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As a brand committed to empowering every employee to be fit for life, adidas strive to provide a work environment 
that promotes employee wellness.  By enabling each and every employee to be fit, adidas pave the way for a work 
environment that strengthens employee engagement, stimulates productivity and drives business results.  

 ABOUT YOUR EMPLOYEE HANDBOOK 

This handbook is designed to help you become familiar with the practices and procedures of adidas (or the 
“Company”) and gives you some idea of what to expect from the Company and what we expect from you.  This 
handbook is only a general guide to the Company’s policies and practices.  The information in this handbook has 
deliberately been presented in an informal manner and, as such, is only a summary of the Company’s practices 
and procedures.  If you have any questions about this handbook, your job or any other job-related issue, we invite 
you to speak with your supervisor or a representative of the Human Resources (HR) Department.  The policies in 
this handbook only can be superseded in a written updated version or by supplementary written memos issued by 
the HR Department. 

You are expected to read and understand this handbook as part of your introduction to your employment with the 
Company.  You may also find it helpful to use the handbook as a reference throughout your employment.  The 
handbook is designed as a communication tool that should answer most of your general employment questions, 
although it is not an absolute replacement for direct face-to-face communication.   

This handbook applies to all Retail, Distribution Center, and Corporate employees, which includes all employees 
who work for the following entities: 

• adidas America • adidas International (U.S. office) • adidas Indy 

Additional entities and their employees may be included between publications. 

This handbook does not apply to independent contractors or external employees.  Those individuals should consult 
their respective contracts and/or benefit agreements that govern the terms and conditions of their service.    

The policies summarized in this handbook, and any other policy summaries are adopted voluntarily by the 
Company.  This handbook is not intended as a legal document.  The handbook is not intended to create a contract 
between the Company and any of its employees and should not be read as establishing a contract with you. 

This handbook is intended to reduce any confusion that may arise from unwritten or inconsistent policies.  It 
supersedes any previous oral or written statements or policies, including prior employee handbooks that may be 
different from this handbook.  In addition, please consult with your supervisor as there may be additional policies 
associated with specific jobs or locations. 

The policies contained within this handbook are subject to change as the Company deems appropriate. 
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 EMPLOYMENT 

EMPLOYEE RELATIONS AND COMMUNICATION 

We care about fair play. We understand that fairness always involves at least two people and two points of view. 
That’s why we operate under an “open door” policy. Our experience has shown that when employees deal openly 
and directly with management, the work environment is more productive and satisfying for everyone. The Company 
is committed to providing all employees a welcoming and positive environment which provides the safety, 
opportunity, and encouragement to create and develop to the best of their ability.

We strive to provide work conditions, wages, and benefits that are fair and competitive with those offered by other 
similar employers in this region. If you have questions or concerns about any aspect of the terms and conditions of 
your employment with the Company, we strongly encourage you to voice those concerns in the following order: 
Contact your immediate supervisor, or if you are not satisfied with your supervisor’s response, or if you are 
uncomfortable going to your supervisor with a particular issue, discuss the issue with the HR Department or 
another people leader within your function you are comfortable with. 

DIVERSITY AND INCLUSION 

In sport as in business, diversity is critical to maintaining a competitive advantage and assuring organizational 
success. 

Diversity & Inclusion at the Company means championing individual uniqueness; celebrating the differences and 
similarities that bring us together and ensuring that throughout the levels of our workforce all employees are 
participating fully in our Company. 

At adidas: 

 We acknowledge the richness of commonalities and differences we share and the intrinsic worth of each 
unique employee.  

 We know that our products and our commitment to sports and the athletes that compete therein are 
enhanced through diverse perspectives. 

 We are committed to increasing and maintaining diversity within the Company. 
 We continually work to create a culture of inclusion in which all employees feel they are integral partners in 

the Company. 
 We hold our managers accountable for shaping a work environment that enables and encourages all 

employees to perform and develop to their fullest.   

A RESPECTFUL AND FAIR WORKPLACE 

Respect 

We care about having a workplace in which all individuals are treated with respect and dignity. In our workplace, 
individuals are expected to acknowledge and value the contributions of others, treat others with civility and 
courtesy, and engage in open and honest communication. We should strive to be professional with our language 
within and with our consumers and partners. At adidas, individuals are expected not to embarrass or humiliate 
others, to trivialize or disregard the contributions of others, or to engage in bullying behavior. This behavior is not 
acceptable even if the disrespectful conduct is not based on any particular characteristic that may be protected 
under the law, such as race or sex.  The following types of disrespectful conduct are not acceptable: 

 Teasing, name-calling, or making offensive comments (e.g., teasing an employee about being “awkward” 
or making fun of someone’s clothing) 

 Berating, belittling, or humiliating an individual (e.g., excessive personal criticism or pranking new 
employees) 

 Yelling or swearing at an individual (e.g., shouting at someone to express frustration or swearing at an 
employee who makes a mistake on a project) 

 Circulating derogatory comments about an individual in writing or via social media, text messages, or other 
electronic communication methods (e.g., starting a group text for the purpose of making fun of another 
employee or using instant messaging to gossip about an employee’s dating life. 
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While the examples above are not all encompassing, they do provide guidance on actions that do not fit in our 
workplace. Having a Respectful Workplace policy does not mean that employees and others will not be given 
honest and critical feedback on their work or conduct. However, at adidas, we expect that such feedback will be 
delivered in a respectful and constructive manner. 

Anti-Discrimination 

At adidas, we attract, hire, reward, develop, promote and retain our people ensuring everyone has equal 
opportunity. It is the Company’s policy to ensure equal opportunities by prohibiting discrimination in all aspects of 
employment (such as recruitment, hiring, training, compensation and promotions) on the basis of any 
characteristic covered by this policy and/or protected by law. Such characteristics include: 

 sex and gender, including non-binary status 
 sex stereotyping or gender expression (assumptions about how a person should appear or behave based 

on their gender) 
 pregnancy, childbirth, or pregnancy-related condition (for example, lactation) 
 race or color 
 national origin or ancestry (what country a person or a person’s family is from) or immigration or 

citizenship status 
 religion (including religious creed, practices, observances and dress) 
 age (a person who is over 40, unless otherwise specified by law) 
 disability (including physical or mental disabilities) or medical conditions 
 genetic information (for example, whether a person carries a genetic marker for a disease) 
 sexual orientation (whether the person is lesbian, gay, bisexual, heterosexual or asexual) 
 gender identity (for example whether the person is transgender, cisgender or non-binary) and perceived 

identity  
 marital status (whether the person is married, not married, divorced or widowed) or familial status 

(whether the person has children or not) 
 military or veteran status 
 status as a victim of domestic violence, sexual assault or stalking 
 political affiliation or activity 
 or any other status of an individual protected under state or local law. 

We are committed to the letter and the spirit of the law. Our goal is to maintain a working environment that 
encourages the personal and professional development of every employee to their fullest potential within the 
context of the Company’s success and wellbeing. 

Anti-Harassment 

One form of discrimination is harassment. The Company prohibits harassment against any individual employed by 
or associated with the Company. This policy against harassment applies to and protects employees, applicants, 
interns, customers, contractors, vendors, and participants at meetings and events held by the Company. 

The Company prohibits harassment that is based on categories that are protected under the law. Those categories 
are set forth above. Harassment on these bases is illegal under federal, state, and local law if the unwelcome 
conduct rises to the level of creating a hostile work environment. 

This policy also prohibits any form of unwelcome behavior based on the characteristics listed above, even if such 
behavior may not yet violate the law because it is not yet sufficiently severe or persistent to create a hostile work 
environment for the individual. At adidas, although there will be proportionate corrective action for different forms 
of misconduct, any form of unwelcome behavior based on these characteristics is prohibited by this policy. 

Examples of Unwelcome or Discriminatory Behavior 

Here are some examples of behaviors that are prohibited under this policy. They are set forth in increasing levels 
of severity that would result in increasing proportionate corrective action: 
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 Disrespectful communications or conduct that impede a culture of diversity and inclusion in the 
workplace by subtly disrespecting, devaluing, alienating, or excluding an individual based on their 
protected status. 

Some examples: 

o Assuming an individual speaks for or represents a larger group of individuals of a protected class 
(e.g., asking one Black person “why do Black people think X?” or asking one Muslim person “why 
do Muslims believe Y?”) 

o Stereotyping (e.g., depicting all members of a protected class as acting a certain way, such as 
using images of Black individuals in a slide deck that conform to a stereotype and do not 
represent diverse Black individuals in the marketplace, or assuming that members of one group, 
but not others, have similar interests, such as targeting team building activities like wine tasting 
to only female employees) 

o “Neutral” conduct that may be acceptable to some cultures, backgrounds, and perspectives but, 
in context, insensitive to others and/or based on implicit assumptions (e.g., “Where were you 
born?” or “You are so articulate!”, or asking a Black male employee wearing a hoody if he is cold) 

o Coded language or conduct that has the effect of, or is perceived as, limiting or devaluing an 
employee based on their protected status (e.g., seeking an “urban perspective” from a Black or 
LatinX employee without valuing their overall expertise) 

o Off-the-cuff offensive and/or insensitive remarks or conduct not directed at a particular individual 
(e.g., commenting, in passing, “That’s so gay” or “Everyone here is so retarded”) 

o Ignoring, discounting, dismissing, or taking credit for diverse contributions or input (e.g., 
dismissing a pitch idea because “Why does it always have to be about race?”, aggressively 
challenging the expertise or experience of a LatinX employee in a meeting, or constantly 
interrupting/talking over a female employee) 

o Pathologizing cultural values and/or communication styles (i.e. tone management) (e.g., labeling 
white male managers as “ambitious” and their female counterparts or counterparts of color as 
“aggressive,” or telling Black and/or female employees to “calm down” or “relax” when speaking 
passionately but applauding white male employees as “leadership material” for the same 
behavior) 

o Engaging in or criticizing “cliquey” behavior based on a protected characteristic (e.g., arranging a 
“bro” happy hour before a Company event and intentionally not inviting any women, or commenting 
that groups of Black employees always sit together and are "not trying to fit the brand mold") 

o Ignoring a request to cease engaging in what the individual perceives to be disrespectful behavior 
(e.g., refusing to turn off music that has the N-word or is demeaning to women). 

 Unwelcome communications or conduct based on an individual’s protected status that significantly 
undermine diversity and inclusion in the workplace and/or harm particular individuals.  

Some examples:  

o Verbal or written communications, including jokes, sarcastic comments, name-calling, or intrusive 
inquiries that are insulting, derogatory, or demeaning about any protected class or an individual’s 
membership in a protected class (e.g., describing Black men as “thugs,” mimicking a Chinese 
accent, questioning a transgender employee in a probing manner about using different pronouns, 
or “joking” that women are “always on maternity leave”). This includes communications on social 
media that have an impact on the workplace. 
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o Overt negative stereotyping based on an individual’s membership in a protected class (e.g., 
“joking” that a Black employee in a hoody “looks like a gangster robbing the store,” or making 
comments that characterize gay men as “flamboyant” or insinuate that LatinX men are gang-
affiliated) . 

o Objects or pictures displayed or circulated in the workplace, either in hard copy or via social 
media, texts, or other electronic communication methods, or posted or circulated outside the 
workplace that have an impact inside the workplace, that are insulting, derogatory, or demeaning 
about any protected class or an individual’s membership in a protected class (e.g., posting a 
picture of a scantily-clad centerfold model in the office) . 

o Unwelcome comments about an individual’s body or appearance based on the individual’s 
protected status (e.g., making fun of a gay man for “acting like a girl,” or making suggestive 
comments on what a woman should wear (e.g., “you look hot in those tight leggings and you 
should wear them more often”). 

o Treating an employee differently with respect to assignments, scheduling, or training opportunities 
because of the individual’s protected status (e.g., not assigning a pitch opportunity to a pregnant 
employee to avoid “burdening” them while pregnant, scheduling a meeting on a religious holiday 
(e.g., Rosh Hashanah or Eid al-Fitr) and dismissing any concerns raised, not putting a LatinX 
employee on a team because of concerns that the employee was an “affirmative action hire” who 
will not be able to handle the pressure, or suggesting that a female employee was selected for an 
opportunity because they are “sexy,” not because they are  qualified).  

 The most serious forms of harassment or discrimination based on a person’s protected status.  

Some examples:  

o Use of racial slurs and/or verbal or written derogatory epithets, including those posted on social 
media that have an impact inside the workplace. 

o Bullying behavior (e.g., spreading malicious rumors or a sustained pattern of offensive name-
calling or teasing), based on a person’s protected status. 

o Physical assault (e.g., hitting, shoving, kicking, punching, etc.) based on a person’s protected 
status. 

o Intimidation or coercion based on a person’s protected status that causes a person to be fearful 
for their well-being or personal safety (e.g., stalking a fellow employee, blocking or impeding 
someone’s movement for an unwelcome or inappropriate purpose, frequent texting or emailing 
threats, or displaying objects that are intended to intimidate or threaten (e.g., hanging nooses, 
displaying swastikas or Confederate flags). 

o Treating an employee differently with respect to hiring, firing, or promotion because of an 
individual’s protected status (e.g., rejecting a candidate applying for a position with an “ethnic” 
last name based on the assumption that the candidate would need a visa, not promoting a female 
candidate out of fear that they would have kids shortly after promotion, or not hiring a Muslim 
applicant because the hiring manager did not want to deal with someone taking breaks to pray “all 
the time”). 

o Viewing, sharing, or disseminating pornographic material inside the workplace or in a manner that 
has an impact inside the workplace.  

o Repeated and unwelcome comments, phone calls, voice mail messages, emails, and/or text 
messages of a sexual nature, including repeated and unwelcome pressure for dates.  
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o Requests or demands for sexual favors in exchange for favorable or preferential treatment or 
threats or acts of retaliation for refusal to provide sexual favors or unwelcome touching or physical 
contact of a sexual nature. 

o Harassing, threatening, or taking other retaliatory action as a result of or in anticipation of an 
individual’s filing of a complaint or lying during an investigation of a complaint or concealing or 
destroying information related to the complaint.  

As should be clear from the examples above, harassment on the basis of sex may be overtly sexual, or it may not 
be sexual at all but still be unwelcome behavior based on an individual’s status as male, female or non-binary.  

The behavior prohibited by this policy is not limited to the physical workplace. You must follow this policy when you 
are traveling for business, attending a Company sponsored event, or socializing with Company employees outside 
of the workplace. You may not engage in the behavior prohibited by this policy via calls, texts, emails, blog posts, 
or other social media, even if you are away from the workplace, using your personal device, or acting during non-
work hours. The Company will not tolerate such behavior if it has an impact on the workplace. 

Anti-Retaliation 

To have a culture in which every individual is treated with respect and is protected from bullying harassment, or 
discrimination, individuals who experience or observe such behavior must feel safe in reporting the behavior. This 
policy prohibits retaliation against any individual who has reported behavior prohibited by this policy. 

This policy also prohibits retaliation against anyone who has assisted someone else in reporting behavior 
prohibited by this policy, has participated in an investigation of the alleged misconduct, or has filed a claim with 
the Equal Employment Opportunity Commission (EEOC) or any other governmental agency. 

This policy prohibits all forms of retaliation in the workplace. Retaliation may consist of deliberate actions that can 
cause harm on a professional level (for example, removing a person from an important project or not providing 
necessary information on a project or reducing someone’s scheduled work hours) or on a social level (for example, 
ostracizing the person within the work team.) All forms of retaliation are prohibited by this policy and the Company 
will take swift corrective action against any individual found to have engaged in retaliation. 

Honesty and cooperation are essential to ensuring an effective investigation process. If someone is determined to 
have made an intentionally false allegation or to have lied in an investigation, then that person will be subject to 
corrective action, up to and including termination. 

Reporting, Investigations and Corrective Actions 

The Company encourages reports of violations of this policy as soon as possible after a violation has occurred. 
The best time to correct a violation of this policy is as early as possible.

If you experience disrespectful, bullying, harassing or discriminatory behavior, we encourage you to talk directly 
with the individual engaging in that behavior if you feel comfortable doing so. If not, or if the behavior continues, 
we encourage you to use any of the following reporting options: 

 Your supervisor, or any member of management with whom you feel comfortable; 
 Your Human Resources Business Partner or any senior Human Resources leader; or 
 Our anonymous telephone hotline known as the Fair Play Hotline. The local USA number is 1-866-901-

3295. You can also report online at https://www.safecall.co.uk/file-a-report/. 

If you feel you have experienced discrimination or harassment, you may also submit the complaint form to your 
supervisor, your Human Resources Business Partner or any senior Human Resources leader. 

In addition to the above reporting channels, you may also report discriminatory and/or harassing conduct to the 
U.S. Equal Employment Opportunity Commission (EEOC). The EEOC will take in your complaint and will send us a 
notice that you have filed a complaint with the agency. You can reach the EEOC through this link: 
www.eeoc.gov/employees/charge.cfm or you can call 1-800-669-4000. 

https://www.safecall.co.uk/file-a-report/
http://www.eeoc.gov/employees/charge.cfm
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You can also file a complaint with a local or state agency responsible for handling complaints of discrimination and 
harassment. Please see the section on State Specific Information for information on how to contact your state 
agency. 

A supervisor who receives a report of harassment, or who observes harassment, must report such behavior 
through the appropriate channels. The supervisor must make that report even if the person who has made the 
complaint does not wish the incident to be reported or investigated.

The Company will conduct a fair, thorough, and timely investigation into reports of behavior that violate this policy 
that provides all parties involved notice of the allegation and an opportunity to be heard and that will reach a 
reasonable conclusion based on the evidence gathered. The Company will keep the investigation confidential to 
the greatest extent possible, consistent with a fair and full investigation. The Company expects all employees who 
are asked to participate in an investigation to cooperate and maintain confidentiality during the course of the 
investigation. 

Corrective Actions 
If an investigation reveals a violation of these or any other company policies or guidelines, the Company will take 
corrective action that is proportionate to the prohibited behavior.  

Proportionality means that the corrective action may include: 

 Verbal Feedback 
 Written Farnings 
 Suspension (with or without pay) 
 Demotion 
 Termination of Employment 
 Coaching and training for the individual found to have engaged in the prohibited behavior.  

Progressive Discipline 
A Progressive Discipline approach may be applied for repeated policy or guidelines violations, misconduct or 
incidents of unsatisfactory performance. Progressive Discipline applies similar discipline actions as described 
above. When violations occur, an individual may progress through the following types of discipline actions:  

 Verbal Feedback (documented) 
 Written Warning 
 Final Warning 
 Termination of Employment 

The application of Progressive Discipline may vary based on the unique elements of the scenario, severity of 
behavior, or as determined by a specific area of business like Retail or Distribution Centers.  As an example, an 
individual may receive a written warning as the first step in Progressive Discipline, if warranted. 

Progressive Discipline steps are intended to bring attention to a deficiency or violation, manage the reoccurrence 
of the issue(s) and provide the individual with an opportunity to change the behavior. 

Corrective Action Matrix 
For more information and examples, please see the Corrective Action Matrix, available on a-Live and ThinkTime. 
The matrix is intended to assist in determining the appropriate level of corrective action to address a finding of 
misconduct or violation of the Company policy; it does not prescribe or mandate specific corrective action in any 
case. The Company will still exercise discretion and judgment in recommending or determining a course of 
corrective action based on the specifics of each case. 

Whether or not a violation of the policy is found, preventive action may include additional training for some or all 
employees. 

https://adidasgroup.sharepoint.com/sites/NAMHRResourceCenter/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FNAMHRResourceCenter%2FShared%20Documents%2FPolicies%20%2B%20Procedures%2F2%20US%20%2B%20NAM%20Policies%2FAnti%2DHarassment%20%2B%20Anti%2DDiscrimination%20Policies%2Fadidas%20Guidance%20to%20Matrix%20of%20Corrective%20Actions%2Epdf&parent=%2Fsites%2FNAMHRResourceCenter%2FShared%20Documents%2FPolicies%20%2B%20Procedures%2F2%20US%20%2B%20NAM%20Policies%2FAnti%2DHarassment%20%2B%20Anti%2DDiscrimination%20Policies
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Fair Play 

The Company supports the principle of equal opportunities and believes all employees— regardless of sex, race, 
or any other protected characteristic covered by the antidiscrimination section of the Company’s Fair Employment 
policy—should receive equal pay for work of equal value. The jobs need not be identical, but they must be 
substantially equal. Job content (not job titles) determines whether jobs are substantially equal. All forms of pay 
are covered by this policy, including salary, overtime pay, bonuses, profit sharing and bonus plans, life insurance, 
Flexible Time Off (FTO) and holiday pay, allowances and benefits. 

Pay Practices
No employee is prohibited from disclosing the amount of their wages. The Company will not terminate, demote, 
suspend, or otherwise discriminate or retaliate against an employee who makes such a disclosure or because an 
employee exercises their rights or supports or encourages other employees in exercising their rights, under Equal 
Pay Laws. 

Disability, Pregnancy, and Religious Accommodation 

Adidas are committed to fostering a work environment that values diverse perspectives and treats all individuals 
with respect and dignity. As part of this commitment, the Company provides reasonable accommodations to 
qualified individuals in accordance with applicable law. 

We recognize that sometimes an individual’s mental or physical disability may make it difficult for that individual to 
apply for a job or to perform certain job duties without some modifications. Employees who are pregnant may need 
certain modifications with regard to their jobs as well. Likewise, at times an individual’s religious observances or 
practices may come into conflict with their job duties, work schedules, or other aspects of employment. 

In such situations, the Company will endeavor to reasonably accommodate an applicant's or employee's mental or 
physical disability, pregnancy, or sincerely held religious observances or practices. Subject to the terms of this 
policy, reasonable accommodations will be provided where necessary to enable an employee to perform the 
essential duties of their job, resolve a conflict with a job requirement, or remove a potential barrier to employment 
opportunities. 

Disability Accommodations 
Adidas will provide reasonable accommodations to qualified individuals with a mental or physical disability where 
such an accommodation will enable the individual to perform the essential functions of their job and will not pose 
an undue hardship. 

Accommodations can include, for example: making existing facilities accessible; job restructuring; part-time or 
modified work schedules; acquiring or modifying equipment; changing tests, training materials, or policies; 
providing qualified readers or interpreters; and reassignment to a vacant position. 

With or without a reasonable accommodation, employees and applicants must be able to perform all essential 
duties of the position they hold or the job for which they are applying. 

Pregnancy Accommodations 
Adidas prohibit discrimination on the basis of pregnancy, or a condition related to pregnancy, including lactation or 
the need to express breast milk for a nursing child. In furtherance of our commitment to protecting these rights, 
the Company will make reasonable accommodations needed by employees or applicants because of pregnancy, 
childbirth, or related conditions, including lactation or the need to express breast milk for a nursing child.

Examples of such accommodations include modifications to the employee’s work duties or schedule, providing 
longer or more frequent bathroom breaks, provision of special furniture or equipment, assistance with heavy work, 
a private space for expressing milk, time off to recover from your pregnancy, or temporary transfer to a less 
strenuous or hazardous position. An employee is not required to accept an accommodation that the employee did 
not request and does not want. An employee has the right to continue working during their pregnancy if a 
reasonable accommodation is available which would allow the employee to continue performing their job. The 
Company will engage in an interactive process with the employee to determine an appropriate accommodation. 
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The Company will not discriminate or retaliate against an employee who requests an accommodation. These 
accommodations will be provided in the same manner that they are provided to other employees similarly limited in 
their ability to work. 

In addition, if an employee’s pregnancy gives rise to a medical condition covered under the Americans with 
Disabilities Act (ADA) that requires an accommodation, or is otherwise required by law, the Company will engage in 
an interactive process with the employee to determine if there is a reasonable accommodation that does not pose 
an undue hardship and will enable the employee to perform the essential functions of their job. Review the 
following links for state specific notices.  

 New York State Department of Labor Rights of Nursing Mothers Guidelines: 
https://dol.ny.gov/system/files/documents/2023/03/ls702.pdf

 Minnesota State Department of Labor and Industry: Nursing Mothers, Lactating Employees, and Pregnancy 
Accommodations law notice (mn.gov)

Religious Accommodations 
adidas will reasonably accommodate an applicant's or employee's sincerely held religious observance and/or 
practices when necessary to resolve a conflict between the individual’s observance and/or practices and a 
requirement of the employee’s job, unless doing so would create an undue hardship.

Process for Receiving an Accommodation 
If you believe you need a reasonable accommodation under this policy, you should bring your request to your 
supervisor or the HR Department.

Your request for an accommodation will be kept as confidential as possible. The only people who will have access 
to your request and the supporting information you provide will be those who are involved in evaluating your 
request for an accommodation, those making the accommodation, or those who have a need to know for other 
business reasons. 

After receiving your request, the Company will engage in a dialogue with you to identify the precise limitations or 
conflicts resulting from your disability, pregnancy, and/or religious observance. This dialogue is intended to be an 
interactive process and is designed to ensure that determinations about reasonable accommodations are made on 
an individualized basis. 

The Company encourages you to suggest specific reasonable accommodations that you believe would help you 
perform the essential functions of your job. However, the Company is not required to make the specific 
accommodation requested by you and may provide an alternative, effective accommodation. 

If the basis for your requested accommodation is not obvious or already known, the Company may require you to 
provide additional information. Individuals requesting accommodations based on a disability or pregnancy may be 
asked to have their health care provider submit a medical certification setting forth the nature and estimated 
duration of their restrictions, and the reason why the disability or pregnancy requires the type of accommodation 
requested. The Company will keep all medically related information confidential in accordance with the 
requirements of applicable federal, state or local laws and retain such information in separate confidential files. 

Individuals seeking religious accommodations may be asked to provide information about their religious 
observance or practice and why the accommodation requested is needed. 

If you fail to provide the requested information, your request for an accommodation may be denied. 

The Company strives to make determinations expeditiously and will inform you as soon as a determination has 
been made. If you have any questions about the status of your accommodation request, please contact your 
Human Resources Business Partner. 

Individuals will not be retaliated against for requesting a reasonable accommodation. 

https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdol.ny.gov%2Fsystem%2Ffiles%2Fdocuments%2F2023%2F03%2Fls702.pdf&data=05%7C01%7CJolyn.Timms%40adidas.com%7C452a2f7590f84d64774808db822b48ae%7C3bfeb222e42c4535aaceea6f7751369b%7C0%7C0%7C638246894630355149%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=lWLUB2GePthiMLbhvA%2FCG%2B%2F2r8XvM%2BKkC9VgTneN28g%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=http%3A%2F%2Fdli.mn.gov%2Fsites%2Fdefault%2Ffiles%2Fpdf%2FWESA_employee_notice.pdf&data=05%7C01%7CJolyn.Timms%40adidas.com%7C452a2f7590f84d64774808db822b48ae%7C3bfeb222e42c4535aaceea6f7751369b%7C0%7C0%7C638246894630355149%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=NHC86qANdRWK%2FtYMQM0Sgb46pdA6aRwBkBSjahlDrIg%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=http%3A%2F%2Fdli.mn.gov%2Fsites%2Fdefault%2Ffiles%2Fpdf%2FWESA_employee_notice.pdf&data=05%7C01%7CJolyn.Timms%40adidas.com%7C452a2f7590f84d64774808db822b48ae%7C3bfeb222e42c4535aaceea6f7751369b%7C0%7C0%7C638246894630355149%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=NHC86qANdRWK%2FtYMQM0Sgb46pdA6aRwBkBSjahlDrIg%3D&reserved=0
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Specific City and State Information 

In addition to the reporting channels described above, you may also report discriminatory and/or harassing 
conduct to the following agencies:

MASSACHUSETTS 

United States Equal Employment Opportunity Commission: JFK Federal Building, 475 Government Center, 
Boston, MA 02203, 1-800-669-4000. 

The Massachusetts Commission Against Discrimination: One Ashburton Place, Sixth Floor, Boston, MA 02108, 
(617) 994-6000. 

OREGON 

United States Equal Employment Opportunity Commission: Federal Office Building, 909 First Ave., Suite 400, 
Seattle, WA 98104, 1-800-669-4000. 

The Oregon Civil Rights Division: 800 NE Oregon St., Suite 1045, Portland, OR 97232, (971) 673-0764. 

Oregon state law requires that any legal action taken on alleged discriminatory conduct (specifically that prohibited 
by ORS 659A.030, 659A.082 or 659A.112) be filed no later than five years after the alleged unlawful conduct. 
Other applicable laws may have a shorter time limitation on filing.  

CALIFORNIA 

United States Equal Employment Opportunity Commission: 1301 Clay St., Suite 1170-N, Oakland, CA 94512, 1-
800-669-4000; 96 N. Third St., Suite 250, San Jose, CA 95112, 1-800-669-4000; 2300 Tulare St., Suite 215, 
Fresno, CA 93721, 1-800-669-4000.

The California Department of Fair Employment and Housing: 2218 Kausen Dr., Suite 100, Elk Grove, CA 95758, 
(916) 478-7251. 

ILLINOIS

United States Equal Employment Opportunity Commission: JCK Federal Building, 230 S Dearborn St., Chicago, IL 
60604, (312) 872-9744.

The Illinois Department of Human Rights: James R. Thompson Center, 100 West Randolph Street, 10th Floor, 
Chicago, IL 60601, (312) 814-6200; 535 W. Jefferson Street, 1st Floor, Springfield, IL 62702, (217) 785-5100.

The Illinois Sexual Harassment and Discrimination Helpline: 1-877-236-7703. 

CITY OF CHICAGO 

Chicago’s Commission on Human Relations: 740 North Sedgwick Street, Suite 400, Chicago, IL 60654, 
Phone: 312.744.4111, Fax: 312.744.1081, TTY: 312.744.1088; cchrfilings@cityofchicago.org

NEW YORK

United States Equal Employment Opportunity Commission: 33 Whitehall Street, 5th Floor, New York, NY 10004, 1-
800-669-4000. 
New York State Division of Human Rights: One Fordham Plaza, 4th Floor, Bronx, NY 10458, 1-888-392-3644. 

The Division of Human Rights’ toll-free sexual harassment hotline is available at 1-800-HARASS-3 Monday through 
Friday, 9:00 AM to 5:00 PM. 

http://www.eeoc.gov/
http://www.mass.gov/mcad/
http://www.eeoc.gov/
http://www.oregon.gov/BOLI/CRD/pages/index.aspx
http://www.eeoc.gov/
http://www.dfeh.ca.gov/
http://www.eeoc.gov/
https://www2.illinois.gov/DHR/Pages/default.aspx
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.chicago.gov%2Fcity%2Fen%2Fdepts%2Fcchr%2Fsupp_info%2Fsexual-harassment.html&data=05%7C01%7Cisabelle.dee%40adidas.com%7C3162529c638842ef36f508da4997c449%7C3bfeb222e42c4535aaceea6f7751369b%7C0%7C0%7C637903213419492084%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=oZBkDprYYVxtrKp2h99mEQozxhL0WH4V%2FO2odP1ctqs%3D&reserved=0
mailto:cchrfilings@cityofchicago.org
http://www.eeoc.gov/
https://dhr.ny.gov/
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In addition, other states have specific state laws regarding discrimination and their own agencies responsible for 
handling complaints of discrimination and/or harassment.  You may also contact them for further information on 
how to report complaints. These agencies generally require that complaints be filed within 300 days of the alleged 
unlawful conduct, subject to applicable law. 

Although employees may contact applicable state enforcement agencies at their discretion, the Company is also 
committed to responding quickly and effectively to any internal report of harassment or discrimination and hopes 
that all employees will feel comfortable coming forward and allowing us to pursue a resolution of the matter 
internally. 

Additional City and State Policy Information 

The following policies apply to employees who primarily work in one of the cities or states listed below. To the 
extent any of the following policies are inconsistent with the policies identified in the Employee Handbook, the 
policy that grants employees greater rights or protections is applicable to those employees who primarily work in 
that city or state. For more information regarding the applicability of any policy, please contact Human Resources.

OREGON

Nondisclosure or Nondisparagement Agreements 
Under this policy, a nondisclosure agreement is any agreement by which one or more parties agree not to discuss 
or disclose information regarding any complaint of work-related harassment, discrimination, or sexual assault.

A nondisparagement agreement is any agreement by which one or more parties agree not to discredit or make 
negative or disparaging written or oral statements about any other party or the Company. 

A no-rehire provision is an agreement that prohibits an employee from seeking reemployment with the company 
and allows a company to not rehire that individual in the future. 

The Company will not require an employee to enter into any agreement if the purpose or effect of the agreement 
prevents the employee from disclosing or discussing conduct constituting discrimination, harassment, or sexual 
assault. 

An employee claiming to be aggrieved by discrimination, harassment, or sexual assault may, however, voluntarily 
request to enter into a settlement, separation, or severance agreement which contains a nondisclosure, 
nondisparagement, or no-rehire provision and will have at least seven days to revoke any such agreement. 

CALIFORNIA 

In addition to the protected characteristics enumerated in the Fair Employment policy, the Company is committed 
to fostering a work environment that is free from all forms of harassment or discrimination on the basis of any 
legally protected characteristic, including age, race (including traits historically associated with race, including, but 
not limited to, hair texture and protective hairstyles), religion, creed, color, national origin, ancestry, sex, sexual 
orientation, gender (including gender identity and expression), alienage or citizenship status, transgender, military 
or veteran status, physical or mental disability (actual or perceived), medical condition, AIDS/HIV, denial of family 
and medical care leave, genetic information, predisposition or carrier status, pregnancy status, childbirth, 
breastfeeding (or related medical conditions), marital status or registered domestic partner status, political activity 
or affiliation, arrest record, status as a victim of domestic violence, sexual assault, or stalking, or taking or 
requesting statutorily protected leaves, or any other classification protected by federal or state law or local 
ordinance or regulation. 

NEW YORK 

The Company specifically prohibits discrimination and retaliation on the basis of an employee’s or a dependent’s 
reproductive health decision making, including, but not limited to, the decision to use or access a particular drug, 
device or medical service. Additionally, the Company will not require you to sign a waiver or other document which 
purports to deny you the right to make your own reproductive health care decisions. The Company encourages any 
employee who believes they were subject to discrimination or retaliation on the basis of a reproductive health 



16 

decision to inform their manager or Human Resources, orally or in writing. In addition to submitting a complaint to 
the Company, employees who are subject to discrimination or retaliation in violation of this provision may bring a 
civil action in a court of competent jurisdiction.   

Remedies for victims of reproductive health decision making discrimination or retaliation may include a 
requirement that the Company take action to stop the discrimination, or redress the damage caused, potentially 
including injunctive relief (such as ordering reinstatement) and/or paying monetary damages (such as back pay), 
liquidated damages, benefits, attorney’s fees and/or civil fines. For purposes of this provision, retaliation means 
discharging, suspending, demoting, or otherwise penalizing an employee for making or threatening to make a 
complaint that their rights under this provision were violated, initiating any proceeding to enforce their rights under 
this provision, or providing information or testifying to any public body conducting an investigation, hearing, or 
inquiry into alleged reproductive health decision making discrimination or retaliation.  

We respect the gender identity of our employees. The gender spectrum is nuanced, but the three most common 
ways people identify are cisgender, transgender and non-binary. A cisgender person is someone whose gender 
aligns with the sex they were assigned at birth. Generally, this gender will align with the binary of male or female. A 
transgender person is someone whose gender is different than the sex they were assigned at birth. A non-binary 
person does not identify exclusively as a man or a woman. They might identify as both, somewhere in between, or 
completely outside the gender binary. Some may identify as transgender, but not all do.  

Bystander Intervention   

Any employee witnessing harassment as a bystander is encouraged to report it. A supervisor or manager that is a 
bystander to harassment is required to report it. There are five standard methods of bystander intervention that 
can be used when anyone witnesses harassment or discrimination and wants to help. 1. A bystander can interrupt 
the harassment by engaging with the individual being harassed and distracting them from the harassing behavior; 
2. A bystander who feels unsafe interrupting on their own can ask a third party to help intervene in the 
harassment; 3. A bystander can record or take notes on the harassment incident to benefit a future investigation; 
4. A bystander might check in with the person who has been harassed after the incident, see how they are feeling 
and let them know the behavior was not ok; and 5. If a bystander feels safe, they can confront the harassers and 
name the behavior as inappropriate. When confronting harassment, physically assaulting an individual is never and 
appropriate response. Though not exhaustive, and dependent on the circumstances, the guidelines about can 
serve as a brief guide of how to react when witnessing harassment in the workplace. Any employee witnessing 
harassment as a bystander is encouraged to report it. A supervisor or manager that is a bystander to harassment 
is required to report it. 

CITY OF CHICAGO 

Sexual harassment is illegal in Chicago. Anyone, regardless of their gender identity can be a victim of sexual 
harassment. Chicago defines sexual harassment as any (i) unwelcome sexual advances or unwelcome conduct of 
a sexual nature; or (ii) requests for sexual favors or conduct of a sexual nature when (1) submission to such 
conduct is made either explicitly or implicitly a term or condition of an individual’s employment, or (2) submission 
to or rejection of such conduct by an individual is used as the basis for any employment decision affecting the 
individual, or (3) such conduct has the purpose or effect of substantially interfering with an individual’s work 
performance or creating an intimidating, hostile or offensive working environment; or (iii) sexual misconduct, which 
means any behavior of a sexual nature which also involves coercion, abuse of authority, or misuse of an 
individual’s employment position. 

Chicago requires all employees that work within city limits to have one hour of sexual harassment prevention 
training and one hour of bystander intervention annually. Supervisors/managers are required to have an additional 
one hour of prevention training.

Employees may report allegations of sexual harassment via any of the reporting avenues detailed above in the 
section Reporting, Investigations and Corrective Actions. Employees may also contact Chicago’s Commission on 
Human Relations to report allegations of sexual harassment. Retaliation for reporting sexual harassment is illegal 
in Chicago. 
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EMPLOYMENT AT WILL 

adidas are an “at-will” employer.  This means the employment relationship is not for any specific period 
of time and may be terminated by you or the Company at any time for any reason.  For more information, see the 
“Termination of Employment” section later in this handbook. 

No supervisor, manager, executive or other Company representative (other than the Senior Vice/Vice President of 
Human Resources for the Brand and President of the Brand) has the authority to enter into an agreement of 
employment that contradicts this employment at will policy, and any such agreement must be in writing.  Any oral 
or written statements contrary to this policy made by any other representative of the Company are not valid and 
may not be relied upon by you. 

ELIGIBILITY FOR EMPLOYMENT 

adidas are committed to full compliance with the federal immigration laws.  These laws require that all employees 
provide required documentation of their identity and legal authority to work in the United States, consistent with 
applicable law.  All offers of employment and continued employment are conditional on receipt of satisfactory 
evidence of identity and legal authority to work in the United States. If you have any questions, talk to your HR 
representative. 

 YOUR JOB 

These policies apply to all Retail, Distribution Center, and Corporate employees.  They do not apply to independent 
contractors or external employees.  Those individuals should consult their respective contracts and/or benefit 
agreements that govern the terms and conditions of their service. 

EMPLOYMENT CLASSIFICATIONS 

The number of hours you are regularly scheduled to work and the nature of your job responsibilities determine your 
employment classification.  These classifications are important because they identify your eligibility for benefits 
and overtime payment. 

Classification Work Schedule Benefit Eligibility 

Regular Full-Time Regularly scheduled to work 30 or 
more hours per week 

Eligible for benefits sponsored by 
the Company.  Refer to your 
Benefits Guide for details. 

Regular Part-Time 

Regularly scheduled to work 20 to 
29 hours each week* 

Eligible for benefits sponsored by 
the Company.  Refer to your 
Benefits Guide for details. 

Regularly scheduled to work 1 to 
19 hours each week* 

Not eligible for benefit programs 
sponsored by the Company, except 
can contribute to the 401(k) plan. 

Limited-Duration (“LTD”) 

Hired for a predetermined, limited 
period of time * 

May be eligible for benefits 
sponsored by the Company.  Refer 
to your Benefits Guide for 
exceptions and details. 

*If you are a part-time employee, you may occasionally be asked to work additional hours to cover vacations, 
illness, leaves of absence, etc.  Similarly, limited-duration employees may go beyond the anticipated term.  These 
situations do not change the employment status to “Regular” or change eligibility for benefits.  You will be 
informed of your employment classification when you are hired.  Your status can only be changed by written 
authorization from the HR Department. 
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 For Retail: LTD employees may include Seasonal Employees who are hired for the summer and holiday 
seasons.  Benefits are limited to the employee discount for these employees.   

EXEMPT AND NON-EXEMPT STATUS 

The Fair Labor Standards Act (FLSA) is a federal law governing overtime work. All employees covered by this act, 
called “nonexempt,” will receive overtime pay when they work more than 40 hours in a workweek (or as defined by 
state law). Some salaried employees are classified as “exempt” by the FLSA or applicable law and those 
employees are not eligible for overtime pay.  Exempt positions are typically those with management, executive, 
professional, or administrative responsibilities. 

Your position and its responsibilities determine whether you are classified as exempt or nonexempt.  You will be 
informed of your eligibility for overtime pay when you are hired.  Your status can only be changed by written 
authorization from the HR Department. 

YOUR SCHEDULE 

Corporate and Distribution Centers: The workweek is Sunday 12:00 a.m. through Saturday 11:59 p.m.  Typical 
work schedules consist of a 40-hour period during this timeframe.  Days and hours of operation vary significantly 
by department and location.  The specific days and hours you work will depend on your position and the needs of 
your department and our customers.  You and your manager will review your specific work schedule along with 
other scheduling details, such as requested days off.  

The days and hours you work may change periodically, and occasionally you may be expected to work overtime.  
Please see the Overtime policy for further details. Corporate employees may also be eligible for a flexible work 
schedule and the Work from Wherever program. Those policies are available on a-Live.     

Retail: The workweek is Sunday 12:00 a.m. through Saturday 11:59 p.m. The specific days and hours you work 
will depend on your position and the needs of your store and our customers.  The days and hours you work may 
change weekly and you may occasionally be expected to work overtime. All employees are accountable for knowing 
their scheduled shifts, which are posted prior to close of business each Wednesday.  The Store Manager must 
approve any changes to the schedule once it has been posted.  Additional scheduling procedures may apply.  
Please review the full policy, available on Think Time or please see store leadership for additional questions.  

Flexible Scheduling (Corporate Only) 

Flexible work scheduling allows you to request adjustments to your starting and ending work hours to 
accommodate personal circumstances.  Adjustments to your work schedule will generally be granted if the 
Company is able to meet its operational needs and your co-workers are not negatively impacted.  Flexible work 
schedules are not, however, guaranteed and will be provided at the discretion of the Company.  If you are 
interested in a flexible work schedule, discuss the options with your supervisor.   

If you need a flexible work schedule because of a disability, please see the Reasonable Accommodations policy. 
Requests for a flexible work schedule because of a disability are not guaranteed and are determined in accordance 
with the Company’s Reasonable Accommodations policy.  

NAM Hybrid Work Policy 

NAM Corporate employees, including those with global reporting lines but physically based in NAM, follow a 4/1 
hybrid work model designed to balance in-person collaboration with flexibility for remote work.  

Under this model: 

 Employees are expected to work in the office Monday through Thursday. 
 Fridays are designated as a flexible workday, giving employees the option to work remotely or in the office, 

based on preference and business needs. 
 Employees may also participate in the Work from Elsewhere program, using up to 10 workdays per 

calendar year to work within or beyond their country of employment, subject to manager approval and 
business needs. 
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Reminder: Work Equipment and Systems 
While working away from campus, work equipment must not be made accessible or given to anyone other than the 
employee.  Each employee must ensure that the work equipment provided is protected from access by others.  
Passwords and access routes to the Company’s data network must not be passed on to anyone other than the 
employee. 

In the event of system malfunctions or damage to the work equipment provided, the employee must notify IT and 
their direct supervisor.  If the malfunction or damages mean the employee cannot still perform their job effectively 
from home, then their supervisor may determine that the employee should return to campus to continue work for 
that day or until the damage or malfunction is corrected. 

Please email US HR Services@adidas.com with any questions regarding this policy.  

REST BREAKS + MEAL PERIODS 

We encourage all employees to take periodic breaks throughout the workday.  Meal breaks are important to 
employee health and productivity, and shorter breaks provide a brief respite from the hectic pace of a typical 
workday.   

While all employees are encouraged to take periodic breaks from work, nonexempt employees (see the “Exempt 
and Nonexempt Status” section of this handbook) are entitled to certain breaks by law. 

The Company complies with all local, state, and federal laws regarding rest and meal periods and work schedules.  
Employees in various locations may have additional specific state requirements.  In addition, employees who are 
under 18 may have additional rights with respect to rest periods.  If applicable, please see your facility specific 
guide for those additional requirements, in addition to the full policies available on Think Time.  

 Corporate: Nonexempt employees receive one 10-minute paid rest break as part of every four hours 
worked.  Rest breaks may be taken informally during your day but should generally be taken near the 
middle of each 4-hour period.  You should notify your supervisor if factors such as work volume are making 
it difficult for you to take your rest breaks. 

Nonexempt employees receive a 30- to 60-minute unpaid meal period if they work at least a 5-hour shift.  
You may take your meal period whenever you like, preferably during the midpoint of your day.  If your 
position requires coordination of your duties during your absence, your supervisor will schedule your 
breaks and meal period.  Managers should refrain from allowing employees to work through their meal 
break to make up missed hours.  All non-exempt employees must take at least a full 30-minute unpaid 
break for every 5-hour work period. 

 Retail: Employees scheduled to work at least a 5-hour shift are eligible for a 30-minute unpaid break. In 
addition, when business permits, employees who work over a 5-hour shift may also be eligible for two 10-
minute breaks. All employees under 18 years of age must be permitted to take a 30-minute break if 
working more than 4 hours. Please refer to the State Labor Regulations document posted in each worksite 
location for state specific laws. Please see your supervisor for complete Rest Beak and Meal policy.

 Distribution Center: Nonexempt distribution-operations employees receive breaks and/or meal periods 
based on their scheduled hours.  Please see your manager or your facility specific guides for details. If you 
have questions, please refer to the State Labor Regulations document posted in each worksite location for 
state specific laws.

Mandatory Training Policy 
To enable us to live our Values – especially Ownership, Teamplay, Integrity, and Respect, a Global Training Policy 
has been created to give guidance on roles and responsibilities for mandatory training completion across the 
company. NAM will follow the Global Policy which can be found here.

The policy applies to mandatory online trainings included in the Learning Management System (LMS) and in-person 
trainings conducted virtually or in a classroom. It applies to all employees with regular access to LMS. The 
timeframe given to complete any mandatory training is increased to 90 days. Not completing a mandatory training 
in those 90 days will lead to an escalating set of actions, from regular reminders to the employee’s manager to 

https://adidasgroup-my.sharepoint.com/personal/jolyn_timms_adidas_com/Documents/Desktop/To%20enable%20us%20to%20live%20our%20Values%20%E2%80%93%20especially%20Ownership,%20Teamplay,%20Integrity,%20and%20Respect,%20a%20Global%20Training%20Policy%20has%20been%20created%20to%20give%20guidance%20on%20roles%20and%20responsibilities%20for%20mandatory%20training%20completion%20across%20the%20company.%20NAM%20will%20follow%20the%20Global%20Policy%20which%20can%20be%20found%20here.
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formal warnings. 

ATTENDANCE AND PUNCTUALITY 

Your consistent, on-time attendance is essential to the smooth operation of your department.  All employees are 
expected to be at work and ready to work no later than the scheduled reporting time and work their entire shift. If 
you will be late or are unable to report to work due to illness, notify your supervisor as soon as possible.  Be 
considerate of your co-workers and report absences promptly.  You should notify your supervisor each day of your 
absence unless you have made other arrangements.  Excessive tardiness and poor attendance are disruptive to 
our operation and may lead to disciplinary action up to and including termination of employment.   

Employees requesting time off must submit the request two weeks in advance so management can make 
scheduling easier for all parties.  

Employees may be required to follow specific attendance and absence call-in procedures.  If applicable, please see 
your facility specific guide for those additional requirements.     

 Corporate: You may be considered voluntarily terminated if you do not report to work without notifying your 
supervisor after 72 hours of when you were expected to be at work. 

 Retail: You may be considered voluntarily terminated after two consecutive absences without notifying your 
supervisor. Please refer to the current Retail Attendance Policy for complete details on our attendance 
program, including specific call-in procedures.  This Policy can be located on ThinkTime or you can request 
the policy from your supervisor. 

 Distribution Center: You may be considered voluntarily terminated after two consecutive absences without 
notifying your supervisor. Please refer to the current Distribution Center Attendance and Time Management 
Policy for complete details on our attendance program, including specific call-in procedures. Please see 
your facility specific guide or request a copy from your supervisor.  

Absenteeism 

The Company will work with employees who have excessive absenteeism or who display a pattern of attendance or 
tardiness issues by providing coaching or other corrective actions, which may include a verbal warning, written 
warning, suspension or termination.  Absences that qualify for an excused leave (under the Family Medical Leave 
Act (FMLA), Americans with Disabilities Act (ADA), or other applicable federal or state law) will not be counted in 
determining the appropriateness of any discipline.   

If you believe an absence or lateness is entitled to legal protection, please tell your HR Representative. You may 
also tell your manager who will then inform the appropriate HR Representative. 

Additional attendance policies and procedures may apply. If applicable, please see your facility specific guide for 
those additional requirements, available on a-Live, ThinkTime or your supervisor.    

 Corporate: Excessive absenteeism is defined as more than six (6) occurrences in any rolling twelve-month 
period. An occurrence is defined as the event of not reporting for your regularly scheduled work period. A 
single occurrence can be a period that extends one or more consecutive workdays (i.e., if you are absent 
two days in a row due to illness, it would be counted as one occurrence). 

 Retail: Excessive absenteeism is defined as more than six (6) occurrences in any rolling twelve-month 
period. An occurrence is defined as the event of not reporting for your regularly scheduled work shift. A 
single occurrence can be a period that extends two or more consecutive workdays (i.e., if you are absent 
two shifts in a row due to illness, it would be counted as one occurrence). A doctor’s note may be required 
in some circumstances. This Policy can be found on ThinkTime or you can request the policy from your 
supervisor.  

 Distribution Center: Excessive absenteeism is defined as more than forty (40) hours of unplanned 
absences in a calendar year. Please refer to the current Distribution Center Attendance and Time 
Management Policy for complete details on our attendance program and what is considered excessive 
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absenteeism. This policy can be found in your facility specific guide, or you can request the policy from 
your supervisor. 

INCLEMENT WEATHER 

Occasionally, extreme weather conditions make it difficult for employees to get to work. If there is a question 
about whether the location will remain open, you should call before your starting time. Discuss the specific 
inclement weather notification procedure for your location with your supervisor.   

This policy may vary by location.  If applicable, please see facility specific guide for additional guidelines and 
information, available on a-Live, ThinkTime or from your supervisor. 

 Corporate: Employees may sign up for text message and e-mail notification alerts if your worksite location 
will close or have a late start due to inclement weather. Information on how to sign up for inclement 
weather alerts is available on the NAM Security site via aLive. 

 Retail: If the store closes due to inclement weather before your scheduled shift begins or you are notified 
by a member of management not to report to work due to inclement weather, you will not be paid. If the 
store closes early or opens late due to inclement weather, you will be paid for the number of hours you 
were scheduled to work, pending you were able to arrive. 

Whenever the store is open, you are encouraged to make every effort to arrive at work. If you are reluctant 
to drive in threatening weather, you are encouraged to use public transportation. If the store is operating 
normally, but you are unable to come to work, or if you must arrive late or leave early due to inclement 
weather, it will be unpaid, or you will be required to use any available Flexible Time Off (FTO) 

 Distribution Center: In the event of inclement weather, the employee information line with be updated with 
information on your facility’s operating hours and/or status.  If your DC is open, you are encouraged to 
make every effort to arrive at work. If the DC is operating, but you are unable to come to work, or if you 
must arrive late or leave early due to inclement weather, it will be unpaid, or you will be required to use 
any available Flexible Time Off (FTO). Please see your manager or your facility specific guides for details. 

PERSONNEL RECORDS 

The Company maintains personnel records for each employee.  Generally, these records contain various records of 
your employment, such as your new-hire paperwork, benefit enrollment forms, performance reviews, etc. At your 
request, we will give you an opportunity to review your records. If you disagree with anything in your records, you 
may add a statement of disagreement. If you wish to review your records or would like a certified copy, please 
send your request to HR Services at US_HR_Services@adidas.com.

INFORMATION CHANGES 

It is important that your personnel records be kept up to date.  We rely on you to notify us of any changes in 
personal information.  This information includes mailing addresses, telephone numbers, number and names of 
dependents, marital status (if a change in marital status will change your tax withholding or benefit eligibility or 
use), gender identification changes, tax withholding, emergency contact individuals, educational accomplishments, 
etc. When you have any changes in your personal information, please send those changes to HR Services at 
US_HR_Services@adidas.com. HR Services will contact you if additional information is needed. 

TERMINATION OF EMPLOYMENT 

While we hope your employment with the Company will be long and mutually rewarding, the length of that 
employment is not guaranteed or promised for any fixed period. You or the Company may end your employment at 
any time for any reason. Whenever possible, we appreciate advance notice of a resignation. 

Below are some examples of the most common reasons employment may be terminated: 

 Resignation: Voluntary employment termination initiated by the employee. 
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 Discharge/Dismissal: Involuntary employment termination initiated by the Company for disciplinary or 
performance reasons. 

 Layoff: Involuntary employment termination initiated by the Company for non-disciplinary reasons (e.g., a 
staff reduction due to restructuring). 

Re-Engagement of Former Employees 

Former adidas employees are not permitted to begin an engagement as an external, whether through contingent 
labor or services procurement, and regardless of work location, unless a minimum break in service of 12 months 
has occurred between the end of their prior employment with adidas and the start of the external assignment. This 
same 12-month minimum break in service also applies when a former employee provides services to adidas as an 
employee of a third party, such as an advertising agency, production company, or any other external vendor.

Exit Interview 

You may be asked to participate in an exit interview with an HR representative.  Generally, this discussion includes 
the reason for termination, the effect of termination on your benefits, return of Company-owned property, and final 
pay procedures.  It is also an opportunity for you to voice suggestions, concerns, and questions. 

Generally, final paychecks are issued on the next regularly scheduled payday or as required by state law. 

Status of Your Health Benefits and 401K Upon Termination 

Medical, Pharmacy, Dental and Vision: Medical, pharmacy, dental, and vision coverage in which you and your 
covered dependents are enrolled will continue until the end of the month in which your employment ends.

If you are not covered under another group plan before your coverage ends and still need coverage, you may 
continue coverage for which you are enrolled by paying the full monthly premium.  Coverage continuation is 
available for up to an additional 18 months under COBRA (Consolidated Omnibus Budget Reconciliation Act). 

Instructions for enrolling for coverage continuation under COBRA and the monthly costs for such coverage can be 
found in the COBRA letter, which will be mailed to your home.  Premiums must be paid monthly in advance.  The 
rates are subject to change on each renewal date, which is January 1st. 

Your health benefits coverage will cease on the earlier of: 

• the end of the month in which your employment ends; or 
• the end of the month of your last COBRA payment. 

Life: Your Life, Accidental Death and Dismemberment (AD&D), and Supplemental Life Insurance will no longer be 
effective as of your last day actively at work.  You may convert your Basic Life and Supplemental Life to an 
individual policy with the insurance company, up to the amount of coverage you had with the company.

Short Term and Long-Term Disability: Short Term Disability and Long-Term Disability coverage stops immediately 
on the last day you are actively at work.

You may be eligible to convert to an individual Long-Term Disability (LTD) policy with the insurance company if you 
have been insured under the Company’s Long-Term Disability plan for at least 12 consecutive months.  To convert 
your coverage, you must complete the LTD Conversion application mailed within your Coverage Termination Notice 
and return to the insurer with a check for your first premium within 60 days following your termination.   

Flexible Spending Accounts: Your pre-tax contributions will end with your last regular paycheck.  Unless you elect 
to continue participation through COBRA, eligible expenses incurred after your last day of employment will not be 
eligible for reimbursement.  You have until March 30th of the following year to submit claims for reimbursement of 
qualifying expenses. If you elect to continue participation through COBRA, claims can be incurred until March 15th 
and submitted towards the prior year balance by March 30th.  

401(K) Savings and Retirement Plan: Your participation in the Company’s 401(k) Savings and Retirement Plan 
will end on the last day you are actively at work. Distribution from your 401(k) Savings and Retirement Plan:
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 Withdrawals: If your account balance is less than $1,000, you must complete a distribution request form, 
which will be forwarded to your home address.  If your vested account balance is greater than $1,000 but 
less than $5,000, and a distribution request form has not been completed within 90 days of your last day 
worked; then your vested account balance will be a direct rollover to an Individual Retirement Account 
(IRA).  If your vested account balance is $5,000 or more, you may elect to defer payment until a later date.  
For more information, please refer to the Summary Plan Description within your Benefits guide. 

 Loans: If you have an outstanding 401(k) loan, unless you make arrangements with Schwab to continue 
your loan payments or elect to have the loan paid off by certified check, the loan will offset (the 
outstanding loan balance will be deducted from your account balance). If no election is made, in 
accordance with the plan's loan provisions, a loan offset will occur automatically once your loan is past 
the cure period. The amount of the loan offset will be a taxable distribution and may be subject to an 
additional 10% excise tax. To avoid tax consequences, please discuss your outstanding loan/s with a 
Schwab representative at 1-800-724-7526.  

Tax Records: You will receive a 1099-R in January for distributions that are received the previous year.

Tuition Reimbursement: Pre-approved reimbursement requests in the case of company-initiated termination of 
employment will be honored. Otherwise, you will be required to re-pay on a pro-rate basis any tuition 
reimbursement costs paid out in the 12 months prior to your termination date. Send your grade and proof of 
payment to the Benefits department. 

If you have questions regarding any of the above information, please contact Benefits at benefits@adidas.com. 

Incentive and Bonus Plans: Payments under all Incentive Bonus plans, if any, are subject to the terms and 
conditions of the plans. 

Unemployment: Please contact your local unemployment office for information on eligibility and benefits as each 
state has different state specific unemployment regulations. 

Verification of Employment: For employment verifications, we utilize the third-party company, CCC Verify.  For all 
verifications of employment, please go to www.cccverify.com or call 855-901-3099.  You may also reach out to HR 
Services at US_HR_Services@adidas.com or by calling 971-234-3000. 

REHIRE 

For former employees rehired within 1 year, your date of hire will be reset to your original date of hire.  If your 
employment with the Company ends for any reason, and your break in service is greater than 1 year, you will be 
considered a new employee if you are rehired.  Your hire date will be your most recent date of hire.  You will be 
subject to all applicable waiting periods.  For 401k vesting purposes (discretionary contribution only) credit will be 
provided to employees for those years in which they worked 1000+ hours. 

 YOUR PAY 

PAYROLL 

Your pay is determined by your specific job responsibilities, your job performance, the skills and qualifications 
required for the job, and market and economic conditions.  

There are 26 pay periods each year.  We issue paychecks every other Friday. If a payday falls on a designated 
company holiday, you will be paid on the preceding workday. 

PAYROLL DEDUCTIONS 

The law requires us to make certain deductions from your paycheck, such as federal income tax withholdings, 
Medicare, and Social Security taxes. In addition, you may authorize automatic deductions from your paycheck to 
cover the costs of participating in a variety of benefit and other programs. For example, you may request automatic 
deductions for your portion of health insurance premiums, 401(k) contributions, and Section 125 flexible spending 

mailto:benefits@adidas.com
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plan contributions. With each paycheck, you will be provided access to a statement showing gross pay, 
deductions, and net pay. It is the employee’s responsibility to review their pay and deductions and bring any 
discrepancies to the attention of payroll. 

It is the policy of the Company to recoup overpayments made to employees. Overpayments occur when 
compensation that is not owed to the employee is paid in error. Written agreements will be executed between the 
employee and the Company to collect the overpayment and such overpayment will be processed in accordance 
with state law. 

If you have questions concerning your paycheck, contact HR Services US_HR_Services@adidas.com. 

There are two options to receive pay: direct deposit into a personal banking account or Money Network Card/Bank 
of America Pay Card, if applicable. Forms to indicate which payment method is preferred are included in your new 
hire paperwork or can be obtained through HR Services.  

TIMEKEEPING 

It is your responsibility to make sure that your work hours are recorded accurately including the use of Flexible 
Time Off (FTO). Altering or falsifying your time record or completing another employee’s time record is prohibited. 
Both may be grounds for disciplinary action up to and including termination. If an error is made recording your time, 
contact your supervisor to make the necessary corrections with HR Services. 

Employees must record their time each day they work. Employees working without being clocked-in and 
management personnel who require employees to work without clocking in is unacceptable. Falsification of a 
timecard or furnishing misleading or inaccurate information for another employee is prohibited. 

OVERTIME 

For payroll purposes, the workweek is Sunday 12:00 a.m. through Saturday 11:59 p.m. for corporate and 
distribution center employees.  The workweek is Monday 12a.m. through Sunday 11:59p.m. for Retail employees.  
For full-time employees, typical work schedules consist of a 40-hour period during this time frame.  Due to the 
nature of our business, you may be expected to work overtime.  If your position is nonexempt (eligible for overtime 
compensation), you will receive 1 1/2 times your regular rate of pay for every hour over 40 hours in the workweek 
or as required by state law. For more information about exemption, see the “Exempt and Nonexempt Status” 
section in this handbook. 

Holidays, Flexible Time Off (FTO), and leave periods are not considered time worked when calculating hours worked 
for overtime purposes. 

Nonexempt employees must obtain supervisory approval in advance to work overtime or take work home. 

 Retail: Employees must record their time each day they work. Employees working without being clocked-in 
and management personnel who require employees to work without clocking in is unacceptable. 
Falsification of a timecard or furnishing misleading or inaccurate information for another employee is 
prohibited. 

 Distribution Center: Employees who are scheduled for overtime are subject to the attendance policy. 
Whenever practicable, reasonable notification will be given for overtime hours. Generally, a 48-hour notice 
of overtime will be the practice. 

TIME OFF 

Flexible Time Off (FTO): FTO provides you with paid periods of time away from work for relaxation, recreation, 
personal business or illness.  FTO replaces traditional vacation and sick leave programs.  It gives you the 
opportunity to decide how you want to use your paid time away from work.  Please see the specific policies below 
for information on eligibility, accrual, how to apply for FTO and other important FTO information. 
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You may be entitled to additional paid or unpaid leave under federal, state or local law for certain qualifying 
reasons.  We encourage you to review the Company’s leave policies or contact HR Services for additional 
information. 

Please review the full FTO Policies available on a-Live for Corporate employees, ThinkTime for Retail employees, 
and your facility specific guide for Distribution Center employees or ask your supervisor for a copy.  

 Accrual: Your FTO accrual rate is based on your employment status. Eligible employees begin accruing 
FTO on the first day of employment.   

 Use: Employees are eligible to use FTO as soon as it is accrued. FTO may be used in increments of one 
hour to cover all or just part of a workday. Exempt employees are only required to use FTO for absences of 
one or more full days, so their use of FTO will be only in full-day increments. Accrued but unused FTO does 
not carry over from year to year, unless required by applicable law.  

 Requesting FTO: When the need for FTO is foreseeable, FTO should be scheduled in advance with your 
supervisor.  When the need for FTO is unforeseeable, such as a sick day, notice should be given to your 
supervisor as soon as practicable and in accordance with the applicable call-in procedures.

Retail Only: The nature of our business is seasonal. July, August, November and December are the 
busiest times of the year. As a result, FTO use and approval during these months will be limited and 
considered on a case-by-case basis by the approving Manager, unless otherwise required by law. 

 Payment of FTO on Termination:

Corporate: FTO will stop accruing as of the last day you are actively at work. Regular employees will 
receive payment for any FTO days accrued, but unused, in your final regular paycheck. LTD employees will 
not receive such payment unless required under state law. If you have used any FTO that has not been 
accrued, that time will be deducted from your final paycheck, unless prohibited by state law. 

Retail: Regular, full-time employees will be paid for any accrued but unused FTO.  For regular part-time 
employees and LTD employees, accrued unused FTO is not paid out upon termination of employment 
unless otherwise required by law.  
Distribution Center: FTO will stop accruing as of the last day you are actively at work. FTO may not be 
used to extend the termination date. Regular employees will receive payment for any FTO days accrued, 
but unused, in your final regular paycheck.  If you have used any FTO that has not been accrued, that time 
will be deducted from your final paycheck, unless prohibited by state law. 

US SUMMER HOURS PROGRAM (CORPORATE ONLY) 

The Summer Hours program provides eligible employees with the flexibility to end their workday at lunchtime (local 
time) on Fridays to make the most of their summer and unwind from a busy workweek. Employees must have a 
total of at least 40 hours (or their regularly scheduled number of weekly hours) of combined work hours, Flexible 
Time Off (FTO), and/or holiday hours within the workweek prior to Friday afternoon. 

1. Effective Dates 
Summer Hours begin the Friday before the last Monday in May and end on the last Friday in August.

2. Eligibility
All full-time and part-time NAM corporate employees in all locations may participate, subject to their 
supervisor’s approval and adequate department staffing support. 

3. Participation 
Participation is voluntary. If employees cannot or do not want to alter their work schedules Monday through 
Thursday to make up for Summer Hours, they may continue to work their normally scheduled Friday hours. 

4. Requirements 
To take Summer Hours, employees must have a total of at least 40 hours (or their regularly scheduled 
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number of weekly hours) of combined work hours, Flexible Time Off (FTO), and/or holiday hours within the 
workweek prior to Friday afternoon. Employees may not make up for Summer Hours by working additional 
hours in a different workweek. 

Employees should inform their supervisors of their interest in participating each workweek. Employees 
should work together with their supervisors to develop a schedule that provides sufficient department 
support. Scheduling changes may occur on a week-by-week basis to accommodate department needs, 
unless otherwise required by applicable law. The department head will review staffing needs and assess if 
the Summer Hours program can be supported. Rotational coverage and participation are at the discretion 
of the department head. 

5. Use of Summer Hours 
Summer Hours for full-time hourly employee will typically be defined as four nine-hour days (Monday 
through Thursday) and a four-hour workday on Friday – for a 40-hour workweek, with meal and rest breaks 
in accordance with applicable law. Employees with other hourly schedules and salaried exempt employees 
should consult with their supervisors for guidance as to appropriate Summer Hours scheduling. 

6. Logging Hours and Time Off 
The combination of working hours and FTO for the full week must equate to the employee’s full working 
schedule (e.g. 40 hours per week for full time employees). Non-exempt employee’s timesheet should 
reflect actual hours worked each week. Please see the FTO policies for more direction on logging time off 
and partner with your manager and Human Resources on any and all issues. 

HOLIDAYS 

Company Designated Holidays 
The Company observes various holidays, depending on your business sector.  Please refer to a-Live for the 
Corporate Holiday Policy, to ThinkTime for the Retail Holiday Policy, and to your facility specific guide for the 
Distribution Center Holiday Policy. 

The holiday schedule will be posted every December with the following year’s schedule. 

Eligibility and Service Requirements 
Full-time regular (working a minimum of 30 hours or more a week) employees are eligible for holiday pay upon hire. 
Full--time employees will receive 8 paid holiday hours each designated holiday. Full-time exempt employees working 
an adjusted schedule will receive holiday pay up to their weekly adjusted scheduled hours. Full-time non-exempt 
employees working an adjusted schedule will receive holiday pay for their regularly scheduled hours. If a company 
designated holiday falls on a regular scheduled day off, the employee will not receive any holiday pay. Limited Term 
Duration (LTD) Employees are not eligible for holiday pay. 

Part-time regular employees (working between 20-29 hours a week) are eligible for holiday pay upon hire. Part-time 
exempt employees will receive holiday pay if they are regularly scheduled to work on the Holiday and will receive 
pay based on their regularly scheduled hours. If a company designated holiday falls on a regularly scheduled day 
off, the employee will not receive any holiday pay. LTDs are not eligible for holiday pay. 

Holiday pay will be paid out to those employees who are benefit eligible. If a paid holiday occurs during scheduled 
FTO, eligible employees will receive holiday pay for that day and will not be charged for FTO. LTD employees are 
eligible to use FTO hours in lieu of receiving holiday pay.  

Working on a Company-Designated Holiday 

 Corporate: Recognizes eleven (11) holidays plus one floating holiday each year. Holidays occurring on 
Saturday will be observed on the proceeding Friday. Holidays occurring on Sunday will be observed on the 
following Monday. Please review the Paid Holidays Corporate policy for further details on eligibility and 
service requirements, company designated holidays and working on a company designated holiday, 
located on aLive or please request a copy from your supervisor.  
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 Retail: Retail recognizes seven (7) holidays each year. Please review the Paid Holidays- Retail policy for 
further information on eligibility and service requirements, company designated holidays, working on a 
designated holiday, if holiday falls on regular scheduled day off, located on aLive or please request a copy 
from your supervisor.  

 Distribution Center: Recognizes eleven (11) holidays plus one floating holiday each year. Holiday closures 
and when holidays are observed at Distribution Centers are subject to change based on business needs 
and volumes.  Please see your facility specific guide or your supervisor for a copy of the Distribution 
Holiday Pay policy. 

Religious Holiday 
If you require time off for a religious observance not otherwise provided by the Company, you may request the day 
off and use an FTO day or take the time as unpaid.  We will make our best effort to accommodate your request, 
consistent with applicable law.  

Competitive Pay 
When we think about pay, we not only consider direct financial compensation, but other components such as: 

 401(k) Plan 
 Flexible Time Off 
 Health Benefits 
 Job Training and Career Development Opportunities 

We have a comprehensive benefit program available to eligible employees and their dependents. For detailed 
information about benefits, refer to your Benefits Guide. 

COMPENSATION REVIEWS 

We strive to keep all employees motivated, challenged, and fairly rewarded for their contributions to the 
Company’s success.  Our goal is to review your compensation annually.  However, a compensation review does not 
guarantee an increase in pay.  Changes in compensation are based on multiple factors.  These factors can include 
business conditions and profitability, market factors, internal and external equity, etc.  In addition to annual 
reviews, your compensation may be adjusted when you are promoted or have a significant increase in your job 
responsibilities. 

 EMPLOYEE DEVELOPMENT 

Our goal at the Company is to provide a motivating and rewarding career development and recognition experience 
for all employees.  We do this by developing leaders who embody our culture and who have a passion for helping 
people achieve their personal best. 

We believe every day is game day. We prepare for it, train for it, and learn from it. We bring our unique contribution 
to create value and drive results for ourselves and our consumers. 

PERFORMANCE EVALUATION 

We place a high value on providing performance feedback to employees.  All employees should have a clear 
understanding of our performance standards.   

Our performance development approach is #MYBEST.  As a new employee, discuss the performance expectations 
of your position with your supervisor as soon as possible and review the #MYBEST workspace and materials.  If 
you do not understand what is expected of you, please ask questions until you do. 

It is important to maintain open communication with your supervisor regarding your performance and career 
objectives.  Job performance is a key component of your career development with the Company. #MYBEST is an 
excellent tool that allows you to track your objectives and make any adjustments necessary along the way to help 
you achieve your goals. To encourage ongoing discussion and feedback about performance, the #MYBEST 
approach integrates four key elements into an annual cycle: monthly touch bases, quarterly 90-day plans, frequent 



28 

multi-directional feedback opportunities, and twice per year performance reviews.  In addition, please seek out 
feedback from your supervisor in “real-time”. You do not need to wait for a scheduled review if an issue or concern 
arises or if you have recently completed a project and would like to get feedback on that project. If you have 
questions about #MYBEST or performance evaluation, please speak to your direct manager.  

CONTINUING DEVELOPMENT 

As a company we recognize that employees, just like athletes, need to continuously work on their skills to keep up 
with the ever-changing working environment and to stay ahead of the game. Our training and development 
initiatives are designed to provide the behavioral and management training you need to be successful in your 
current role. 

We provide a variety of tools and programs employees can take advantage of to drive their development and 
career. If you are interested in learning more about development tools and programs available, please speak with 
your direct manager or HR Partner.  

PERFORMANCE IMPROVEMENT 

It is expected all employees will perform their jobs at the highest level and always use common sense, good 
judgement and fairness in dealing with fellow employees, managers and customers. However, sometimes it may 
be necessary for the Company to administer actions for performance improvement. Formal Performance 
Improvement measures may be taken when an employee is not adequately contributing to the successful 
operation of the business either through the employee’s poor job performance or by inappropriate behavior or 
conduct. Performance Improvement measures are designed to correct performance deficiencies or inappropriate 
behavior.   

CAREER OPPORTUNITIES 

We encourage you to develop your career within the organization and we actively support promotion from within.  
We post job openings to inform employees of opportunities and to identify qualified, interested applicants.  Job 
openings may be found on a-Live, and/or on https://careers.adidas-group.com/ and remain open for a minimum 
of one (1) business week (five (5) business days). Please see additional information on a-Live or ThinkTime.   

Most, but not all, vacant positions will be posted internally. When positions are not posted, it is usually because:  
1) there has been a department restructure, whereby employees have been placed into new positions 
automatically; 2) the position is a high-level position, and an assessment has been made that there are no internal 
candidates; or 3) succession planning has already established a candidate. 

 Qualified internal candidates, defined as candidates meeting minimum key criteria for the role, are 
generally interviewed for vacant positions. 

 Internal candidates who do not meet the minimum key criteria for the role are not guaranteed an interview.  
 If managers interview but choose not to offer the position to an internal candidate, the decision will be 

provided by Talent Acquisition to the internal candidate and the candidate should contact the hiring 
manager for feedback and transparency on the decision. 

 Internal candidates who will not receive an interview will be notified by Talent Acquisition. 

CANDIDATE REFERRAL PROGRAM 

One of the most important factors determining the success of our organization is hiring great people. This program 
provides a cash award to you if you refer a candidate meeting minimum key criteria for the role to the company and 
that person is subsequently hired into a specified position identified as Candidate Referral Program (ERP) eligible. 
Please refer to the Candidate Referral Program workspace through a-Live or speak to your direct manager or HR 
Partner for more detailed information on the referral process and eligibility. 

Program Objectives: 

 To source external candidates meeting minimum key criteria for the role for open positions 
 To minimize recruitment costs, such as employment advertising and agency fees 
 To encourage employees to refer qualified candidates and reward them for their efforts 
 To provide managers with an additional recruiting tool for hiring great talent 

https://careers.adidas-group.com/
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 BENEFITS 

Below is a list of your Company benefits. For the complete policy on all Company benefits, contact the Benefits 
department via benefits@adidas.com or visit the Benefits page on a-Live. The Company and its plan administrators 
reserve the maximum discretion permitted by law to interpret, administer, change, modify or eliminate any rules, 
guidelines, policies, and/or benefits described in this handbook at any time. The eligibility standards and other 
details regarding all benefits are contained only in the actual plan documents themselves. 

Insurance 
The Company offers employees a comprehensive insurance program for medical, pharmacy, dental and vision.  
Employees can enroll in benefits during their 31-day new hire window, within 31 days from a qualifying life event, or 
during annual open enrollment (November). Benefits will be effective on the first of the month following date of 
hire. 

Life Insurance 
The Company provides eligible employees with company-paid Group Term Life Insurance and Accidental Death and 
Dismemberment (AD&D) Insurance. 

For more information about Life and AD&D please view the Summary Plan Description (SPD) in the Benefits Guides 
or at www.adidasbenefits.com. 

Short and Long-Term Disability 
Sometimes people are unable to work for an extended period of time due to an illness or injury. The Company 
offers two types of coverage to help in the event this happens to you — Short-Term Disability (STD) and Long-Term 
Disability (LTD). 

For more information about Disability Insurance, please view the Summary Plan Description (SPD), visit the Leave 
of Absence page on a-Live, or at www.adidasbenefits.com. 

Medical and Dependent Care Spending Accounts 
You can set aside pre-tax dollars in a healthcare or dependent care account (subject to the current IRS 
maximums). These optional accounts allow you to reimburse yourself for eligible expenses on a pre-tax basis. 

Employee Assistance Program (EAP) 
Life comes with Demands.  You balance a lot—work, home, family and more. You don’t have to do it alone. EAP is 
here to help you stress less and live more. They provide you with resources to make your life easier. You can find 
services for all aspects of your wellbeing, including: 

 Emotional Support: Talk to a counselor about what’s on your mind; stress, relationships, mood issues and 
more. Meet face-to-face, by video stream or get in-the-moment support by phone. 

 Legal: Speak with an attorney about legal issues like estate planning and family and domestic issues. 
 Financial: Discuss budgeting, credit and more with a financial expert. 
 Daily Life Assistance: Specialists can help you solve everyday issues and coordinate caregiving needs. 
 Website: Check out video resources, articles, assessments, webinars and more. 

We’re here for you and your household members 24 hours a day, 365 days a year.  It’s free and confidential. 

EAP Contact Information 
1-855-213-2934 
www.resourcesforliving.com 
Username: Adidas 
Password: eap 

401k Retirement Savings Program 
Eligible employees can make contributions of between 1% and 80% of their compensation for each pay period 
(subject to the annual IRS maximum). The Company will match 100% on the first 4% that you contribute, plus 50% 
on the next 2%. These contributions vest immediately at 100%. After 1 year, employees are eligible for 
discretionary contributions, in which the Company historically has contributed 3% of your eligible compensation to 

https://collaboration.adidas-group.com/sites/HRemployeetoolkitUS/Pages/Benefits-Leaves-of-Absence-adidas-Group.aspx
https://collaboration.adidas-group.com/sites/HRemployeetoolkitUS/Pages/Benefits-Leaves-of-Absence-adidas-Group.aspx
https://collaboration.adidas-group.com/sites/HRemployeetoolkitUS/Pages/Benefits-Leaves-of-Absence-adidas-Group.aspx
http://www.resourcesforliving.com/
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your 401(k) account. These contributions become yours at 100% after 5 vesting years of service. You have a 
choice of diversified investment funds including a Roth 401k option. 

401k Auto Enrollment 
Newly eligible employees will be automatically enrolled into the Plan at a pre-tax contribution rate of 4% of your 
eligible compensation, 60 days after you become eligible, unless you actively elect not to participate (“opt out”).  
Your contributions will be deducted from your pay on a pre-tax basis and invested in one of the T. Rowe Price 
Retirement funds, based on your date of birth, as determined by the Plan. 

If you are automatically enrolled in the Plan, and remain enrolled as such, the Company will automatically increase 
your contribution rate at a set interval each year. This allows you to boost your retirement savings rate without 
having to take any action. The automatic savings increase (ASI) of 1% will be applied each year on April 1st until it 
reaches a maximum pre-tax contribution rate of 6% of your eligible compensation. The first increase will occur on 
April 1st following one full year after you have been auto enrolled. 

MyShares: Stock Purchase Plan 
All eligible employees in participating countries will receive an activation link to their work or personal e-mail after 6 
months of employment. The Company’s Group Stock Purchase Plan enables you to purchase adidas AG shares at 
exclusive conditions: You receive a 15% discount on the share price as well as additional matching shares for 
holding your shares. Visit the MyShares workspace for all information and resources. 

Commuter Benefits 
Employees working in qualifying states can utilize a pre-tax benefit account to pay for public transit and qualified 
parking as part of your daily commute to work. You are eligible to receive 50% of eligible transit costs subsidized 
(subsidy will not exceed $200 per month); up to the IRS pre-tax limit (including the subsidy) for commuter 
expenses; and an additional amount up to the IRS pre-tax limit can be contributed for eligible parking expenses. 

Employees in participating states are also eligible for up to $20 per month in reimbursement for bike-related 
commuting expenses. NOTE: You cannot participate in transit or parking benefits at the same time you participate 
in the Bicycle Reimbursement benefit. To learn more about the commuter benefits and see if you work in a 
qualifying state, please visit www.wageworks.com. 

Adoption Assistance Policy 
The Company will reimburse full-time employees with at least 1 year of employment for qualified adoption-related 
expenses, up to a maximum of $10,000 for each adopted child, with a maximum of 2 adoptions during your 
employment.  For a complete description of this policy, contact the Benefits department via benefits@adidas.com. 

Surrogate Birth Assistance Policy 
The Company will reimburse full-time employees with at least 1 year of employment for qualified surrogate birth 
expenses, up to a maximum of $10,000 for each child, with a maximum of 2 surrogate births during your 
employment. For a complete description of this policy, contact the Benefits department via benefits@adidas.com. 

Employee Discount and Purchase Plan 
You are eligible to purchase adidas products at a discount. In store and online discount amounts and limits may 
vary. Please visit your adidascards.com account and review the full policy under the Program Guidelines tab. 

adidasED x ASU Partner Scholarship 
As part of the Global Sport Alliance, the Company and ASU are offering scholarships for employees interested in 
pursuing undergraduate or graduate degrees and certificates. With over 150 online degree programs, ASU Online 
offers unparalleled access to a top-ranked education available 100% online. Full-time and part-time employees are 
eligible to receive assistance 25% scholarship off tuition in addition to the benefit subject to the guidelines in the 
policy. Employees must obtain pre-approval from their Supervisor and the Benefits department. In addition, 
Company employee household members are also able to receive a 25% scholarship toward tuition. Details are 
available on a-Live. 

http://www.wageworks.com/
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 LEAVES OF ABSENCE 

Occasionally, you may need to be away from work for an extended period of time. You may be recovering from an 
illness, enjoying the arrival of a new child, or fulfilling civic or military responsibilities. That is why we offer the 
following leaves of absence in addition to FTO, subject to eligibility requirements and, in some cases, your 
supervisor’s approval:

 Family Leave  Civic/Jury Duty Leave 
 Medical Leave  Military Leave 
 Maternity Leave  Military Caregiver/Qualifying Exigency Leave 
 Parental Leave  Crime Victim Leave 
 Personal Leave  Domestic Violence Victim Leave 
 Bereavement Leave 

We comply with all applicable state and federal laws in making any determination relating to a leave of absence.  If 
you believe you may need leave under any of these policies, we encourage you to contact HR Services at 
US_HR_Services@adidas.com or (971)-234-3000.   

This is only a brief overview of the policies governing leaves of absence. You may be eligible for additional leave or 
leave-related benefits under state or local law.  Location specific leave policies can be obtained from a-Live or by 
emailing benefits@adidas.com. The complete leave of absence policies are available from the HR Department OR 
ON THE US HR SERVICES WORKSPACE. 

REQUESTING A LEAVE 

You should advise your manager and/or your HR Partner, if applicable, at least 30 days in advance of the 
anticipated starting date of the leave, except in an emergency or unusual circumstance. If you request leave for 
medical reasons, you will be provided with the Certification of Healthcare Provider form for your physician or 
licensed healthcare provider to complete. After applying for a leave of absence, you will be advised of your 
eligibility for FMLA, ADA and any applicable federal or state leave protection. 

RETURN TO WORK FOLLOWING A LEAVE 

Before you return to work after your own serious health condition, you may be required to provide a medical 
certification from your healthcare provider stating that you are able to resume work. To the extent required by law, 
you will be reinstated to the same position you held at the start of the leave or to a position with equivalent 
benefits, pay, and other terms and conditions of employment. You will not retain these same reinstatement rights, 
however, if your position would have been eliminated or restructured had you not been on leave. In that case, every 
effort will be made to provide you with an available position that is as close as possible to your previous position. 
Failure to immediately return upon expiration of your leave may be considered a voluntary termination of your 
employment. 

ELIGIBILITY  

All full-time and part-time employees are eligible to apply for a leave once meeting the minimum service 
requirements. A minimum service requirement and maximum length for each leave are found in the individual 
policies.   

The following leaves of absences are offered in addition to Flexible Time Off (FTO), and generally are applicable for 
qualifying absences of more than 5 days. You may therefore be eligible to take leave under the programs 
described below before you use your FTO for similar reasons. 

TYPES OF LEAVE 

FAMILY AND MEDICAL LEAVE ACT (FMLA) AND THE AMERICANS WITH DISABILITIES ACT (ADA) 
FMLA is a federal law that allows employees who meet certain eligibility requirements to take up to 12 weeks of 
unpaid, job-protected leave in a 12-month period to deal with certain personal or family reasons, medical 
conditions, or qualifying military exigencies. Please see the Department of Labor “Employee Rights and 
Responsibilities” information which is included in the State Labor Regulations document posted in each worksite 
location for state specific laws. 
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The ADA is a federal law that permits employees with disabilities to receive unpaid leave if they are unable to work 
for a period of time due to their disability.  

While federal law does not require these leaves to be paid, the Company has policies offering paid leave that cover 
some of the same needs addressed by the federal law. When paid leave is taken under the Company’s policy, 
those days count towards any leave that would be required under federal law.  

You may also have additional leave benefits depending on the state where you work. More information on eligibility 
and benefits for any of these programs are available on a-Live or by contacting the Benefits team at 
benefits@adidas.com. 

Family Leave 
Family leave is available to take care of a seriously ill family member. For purposes of Family Medical Leave, 
“Family Member” includes the employee’s spouse or same-gender domestic partner; the employee’s child or the 
child of the employee’s same-gender domestic partner (biological, adopted, stepchild, foster child); parent 
(biological, adoptive, foster, stepparent, parent-in-law, parent of same-gender domestic partner); grandparent or 
grandchild. Family Member also includes any other person who is or has assumed a parental role with respect to 
the employee or any person over which the employee is or has assumed a parental role. There may be a local or 
state law that provides leave for additional relationships than those outlined above; therefore, please reach out to 
the Benefits team or your HRBP for information specific to your location.  

Medical Leave
Medical Leave is available to an employee who needs time off because of their own medical condition that 
restricts the employee from working.   

Maternity Leave 
Time off for a birth giving parent before and after the birth of a child. 

Parental Leave 
Parental Leave is available to care for an employee’s newborn, newly adopted or newly placed foster child under 
18 years of age, or for a newly adopted or newly placed foster child 18 years of age or older who is incapable of 
self-care because of a physical or mental impairment. 

Personal Leave 
Occasionally, personal situations or obligations require an extended period of time away from work. Personal Leave 
is used to take care of compelling personal situations such as family emergencies or situations not covered by 
Family, Parental or Medical Leave, educational opportunities that are work-related, or time to resolve certain 
situations that may otherwise result in termination. We reserve the right to initiate Personal Leave if it seems to be 
in your best interest and that of the Company. Reasons for Company-initiated leaves of absence vary. 

Bereavement Leave 
The loss of a loved one is difficult. In the event of a death of a family member, Bereavement Leave is available for 
time off.  

Civic/Jury Duty Leave 
Civic/Jury Duty Leave is available to employees to fulfill their civic responsibilities by participating in elections, 
serving on jury duty, or acting as a subpoenaed witness (excluding any litigation in which an employee is involved 
as a named plaintiff or defendant). 

Miliary Leave 
Military Leave is available to employees who enter, voluntarily or involuntarily, the Uniformed Services of the United 
States. Military Leave is available for active duty, active or inactive duty for training, evaluation for fitness for 
military duty, or funeral honors performed by the National Guard or reserve members. Military Leave also may be 
available to employees who are members of the organized militia of the state. 

Military Caregiver Leave
Military Caregiver Leave provides time off for an employee to care for a family member who is a covered 
servicemember with a serious injury or illness incurred in the line of duty on active duty. A covered servicemember 

mailto:benefits@adidas.com
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is a member of the Armed Forces, including a member of the National Guard or Reserves, who is undergoing 
medical treatment, recuperation, or therapy, is otherwise in outpatient status, or is otherwise on the temporary 
disability retired list, for a serious injury or illness. The employee must be the spouse, son, daughter, parent, or 
next of kin of the covered servicemember. 

Military Qualifying Exigency Leave 
Military Qualifying Exigency Leave provides time off for a “qualifying exigency” arising out of the fact that a covered 
Military Member who is the spouse, son, daughter, or parent of the employee is on active duty or called to active-
duty status in support of a contingency operation. “Qualifying exigency” may mean short-notice deployment, 
military events and related activities, childcare arrangements and school activities, financial and legal 
arrangements, counseling, rest and recuperation, post-deployment activities, and certain other activities. 

Crime Victim Leave 
Crime Victim Leave provides time off for an employee who has been the victim of a crime or of domestic violence, 
or whose family member has been the victim, to attend criminal proceedings or other qualifying related matters. 

Domestic Violence Victim Leave 
Domestic Violence Victim Leave provides time off for an employee who has been the victim of domestic violence, 
or whose family member has been the victim, to seek legal or law enforcement remedies to protect their health 
and safety or other qualifying related matters, like receiving related medical treatment and counseling. 

WORKERS’ COMPENSATION 

The Company provides a statutory workers’ compensation insurance program for all employees, as required under 
the law. This program covers any injury or illness sustained in the course of and within the scope of employment 
that requires medical, surgical, or hospital treatment. Subject to applicable legal requirements, workers’ 
compensation insurance provides benefits after a short waiting period or immediately if the employee is 
hospitalized. 

SERVICE TIME OFF (STO) 

Service Time Off (STO) provides additional time off, for specified purposes, in recognition of an eligible full-
time employee’s attainment of certain milestones in their career with the Company (10, 15, 20 and every 5 
years thereafter). STO is a paid time off balance that is separate from the employee’s FTO balance. 

STO Eligibility 
The STO benefit is provided to regular full-time corporate employees and regular full-time Distribution Center 
employees. To be eligible for STO, the employee must reach their milestone year (10, 15, 20 and every 5 
years thereafter); be a regular full-time employee on January 1 of their service time year (defined below), or be 
promoted to a regular full-time employee by June 30 of their service time year; must be in good standing as 
determined by Human Resources; and must not have taken a sabbatical under the Company’s Sabbatical 
Program (which ended December 31, 2021) as a result of the same particular service anniversary. A change 
from full-time to part-time status during the service time year will not affect the employee’s eligibility.

In addition: California employees (a) must be regular full time on January 1 of the year prior to their milestone year; 
or (b) if they do not satisfy that requirement, they must have been promoted to regular full time, thereafter, by 
January 1 of their milestone year (but in that case their service time year associated with that milestone will be 
postponed by one year).  A change from full-time to part-time status after satisfying one of these requirements will 
not affect the employee’s eligibility. 

For example: A part-time California employee was hired by the Company on February 1, 2013. Their ten-year 
anniversary falls on February 1, 2023, making 2023 a milestone year for this employee. If the employee is 
promoted to regular full time on or before January 1, 2022 (that is, by the first day of the year before their 
milestone year), the employee will be eligible to accrue STO during 2022; their service time year for this milestone 
will be 2023; and they will be eligible to use their STO in 2023, beginning on January 1, 2023.
If the employee has not been promoted to regular full time by January 1, 2022, but is promoted to regular full 
time by January 1, 2023, the employee will be eligible to accrue STO during 2023; their service time year for 
this milestone will be 2024; and they will be eligible to use their STO in 2024, beginning on January 1, 2024. 
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If the employee is not promoted to regular full time by January 1, 2023, they will not be eligible for STO in relation 
to their 10-year milestone.

If the employee’s employment is based in California as of January 1 of the year prior to the employee’s service 
year, only the California accrual schedule and eligibility rules will apply to that milestone. If the employee’s 
employment is based outside of California as of that January 1, only the non-California accrual schedule and 
eligibility rules will apply to that milestone. 

In addition: (a) non-U.S. employees who transfer to the U.S. must not have taken a sabbatical in the prior year 
under any non-U.S. Company sabbatical program; and (b) non-U.S. employees who transfer to the U.S in the third 
or fourth quarter of their milestone year will have their service time year associated with that milestone postponed 
by one year; and (c) an employee who is on a performance improvement plan may have their service time year 
postponed. 

If an employee’s service time year is postponed to a later year for any reason, the rules under this policy 
(such as the time within which STO must be used) will be applied by treating that later year as the service 
time year, but the postponement will not affect any later milestone year. 

This STO benefit policy does not apply to employees working in Puerto Rico. 

STO Accrual Schedule 
STO is designed to be used during the calendar year in which the employee will reach the relevant service 
milestone (e.g., 10-year anniversary). That year is called the employee’s “service time year.” As discussed 
above, however, under some circumstances an employee’s “service time year” for a particular milestone may 
be postponed to a later year. 

In all states other than California, the STO accrual will be provided in a lump sum on January 1* of the 
employee’s service time year, as follows:

STO Accrual Schedule – All States Except California 

Service Anniversary STO Days Deposited on  
January 1*of the Service Time Year

10-year anniversary 10 days 

15-year anniversary 15 days 

20-year anniversary (and each five years 
thereafter)

20 days 

(*If an employee becomes eligible due to a promotion to regular full time in the first half of their service time 
year, the STO accrual will be deposited as soon as administratively practical after the promotion becomes 
effective.) 

In California, STO will be available, to be accrued over the course of the calendar year before the employee’s 
service time year (the “prior year”), subject to the employee’s continued employment by the Company during 
that prior year.  This accrued STO will not be available for use, however, until the employee’s service time 
year.  The California accrual schedule is:  

STO Accrual Schedule – California Only – Accrued During the Calendar Year Before the Service Time Year Only 

Service Anniversary STO Hours per Day Accrued 
During the Year Prior to the 
Service Time Year

Equivalent STO Days 
Available for Use During the 
Service Time Year

10-year anniversary .2194 hours 10 days 

15-year anniversary .3291 hours 15 days 
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20-year anniversary (and each five years 
thereafter)

.4388 hours 20 days 

STO Carryover 
Because STO is considered a needed break from work, we require employees to take all their STO during their 
service time year. Unless otherwise required by state or local law, all STO must be taken by December 31 of 
the service time year such that you “use it or lose it”. For greater clarity, any STO not taken in the service time 
year will be forfeited, will not carry forward to the next year and no payment will be made in lieu thereof, on a 
pro-rata basis or otherwise. For more information on state or local law where carryover is allowed, please see 
the State or Local Law – STO section of this policy. 

Use of FTO 
STO may be used for vacation purposes or can be applied to offset any approved unpaid time off such as a 
leave of absence. All STO must be used consecutively, but it may be bundled with FTO to permit a maximum 
of five consecutive weeks off.  

The employee may not work full time for any other company or organization unless volunteering for a 
non[1]profit organization. Otherwise, there are no restrictions on an employee’s activities during the time off. 
Employees are highly encouraged to devote some time volunteering for a nonprofit organization or to seek 
educational opportunities.  

Requesting and Recording STO 
Scheduling STO must be approved by the employee’s direct manager in advance. Employees must work with 
their manager to determine what amount of notice is needed. Requests submitted with short notice may be 
considered secondary to employees who submitted timely requests, regardless of seniority or other 
considerations. Due to the impact on other employee and the business, cancellations or rescheduling are 
discouraged absent emergency or unanticipated circumstances. You are responsible for recording the STO 
days that you have used. Failure to report your STO use is considered a violation of Company policy and will 
not be tolerated.

Separation of Employment – STO 
Unless otherwise required by state or local law, if your employment ends for any reason during your service 
time year, any accrued but unused STO will expire and will not be paid out. You cannot use STO to extend 
your separation date from the Company. For more information on state or local law, please see the State or 
Local Law – STO section of this policy. 

State or Local Law – STO
The STO aspects of this policy provide a vacation benefit. This policy will be interpreted and applied in 
accordance with applicable law and, to the extent this policy conflicts with those laws, any greater protections 
under applicable law are controlling over this policy. 

Employees who accrue STO under the California STO accrual schedule will be allowed to carry over accrued, 
but unused, STO into the employee’s service time year, and into the next year after the employee’s service 
time year. Similarly, employees whose employment is based in the following states on January 1 of the 
employee’s service time year will be allowed to carry over accrued, but unused, STO into the next year after 
the employee’s service time year: Colorado, Montana, Nebraska. STO carried over after the service time year 
pursuant to this paragraph will be contributed to the employee’s FTO balance as of January 1 of the year 
immediately after the service time year, and from that point forward will be subject to the provisions of this 
policy that apply to FTO, including the rule that additional FTO will not be accrued if the employee’s FTO 
balance equals 1.5 times the employee’s annual FTO accrual rate. 

If your employment was based in any of the following states on January 1 of your service time year, you will 
be paid for any accrued, but unused STO if you leave the Company for any reason before the end of your 
service time year: Colorado, Illinois, Louisiana, Maine1, Massachusetts, Montana, Nebraska, Rhode Island.  
Similarly, if you were subject to the California STO accrual schedule, you will be paid for any accrued, but 
unused STO if you leave the Company for any reason before the end of your service time year.  If STO is 
permitted to be carried forward after the end of the service time year (under the rules stated in the prior 
paragraph), the payout of that STO will be governed by the provisions of this policy that apply to FTO. 
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Please note, the Sabbatical Program will be terminated for adidas employees 12/31/2021. adidas 
Employees who become newly eligible for the Sabbatical program in 2021 will be required to use their 
Sabbatical time no later than 12/31/2022. For additional details on the Sabbatical Program, including Policy, 
FAQ’s and the request form please reference the benefits a-Live page.   

1 For Maine employees, only STO accrued on or after January 1, 2023, will be paid upon separation of employment. 

 WORKING TOGETHER 

PERSONAL APPEARANCE 

It is probably not a surprise we support a casual attire work environment.  We want you to be comfortable when 
you are working.  However, dress, grooming, and personal appearance affect the business image we present to 
customers and visitors.  We trust you will use your best judgment to maintain a professional work environment.  
Depending on your work environment, additional policies and guidelines may apply.  Please review the applicable 
full policies available on a-Live and Think Time or ask your supervisor for additional details.  

EMPLOYEE CONDUCT 

Certain standards are necessary for the efficient operation of the organization. These standards are for the benefit 
and protection of the rights and safety of everyone. Conduct that interferes with our operation, brings discredit to 
the organization, or is offensive to customers or co-workers is prohibited and may lead to corrective action up to 
and including termination. 

All employees are expected to conduct themselves professionally and behave in a manner that contributes to the 
efficient operation of the Company. Individuals may be disciplined for inappropriate workplace conduct, poor job 
performance, violations of procedures or policies, or other conduct or behavior we feel requires corrective action. 

We apply corrective action that is proportionate to the conduct. For more detailed information, please refer to the 
'Reporting, Investigations and Corrective Actions' section of this handbook. If you have any questions about this 
policy, contact your supervisor or Human Resources Partner.  

Retail-Specific Corrective Action 
Sometimes it may be necessary for the Company to administer corrective action. Corrective action measures may 
be taken when an employee is not adequately contributing to the successful operation of the business either 
through the employee’s poor job performance or by inappropriate behavior or conduct.  

The purpose of disciplinary measures short of termination is corrective: to encourage employees to improve their 
conduct, performance, or behavior so they may continue their employment with the Company. adidas may decide 
that progressive disciplinary steps are not appropriate in the event of a serious offense that warrants a higher level 
of corrective action, including immediate discharge, when the Company has determined that improvement cannot 
be made, or in other appropriate circumstances. 

Retail-Specific Employee Conduct Guidelines 
In an effort to provide some guidance, the following are some examples of the common types of conduct which are 
not acceptable and may result in some level of corrective action:  

 Performance of work below required standards 
 Failure to perform assigned duties  
 Failure to comply with uniform policy  
 Dishonesty  
 Discourtesy or rudeness to staff, customers, or other people involved with the Company’s business  
 Maintaining inaccurate time records  
 Failure to cooperate in work related investigations conducted by the Company  
 Negligence in the performance of duties likely to cause or actually causing personal injury or property 

damage  
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 Placing oneself in a position in which personal interests and those of the Company are in conflict or might 
interfere with the ability to perform the job as well as possible  

 Accepting any form of gratuity which will tend to affect, or give the appearance of affecting, judgment in the 
performance of duties, and giving or offering to give gratuities in any form to anyone for the purpose of 
influencing another’s judgment in the performance of duties  

 Making or publishing false, vicious or malicious statements concerning employees, the Company or its 
products  

 Excessive tardiness or absenteeism  
 Cash drawer overage or shortage of more than $5.00  
 Using another employee’s register code  
 Sharing registers  
 Not processing sales credit and refund documents in accordance with company policies  
 Permitting unauthorized individuals to enter and remain in restricted areas, such as the stockroom, break-

room, etc  
 Failure to comply with Company or departmental and safety guidelines  
 Violation of any Company policy or procedure  

It is not possible to list all potential unacceptable conduct. The above list is not exhaustive, but merely illustrative 
of the types of behavior that may result in disciplinary action up to and including termination.  

Other types of conduct that are not acceptable and may result in immediate termination:  

 Insubordination  
 Use of profanity  
 Unauthorized removal or borrowing of any Company or customer merchandise, funds, or property  
 Misusing the employee discount privilege  
 Giving unauthorized discounts to customers and/or friends, including AAA/AARP discounts, coupons, and 

courtesy discounts  
 Not processing transactions through the register  
 Ringing your own transaction or those of friends or family  
 Destroying or willfully damaging Company property or the property of another Breach of confidentiality  
 Falsifying Company records, including employment application personnel questionnaires, work 

performance reports, time records or any other record, form or report  
 Fighting, or any act of injury, threat or harm to another person  
 Carrying or possessing firearms, or any other weapons on Company property 52  
 Selling, giving or accepting merchandise or services without a charge or at an unauthorized rate, or 

arranging to sell goods or services to customers outside of the Company.  
 Forging a signature or any other act of forgery  
 Working for another Company while on an authorized medical leave  
 Discriminating against or harassing a customer, another employee, or any other person involved with the 

Company business  
 Gambling on Company property  
 Possessing, carrying, using, distributing or selling illegal drugs on Company premises  
 Reporting to work or being on company property while consuming or under the influence of alcohol or 

illegal drugs 

COMPLAINT RESOLUTION 

We are an “open door” company. Any question, problem, concern, or suggestion is always welcome by 
management. We value and embrace an open and fair method of resolving complaints and answering questions, 
and we encourage you to talk with your manager if you have any concerns. 

We understand you may not always be comfortable presenting a complaint or concern to your manager.  
If you would like, we encourage you to take advantage of our complaint resolution procedure (see Reporting, 
Investigations, and Corrective Actions in the Employment section of this handbook) or contact your local 
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Compliance Officer or Regional Compliance Director/Manager. For anonymous calls, you may contact the Fair Play 
Hotline. You can be assured the issue you raise will be taken seriously. 

Anti-Retaliation
In accordance with applicable laws, the Company prohibits retaliation against any employee because of the 
employee’s opposition to or complaint regarding a practice they reasonably believe to constitute employment 
discrimination, harassment and/or retaliation, accounting irregularities or otherwise unlawful conduct, or because 
of the employee’s participation in an employment investigation (including one with respect to employment 
discrimination, harassment and/or retaliation), a proceeding or in any hearing. Any form of retaliation because of 
such opposition or participation is unlawful and prohibited by Company policy. 

If you believe you have been retaliated against, please notify your manager or Human Resources representative 
immediately. The Company will investigate all complaints and will take immediate and effective action where 
necessary. For anonymous calls, you may contact the Fair Play Hotline. 

ETHICAL BUSINESS PRACTICE 

We are committed to ethical and lawful business practices. We rely on you to continue to build our reputation in 
this area. You have an obligation to conduct business within guidelines that prohibit conflict of interest. Although 
we do not cover all the details of this topic in this handbook, we expect you to review and be familiar with the 
Company’s Code of Conduct that can be found on a-Live and ThinkTime. You can also or contact the Legal 
Department for more information or if you have questions about a possible conflict of interest issue.   

Financial Gain 

Transactions with outside firms must be conducted within a framework established and controlled by the executive 
level of the Company. Business dealings should not result in unusual gains for outside firms. Unusual gain may 
include bribes, product bonuses, special fringe benefits, unusual price breaks, reselling of merchandise and other 
windfalls designed to ultimately benefit the employer, the employee, or both. Promotional plans that might involve 
unusual gain require specific executive-level approval. 

In the retail setting, an example of unacceptable financial gain is the purchase of an item at a discount and then 
reselling that item at a profit. 

Conflict of Interest 

Individuals who have any influence on transactions involving purchases, contracts, or leases must disclose any 
potential conflict of interest to an officer of the Company. Based on the specific circumstance, the Company may 
require certain safeguards to be put in place to protect all the parties involved in the transaction.  

You may not accept gifts from vendors or others with whom we do business that might interfere with your judgment 
on behalf of the Company. All gifts, even if they do not meet the criteria described above, should be disclosed to 
your manager. 

FOR RETAIL MANAGEMENT ONLY 

Retail Global Store Operations Manual 

As a member of the management team, you are held responsible for all policies and procedures outlined in the 
Company’s Global Store Operations Manual. You are also responsible to follow all policies and procedures in the 
manual and agree to direct the store staff to do the same at all times. 

Failure to follow these procedures as outlined, or failure to require the staff to do the same, will result in 
disciplinary action, up to and including termination. 

Store Opening and Closing Responsibilities 

It is the responsibility of every key carrier in every store to adhere to mall hours in terms of opening and closing. 
This means the doors must open promptly and do not close early (unless weather requires, and you have obtained 
district manager approval prior to closing). 

https://adidasgroup.sharepoint.com/sites/fairplay/SitePages/GLOBAL-FAIR-PLAY-HOTLINE-NUMBERS.aspx
https://adidasgroup.sharepoint.com/sites/fairplay/SitePages/GLOBAL-FAIR-PLAY-HOTLINE-NUMBERS.aspx
https://adidasgroup.sharepoint.com/sites/fairplay/SitePages/GLOBAL-FAIR-PLAY-HOTLINE-NUMBERS.aspx


39 

Opening and closing the store is a major job responsibility of management. There may be situations on occasion 
that there may only be one member of management to open and/or close. 

In addition, it is your responsibility to read and adhere to the Company’s opening and closing procedures of the 
store. 

Financial Responsibilities 

As an employee with access to the Point-of-Sale system, the following must be followed: 

1. Not providing your code or password to any other individual. 
2. Not using any other employee’s code or password for any reason. 
3. Responsibility for the security of your password and take appropriate steps to maintain its confidentiality. 

This includes requesting password changes. 
4. Supervisors (Store Manager, Assistant Store Manager, Sales Managers, Operations Managers, Team 

Leader and Cashier with Level #3 access) must be present and physically perform the override for any 
management transaction. These include, but are not limited to Returns, Exchanges, Markdowns, Price 
Changes, No-Sales, Voids, and Discounts. 

5.  By completing and/or authorizing a transaction, you are responsible for all associated procedures and 
policies within the transaction. 

6. Not signing for or approving any transaction that you have not witnessed. This includes completing voids 
for a previous transaction. 

7. Store management may not alter the above policies. 
8. Not making change for customers. This includes telephone change and change for large bills. 
9. Absolutely nobody other than the assigned cashier may ring on the assigned cashier’s drawer, with the 

exception of management and Team Leaders. However, the cashier must be present. 
10. All register variances should be recorded via performance documentation. All variances of $5.00 or more 

must be reported to the security department. 
11. All moneys for change will be transferred in envelopes, not in pockets or exposed hands. 
12. Register tills will be transported with covers on at all times, and the cashier must be accompanied by a 

member of management during transport. 

CONFIDENTIALITY AND NONDISCLOSURE 

The protection of confidential business information and trade secrets is vital to the interests and the success of 
the Company. Such confidential information includes, but is not limited to, the following examples: 

 Customer lists 
 Customer preferences 
 Marketing strategies 
 New materials research 
 Pending projects and proposals 
 Proprietary production processes 
 Research and development strategies 
 Financial information 
 Trade secrets 
 Unreleased product 

All employees are required to sign an agreement protecting the Company’s confidential information as a condition 
of employment. Employees who improperly use or disclose trade secrets or confidential business information will 
be subject to disciplinary action, up to and including termination of employment, and legal action. 

For more detailed information, please refer to your signed Employee Agreement, Non-Competition, Non-Solicitation 
and Confidentiality Agreement, and the Code of Conduct. Any questions regarding this policy, or the identification 
and handling of information as Confidential, should be directed to the Legal & Compliance department. 
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OUTSIDE EMPLOYMENT 

You may accept outside employment provided that such employment in no way conflicts or interferes with your job 
duties, schedule or performance and does not violate any provision of your Employee Agreement or an applicable 
Non-Competition, Non-Solicitation and/or Confidentiality Agreement. Your manager must be advised and approve if 
you hold or wish to hold outside employment. Activities related to outside employment, such as telephone calls, 
must be conducted off-site and should not interrupt your job responsibilities. If you are working full-time, outside 
employment should be viewed as secondary to your primary job at the Company. Working for the Company and a 
brand competitor is prohibited. 

PERSONAL RELATIONSHIPS 

adidas understand that members of a family may be employees in our large company. In addition, employees often 
form bonds with people at work that may result in romantic relationships. Our rules are designed to guard against 
conflicts of interest, either real or perceived, that may arise from such relationships. A conflict may arise if an 
individual’s judgment is impaired when a decision has consequences for the family member or romantic partner or 
if the individual displays favoritism towards the family member or romantic partner. Even if such actions do not 
occur, others may believe that such actions are taking place or are likely to occur. Our rules are also designed to 
guard against harassment and to ensure professional conduct in our workplace. 

Our rules against conflict of interest, real or perceived, are guided by common sense and practicality. They respect 
our employees’ personal lives and autonomy, while protecting our core values of integrity, fairness, and respect in 
the workplace.   

Family Members and Roommates 
A manager may not directly supervise, or influence employment decisions related to a family member or 
roommate. A “family member” is a spouse, domestic partner, significant other, parent, grandparent, child, 
grandchild, stepfamily members, or others in a close personal relationship not captured here. Roommates or 
housemates are also covered under this policy.

Family members may not be hired into a position that includes direct reporting to another family member. In 
addition, an employee may not directly influence the decision to hire a family member into another division of the 
company.  

If two employees become related where one is a subordinate to the other (for example, if an employee’s brother 
marries the employee’s supervisor), the supervisor and employee must notify Human Resources of the new family 
relationship. HR will solicit recommendations from the two individuals on how the direct reporting structure should 
be removed and will make a decision that will reduce the adverse impact on either party to the greatest extent 
possible. 

If two family members are not in a direct reporting relationship, but one member of the family is in the leadership 
of a division in which the other family member works, or is in the leadership of a division that has influence or 
authority over a separate division in which the family member works, Human Resources (or in the case of an 
Executive Officer, the General Counsel and the head of HR) will establish procedures to ensure the leader cannot 
influence employment decisions related to the family member.

 Retail and Distribution Center: For business functions with seasonal hiring periods an exception may be 
made to this policy if approved by the senior leadership team (i.e. District Manager, Senior Manager 
Operations) and Human Resources. These seasonal employees cannot be converted to regular employees 
once the season ends if the family member or roommate is still employed. 

Romantic Relationships 

 Supervisor/Employee 
Romantic relationships between a supervisor and their employee are strongly discouraged. This includes an 
individual with direct supervision over a subordinate, as well as an individual with authority over 
employment decisions concerning the junior employee. Such relationships raise concerns regarding real or 
perceived conflicts of interest (including impairment of judgment and favoritism), as well as concerns 
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regarding harassment (depending on whether the relationship is consensual or not) and professional 
conduct (depending on how the individuals deal with each other in the workplace).   

If a romantic relationship develops between a supervisor and an employee within their purview, the 
supervisor and subordinate must immediately inform Human Resources of the relationship. Human 
Resources will solicit recommendations from the two individuals on how the direct reporting structure 
should be removed and will make a decision that will reduce the adverse impact on either party to the 
greatest extent possible. If neither individual wishes to be reassigned to a different location or to have 
their duties reassigned, the presumption is that the more senior person will be removed from the position 
of influence. The Company reserves the right to address the situation as it sees fit. 

 Co-Workers 
The Company recognizes that employees spend a significant amount of time at work and romantic 
relationships may arise between co-workers. Romantic relationships between co-workers are not prohibited 
and do not need to be reported. However, the Company is committed to ensuring that no employee is or 
feels coerced or pressured into entering a romantic relationship with a co-worker. For example, if an 
employee declines an invitation to date a co-worker, the co-worker should not ask again. While consensual 
romantic relationships between co-workers are not prohibited, employees must comport themselves in a 
professional manner that is respectful of others around them. This includes refraining from public displays 
of affection that may make others feel uncomfortable.  

 External to adidas 
If an employee becomes a family member or enters into a romantic relationship with a senior level 
employee of a customer, competitor, regulatory agency, or other party with whom the Company deals, the 
employee must notify Human Resources. In consultation with Legal, the Company will decide whether the 
relationship poses an actual or perceived conflict of interest. If it does, the employee may be required to 
leave their position or may be permitted to remain in the position and adhere to safeguards put in place by 
the Company.

Retail: Personal Visits 
Employees are not permitted to have personal visitors while on company time. If a visitor should arrive at the store 
unexpectedly, the employee should ask a member of management if it is possible to take a break. If a break is not 
possible at that time, the employee should ask the visitor to return at a scheduled break time. Should the visitor 
decide to stay to shop in the store, the employee must continue with the responsibilities of his or her position.

IMPORTATION OF PRODUCTS 

The Company is committed to recognizing and honoring its obligations as a responsible and knowledgeable 
importer.  We intend to comply with all applicable U.S. laws and regulations related to the purchase, importation, 
entry, and sale of imported goods. 

Our Customs Department ensures that the Company meets this high level of compliance.  Many jobs within the 
organization can impact the success of this endeavor.  The following simple guidelines will assist you in knowing 
under what circumstances to contact our Customs Department. 

In general, whenever you are dealing with bringing merchandise to the U.S. (including samples or parts of a 
garment such as a zipper) that is received from a source outside the country, you should notify our Customs 
Department.  This includes items that are received free of charge or obtained from a second source such as a 
vendor.  Anyone who deals with the transfer of merchandise in or out of the country on a regular basis should 
review our detailed U.S. Customs Policy, which can be obtained from our Customs Department. 

PRODUCT SAMPLES 

During your employment with the Company, you may obtain product samples of the Company either because they 
are given to you or you purchase them.  Regardless of how you obtain product samples, you are prohibited from 
selling them, exchanging them for anything of value, or offering to sell or exchange them for anything of value.  If 
you give product samples you obtain to non-employees, you must inform them that they also need to comply with 
these restrictions.  Violation of this policy may result in disciplinary action, up to and including termination of 
employment. 
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CHARITABLE CONTRIBUTIONS AND SPONSORSHIPS 

We offer all full-time employees the benefit opportunity of donation matching up to $2,500 per year for adidas 
employees. When you submit a request for the brand to match a donation to an IRS approved non-profit, you are 
essentially doubling your financial impact to that charity. Visit the Social Purpose workspace on a-Live to donate. 

COMMUNICATIONS POLICY 

The Company is a great place to work, and we encourage you to share what makes our culture so unique. What we 
say and share, even on our personal channels, can impact other employees, our consumers, our partners and the 
company. We are all a reflection of the Company. 

We created this policy to clarify what we can and cannot do when it comes to social media, media relations and 
speaking engagements, and internal communications.  

These guidelines are not optional. Employees could face a range of consequences for violations of this policy, up 
to and including termination of employment. Questions? Check with your line manager, Human Resources or 
Corporate Communications. We’re here to help! 

Social Media Guidelines 

1. Uphold your confidentiality agreement. Do not share privileged information about the company and its 
brands, even after your employment ends. This includes:

 Upcoming announcements like unreleased product, launch dates, potential partner signings and 
brand campaigns

 Corporate information like strategic plans, employment statistics and financial outlooks 
 Internal materials like emails and a-Live posts
 Visual, written or verbal recaps of internal meetings or conversations
 Sensitive personnel or HR records containing personal identifiers, medical records, and similar 

private information

2. Be kind, be smart. Do not make comments that are malicious, obscene, discriminatory, harassing, 
threatening or slanderous. Examples include calling an employee out by name, negative posts about 
competitors, and discriminatory posts about race, sex, disability, religion or any other status protected by 
law or Company policy. Be cognizant that something acceptable in one market may be inaccurate or 
offensive in another. 

3. Support the Company. Do not interact with competitor content. Do not post content that conflict with the 
Company’s marketing, sales, and/or community engagement initiatives.  

4. Respect our media policy. If you’re contacted by a reporter, even on social media, notify Corporate 
Communications or the Newsroom. Employees are not permitted to talk to media as a representative or 
spokesperson for the Company without involving these teams. It’s the role of Corporate Communications 
and the Newsroom to manage all interaction with journalists. Do not tag media in your posts or comment 
on their posts.  

5. Consumer chatter. Do not respond to an offensive or negative comment on the Company’s social 
channels. The Newsroom monitors these conversations closely and has a strategy for when and how we 
respond. Do not engage with consumers. If a consumer reaches out to you, flag it to the Account 
Operations team – it’s their job to respond.  

6. Leave it to the pros. Do not create new profiles or accounts that claim to represent the Company. 
Employees cannot host livestreams or events on social media that are related to any adidas topic. The 
Newsroom manages our ecosystem of company social media accounts and their respective content. 

Media Relations + Speaking Engagement 

1. Respect our media policy. Employees are not permitted to interact with media as a representative or 
spokesperson for the Company without first involving Corporate Communications or the Newsroom. If 
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you’re contacted by a reporter, it’s your responsibility to inform these teams immediately. It’s the role 
of Corporate Communications and the Newsroom to manage all interaction with journalists. 

2. Press releases and company statements. Only Corporate Communications and the Newsroom can 
create press releases and statements on behalf of the Company. This includes external-facing quotes 
from executives. 

3. Third party communication. We do not allow vendors and partners to communicate about their work 
with us. This includes press releases, media interviews, social media posts, case studies, blog posts, 
mentions in earnings calls or annual reports, mentions in keynotes and more. The employee managing 
the relationship is responsible for communicating this to the partner and ensuring the contractual 
agreement is in alignment with this policy. 

4. Spokespeople. Like all global companies, adidas have designated spokespeople who are approved to 
speak with media on behalf of the company. Corporate Communications and the Newsroom manage 
our list of company spokespeople, ensuring we have strong diversity of voices and expertise on our 
company’s strategic topics. 

5. Speaking engagements. As an employee of the Company, speaking publicly on behalf of the Company 
requires CLG or Board approval, regardless of the topic. This policy applies to all in-person and virtual 
opportunities including keynotes, panels and more. 

Internal Communications Guidelines 

1. The role of Corporate Communications. Corporate Communications oversees companywide, internal 
communications, including the strategy for internal platforms like a-LIVE and all-employee meetings. 
Employees cannot establish new internal communications tools.  

2. Newsletters. To ensure message consistency, the only employee newsletters permitted are Team Talk 
and On Deck. Individual teams and functions cannot distribute newsletters. Examples of prohibited 
newsletter topics include industry trends and in-season athlete standings. 

3. Be kind, be smart. When using platforms like a-LIVE, do not make comments that are malicious, 
obscene, discriminatory, harassing, threatening or slanderous. Be cognizant that something 
acceptable in one market may be inaccurate or offensive in another. 

4. Agency use. Employees cannot use external design or production partners for internal-only content 
and presentations. 

5. Support the company. When using platforms like a-LIVE, do not post content that conflict the 
company’s marketing, sales, or community engagement initiatives.  

Nothing in this policy is intended to require you to forward media inquiries for which you are not asked to speak as 
a representative or spokesperson for the Company or its brands to Corporate Communications. 

Additional Resources 
Other company policies we’re all required to comply with include the Fair Play Code of Conduct, the Anti-
Harassment and Anti-Discrimination Policy and the Compliance Policy. All company policies can be viewed in our 
Global Policy Manual. 

SOFTWARE USAGE 

The Company licenses the use of computer software from a variety of outside companies. We do not own this 
software and therefore do not have the right to reproduce it. To comply with copyright laws, the Company prohibits 
illegal duplication of software. Do not make or distribute copies of copyrighted material without authorization 
unless the copy is made for backup or archival purposes. 

https://adidasgroup.sharepoint.com/sites/GlobalPolicyManual/Policies%20related%20to%20Code%20of%20Conduct/adidas%20Fair%20Play%20Code%20of%20Conduct_English.pdf
https://adidasgroup.sharepoint.com/sites/GlobalPolicyManual/Global%20Policies%20related%20to%20HR/Forms/AllItems.aspx?id=%2Fsites%2FGlobalPolicyManual%2FGlobal%20Policies%20related%20to%20HR%2FGHR28%20%2D%20Anti%2DHarassment%20and%20Anti%2DDiscrimination%20Policy%2Epdf&parent=%2Fsites%2FGlobalPolicyManual%2FGlobal%20Policies%20related%20to%20HR
https://adidasgroup.sharepoint.com/sites/GlobalPolicyManual/Global%20Policies%20related%20to%20HR/Forms/AllItems.aspx?id=%2Fsites%2FGlobalPolicyManual%2FGlobal%20Policies%20related%20to%20HR%2FGHR28%20%2D%20Anti%2DHarassment%20and%20Anti%2DDiscrimination%20Policy%2Epdf&parent=%2Fsites%2FGlobalPolicyManual%2FGlobal%20Policies%20related%20to%20HR
https://adidasgroup.sharepoint.com/sites/GlobalPolicyManual/Global%20Policies%20related%20to%20HR/Forms/AllItems.aspx?id=%2Fsites%2FGlobalPolicyManual%2FGlobal%20Policies%20related%20to%20HR%2FGHR28%20%2D%20Anti%2DHarassment%20and%20Anti%2DDiscrimination%20Policy%2Epdf&parent=%2Fsites%2FGlobalPolicyManual%2FGlobal%20Policies%20related%20to%20HR
https://adidasgroup.sharepoint.com/sites/GlobalPolicyManual/Global%20Policies%20related%20to%20HR/Forms/AllItems.aspx?id=%2Fsites%2FGlobalPolicyManual%2FGlobal%20Policies%20related%20to%20HR%2FGHR28%20%2D%20Anti%2DHarassment%20and%20Anti%2DDiscrimination%20Policy%2Epdf&parent=%2Fsites%2FGlobalPolicyManual%2FGlobal%20Policies%20related%20to%20HR
https://adidasgroup.sharepoint.com/sites/GlobalPolicyManual/Global%20Policies%20related%20to%20HR/Forms/AllItems.aspx?id=%2Fsites%2FGlobalPolicyManual%2FGlobal%20Policies%20related%20to%20HR%2FGHR28%20%2D%20Anti%2DHarassment%20and%20Anti%2DDiscrimination%20Policy%2Epdf&parent=%2Fsites%2FGlobalPolicyManual%2FGlobal%20Policies%20related%20to%20HR
https://adidasgroup.sharepoint.com/sites/GlobalPolicyManual/Global%20Policies%20related%20to%20Compliance/Forms/AllItems.aspx?id=%2Fsites%2FGlobalPolicyManual%2FGlobal%20Policies%20related%20to%20Compliance%2FCO01%20%2D%20Compliance%20Policy%2Epdf&parent=%2Fsites%2FGlobalPolicyManual%2FGlobal%20Policies%20related%20to%20Compliance
https://adidasgroup.sharepoint.com/sites/GlobalPolicyManual
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Additionally, you may not bring software from home, including personal screen savers, to load on your work 
computer. If you become aware of any misuse of software or related documentation within the Company, notify 
your supervisor immediately. 

Any employees illegally reproducing software may be subject to civil damages and criminal penalties, including 
fines and imprisonment. Employees who make, acquire, or use unauthorized copies of computer software may 
also be subject to disciplinary action up to and including termination. 

ELECTRONIC COMMUNICATION SYSTEMS, COMPUTER SYSTEMS, AND INTERNET USAGE 

Our electronic communication systems, computer systems, access to the Internet, and company provided 
computers, tablets, smart phones, and cell phones are assets of the Company that may be available for your use.  
These tools are designed to enhance your ability to communicate with others and to access information related to 
your job. It is important to understand and follow the guidelines we have implemented for the use of electronic 
communication systems, computer systems and access to the Internet to ensure that they are used productively.  
Their use must also be consistent with other Company policies and operating procedures. 

You are expected to honor the password and other security provisions of our electronic communication systems 
and computer systems. We prohibit the use of codes or passwords to gain unauthorized access to other 
employees’ files or to Company’s files for which you have no authority. Do not transmit or download jokes, chain 
letters, other inappropriate material, or comments that would be inconsistent with the Company’s policies, 
especially those which could be considered discriminatory or harassing. 

All messages on the electronic communication systems are records and property of the Company. The Company 
reserves the right to access, read, disclose, use and otherwise deal with any messages on its systems and 
devices in any manner that it chooses. All messages should be composed with the expectation that they could be 
made public. Consequently, you should not use these systems or devices for any information that you want to 
keep personal or private or anything not business related. 

Internet access to global electronic information resources on the World Wide Web is provided by the Company to 
assist you in obtaining work-related data and technology. All Internet data that is composed, transmitted, received 
or accessed via our electronic communications systems or computer systems is considered to be part of the 
official records of the Company and, as such, is subject to disclosure to law enforcement or other third parties. 
Consequently, employees should always ensure that the business information contained in such messages and 
other transmissions is accurate, appropriate, ethical, and lawful. 

Data that is composed, transmitted, accessed, or received via the Internet or on our electronic communication 
systems or computer systems, including the e-mail system, must not contain content that could be considered 
discriminatory, offensive, obscene, threatening, harassing, intimidating, or disruptive to any employee or other 
person. Examples of unacceptable content may include, but are not limited to, sexual comments or images, racial 
slurs, gender-specific comments, or any other comments or images that could reasonably offend someone on the 
basis of race, age, sex, religious or political beliefs, national origin, disability, sexual orientation, gender identity, 
or any other characteristic protected by law. Such conduct also violates the Respectful and Fair Workplace policy.   

The unauthorized use, installation, copying, or distribution of copyrighted, trademarked, or patented material on 
the Internet is expressly prohibited. As a general rule, if you did not create material, do not own the rights to it, or 
have not received authorization for its use, do not put it on the Internet. Employees are also responsible for 
ensuring that the person sending any material over the Internet has the appropriate distribution rights. 

The equipment, services, and technology provided to access the Internet, electronic communications systems, and 
computer systems remain at all times the property of the Company. As such, the Company reserves the right to 
monitor Internet traffic, and retrieve and read any data composed, sent, or received through our online connections 
and stored in our computer systems. 

Abuse of the Internet and/or access to electronic communications provided by the Company in violation of law or 
Company policies will result in disciplinary action, up to and including termination of employment. Employees may 
also be held personally liable for any violations of this policy. Please see the Global Intranet and Electronic Mail 
policy for further information.   
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Additional policies and guidelines may apply for Retail employees, available on ThinkTime.   

 YOUR WORK ENVIRONMENT 

HEALTH AND SAFETY 

We strive to provide a work environment that promotes safe and healthy working conditions. We are committed to 
following safe operating procedures, complying with all safety laws and regulations, and providing you with the 
tools and information to further our health and safety efforts. 

We believe that safety is everyone’s responsibility. You are expected to observe all safety rules and use common 
sense and caution in your work environment. All hazardous or unsafe conditions must be reported immediately to 
your manager of the Security/Facilities team so they can be corrected. 

We are committed to compliance under the Federal Hazard Communication Standard. This program provides 
employees the “Right to Know” about information concerning hazardous chemicals in the workplace. We have 
developed a Hazard Communications Program that is available for your review by contacting our Facilities/Security 
Department. 

If you have any questions about health and safety in the workplace or would like to review any of our safety 
programs, contact our Facilities/Security Department. State specific programs/requirements can be found below. 

New York Employees  
The NY Hero Act goes into effect when an airborne infectious disease is designated by the New York State 
Commissioner of Health as a highly contagious communicable disease that presents a serious risk of harm to the 
public health. 

DRUG-FREE AND SMOKE-FREE WORKPLACE 

We strive to provide and maintain a healthy work environment for you, as well as our visitors, vendors and 
customers. Smoking and use of tobacco products (e.g. cigarettes, e-cigarettes, cigars, pipes) is prohibited on 
Company property, including the parking lots and outside grounds. Employees may report unauthorized smoking or 
use of tobacco products on adidas property to their Human Resources Business Partner. Employees will not be 
retaliated against for making a good-faith report of unauthorized smoking or use of tobacco products on adidas 
property. 

We are committed to maintaining a drug- and alcohol-free workplace. We want to protect our employees, 
customers, and the general public from the serious risks posed by the use of illegal drugs or the abuse of alcohol 
in the workplace. All employees are expected to arrive at work in a physical and mental condition that allows them 
to perform their duties safely, effectively and efficiently. 

Our policy prohibits the use of alcohol during work hours, except at approved Company functions such as after-hour 
business dinners or Company/team sponsored events where alcohol is served.  Employees are expected to 
moderate their consumption of alcohol at such functions. In addition, consistent with state and federal law, we 
prohibit employees from manufacturing, distributing, dispensing, possessing, or using any controlled substance in 
any Company workplace, while conducting Company business or under any circumstances during work hours.  
Employees are prohibited from reporting to work under the influence of or impaired by controlled substances.  The 
legal use of prescribed drugs is permitted on the job only if it does not pose an unreasonable risk of harm to you 
or others. Any work performance problems caused by drug or alcohol abuse, or use may result in disciplinary 
action up to and including termination. 

We will deal with each case individually in accordance with our current policies and practices given the specific 
circumstances involved. This may include a mandatory referral to the Employee Assistance Program (EAP) and/or 
random testing as part of a return-to-work agreement, in accordance with applicable law. 

We encourage employees who feel they may have developed an addiction or dependency on drugs or alcohol to 
seek appropriate help and EAP counseling. 

https://dol.ny.gov/ny-hero-act
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If you have questions about our Drug-Free and Smoke-Free Workplace Policy, we encourage you to speak with your 
HR Partner.  

Additional guidance may also apply, available on ThinkTime, your facility specific guide or from your manager.  

Retail Drug-Free Workplace Guidelines 

1. Any work performance problems caused by drug or alcohol abuse may result in disciplinary action up to and 
including termination. Each case will be dealt with individually in accordance to our current policies and 
practices given the specific circumstances involved and applicable law.  

2. Possession, abuse, misuse or unauthorized use of intoxicating liquors while working, present on the Company 
premises (defined as all buildings, facilities, and property – including parking areas – owned or leased by the 
Company) and all places where the Company conducts business, or while representing the Company at any 
time and in any way, is forbidden.  

3. The Company strictly prohibits the sale, manufacture, distribution, dispensation, possession, use or attempted 
sale, manufacture, distribution, dispensation, possession or use, of illicit drugs or other intoxicants. “Illicit 
drugs” includes all drugs, narcotics, and intoxicants for which possession or misuse is illegal under applicable 
law and includes prescription medications for which the individual does not have a valid prescription. Violation 
of this policy will result in disciplinary action, up to and including termination, and may involve legal action. 

4. The Drug-Free Workplace Act requires you to notify the Company if you are convicted of a criminal drug statute 
violation occurring in the workplace within five (5) days of the conviction.  

5. The Company strongly encourages any employee who believes they have a drug or alcohol problem – legal or 
illegal – to seek assistance before a violation of this policy is found. For those employees who self-identify a 
substance abuse problem to the Company, sources of help may be provided, consistent with applicable law. 

NON-SOLICITATION 

It is our desire to conduct our operations in a productive manner. Our employees should have the opportunity to 
work without interference from co-workers or others in the workplace pursuing a non-business-related purpose. 

Employees may not solicit or distribute literature concerning non-business-related activities during work time or in 
work areas. Employees who are on non-work time may not solicit other employees who are on work time. Work 
time does not include lunch periods, work breaks, or any other periods in which employees are not on duty. 

Persons not employed by the Company may not solicit, survey, petition or distribute literature on our premises at 
any time. This includes persons soliciting for charities, salespersons, questionnaire surveyors, labor union 
organizers, or any other solicitors or distributor. 

C-TPAT 

The Customs Trade Partnership Against Terrorism (C-TPAT) is a joint government-business initiative to build 
cooperative relationships that strengthen overall supply chain and border security. C-TPAT recognizes that U.S. 
Customs and Border Protection (CBP) can provide the highest level of security only through close cooperation with 
the ultimate owners of the supply chain- importers, carriers, brokers, warehouse operators and manufacturers. 

Through this initiative, CBP is asking businesses to ensure the integrity of their security practices and 
communicate their security guidelines to their business partners within the supply chain.  We are members in good 
standing in the Customs Trade Partnership Against Terrorism program.  The Company is committed to working with 
CBP, our foreign suppliers and all our supply chain partners involved in the manufacturing and movement of our 
products. Many of our security measures (i.e., wearing ID badges at all times, background checks prior to hiring for 
some positions) are in place to ensure our compliance with CBP. 

INSPECTION AND MONITORING 

The safety and security of our employees, visitors, vendors and customers is very important to us. To ensure that 
both our safety and customer service objectives are reached, it may be necessary for the Company to periodically 
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inspect, record or monitor facilities, interoffice or business mail, electronic mail, computers, telephones, voice 
mail, and other resources. 

For example, customer service employees who regularly communicate with customers may have their telephone 
conversations monitored or recorded. Telephone monitoring is used to identify and correct performance problems 
through targeted training. Improved job performance enhances our customers’ image of the Company as well as 
their satisfaction with our service. 

It is important to take this policy into account when using our e-mail, voice mail, or other communication means 
that you might consider personal. Misuse of the systems and resources described in this policy will not be 
tolerated and may result in immediate termination. 

For more details about what information we collect and how we use it, please see the Employee Privacy Notice, 
which is location in the Global Privacy Sharepoint via a-Live. 

The Company cannot assume responsibility for loss, theft, or damage to personal property, including vehicles that 
you bring to work. The Company retains the right to inspect all packages, etc. brought into or taken off the 
premises by employees and visitors. 

ACCESS TO FACILITIES 

We issue a Company identification/ access card to all employees. To ensure the safety of all employees, 
customers, and visitors, you must follow the applicable policies and procedures, available on a-Live and 
ThinkTime.   

SECURITY AND SAFETY 

The Company wishes to protect the safety, security and property of the Company and their employees, visitors, 
vendors and customers. To achieve these goals, the Company has adopted the following policies: 

1. Weapons, explosives, hazardous chemicals, alcohol (except when authorized by the Company), illegal 
drugs and related paraphernalia (“Prohibited Items”) are strictly prohibited from the Company’s premises. 

2. The Company reserves the right to inspect and search vehicles, equipment, documents, bags, purses, 
briefcases, lockers, packages and other containers, as well as persons entering or leaving the Company’s 
premises for Prohibited Items and property of the Company.  Any person who wishes to avoid inspection or 
search of any articles or materials should not bring such items onto the Company’s premises. 

3. The Company reserves the right to inspect and search all property of the Company’s, including desks, 
lockers, computers and other storage devices.  All such property remains the property of the Company at 
all times. 

By continuing employment or by entering onto the Company’s premises after receipt of this handbook, you agree to 
abide by the Company’s Safety and Security Policy and hereby consent to inspection and search of the items 
described above, as well as your person, by the Company or their authorized representatives. You also authorize 
the Company to seize and hold any article discovered in such inspection or search that the Company reasonably 
believes belongs to the Company or which may be required as evidence in any actual or potential proceeding.

VIOLENCE IN THE WORKPLACE 

We are committed to providing a safe and secure work environment for employees, visitors, vendors, customers, 
and the general public. In an effort to prevent the possibility of violence in the workplace, the Company has 
adopted the guidelines described in this section. 

Violence in the workplace can range from verbal or physical threats, intimidation, and/or aggressive physical 
contact.  Examples of such behavior could include: 

 Inflicting or threatening injury or damage to another person or their property. 
 Possessing a firearm, explosive or other dangerous weapon on Company premises (including Company 

vehicles) or using any object as a weapon. 
 Abusing or damaging Company property or the property of others; and 

https://adidasgroup.sharepoint.com/sites/GlobalPrivacy
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 Speaking in a threatening manner or using obscene or abusive language or gestures in a threatening 
manner. 

Because of the potential for misunderstanding, joking about any of the above conduct is also prohibited. 

You are encouraged to be proactive in maintaining a safe working environment by reporting violent or harassing 
behavior. If you observe or experience these types of behavior, report them immediately to a supervisor, our 
Facilities/Security Department, or in an extreme emergency, call 9-911 from a Company landline, or 911 from any 
phone. No adverse action will be taken against anyone who makes a good faith report of possible violence in the 
workplace. All reports will be taken seriously. 

We will take appropriate disciplinary action, including termination, against any employee who exhibits violence in 
the workplace. We may also choose to bring formal charges against anyone who endangers our employees. If you 
have questions about our Violence in the Workplace Policy, contact the HR Department. 

Retail: Guns, knives and other dangerous weapons are prohibited in all areas unless explicitly permitted by the 
applicable State law. This restriction supersedes any and all permits obtained from any issuing authority that 
allows private citizens to possess, carry or conceal guns or other weapons. We will report known violations of law 
to the police. These may include but will not be limited to violations of restraining or protective orders; trespassing; 
assault; battery; breaking and entering; and threats of violence. 

CRIMINAL ARRESTS AND CONVICTIONS 

 Off Duty Conduct: 
While we do not seek to interfere with the off-duty and personal conduct of our employees, certain types of 
off-duty conduct may interfere with the Company’s legitimate business interests.  For this reason, you are 
expected to conduct your personal affairs in a manner that does not adversely affect the brand’s or your 
own integrity, reputation or credibility.  In accordance with applicable law, off-duty conduct on the part of an 
employee that adversely affects the brand’s legitimate business interests or the employee’s ability to 
perform their job may result in disciplinary action, up to and including termination. 

 Arrests and Convictions: 
Employees must report any arrest or criminal conviction(s).  For this purpose of this policy, “criminal 
conviction” means all criminal convictions and pleas that are acknowledgements of criminal responsibility, 
including but not limited to registration as a convicted sex offender with any governmental authority as a 
result of any prior conviction for a sex offense, and/or any convictions or pleas that are acknowledgments 
of criminal responsibility subject to the jurisdiction of a military court. 

Convictions for traffic-related infractions (e.g., speeding, unsafe movement, improper equipment) are not 
required to be reported under this policy unless driving is a required part of the employee’s regularly 
assigned job duties. In these circumstances, the employee must report any traffic-related conviction under 
the provisions of this policy. 

 Reporting of Criminal Arrests and Convictions 
Retail: The Company has a mandatory process by which all new hires undergo a criminal background 
check as a condition of a job offer, in accordance with applicable law. Post-employment, all employees 
must report any post-employment criminal arrests or convictions to Human Resources or their Manager no 
later than seven calendar days following the arrest or conviction. Failure to inform the manager or HR 
within the designated time period subjects the employee to corrective actions up to and including 
termination. The Company will review the circumstances of the criminal conviction(s) to determine if the 
conduct would be inconsistent with the employee’s assigned job duties.  

Individuals covered by this policy (“employees”) include all regular employees, temporary or seasonal 
employees, and on-leave employees. 

 Corrective Action 
The arrest of an employee, whether on or off company property, may result in corrective action. Corrective 
action depends upon a review of all factors involved, including whether or not employees’ action was work-
related, the nature and severity of the act, or any resultant circumstances that adversely affect the 
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employee’s attendance. Such corrective actions may include termination.  

If an employee is convicted of a criminal offense while employed at the Company, they may be terminated 
and, if terminated, may be ineligible for rehire. The ultimate disposition of the issue will depend upon the 
nature of the offense and the staff member’s work duties. Any corrective action taken must be supported 
by available information coming from witnesses, police, or court records.  

A willful failure to report a criminal conviction under this policy or to cooperate with the Company’s 
authorities in regard to a reportable matter under this policy may subject the employee to appropriate 
disciplinary action, up to and including termination of employment.

BUSINESS TRAVEL + EXPENSES 

Business travel is a large expense for the Company.  We have implemented several guidelines to help us control 
costs associated with airline tickets, car rentals, overnight accommodations, etc.  If you are required to travel as a 
part of your job, we encourage you to review the details of our travel  before you begin to plan a trip. 

SERVICE ANIMALS 

We only allow service animals at adidas locations, including distribution centers, corporate offices, and retail 
stores. Pets, comfort animals, and emotional support animals are not permitted. 

Service animals are defined as any dog or miniature horse that is individually trained to do work or perform tasks 
for the benefit of an individual with a disability. Comfort or emotional support animals are defined as any animal 
that provides comfort to a person with a psychiatric disability but is not individually trained to assist that individual 
by performing specific tasks. 

FOR RETAIL ONLY 

Customer Service 

All employees are expected to extend courtesy to customers and all other employees at all times. Employees 
should greet the customer as soon as reasonably possible when they enter the store and thank the customer and 
invite them back when they leave the store. The store must be kept tidy with counters, floors, aisles and doorways 
clear and clean. All customer complaints should be referred to the manager on duty. 

Product limits 

Bulk Buys 

 Purchases of 10 or more units of the same style(s) are prohibited per visit per day.  
 Example of a style(s) include Superstar, Ultraboost, NMD etc., regardless of size, color, gender. 
 No volume-based discount may be applied on top of current in store promotions. 
 Any exceptions outside the quantity limits must be communicated and approved by Company District 

Leadership. 

Team Sale 

 This includes groups/clubs/teams’/charity organizations who will buy multiple items or one-off purchases 
of a high value that does not follow under the purchase limits. 

 Examples of identification include a school letter head, charity documentation, coaches identification card, 
current School/Sports season schedule. 

 Stores needing approval work with your District Leader. 

RETAIL LOSS PREVENTION 

 Internal Theft 
No associate is permitted to take, borrow or dispose of any cash, merchandise, equipment, supplies, or 
any other property that belongs to adidas. For any suspicion or knowledge of internal theft, notify your 
Store Manager or call the Retail Response Line. Information leading to the termination of a dishonest 
employee can earn you a $250 gift card.  

https://teamworkspaces.adidas-group.com/ws/NAMtravel/SitePages/Home.aspx


50 

 External Theft 
Employees may not question a customer suspected of shoplifting. No employee is permitted to physically 
restrain or pursue a customer suspected of shoplifting. Notify your Store Manager immediately if you 
notice anyone or anything suspicious. 

 Bag Inspections 
A member of management will check all your packages, handbags, briefcases, backpacks, bags, etc. 
before you leave the premises. While remaining clocked in, please notify a member of management that 
you will be leaving.  Both you and manager must go to an area near the front entrance or stockroom in 
view of a security camera and you must remain clocked in until the bag inspection is complete.

 Lockers
Lockers may be provided in some stores for your belongings during your scheduled shift. Management 
reserves the right to check and clean lockers regularly. adidas is not responsible for any items placed in 
lockers. 

SUMMARY 

We hope this handbook has answered many of your questions regarding employment with adidas. We realize that a 
handbook cannot possibly answer every question you are bound to have. So, we want to remind you that the HR 
Department welcomes your questions, comments, and suggestions. At adidas, our goals and expectations are 
high. We are very excited about the challenges and rewards facing us. We are glad that you are part of our 
organization, and we appreciate your contribution. 


