

do so; 

 the associate is no longer able to perform the essential functions of the job and following 

discussions between the associate and the Company, it is determined that there is no 

reasonable accommodation that can be made without undue hardship to the Company; 

 the associate fails to respond to repeated attempts to contact the associate by the 

CoŵpaŶǇ to disĐuss the assoĐiate’s possiďle ƌetuƌŶ; 

 the associate is a "key" associate (a salaried associate who is among the highest paid 10% 

of associates) and denial of reinstatement is necessary to prevent substantial and 

grievous economic injury to the operations of the Company; or 

 the associate fails to provide medical certification of fitness to return to work (in this 

event, reinstatement will be denied unless the certification is provided within a 

reasonable period of time). 

SECTION 7.08 MILITARY LEAVE  

Military or uniform service leave for training and/or active duty service is designed to assist the 

associate in meeting military obligations. Leave will be granted if an associate is ordered to duty.  The 

CoŵpaŶǇ ŵust ďe pƌoǀided ǁith a ĐopǇ of the assoĐiate’s ŵilitaƌǇ oƌdeƌs, aŶd the assoĐiate ŵust 

inform management of the anticipated period of service as early as possible but no later than two (2) 

days after the date military orders are received.  The Company will reimburse the associate for the 

diffeƌeŶĐe ďetǁeeŶ ŵilitaƌǇ paǇ aŶd the assoĐiate’s base salary or draw up to a maximum of two 

weeks a year.  All military leaves will be administered in compliance with the Uniformed Service 

Employment and Re-employment Rights Act (USERRA).  The full details of the policy are available from 

the Human Resources Department. 

Questions regarding continued coverage under any Company benefit plans should be directed to the 

Benefits Administrator.  If you are called to active duty, we encourage you and/or your family to 
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contact the associate assistance program to help deal with any stress or hardships you or they may 

have. 

SECTION 7.09 PERSONAL LEAVE 

At the CoŵpaŶǇ’s disĐƌetioŶ, aŶd suďjeĐt to ďusiŶess Ŷeeds, uŶpaid aŶd uŶpƌoteĐted peƌsoŶal leaǀe 

may be granted for up to 30 days for compelling reasons.  Each request for personal leave will be 

considered individually, with each case judged on its own merits.  The granting of any specific leave of 

absence does not necessarily establish a precedent for other situations.  Personal leave may be 

granted once per rolling 12-month period.   

All personal leaves of absence should be requested at least 30 days in advance, if feasible.  The 

request for leave must be submitted in writing and should state the reason for the leave and the 

pƌoposed ďegiŶŶiŶg aŶd eŶdiŶg dates.  If the ƌeƋuest is due to a ŵediĐal ƌeasoŶ, a doĐtoƌ’s 

certification as to the need for the leave must also be submitted.  The request must be approved by 

management and Human Resources.   

While on an approved personal leave of absence, the associate may continue to participate in all 

Company benefit programs in which the associate has been participating in prior to the leave.  

However, the cost of the benefits must be paid, in advance, to continue such participation during the 

leave, unless otherwise dictated by law.  No accrual of service credit or vacation time will occur during 

any unpaid leave of absence, unless otherwise required by law.   

Upon return from leave of absence, the associate will be reinstated to the former position, if it is 

available; otherwise, the associate will be offered an available position for which the associate is 

qualified.  If no such position is available upon return, the associate will be terminated.   

Failure to return to work following any leave of absence or accepting other employment while on a 

leave of absence will be considered a voluntary resignation. 

Note:  The Company will comply with any applicable state law, which may differ from the 

above unpaid leave policy. 

ARTICLE VIII: ASSOCIATE SEPARATION  

SECTION 8.01 RESIGNATION 
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If an associate chooses to leave Mattress Firm, the associate should provide at least two (2) ǁeeks’ 

notice.  However, regardless of the length of the notice period provided by the resigning associate, the 

Company reserves the right to accept a resignation effective at anytime during the notice period.   

At the tiŵe of leaǀiŶg, the assoĐiate ŵaǇ ďe asked to take paƌt iŶ aŶ ͞eǆit iŶteƌǀieǁ͟ ǁith a HuŵaŶ 

Resources or Recruiting representative.  This meeting gives the associate an opportunity to discuss any 

problem areas, make suggestions and receive answers to questions regarding benefit continuation 

and/or conversion.   

SECTION 8.02 RETURN OF MATTRESS FIRM PROPERTY 

Any Mattress Firm property issued to an associate, such as product samples, computer equipment, cell 

phones, keys, parking passes or Mattress Firm credit cards, must be returned to Mattress Firm at the 

time of termination.  An associate will be responsible for any lost or damaged items. 

 SECTION 8.03 INSURANCE CONTINUATION 

According to the federal Consolidated Omnibus Budget Reconciliation Act (COBRA) of 1985, 

terminating associates and their eligible dependents may have the right to continue coverage under 

Mattƌess Fiƌŵ’s health iŶsuƌaŶĐe pƌogƌaŵ foƌ a liŵited peƌiod of tiŵe aŶd at the assoĐiate’s oǁŶ 

expense.  COBRA rights are not available for terminations due to gross misconduct (i.e. stealing from 

the Company).  Contact the Benefits Administrator for any questions relating to insurance coverage 

and the continuation of these benefits. 

Life insurance, Long-Term Disability Insurance and Short-Term Disability benefits terminate as of the 

last day worked (unless the associate is already receiving LTD or STD benefits).  The associate may 

have options to convert these policies to individual policies.  Please contact the Benefits Administrator 

for more information.  An opportunity to continue medical benefits after your employment 

termination will be explained in a COBRA notice you will receive if that occurs and if appropriate. 

 SECTION 8.04 POST-EMPLOYMENT INQUIRIES 

Mattress Firm does not respond to oral requests for references.  In the event employment with 

Mattress Firm is terminated, either voluntarily or involuntarily, the Human Resources Department will 

provide verification of previous employment to potential employers if it receives a signed release 

form.  No associate of the Company should respond to reference and employment verification 

requests.  All such requests must be forwarded to the Human Resources Department.  
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SECTION 8.05 REHIRES 

No associate can be rehired without first obtaining approval from Human Resources.  Associates who 

are rehired by the Company after previously having been with the Company for at least a year, and 

who have not been gone from the Company for more than two (2) years, will receive credit for their 

previous service once they have been back with the Company for a period of service equal to the time 

they were gone.  For example, if an associate leaves the Company for one (1) year after having worked 

for five (5) years, when he/she returns the associate will have the same vacation time and other 

applicable benefits as any other new hire.  However, once he/she has been with the Company for one 

(1) year (the length of time gone from Mattress Firm), vacation time and other applicable benefits will 

ďe ĐalĐulated ďased oŶ the assoĐiate’s oƌigiŶal hiƌe date.   

This policy does not apply to the CoŵpaŶǇ’s ϰϬϭ;kͿ PlaŶ.  Please ƌefeƌ to the ϰϬϭ;kͿ “uŵŵaƌǇ PlaŶ 

Description for any provisions applicable to this Plan. 
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ASSOCIATE HANDBOOK ACKNOWLEDGEMENT 

I aĐkŶoǁledge I haǀe ƌead aŶd uŶdeƌstaŶd the CoŵpaŶǇ’s AssoĐiate HaŶdďook aŶd agree to comply with 

its contents.   

I also aĐkŶoǁledge aŶd uŶdeƌstaŶd that ŵǇ eŵploǇŵeŶt is ͞at ǁill,͟ ŵeaŶiŶg that eitheƌ I oƌ the 
Company can terminate the employment relationship with or without cause or advance notice.  I further 

acknowledge and understand that this Handbook is not a contract of employment and that there is no 

implied promise that employment will continue for a set period or that my employment will be 

terminated only under particular circumstances.  

I further acknowledge that I have read aŶd uŶdeƌstaŶd the CoŵpaŶǇ’s BusiŶess PoliĐies, iŶĐludiŶg those 
listed below and agree to comply with their contents.  I understand that I will comply with the policies set 

forth in the current Associate Handbook and any future version of the Associate Handbook.  I 

aĐkŶoǁledge that the ŵost ĐuƌƌeŶt AssoĐiate HaŶdďook ǁill ďe aǀailaďle to ŵe oŶ the CoŵpaŶǇ’s 
intranet. 

 Anti-Harassment Policy  

 Violence/Weapons Policy  

 Substance Abuse Policy  

 Associate Privacy Policy  

 Technical and Communications Resources Policy         

 Confidential Information Policy 

 Conflicts of Interest Policy 

 SOP Manual  

 Code of Conduct, including the Insider Trading Policy 

 

_____________________________________________ 

Print Name 

 

_____________________________________________ ________________ 

Associate Signature      Date 
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