EMPLOYEE GUIDE

CONTENTS
ABOUT THIS GUIDE ..............................................3
LUXOTTICA: TO SEE THE BEAUTY OF LIFE ..........3
Diversity & Inclusion ....................................................4
Help the World See Together With OneSight ...........4
HIRING & WORK PRACTICES................................4
Employment-at-will ....................................................4
Discrimination, Harassment and Retaliation Prevention ..4
Open Door Policy ......................................................6
Accommodations .......................................................7
Romantic Relationships at Work ...............................8
Employment of Relatives/Cohabitation .....................8
Immigration Law Compliance......................................9
Drug and Alcohol Free Workplace .............................9
Visitors .......................................................................10
Workplace Violence and Weapons ...........................10
Domestic Violence ...................................................11
Smoking and Tobacco Use .......................................11
Dress Code ...............................................................12
PERSONAL DATA PROTECTION........................12
Access to Personal Data and Security Precautions...13
Health Insurance Portability and Accountability Act
(HIPAA) .....................................................................13
Reporting ..................................................................14
PROTECTION OF COMPANY ASSETS...............14
Asset Protection .......................................................14
Management of Business Records .......................... 14
Use of Company Property ........................................14
Corporate Information Technology and Data Security...14
Mobile Devices ........................................................16
Use of Company Name/Trademark ...........................17
Group Corporate Communications Policy...............18
Social Media ............................................................19
Competitive Employment .........................................21
Solicitation and Distribution .....................................21
Workplace Searches and Monitoring........................22
Lockers .....................................................................22
EMPLOYMENT RELATIONSHIP..........................22
Employment Status ..................................................22
Wage Payment .........................................................23
Pay Transparency Non-Discrimination ......................23
Non-Exempt /Hourly Employees ..............................23
Expense Reimbursement .........................................24
Exempt/Salaried Employees ....................................24
Payroll Deductions ...................................................25

Reporting Payroll Errors and Questions ...................25
Direct Deposit ..........................................................25
Work Schedules .......................................................25
Attendance ...............................................................26
Attendance and Pay During Emergency Closings..26
Meal Periods and Rest Breaks ................................27
Transfers ...................................................................27
Performance Management ......................................27
Termination of Employment ....................................29
RESIGNATION .....................................................29
Return of Property, Final Pay and Post-Employment
Benefits ...................................................................29
Personnel Files .........................................................30
Employment Verification and References ................30
WORK ENVIRONMENT ......................................30
Safety, Health and Environmental ...........................30
Occupational Incidents, Injuries and Illnesses .........30
LEAVES OF ABSENCE .......................................30
Family Medical Leave Act (FMLA) ............................31
Military Leave............................................................33
Company Medical Leave ..........................................34
Personal Leave .........................................................34
Bereavement Leave .................................................34
Jury Duty Leave ........................................................34
Time Off To Testify as a Witness ..............................35
Time Off to Vote ......................................................35
Additional Leaves of Absence not listed in This Guide..35
EMPLOYEE BENEFITS .......................................35
Paid-Time Off (PTO)..................................................35
Leadership PTO ........................................................37
Holidays....................................................................38
Health & Welfare Benefits.........................................38
Short Term Disability.................................................39
Employee Assistance Program (EAP) .......................39
Retirement ................................................................39
Additional Benefits and Extra Perks .........................40
Crisis Assistance Programs .......................................40
Members Trust Federal Credit Union .......................41
Professional Development and Career Growth.......41
LUXOTTICA OPERATIONS ADDENDUM..............42
Visitors ......................................................................42
Food and Drink ........................................................42
Dress Code ..............................................................42

Employee Badges ....................................................43
Work Floor Phones ...................................................43
Photography, Video and Recordings ........................43
Pre-Shift and Post-Shift Work Activities ....................43
Voluntary and Mandatory Overtime .........................44
Leaving Luxottica Operations Premises during Work
Times.........................................................................44
Reporting Pay ...........................................................44
Attendance ...............................................................45
Attendance and Pay during Emergency Closings and
Inclement Weather ...................................................46
Meal Periods and Rest Breaks...................................46
Transfers ...................................................................47
Safety, Health and Environmental ............................47
CALIFORNIA ADDENDUM ................................50
California Meal Periods and Rest Breaks ..................50
Reporting Time Pay ..................................................51
California Family and Medical Leave .......................51
California Pregnancy Disability Leave .....................52
PUERTO RICO ADDENDUM ..............................54
Probationary Employment Period ............................54
Overtime...................................................................54
Meal Periods ............................................................54
Non Occupational Disability Insurance (SINOT).......54
Jury Duty Leave........................................................55
Time Off to Testify as a Witness ................................55
Maternity and Adoption Leave..................................55
Breastfeeding............................................................55
Special Leave for Employees with a Serious
Catastrophic Illness ..................................................56
Vacation Time ...........................................................56
Sick Time ..................................................................56
Caregiver Leave .......................................................57
CANADA ADDENDUM .......................................58
90-Day Probationary Period .....................................58
Immigration Law Compliance ..................................58
Primary Languages ..................................................58
Personal Information Protection and Electronic
Documents Act (PIPEDA) .........................................58
Employment Status ..................................................59
Overtime ..................................................................59
Meal Periods ............................................................59
Eligibility for Rehire ..................................................59
Return of Property, Final Pay, and Post-Employment
Benefits ....................................................................59

Employment Verification and References ................60
Leaves of Absence ...................................................60
Employee Benefits ...................................................63
Health & Welfare Benefits ........................................65
LUXOTTICA EMPLOYEE AGREEMENTS..............67
Confidential Information and Non-Solicitation
Agreement ...............................................................69
Inventions Agreement...............................................73
Release for Use of Likeness, Voice and Name
Agreement................................................................73
Dispute Resolution Agreement.................................74
Electronic Protected Health Information (ePHI)
Agreement ...............................................................80
Luxottica Employee Guide Acknowlegement and
Agreement for United States Employees .................81
Luxottica Employee Guide Acknowlegement and
Agreement Canada Employees ...............................82
Luxottica Employee Guide Acknowlegement and
Agreement for Puerto Rico Employees ....................83

ABOUT THIS GUIDE
The Employee Guide (“Guide”) is intended to help
employees understand the expectations, work
environment, and policies that apply to all employees
of Luxottica in North America. It also describes many
of the benefits and perks our employees enjoy.
The Employee Guide applies to all Luxottica
employees in the United States, the Commonwealth
of Puerto Rico, the Caribbean and Canada, including
those working at Luxottica Wholesale, Luxottica
Rx Operations and Distribution Centers, EyeMed,
LensCrafters, Pearle Vision, Sears Optical, Target
Optical, Sunglass Hut, Apex by Sunglass Hut, ILORI,
Optical Shops of Aspen, EYEXAM of California, Inc.,
Ray-Ban, Oakley, and Oliver Peoples, as well as any
other employer that becomes a part of the Luxottica
group of companies (collectively, “the Company,”
“we,” “our” or “us”). For purposes of this Guide, all
Luxottica employees working in Manufacturing, Rx
Operations and Distribution Centers are collectively
referred to as “Luxottica Operations.” This Guide
replaces and supersedes all prior Guide versions.
For those employees working in Luxottica Operations
or in certain geographies (e.g. California, Canada,
Puerto Rico and the Caribbean), certain provisions of
the Employee Guide will either not apply due to local
law or will be supplemented by additional provisions
in the Addendums to this Guide.
For those employees working in a store location
subject to a Collective Bargaining Agreement, certain
provisions of the Employee Guide will not apply.
Employees working in a host store environment must
adhere to the policies of the host store location at
all times in addition to the policies outlined in this
Guide.
This Guide may be interpreted, applied, or modified
at the Company’s sole discretion and without prior
notice to employees. In addition to the policies in
this Guide, the Company may issue other policies
and procedures. Like the policies in this Guide, these
other policies and procedures are not contractually
enforceable, with the exception of Puerto Rico,
but are intended to inform employees of expected
behaviors.
All employees are expected to familiarize themselves
with the policies in this Guide and any other policies
and procedures that may apply to them. Employees
are expected to abide by Company policies and
LUXOTTICA - EMPLOYEE GUIDE

procedures at all times. Questions regarding what
policies apply to an employee’s position should
be referred to a manager or Human Resources.
For purposes of this Guide and the subsequent
Employee Agreements, Human Resources includes
your local Human Resources Representative, Human
Resources Business Partner and Employee Relations.
You can contact Employee Relations by selecting the
Employee Relations icon on HRCentral.Luxottica.
com. All other questions can be directed to the
Luxottica Human Resources Service Center at 1-866431-8484.
Employees who violate the letter or spirit of the
Company’s policies may be subject to corrective
action, up to and including termination of
employment (collectively referred to as “Corrective
Action” for remainder of this Guide).
For all locations except Puerto Rico: Other than the
Employee Agreements at the end of this Guide,
nothing in this Guide is contractual in nature and
nothing in it creates any contractual obligations
by the Company. This Guide is not a contract of
employment and does not obligate the Company to
act in specific ways or to maintain any specific level
or type of benefit.
Paper copies of this Guide may be ordered in Central
Purchasing or by contacting Human Resources.
Electronic copies of this Guide are available to
view or print via the Employee Relations icon on
HRCentral.Luxottica.com, or your brand-specific
online communications channel.

LUXOTTICA: TO SEE THE
BEAUTY OF LIFE
This is the vision that inspires Luxottica’s sustainable
business approach and is an integral part of the
Group’s strategy. It stems from a notion of universal
beauty that comes to life at the intersection of
personal well-being, respect for the environment,
ethics and the transparency of relations.
Luxottica has always been committed to making the
best glasses possible - innovative design, exceptional
quality and cutting-edge processing methods – to
enable people to enjoy the beauty of life in all its
forms.
Sustainability in its wider meaning - environmental,
social, economic - is a principle which is deeply
rooted in Luxottica’s story and one that has evolved
3

over the years to become part of the fabric of the
Company.

vision care and eyewear to build solutions to help the
world see.

Leveraging on the excellence of the Group, Luxottica
intends to make a greater contribution to the
economic and social progress of the communities in
which it operates. The environment is another key
element in Luxottica’s vision of Sustainability.

HIRING & WORK PRACTICES

Luxottica’s vision of Sustainability is founded on four
pillars that correspond to specific commitments,
concrete actions and increasingly challenging
goals for the Group: Commitment to Excellence,
Visual Well-Being, Social Equity, and Protecting
Environment. Visit the Sustainability section on
Luxottica.com and read the non-financial statement
at http://www.luxottica.com/en/sustainability/seebeauty-life.

DIVERSITY & INCLUSION
At Luxottica, ensuring a diverse workplace is part
of our everyday business. Our global reach is broad
and although we speak different languages, have
different traditions and celebrate different holidays,
we all share a vision for helping the world see.
This vision extends from our Milan headquarters
and stores around the world. We understand the
importance of maintaining a workforce that mirrors
our customers. It’s not a challenge or something
we strive for. We just do it. It makes us stronger. It
makes us better. And, it makes for a whole lot of fun!

HELP THE WORLD SEE
TOGETHER WITH ONESIGHT
OneSight is an independent nonprofit providing
access to quality vision care and glasses in
underserved communities worldwide. OneSight is
committed to eradicating the global vision care crisis
that affects more than 1.1 billion people, many of
whom could have their vision restored with an eye
exam and a pair of glasses.
Since 1988, OneSight has partnered with local health
organizations, governments, school districts, industry
leaders, doctors and volunteers to help more than 10
million people in 46 countries.
As OneSight’s founding global sponsor, Luxottica
provides annual operating support, frames and the
engagement of over 20,000 doctors and employees.
This specialized expertise has allowed OneSight to
create sustainable and charitable access to quality
LUXOTTICA - EMPLOYEE GUIDE

EMPLOYMENT-AT-WILL (UNITED STATES
ONLY, EXCLUDING PUERTO RICO)
For employees in the United States, with the
exception of Puerto Rico, employment with the
Company is on an at-will basis, meaning that either
the employee or the Company can terminate
employment at any time, for any reason or for no
reason. Nothing contained in this Guide alters this
at-will employment status. No Company officer,
manager or employee has authority to change
or vary the At-Will Policy, other than through an
individual contract of employment, specifically so
providing, and signed by both the employee and
a legally authorized representative of Luxottica, as
determined by Luxottica’s Legal Department, or by
an otherwise enforceable written agreement.

DISCRIMINATION, HARASSMENT AND
RETALIATION PREVENTION
Luxottica is committed to equal employment
opportunity and providing a workplace free of
harassment and bullying, as identified in the policies
below. This commitment applies to all persons
involved in our operations, including employees
(including managers), volunteers, interns, customers,
contractors, vendor personnel and temporary staff.
These policies prohibit inappropriate conduct based
on protected characteristics while on Company
property, at Company-sponsored activities and
programs, on business-related trips and anywhere
else Company business is conducted.
Everyone at the Company is expected to respect the
rights of customers, co-workers and others in the
workplace by refusing to participate in conversations
or activities that violate these policies. Employees
who encounter or observe conduct that they
believe violates the Company’s Equal Employment
Opportunity, Harassment Free Workplace, or
Workplace Bullying Policies should immediately bring
it to the attention of the Company. Managers are
responsible for taking appropriate action to address
such conduct, including reporting the complaint to
Human Resources. See “How to Report Violations
of the EEO, Harassment or Bullying Policies” in the
Open Door policy below.
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The Company prohibits any form of retaliation
against any employee for filing a bona fide complaint
under these policies or for assisting in a complaint
investigation, or as set forth under applicable law.
However, if, after investigating any complaint of
unlawful discrimination, harassment, or bullying,
the Company determines that the complaint is
not bona fide and was not made in good faith or
that an employee knowingly has provided false or
intentionally misleading information regarding the
complaint, the employee who filed the complaint
or who gave the knowingly false or intentionally
misleading information may be subject to Corrective
Action.
Equal Employment Opportunity
It is the policy of the Company to ensure Equal
Employment Opportunity (EEO) for all persons
regardless of race, color, gender, national origin,
social origin, social condition, being perceived as
a victim of domestic violence, sexual aggression or
stalking, religion, age, disability, sexual orientation,
gender identity or expression, citizenship, ancestry,
veteran or military status, marital status, pregnancy
(including unlawful discrimination on the basis of
a legally protected pregnancy or maternity leave),
genetic information or any other characteristics
protected by law .
The Company ensures non-discriminatory practices
in all matters relating to recruiting, hiring, training,
compensation, benefits, promotions, transfers, and all
other terms and conditions of employment. As part
of the Company’s Equal Employment Opportunity
Policy, Luxottica will also take affirmative action, as
called for by applicable laws and Executive Orders,
to employ and advance in employment qualified
minorities, females, individuals with disabilities, and
protected veterans.
The Company strives to create a culture in which no
person will be advantaged or disadvantaged
because of any factor unrelated to job performance.
The Company is committed to creating a positive,
healthy environment in which employees can bring
their diversity to the organization and provide insight
that culminates in better business decisions.

free from any form of harassment based on
legally protected characteristics, including sexual
harassment.
The Company prohibits any harassment, as defined
by applicable law, based on an individual’s race,
color, gender, national origin, social origin, social
condition, being perceived as a victim of domestic
violence, sexual aggression or stalking, religion,
age, disability, sexual orientation, gender identity or
expression, citizenship, ancestry, veteran or military
status, marital status, pregnancy (including unlawful
discrimination on the basis of a legally protected
pregnancy or maternity leave), genetic information or
any other characteristics protected by law.
The Company not only prohibits such conduct, it
may be a violation of federal, state, provincial or local
antidiscrimination laws. The Company prohibits such
behavior even if it is not so severe that it would
be considered illegal harassment and even if
the offending person did not intend to offend
or believed his/her comments or conduct were
welcome.
With respect to sexual harassment, the Company
prohibits the following:
1. Unwelcome sexual advances; requests for
sexual favors; and all other verbal or physical
conduct of a sexual or otherwise offensive
nature, especially where:
•

•

•

2. Offensive comments, jokes, innuendos, and
other sexually oriented statements. Examples
of conduct expressly prohibited by this policy
include, but are not limited to, the following:

Harassment Free Workplace

•

The Company is committed to providing a
professional work environment where all employees
can work together comfortably and productively.
It is the Company’s policy to maintain a workplace

•
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Submission to such conduct is made either
explicitly or implicitly a term or condition of
employment;
Submission to or rejection of such conduct
is used as the basis for decisions affecting
an individual’s employment; or
Such conduct has the purpose or effect of
creating an intimidating, hostile, or offensive
working environment.

•

Offensive or derogatory comments, jokes,
epithets or slurs based upon any protected
characteristic.
Acts or threats of violence, and physical
intimidation.
Negative stereotyping.
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•
•
•
•
•

•

•

Repeated requests for dates.
Requesting sexual favors, or suggesting that
sexual favors will gain employment benefits.
Unwelcome touching.
Any physical interference with the
employee’s normal work or movement.
Written or graphic material placed on walls,
bulletin boards, emails or elsewhere on the
Company’s premises or circulated in the
workplace that mocks, denigrates, or shows
hostility towards an individual or group,
or that otherwise could be offensive to
coworkers or a potential recipient, based
on any protected characteristic.
Sending or receiving email, instant
messaging, or text messaging that is
sexually explicit, patently offensive or
pornographic.
Coercive behavior that amounts to bullying.

Workplace Bullying
Workplace bullying includes any inappropriate
conduct or comment by an employee towards
another worker that the employee knows or
reasonably ought to have known would cause that
worker to be humiliated or intimidated, but does not
include any reasonable action taken by the Company,
manager, or supervisor relating to the management
and direction of workers at the place of employment.
Examples of conduct or comments which may
constitute workplace bullying are: verbal aggression
or insults; calling a person derogatory names;
vandalizing personal belongings or work equipment;
physical assaults or threats; making aggressive or
threatening gestures; spreading malicious rumors;
sabotaging a person’s work; or targeting a person for
social isolation or humiliation.

OPEN DOOR POLICY
The Company encourages employees to feel
comfortable expressing job-related concerns and
is committed to listening and responding to such
concerns. The Open Door Policy provides an Open
Door Process for an employee to bring a concern to
management’s attention without fear of retaliation.
In many cases, the employee’s immediate manager
is the person best qualified to address a concern or
answer a question. Managers to whom a concern is
reported through the Open Door Policy are expected
to respond, as well as report the complaint to Human
Resources.
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If an employee is not comfortable reporting a
concern to his/her manager, for example because
the concern involves the employee’s manager, the
employee may report his/her concern directly to the
next higher manager, or Human Resources.
Where necessary, Human Resources will work
with the employee and the manager to address
a concern. If the employee feels that the concern
was not addressed to his/her satisfaction by Human
Resources, such concern may be elevated to the
Employee Relations Center of Excellence to review
details, conduct an investigation where appropriate,
and attempt to resolve the issue.
While the Company will endeavor to maintain
the confidentiality of a concern reported by an
employee, it may not be possible for the Company
to do so in every circumstance. For example, in
order to resolve a concern it may be necessary for
the Company to conduct a workplace investigation
during which the details of the particular concern
may need to be disclosed to the affected/
implicated workplace parties or witnesses. In
addition, employees may be requested to maintain
confidentiality where critically necessary to protect a
witness, avoid tampering/destruction of evidence, or
to prevent a cover-up.
Employees can use the Open Door Policy without
fear of retaliation. Any person who attempts to
deter or deters an employee’s attempt to escalate
a concern, or who retaliates against an employee
in any way for using the Open Door Policy, will be
subject to Corrective Action.
Employees subject to the Dispute Resolution
Agreement are not required to use the Open
Door Policy prior to initiating arbitration, but are
encouraged to do so.
Business Abuse and Compliance Helpline
If the issue is one involving a claim of discrimination,
harassment, retaliation, or failure to accommodate,
then the employee should follow the reporting
mechanism defined below in “How to Report
Violations of the EEO, Harassment, or Bullying
Policies.”
If there are issues or concerns involving illegal or
dishonest fraudulent activity or compliance with
laws, regulations, or Company policies, including
the Company’s Code of Ethics, then employees
and others are encouraged to report these to the
Company Business Abuse and Compliance Helpline
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(EthicsPoint) at 1-888-88-SEE-IT (1-888-887-3348) or
luxotticaspeakup.com.
Employees who contact EthicsPoint may do so
anonymously, and all information received through
EthicsPoint will be kept confidential to the extent
possible. However, disclosure may be necessary
where required by law or where needed to investigate
and adequately respond to a complaint, concern
or allegation. The Company will not retaliate
against any employee who makes the Company
aware of concerns the employee may have about
unlawful activity, activities contrary to Company
policy or activities which otherwise amount to
improper conduct. This includes, but is not limited
to, protection from retaliation in the form of an
adverse employment action such as termination,
compensation decreases, poor work assignments, and
threats of any type.
How to Report Violations of the EEO, Harassment or
Bullying Policies
It is essential that anyone who observes or is the
subject of inappropriate conduct report the conduct
so that the Company can respond. Options are
available to employees who may have concerns about
inappropriate workplace behavior. If the employee is
comfortable doing so, he/she may ask the harasser
to stop the offending behavior. The offender may not
realize the behavior is offensive. Often, merely telling
the offender will stop the conduct.
If the conduct does not stop after confronting
the offender, or the employee is not comfortable
addressing that person, the employee should
immediately report his/her concerns to any of the
following resources:
•

•

•

Employees may report the conduct to their
manager or, if not comfortable doing so, to
the next higher manager.
Employees may report the conduct to
Human Resources in person or by selecting
the Employee Relations icon on HRCentral.
Luxottica.com.
Employees may report the conduct to
EthicsPoint at 1-888-88-SEE-IT (1-888-8873348) or luxotticaspeakup.com.

Employees may be asked to provide a written
description that includes details of any incident(s),
names of individuals involved, and names of any
witnesses.
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Employees have a duty to cooperate in the
Company’s investigation of alleged inappropriate
conduct, except where a Company investigator
informs you that your cooperation is voluntary.
Failing to cooperate, intentionally withholding
material information or deliberately providing false
information during an investigation violates this
policy and may subject an employee to Corrective
Action.
When deemed necessary, employees or others
may be separated during the investigation,
and an alleged harasser (or other persons) may
be suspended pending the outcome of the
investigation. If the alleged harasser is a vendor
representative or a temporary staff person, the
Company may request his/her temporary removal
from the assignment pending the outcome of the
investigation.
If the Company determines that an employee
has violated this policy, he/she will be subject to
Corrective Action. If a vendor representative or
temporary staff person violates this policy, the
individual may be prohibited from performing future
services for the Company.
Employees with questions or concerns about the
process, or about an ongoing or completed
investigation, should contact Human Resources.
Employees who use the above reporting mechanisms
are expected not to abuse them. False reporting is
strictly prohibited. Any employee who intentionally
makes false or misleading allegations will be in
violation of Company policy, and may be subject to
Corrective Action.

ACCOMMODATIONS
Where required by law, the Company will provide
reasonable accommodation(s) for employees and
applicants for employment with disabilities,
as well as employees who require reasonable
accommodation(s) for pregnancy, childbirth,
breastfeeding, or related medical conditions.
Similarly, reasonable accommodation(s) may also be
provided for employees with sincerely held religious
beliefs or who are victims of domestic violence in
compliance with applicable state, provincial or local
law.
Questions about or requests for reasonable
accommodation(s) should be directed to Human
Resources. Managers who receive questions or
7

requests for a reasonable accommodation should
also contact Human Resources for further guidance.
Employees who wish to report a potential violation of
this policy should follow the reporting procedure in
the Open Door Policy defined above.

ROMANTIC RELATIONSHIPS AT WORK
The Company expects managers, supervisors,
and team leaders (collectively referred to as a
“Leadership Employees”) to maintain professional
working relationships with their subordinates.
Accordingly, dating, romantic and/or marital
relationships (collectively referred to as “Romantic
Relationships”) between Leadership Employees
and subordinates are prohibited, and Leadership
Employees are encouraged to refrain from excessive
non-work related socialization with subordinates due
to the negative impact it may have on the workplace.
The Company treats all Romantic Relationships
equally, regardless of sex, sexual orientation and/or
gender identity.
Examples of prohibited Romantic Relationships
include:
•

•
•

Store level managers and supervisors may
not date anyone who works at their store
location(s).
Field managers may not date anyone who
works in their zone or region.
Supervisors and above may not date anyone
in their group or department.

Further, Romantic Relationships in the workplace
at any level are not encouraged. Employees who
elect to engage in a Romantic Relationship with
other employees or applicants do so with the
understanding that the relationship may be subject
to review by the Company. If any negative impact on
the workplace occurs, including actual or perceived
favoritism, distraction, fighting or other inappropriate
behavior, the Company will treat such conduct as a
performance issue.
The Company reserves the right to prohibit dating in
other situations where the Company determines that
a Romantic Relationship may be detrimental to the
Company’s business interests.
The Company further reserves the right to transfer
employees, make alterations to their duties and
responsibilities, place one of the employees outside
the reporting relationship, or where the foregoing is
not feasible, terminate the employment relationship
LUXOTTICA - EMPLOYEE GUIDE

in order to address work performance issues, actual
or perceived favoritism, actual or perceived conflicts
of interest, or any other bona fide operational or
business concern that stems from the Romantic
Relationship between employees. The Company
will evaluate any given situation on a case-by-case
basis to determine whether any of the abovenoted concerns are triggered and, if so, what the
appropriate course of action may be.
If a Romantic Relationship between a Leadership
Employee and subordinate exists or develops, the
participants are required to report their relationship
to the Leadership Employee’s manager and Human
Resources. If an employee knows that he/she is being
considered for a job change such as a promotion
or transfer or has requested a job change, he/she
must disclose whether the proposed change would
result in a violation of this policy. The Company
may decline to authorize a job change to prevent a
violation of this policy. Managers and subordinates
who misrepresent, hide, or fail to promptly disclose
any such Romantic Relationship may be subject to
Corrective Action.

EMPLOYMENT OF RELATIVES/
COHABITATION
The Company recognizes the natural desire of
employees to assist their relatives, as well as others
with whom they have cohabitating relationships,
to seek careers with the Company. This policy
is established to protect the Company and its
employees from problems that might arise where
it employs employees who share these types of
relationships, such as actual or perceived conflicts of
interest and favoritism.
With respect to employment of relatives and
individuals with whom employees have a cohabiting
relationship, candidates will be considered for
employment with the Company based on their
qualifications, but may not be hired if to do so would:
1. Result in a direct reporting relationship between
relatives or cohabiting employees;
2. Adversely impact the ability of the employee or
his or her relative or cohabitator to perform his
or her assigned duties and responsibilities; or
3. Create either an actual or perceived conflict of
interest.
This policy applies equally to situations that arise
during the hiring process as it does to situations that
exist or develop in the future through promotion,
8

transfer, marriage, housing changes or other actions.
As such, all employees have an ongoing obligation
to advise management promptly of any changes in
these relationship statuses with another employee.
The Company will evaluate any given situation on a
case-by-case basis to determine whether any of the
above-noted concerns are triggered and, if so, what
the appropriate course of action may be.
The Company reserves the right to transfer
employees, make alterations to their duties and
responsibilities, place one of the employees outside
the reporting relationship, or where the foregoing is
not feasible, terminate the employment relationship,
in order to address work performance issues, actual
or perceived favoritism, actual or perceived conflicts
of interest, or any other bona fide operational or
business concern that stems from a relationship
existing between related or cohabitating employees
For purposes of this policy, the term “relative” shall
apply to the following relationships whether they are
established by blood, marriage (“in-law” relationship)
or other action: father, mother, son, daughter, brother,
sister, grandparent, grandchild, aunt, uncle, niece,
nephew, cousin, spouse, domestic partner or similar
relationship. The term “cohabitator” or “roommate”
applies to anyone with whom a residence is shared.

IMMIGRATION LAW COMPLIANCE
(UNITED STATES ONLY, INCLUDING
PUERTO RICO)
For the Canadian policy regarding Immigration Law
Compliance, please see the Canada Addendum
found in this Guide.
The Company is committed to full compliance
with applicable federal and state immigration laws.
These laws require that all applicants and employees
establish and maintain proof of their legal right to
work in the United States as condition of employment.
Every employee must provide satisfactory evidence
of his or her identity and legal authority to work in the
United States no later than three business days after
he or she begins work. If an employee’s immigration
status changes during the course of employment, the
employee must notify his/her manager prior to the
change, and complete all necessary documentation
to demonstrate continued authorization to work in the
United States for the Company.

DRUG AND ALCOHOL FREE WORKPLACE
The Company is committed to providing a safe
LUXOTTICA - EMPLOYEE GUIDE

and productive workplace for our employees and
customers.
The following is prohibited while on Company
property, Company time (including meal periods and
rest breaks), or while representing the Company:
1. Use, abuse or being under the influence of:
•
•
•
•
•

•

Illegal drugs.
Illegal chemicals.
Marijuana or marijuana products.
Legal chemicals for any unintended
purpose.
Prescription drugs, for any purpose other
than is prescribed or by anyone other than
the person to whom it is prescribed.
Alcohol (except as authorized at certain
designated Company events).

2. The purchase, sale, transfer, possession,
manufacture or distribution of illegal drugs,
marijuana or marijuana products, prescription
drugs (other than legal purchase or possession
by the person to whom it is prescribed), illegal
chemicals or legal chemicals for any unintended
purpose.
If the Company determines that an employee
engaged in these prohibited behaviors, he/she may
be subject to Corrective Action.
This policy applies to employees as well as
applicants for employment with the Company. It is
an employee’s responsibility to notify management
when taking any prescription medication that might
affect safe job performance. The employee is to
inform his/her manager of the possible effects of the
medication; however, he/she should not disclose any
diagnosis or underlying medical condition.
The Company will accommodate medical marijuana
users where and to the extent required by law, but
otherwise will not permit the use or possession of
marijuana or marijuana products at work. Medical
marijuana patients must not come to work impaired.
Known Violations
If an employee knows of another employee’s
violation of this Policy, it is the employee’s
responsibility to immediately notify his/her manager,
the manager on duty or Human Resources at the
Employee Relations Emergency Number at 513-7656871.
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Drug and Alcohol Testing
Excluding Canada and Puerto Rico, the Company
reserves the right to test applicants for employment,
and in certain situations, test employees for evidence
of illegal drug and/or alcohol use. A positive test,
or refusal to test, may result in withdrawal of a
candidate’s contingent offer of employment, or
Corrective Action for employees.

•

VISITORS
To ensure a safe work environment, all visitors must
comply with applicable Company policies. Visitors
include family members, friends, customers, vendors,
and other non-employees.
Retail
Visitors are not permitted in the retail location/store
before or after hours. Further, visitors are never
allowed in the stockroom or office areas regardless of
operational hours.
Non-Retail
All visitors must enter through the main lobby doors
and be issued a visitor identification badge upon
arrival. Visitor identification badges must be worn
and visible at all times. Foothill Ranch employees
wishing to bring a visitor to the Employee Purchase
store must enter through the security entrance
located on the side of the building.

WORKPLACE VIOLENCE AND WEAPONS
The Company values the health and safety of its
employees and expects that its workplace(s) will be
free of workplace violence. The Company will not
tolerate incidents of workplace violence perpetrated
against or by any employee, customer, vendor,
contractor, visitor or any other person at a Company
workplace or involved in Company business.
Workplace violence includes but is not limited to:
•

•

•

The use of physical force against or by
an employee that causes or could cause
physical injury such as punching, hitting,
kicking, pushing, damaging property, or
throwing objects;
The attempted use of physical force against
or by an employee that could have caused
physical injury;
An action or statement (or series of actions
or statements) occurring on or off Company
property that is reasonably believed to be
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a threat or veiled threat of physical harm
against or by an employee, or reasonably
believed to be a threat to safety or security
in the workplace; and
The possession, storage and use (actual,
attempted or threatened) of firearms,
ammunition and other dangerous items that
may be considered a weapon while carrying
out Company business or on Company
property, except for the transportation or
storage of lawfully possessed firearms or
ammunition inside locked, privately-owned
vehicles located in Company parking
lots or other parking areas provided by
the Company, as permitted by state or
local law in the United States. Where
permitted, such lawfully possessed firearms
and ammunition must be stored in a place
hidden from ordinary observation when an
employee is in the vehicle or locked in the
vehicle’s trunk, glove box or interior, or in a
container securely affixed to the vehicle, if
an employee is not in the vehicle. Further,
the firearms or ammunition may not be
removed from the employees’ personal
vehicle or displayed to others.

For the purposes of this policy, Company property
includes all places where Company business occurs,
including Company buildings and surrounding
perimeters like parking lots, sidewalks and driveways,
Company vehicles, as well as off-site locations where
business occurs.
Every person on Company property is responsible
for acting in compliance with this policy. Employees
should immediately report any real or imminent
violence, threats of violence, intimidation against
themselves or others (including threats to harm
oneself), and weapons concerns to a manager,
Human Resources, the Employee Relations
Emergency Number at 513-765-6871, or Asset
Protection.
In addition, all employees should be aware of their
right to Avoid, Deny and Defend any time their safety
is threatened with a weapon, including in an active
shooter situation:
•
•

Avoid: If it is safe, everyone should exit the
facility immediately to AVOID the threat.
Deny: If unable to exit safely, lock everyone
in their current location and block the
entrance to DENY the person’s access.
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•

Defend: If you are unable to AVOID or DENY
the threat, you may DEFEND yourself using
whatever means are available.

A full investigation and appropriate course of action
will follow any good faith reports of violence, threats
of violence, or weapons in the workplace. With
respect to workplace violence, as defined in this
policy, the Company may, where appropriate:
•
•
•

Remove the perpetrator from Company
property by security or the police;
Take Corrective Action against an employee,
and/or report the conduct to the police; and
Report the conduct of any other person to
their employer, supervisor and/or principal
and/or to the police.

Workplace violence and this policy are serious
matters. This policy prohibits retaliation against
employees who have made good faith complaints
or provided information regarding a complaint or
incident of workplace violence. Employees who
engage in retaliation or threats of retaliation may be
subject to Corrective Action.

DOMESTIC VIOLENCE
The Company will make all efforts necessary to
support employees who are victims of domestic
violence, stalking, sexual assault and/or sexual abuse
(collectively referred to as “domestic violence”),
regardless of race, color, gender, national origin,
social origin, social condition, religion, age, disability,
sexual orientation, gender identity or expression,
citizenship, ancestry, veteran or military status, marital
status, pregnancy (including unlawful discrimination
on the basis of a legally protected pregnancy or
maternity leave), genetic information or any other
characteristics protected by law .
Any employee experiencing domestic violence
outside of the workplace that may create a risk of
danger to him/herself or others in the workplace is
encouraged to report such violence to management
or Human Resources so that the Company can take
reasonable preventive steps. Further, managers and
employees should also bring to their Field Managers’
and Human Resources’ attention any concerns they
may have about an employee’s potential involvement
in a domestic violence situation. Human Resources
will work with the Field Manager to conduct a
thorough investigation and determine what type
of support or reasonable accommodation that the
employee may need, in compliance with applicable
LUXOTTICA - EMPLOYEE GUIDE

state, provincial or local law.
Depending on your location, state, provincial or local
law may provide additional paid or unpaid leave to
employees who are victims of domestic violence.
Where applicable, the Company may not in any
manner discriminate or retaliate against an employee
who is a victim of domestic violence for taking time
off from work to:
•
•

•

•

•

Seek medical attention for injuries caused
by domestic violence or sexual assault.
Obtain services from a domestic violence
shelter, program, or rape crisis center as a
result of domestic violence or sexual assault.
Obtain a temporary restraining order to
help ensure health, safety or welfare of the
individual or his/her children.
Obtain psychological counseling related
to an experience of domestic violence or
sexual assault.
Participate in safety planning and take
other actions to increase safety from
future domestic violence or sexual assault,
including temporary or permanent
relocation.

Except in a case of imminent danger, an employee
seeking leave from work under this policy must
provide the Company with advance notice of the
leave. In addition, the Company may require the
employee to provide documentation verifying the
need for the leave. For additional information,
contact Human Resources and/or the Luxottica Leave
and Disability Service Center at 1-866-431-8484.

SMOKING AND TOBACCO USE
The Company is dedicated to providing a healthy,
comfortable and productive environment for our
employees. Luxottica is a non-smoking organization.
Smoking (including the use of e-cigarettes and similar
vapor devices) and the use of tobacco products is
prohibited in all stores, field locations, buildings,
Company sponsored meetings and events, and in
Company vehicles that are occupied by more than
one person. All employees, customers and visitors
are expected to comply with this policy.
Smoking and tobacco are only permitted in
designated outdoor areas where receptacles are
located. Smoking is prohibited on the loading dock
and near entrances to the building.
Employees are allowed rest breaks during the course
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of the day, based on the number of hours they are
scheduled to work. Smoke breaks should be taken
during, and not in addition to, an employee’s rest
breaks.

DRESS CODE
For the Luxottica Operations policy regarding
Dress Code, please see the Luxottica Operations
Addendum found in this Guide.
Professional relationships with customers, coworkers
and vendors are vital to the Company’s business. An
employee’s appearance plays an important part of
building that relationship. Dress code requirements
will vary depending on the particular requirements
of an employee’s job and workplace; however,
all employees are expected to be well-groomed,
practice good hygiene and project a professional
image.
Employees who violate the dress code applicable
to their work location may be sent home and/or
may be subject to Corrective Action. Questions
and requests for dress code accommodations,
including to reasonably accommodate an employee’s
sincerely held religious beliefs, should be directed
to the employee’s immediate manager or Human
Resources.
Store Locations

the protection of personal information belonging to
employees, applicants and customers. Employees
are expected to understand and comply with all
applicable legislation, and the Company’s privacy
and security policies and procedures found on the
One.Luxottica.com.
Our privacy and security commitment includes
ensuring the confidentiality, availability, integrity,
and security of personal information and allowing
our customers, employees and applicants to
request access to, and correction of, their personal
information, all in compliance with applicable federal,
state and provincial privacy law.
Personal information covered by this policy
includes, but is not limited to the following types
of information, that may or may not be used in
conjunction with identifiable information such as
individual’s name, or first initial and last name:
•
•
•
•
•
•
•

Employees must follow the dress code Guidelines
applicable to their position and brand, which may
change from time to time.

•
•

Corporate Locations

•

Employees should dress for their day. When
representing the Company in meetings with external
parties, business formal or business casual attire
is required. On other days, smart casual attire
(e.g. dress/polo shirts and fashionable jeans) is
acceptable, with the exception of Oakley Foothill
Ranch, where employee attire may also align with the
brand’s position as a leading provider of optics and
apparel within the sports performance industry.

PERSONAL DATA PROTECTION
It is essential that employees protect the
confidentiality of personal information of customers
and employees, and safeguard such information
contained in Company records or other data. The
information provided in this Guide is a summary of
the Company’s policies and procedures regarding
LUXOTTICA - EMPLOYEE GUIDE

•
•
•
•
•
•
•
•
•
•

Social Security/Insurance Number
Driver’s License Number or state/provinceissued identification card number
Home address
Non-Company telephone numbers and
email addresses
Date of birth
Financial account numbers
Credit or debit card numbers or related
security codes
Passport number
Medical information (including that
governed by the Health Insurance
Portability and Accountability Act (HIPAA))
Accommodation requests and related
information
Luxottica identification, including Luxottica
ID
Luxottica passwords
Alarm codes
Beneficiary or emergency contact
information
Maiden name
Mother’s maiden name
Results of background or criminal history
checks
Payroll and salary information
Biometric data (such as fingerprint, voice
print, retina or iris images)
Digital or other electronic signature files

Social Security/Insurance numbers must be given
particular protection. No employee or customer
12

Social Security/Insurance number may be publicly
posted or displayed in any way that communicates
or makes the number publicly available. Social
Security/Insurance numbers may not be printed
on any card required for the individual to access
Company products or services. They also may not
be required to be transmitted over the internet
without appropriate encryption, required to access a
Company website, or printed on any materials to be
mailed to an individual, unless required by provincial,
state or federal law. A Social Security/Insurance
number may, however, be included in applications
and forms sent by mail as part of an application or
enrollment process, as long as the number is not
visible from the outside of an envelope.

any improper, unlawful purpose or any purpose not
related to the Company’s business.
Examples of reasonable security precautions that
should be taken with respect to personal information
covered by this policy include, without limitation:
•

This policy does not prohibit non-supervisory and
non-managerial employees in the United States from
communicating about their employment conditions
or sharing information for the purpose of engaging in
activities protected by the National Labor Relations
Act.

•

ACCESS TO PERSONAL DATA AND
SECURITY PRECAUTIONS

•

Access to personal information, as defined above, is
limited to those employees who require such access
to perform their job duties. Employees who have
access to personal data are expected to ensure,
to the extent practicable, the confidentiality and
security of that information and to take reasonable
security measures to protect the information from
unauthorized access, destruction, use, modification or
disclosure.
Despite the close working relationship between
employees and subleasing optometrists or
ophthalmologists, no retail employee should handle a
subleasing doctor’s patient file or data unless it is with
the specific permission of and under the direction
of the doctor or pursuant to a Business Employee
Agreement and in the course of treatment.
Unauthorized access, destruction, use, modification
to, or disclosure of personal information regarding
any current or former customer, applicant or
employee of the Company for any improper, unlawful
or non-business purpose is strictly prohibited. As used
herein, unauthorized access means any intentional
effort to discover, review or obtain personal data for
any improper, unlawful or non-business purpose.
Unauthorized disclosure means publishing or
providing personal data to any person or entity for
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•

•

•

•

Taking reasonable steps to destroy records
containing covered personal information
once the record is no longer required to be
retained by shredding or erasing the record,
or by any other means which makes the
information unreadable or undecipherable,
in accordance with federal, state, provincial,
and local record retention requirements
(where applicable).
Storing documents containing personal data
in locked file cabinets.
Ensuring that computers containing
personal data are password protected and
locked when not in use.
Ensuring documents containing personal
data are not left unattended.
Verifying that persons requesting personal
data are entitled to receive the information.
When computer equipment or electronic
media that contain personal data are to be
discarded, contacting the IT Department for
disposal assistance.
Any personal information disclosed
pursuant to a contractual arrangement with
a third party, and after consultation with the
Legal Department, must require the third
party to agree contractually to implement
and maintain reasonable security practices
and procedures to protect the personal
information from unauthorized access,
destruction, use, modification or disclosure.

HEALTH INSURANCE PORTABILITY AND
ACCOUNTABILITY ACT (HIPAA)
Employees are expected to be knowledgeable of
and comply with all Company Health Insurance
Portability and Accountability Act (“HIPAA”) policies
and procedures. Additional information about
the Company’s policy on electronic information
protected by HIPAA may be found in the Electronic
Protected Health Information (“ePHI”) Agreement
contained in this Guide and the Company’s HIPAA
policies and trainings located on Luxottica’s intranet,
or your brand-specific online communications
channel. If an employee does not have access
to Luxottica’s intranet or brand communications
channels, he/she may request a copy of the policy
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from his/her manager.

REPORTING
All employees are expected to immediately report
any instances of identity theft, or any instance of
unauthorized access, destruction, use, modification
or disclosure of covered personal information,
including any security breach of an electronic
system that contains covered personal information.
Employees should immediately report known or
suspected conduct to their manager, the next
higher manager, or contact the EthicsPoint line
at 1-888-88-SEE-IT (1-888-887-3348) or www.
luxotticaspeakup.com. Failure to report any such
instances may result in Corrective Action.
For additional Canadian Personal Data Protection
policies, please see the Canada Addendum found in
this Guide.

PROTECTION OF COMPANY
ASSETS
ASSET PROTECTION
Asset protection is everyone’s responsibility. As an
employee, it is your duty to prevent, identify and
report known or suspected asset protection concerns
such as theft, shoplifting or shrinkage.
To report an asset protection issue, or for asset
protection questions, contact the appropriate Asset
Protection Manager, Human Resources or contact the
EthicsPoint helpline at 1-888-88-SEE-IT (1-888-8873348) or www.luxotticaspeakup.com.
Never jeopardize your safety or the safety of
other employees and customers by pursuing,
apprehending or detaining a shoplifter. Please refer
to the The 3 Rs Of Shoplifting Prevention Policy for
additional information. Failure to follow this policy
may result in Corrective Action.

property with Luxottica. Limited use of such property
for personal use is permitted, but any further misuse
is prohibited, and may result in Corrective Action.
Examples of misusing such property include: personal
use of copiers, Federal Express, UPS, postage, long
distance telephone calls, excessive personal use
of Company cell phones and mobile devices (see
Mobile Devices in this Guide for more information),
and defacing Company property.

CORPORATE INFORMATION
TECHNOLOGY AND DATA SECURITY
Technology is an essential component of our
business operations. As we continue to utilize
technology and communicate electronically, it is
imperative that employees’ use of technology and
electronic communication systems complies with
Company expectations and standards. All Company
Technology Resources (CTR), including but not
limited to Luxottica provided computers, electronic
devices, systems, networks and other hardware/
software applications (including those that allow
you to connect to Luxottica networks or access data
from a personal device) are Company resources
which are to be used for direct, business-related
and management-approved activities. Acceptable
activities relate to each employee’s unique job duties
and responsibilities. Limited non-business use of CTR
is permitted, subject to the requirements set forth
below.
All current and future Luxottica policies, as well as
state, provincial and federal law, apply to the use of
CTR. These include, but are not limited to, Luxottica’s
Harassment Free Workplace, Workplace Violence and
Weapons, Personal Data Protection, Social Media,
and Solicitation and Distribution policies, as well as
the Code of Ethics. At no time may employees or
others who use CTR:
•

MANAGEMENT OF BUSINESS RECORDS
All Company records must be managed in
accordance with applicable Luxottica record
retention schedules and policies, which are available
on Luxottica’s intranet, or your brand-specific online
communications channel.

USE OF COMPANY PROPERTY

Items furnished by the Company for use by
employees remain the property of Luxottica and/or
third party vendor with a lease agreement for that
LUXOTTICA - EMPLOYEE GUIDE

•

Abuse or use of defamatory, vulgar,
menacing or physically threatening
language toward customers, vendors, other
employees or any other person or entity.
Make discriminatory statements, including
disparagement of others based on race,
color, gender, national or social origin, social
condition, being perceived as a victim of
domestic violence, sexual aggression or
stalking, religion, age, disability, sexual
orientation, gender identity or expression,
citizenship, ancestry, veteran or military
status, marital status, pregnancy (including
unlawful discrimination on the basis of a
14

•

•

•

legally protected pregnancy or maternity
leave), genetic information, or any other
characteristics protected by law.
Make statements regarding or otherwise
disclose trade secrets, confidential
information or other proprietary information.1
Make statements that might constitute
sexual or other harassment or bullying under
the Company’s Harassment Free Workplace
and Workplace Bullying policies.
Access or transmit links to sites that contain
profane, pornographic, violent or other
patently offensive material.

•

•

The Company requires the appropriate use of all
Company assets, including CTR and electronic files.
Electronic files (including email and web pages
accessed on the internet) are considered Company
records, and may be regarded as legally equivalent to
Company files and records in paper form.
Protection of Company assets, confidential Company
information, and safeguarding CTR against viruses
and intruders, are critical. For these reasons,
employees and others who are granted access to CTR
must comply with the following:
•

•

•

Email messages that contain confidential
Company information must be encrypted
before transmission. The Company will
provide authorized encryption tools, as
employees are never authorized to employ
their own encryption methods or key outside
the control of IT Security.
Use only Company internet and email
services provided by the IT Department
when conducting Company business.
Do not download or install software
including, but not limited to, browsers, plugins, file-sharing software, FTP clients or any
other software package or software upgrade
without prior authorization from your local IT

1 For United States and Puerto Rico employees only, in this guide
Proprietary Information does not include information lawfully
acquired by a non-management employee of the Company about
wages, hours or other terms and conditions of employment when
used for purposes protected by §7 of the National Labor Relations
Act such as joining or forming a union, engaging in collective
bargaining, or engaging in other concerted activity for mutual
aid or protection of laborers. Moreover, nothing herein will be
construed to prohibit a disclosure that is required by law or to
prohibit an employee from making a report to a duly authorized law
enforcement agency that is protected by law; provided, however,
that to the extent permitted by law the employee will give Luxottica
as much advance notice as is possible before such a disclosure
(presumably five business days or more) so that Luxottica may take
legally permitted steps to protect the Proprietary Information.
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•

•

Service Desk or IT Security.
Always use software and hardware in
accordance with applicable license or
lease agreements. No software or related
documentation licensed to the Company
may be copied or shared with anyone else
unless explicitly authorized in writing by
the licensor. In cases involving multiple
uses of CTR, employees are to use the
software only in accordance with the license
agreement.
Do not install or connect unauthorized
software, hardware, personal devices
(including, but not limited to, laptops,
smartphones, iPads, MP3 players, and
similar devices not issued by the Company
for business use) or other devices to any
part of the Company’s communications
networks, computers, terminals or lines.
Contact IT Security to determine if a device
is authorized.
Limit non-business use of CTR to nonworking time (e.g., meal periods and rest
breaks) and ensure such use does not
preempt business needs. See below for
monitoring and privacy considerations that
apply to non-business use of Company
technology.
Employees are prohibited from using
CTR to solicit, distribute or engage in
other activities on behalf of any outside
business ventures, political campaign,
charity, religious group, or membership
organization, except to the extent permitted
by the Solicitation and Distribution policy.

Use of Company technology, whether for business,
non-business, or personal purposes, is not private.
Specifically:
•

•

The Company will, in its discretion, delete
any non-business information, including
files, images, video and music, stored on
its systems. Employees who wish to avoid
permanent deletion of such materials should
not store them on Company systems.
Email accessed from or transmitted
through a personal email account using the
Company’s communication systems may be
stored on Company systems. The Company
may review such emails, and block any
external email services or cloud service
(non-business email, file sharing, etc.), at its
15

•

•

discretion at any time.
Employee email messages and internet
activity may be accessed, intercepted,
monitored or reviewed by the Company at
its discretion, including but not limited to
suspected violations of this policy or other
policies. Only designated employees may
monitor, auto forward or journal another
employee’s email messages or monitor
internet usage.
Employees who use Company provided
email accounts, internet accounts, and
systems consent to the possibility that
their messages and attachments, internet
sites accessed, and information (in any
form) downloaded or uploaded may
be intercepted or monitored. All email
communications on the Company’s
email system remain the property of the
Company. Employees should maintain no
expectation of privacy in the Company’s
computer systems or any information
transmitted through, or stored on, such
systems or other CTR.

Connecting a personal electronic device or storage
device to CTR is prohibited, and employees who do
so may be subject to Corrective Action. Employees
are advised that the Company reserves the right,
at any time, to (a) inspect; (b) remove Company
information, and (c) analyze files, data, and data
storage media that may be within, or connectable to,
such devices. All passwords or security codes needed
to access information stored on these devices must
be made available to the Company upon request.
Failure to comply may result in Corrective Action.
The Company’s not exercising its rights with respect
to certain communications or files in no way modifies
or waives the Company’s right to monitor other
electronic communications or files.
Employees and managers are responsible for
ensuring compliance with the Company’s Corporate
Information Technology and Data Security policy, as
well as other applicable IT Security and Data Privacy
policies. Copies of these policies may be obtained
from your manager or on Luxottica’s intranet, or your
brand-specific online communications channel. Email
and internet usage statistics will be made available
to managers, including but not limited to with whom
employees send and receive email, time spent on
the Internet, and websites accessed. In addition, the
Company periodically reviews email communications,
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including but not limited to, message content and
size.
Questions regarding this policy can be directed to
the Chief Information Security Officer at
ITCompliance@luxottica.com.

MOBILE DEVICES
Employees may use Company issued and/or
personal mobile devices to conduct Company
business, provided they follow the restrictions listed
below. These devices, known as Personal Mobile
Devices (PMD) and/or Company Mobile Devices
(CMD) include, but are not limited to, cell phones,
smart phones (e.g., iPhone, Blackberry, Droid, etc.),
tablets (e.g., iPad, Kindle, etc.), and other electronic
devices. Non-exempt (hourly) employees using either
device for business purposes must report the time to
their manager to ensure they are paid for their work
time.
Unless using hands-free equipment, use of CMD or
PMD to conduct Company business while operating
a motor vehicle is prohibited. Employees who are
charged with traffic violations resulting from the use
of CMD or PMD will be solely responsible for all
liabilities that result from such actions.
Employees are expected to follow Company policies
and applicable law regarding the use of mobile
devices. Employees who violate or abuse the Mobile
Devices Policy may be subject to a withholding of
CMD and/or Corrective Action.
Company Mobile Devices
CMD are tools which are issued to individual
employees and work locations for business purposes.
Lost or missing CMD must be reported immediately
and no later than one business day from the day it is
lost or missing.
The following restrictions apply to CMD:
•

•

Excessive use of CMD for personal, nonbusiness needs and connection to the
internet (including sending or receiving
pictures or video, and downloading any
items that violate Company policy) is
prohibited; however, occasional short,
personal calls/text messaging and
connection to the internet is permissible.
Employees who use CMD for personal
purposes are responsible for any liability
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•
•

•

•

that may arise from such use, including any
violation of law, regulation or policy resulting
from such use.
The Company does not pay for family plan
costs.
Porting of cell phone numbers from a
PMD to CMD, or from CMD to a PMD is
prohibited, unless expressly authorized by
the Chief Information Security Officer.
CMD issued and intended for store use
only, such as iPads, may not be borrowed or
removed from store locations.
Employees must provide any saved
passwords used to access the CMD
upon termination or at the request of the
Company.

Personal Mobile Devices
Unless otherwise required by the Company,
employees who elect to use PMD for business
purposes, whether during or outside of work hours,
do so voluntarily. Such use must comply with the
following:
•

•

•

•

•

PMD are prohibited on the retail sales
floor, in retail labs, on the work floor in
Luxottica Operations facilities, and in
restricted access areas, unless being used for
business purposes, or as authorized by the
employee’s manager.
Do not connect PMD to Company wireless
Internet networks that are not intended for
guest use. Facility and Store networks are
to be used solely for operational purposes
using CMD.
The Company will not reimburse for data
or internet charges where an employee
voluntarily chooses to use a PMD instead of
an accessible, non-mobile alternative that
is available at no additional charge to the
employee. In cases where an employee is
required to use a PMD to conduct Company
business, he/she must report the use to their
manager to coordinate reimbursement for
any costs incurred in connection with the
performance of his/her work.
Use of PMD to access third party
applications or websites must comply with
Corporate Information Technology and Data
Security Policy requirements, as well as all
other applicable Company IT policies and
security protocols.
Do not save user names and passwords used
to access Company email portals, internal
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•

•
•

•

websites, systems and databases in PMD.
Employees are solely responsible for
any damage, loss and/or other liabilities
sustained to PMD brought into the
workplace or used outside of the workplace.
Do not enter or save sensitive Company or
customer information in PMD.
Employees issued CMD will not be
reimbursed for expenses incurred in
connection with the use of equivalent PMD.
The Company does not support PMD
hardware or software issues.

Connecting PMD to Company information systems
and networks without authorization is prohibited, and
employees who do so may be subject to Corrective
Action. Employees are advised that the Company
reserves the right, at any time, to (a) inspect; (b)
remove Company information; and (c) analyze
files and data found within PMD connected, or
attempting to connect, to the Company’s information
systems.
Further, employees who use PMD to conduct
Company business or violate any Company policy
must, upon request by the Company, (a) provide the
Company with access to information stored on the
PMD and/or, where applicable, (b) provide written
consent for the PMD service provider to disclose
to the Company transactional information and the
content of stored communications related to the
Company’s business or a suspected policy violation.
Refusal to comply with such requests may result in
Corrective Action.
Questions regarding this policy can be directed to
the Chief Information Security Officer at
ITCompliance@luxottica.com.

USE OF COMPANY NAME/TRADEMARK
Do not unlawfully infringe on Company trademarks,
service marks and logos. This does not prevent nonmanagerial and non-supervisory employees from
using Company trademarks, service marks and logos
to communicate about their working conditions.
Our leading Corporate brand is Luxottica. As
ambassadors of the brand, it is important to
remember that the name of our Company should not
be abbreviated either internally or externally. The
use of “LUX” or any other variation is not Company
approved.
Questions regarding the proper protocol for use of
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Company trademarks, service marks, logos or the like
may be directed to Corporate Communications at
corporate.communication@luxottica.com.

•

GROUP CORPORATE COMMUNICATIONS
POLICY
Why do we have a communications policy?
The constant expansion and globalization of
Luxottica makes it increasingly important that our
Company is presented accurately and consistently
to all audiences, across all geographies. To preserve
and strengthen the global image and reputation of
Luxottica and its brands, we have developed the
following communications policy that governs and
coordinates the outside flow of Company information
at a central level. It is critical that employees take
note of and observe this policy, particularly with
regard to privileged and price sensitive information.
How does it work?
The sharing of information related to the Group, its
business or its brands in a public setting must be
approved and reviewed by the Investor Relations &
Corporate Communications and/or Public Relations
teams as detailed below.
This policy applies to speaking engagements,
including conferences, panels, presentations or
speeches organized by any outside party, as well as
press releases and media interviews. In all cases,
the Corporate Communications team must be
informed with reasonable notice prior to the event
(and prior to the publication of event promotions
i.e. invitations, newsletters, press releases, or social
media postings, which are not only frequently shared
by the organizers before the event, but often times
by the live audience in attendance) in order to
evaluate and approve:
1. Participation in the event and effective strategic
value for the Company
2. The suitability of the Speaker(s)2
3. The presentation and/or content of the
prepared speech:
•

•

Please refer to the corporate presentation
with pre-compiled and pre-approved
content for external use, published on One.
Luxottica.com.
The name used to indicate the company
externally must be Luxottica Group (not just

2 Speakers: the executive designated and authorized to represent
the company and speak on strategic subjects in public. For special
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•
•

Luxottica).
The authorized contents of videos for
external use are given in the corporate
presentation. Please use video material that
already exists and is, therefore, approved
for external use. If a new video must be
produced, please refer to the Group
Corporate Video Guidelines and submit the
video to the Corporate Communications
team for prior approval.
Authorized images are those shown in the
corporate presentation.
The external disclosure of content created
exclusively for internal use, limited to
Company employees only (e.g. emails,
internal presentations, videos, photos,
communication materials of any kind, etc.) is
prohibited.

After being approved to participate in events, please
use your official Job Title correctly, with particular
attention to geographical area, department and
brand.
Lastly, approval to participate in an external event
does not include giving interviews at the event –
please seek separate approval from the team on
interview requests as they are made, including the
name of the media outlet and reporter, the subject
matter and circumstances, as well as the deadline.
The policy as it pertains to privileged or price
sensitive information
“Privileged” or “Price Sensitive” information is
non-public information regarding Luxottica which,
if disclosed, could have a considerable effect
on the price of Luxottica stock. In other words,
information, of a specific nature and not yet public,
that a reasonable investor would consider important
in a decision to buy, sell or hold Luxottica stock
is “privileged” or “price sensitive” information.
Some examples of information that could be “price
sensitive” are:
•
•

Entry into or withdrawal from a business
sector (or significant product or service);
Changes in the Group’s strategic staff (such
Board changes, the appointment of new
managers in key positions);

projects and subjects, we ask that the department head identify
the most appropriate person in terms of position and relevance
to the subject. When the Corporate Communications team
receives the name of the person and pre-authorization from the
department head, they will evaluate the proposal and determine
approval.
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•
•

•
•
•

•
•

Purchase or disposal of holdings, assets or of
parts of the Company;
Business performance (including any
information regarding major pricing changes,
financial results or forecasts);
Mergers or other strategic partnerships;
Settlement, changes or conclusion of
agreements or contracts;
Settlement of processes related to intangible
assets such as inventions, patents or licenses,
legal disputes;
Transactions on owned shares;
Any ratings applied by a rating agency to
Luxottica or its stocks and any changes to
such ratings.

The examples above do not comprise a complete
list of “price sensitive” information. The evaluation
of the existence of privileged information is the
responsibility of the Chairman and CEO. Questions
about whether a particular disclosure may be deemed
“price sensitive” should be directed immediately to
corporate.communication@luxottica.com.
Internal handling and external disclosure of price
sensitive information are defined and regulated at
the Group level in a specific procedure (Procedure for
Handling Privileged Information), which is updated
and amended on a regular basis and available on
www.luxottica.com. All Luxottica employees must
follow this Procedure as a matter of compliance with
and furtherance of Luxottica’s corporate reputation.

SOCIAL MEDIA
This policy applies to all employees who
communicate online on their own behalf, both during
work and non-work time, and both in and out of the
workplace. It also applies to employees whose core
work responsibilities include online communications
or are otherwise participating in online
communications at the request of the Company. You
are also required to consult the Group Social Media
Guidelines on one.luxottica.com. Retail brands may
also have additional Guidelines specific to their online
media strategies.
The Company recognizes that online communications,
including participation in social media, may be
a part of some employees’ everyday lives. Any
Company information that is subject to a Confidential
Information and Non-Solicitation Agreement or NonDisclosure Agreement cannot appear in employees’
online posts under any circumstances. Ultimately,
employees are solely responsible for what they post
LUXOTTICA - EMPLOYEE GUIDE

online. Before creating online content, employees
should consider some of the risks and rewards that
are involved. Keep in mind that any conduct that
adversely affects an employee’s job performance,
the performance of fellow employees or otherwise
adversely affects customers, suppliers, people who
work on behalf of the Company or the Company’s
legitimate business interests may result in Corrective
Action.
Disclose Your Connection to the Company
Whenever endorsing the Company, or Company
products or services online, employees must disclose
their employment with Luxottica. Employees may
not represent themselves as spokespersons for
the Company, and must note that any opinions
expressed are their own and do not represent the
official position of the Company. Further, former
employees must not represent themselves as
current employees of the Company. Any current or
former employee’s employment connection must be
disclosed regardless of the space limitations of the
medium used.
Do Not Disclose Any Confidential Company
Information
Disclosure of any Company confidential, proprietary,
or trade secret information is strictly prohibited. Any
Company information that is subject to a Confidential
Information and Non-Solicitation Agreement or NonDisclosure Agreement cannot appear in employees’
online posts under any circumstances. This includes
but is not limited to: strategies and plans; sales
and financial results; product releases, marketing or
promotions; new store designs; inventory/pricing
information; and customer information. Employees
should not make comments about the Company that
are maliciously false or make disparaging remarks
about competitors. If an employee has any questions
about whether information is confidential, he/she
may contact his/her supervisor or manager, Human
Resources, or Corporate Communications before
disclosing any such information, or err on the side of
caution and not disclose the information.
Give Your Honest and Truthful Opinions
Employees should make sure they are always
honest and accurate when posting information or
news, and if a mistake is made, correct it quickly.
Be open about any previous posts that have been
altered. Remember that the internet archives almost
everything; therefore, even deleted postings can
be searched. Employees should never post any
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information and rumors they know to be false
about the Company, fellow employees, customers,
suppliers, people working on behalf of the Company,
or competitors.
Employees should always be fair and courteous to
fellow employees, customers and suppliers or people
who work on behalf of the Company. Employees
should keep in mind that they are more likely to
resolve work-related complaints by speaking directly
with other employees or by utilizing the Company’s
Open Door Policy than by posting complaints to a
social media outlet. Nevertheless, employees who
decide to post complaints or criticism should avoid
using statements, photographs, video or audio that
reasonably could be viewed as malicious, obscene,
physically threatening or coercive, disparaging to
customers, employees or suppliers, or that might
constitute harassment or bullying prohibited by
Company policies. Examples of such conduct might
include patently offensive posts meant to intentionally
harm someone’s reputation or posts that could
contribute to a hostile work environment on the basis
of race, color, gender, national or social origin, social
condition, being perceived as a victim of domestic
violence, sexual aggression or stalking, religion,
age, disability, sexual orientation, gender identity or
expression, citizenship, ancestry, veteran or military
status, marital status, pregnancy (including unlawful
discrimination on the basis of a legally protected
pregnancy or maternity leave), genetic information, or
any other characteristics protected by law.
All Company marketing/advertising material must be
approved by the Legal Department in accordance
with Company policy.
Respect Intellectual Property Rights
Show proper respect for the laws governing
copyright, fair use of copyrighted material owned by
others, trademarks and other intellectual property,
including the Company’s own copyrights, trademarks
and brands. To minimize the risk of a copyright
violation, you should provide references to the
source(s) of information you use and accurately
cite copyrighted works you identify in your online
communications. Do not unlawfully infringe on
Company logos, brand names, taglines, slogans,
or other trademarks. Sensitive and personally
identifiable information (such as customer and
vendor names, individual Social Security/Insurance
numbers, protected health information, etc.) should
never be cited or referenced without approval in
compliance with all Company policies, laws and
regulations.
LUXOTTICA - EMPLOYEE GUIDE

You Are Personally Liable For Your Actions Online
Employees are personally liable under federal,
state, provincial and local law for their actions
and omissions with respect to their online
communications. The Company reserves the right to
hold an employee directly responsible for any claims
that arise from an employee’s violation of the law, this
policy or the Company’s rights. By communicating
online, employees agree to protect the Company, its
parents, affiliates and subsidiaries from any liability
that arises out of the foregoing.
We Reserve the Right to Ask You to Remove
Content
The Company will, in its discretion, review your social
networking activities. Please note that this Policy
applies even if your social networking is anonymous
or under a pseudonym. If you do engage in such
social networking, you should be aware that in
appropriate circumstances the Company will take
steps to determine your identity. The Company
may request that employees temporarily confine
their social networking to matters unrelated to
the Company if it determines this is necessary or
advisable to ensure compliance with securities
regulations or other laws. The Company also may
request that employees remove content that may
violate the law or Company policies – for example,
content about customers, coworkers, supervisors,
the Company, vendors or suppliers that is vulgar,
obscene, physically threatening, coercive, libelous,
harassing or discriminatory on the basis of race, color,
gender, national or social origin, social condition,
being perceived as a victim of domestic violence,
sexual aggression or stalking, religion, age, disability,
sexual orientation, gender identity or expression,
citizenship, ancestry, veteran or military status, marital
status, pregnancy (including unlawful discrimination
on the basis of a legally protected pregnancy or
maternity leave), genetic information, or any other
characteristics protected by law.
Promotions, Giveaways or Contests
Online giveaways, sweepstakes and contests are
subject to applicable laws, compliance with Company
policies and all applicable rules and guidelines of
social media sites. All Company promotions must be
reviewed in advance by the Legal Department.
Using Company Systems for Personal Use
Employees should refrain from using social media
while on work time or on equipment provided by
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the Company, unless it is work-related as authorized
by your supervisor or manager. Do not use Company
email addresses to register on social networks, blogs
or other online tools utilized by personal use. Use
should comply with all applicable IT policies and
procedures.
Limitations
Nothing in this Policy will be interpreted to limit or
interfere with employees’ rights under Section 7 of
the National Labor Relations Act. For example, this
policy is not intended to prohibit employees from
discussing with other employees the terms and
conditions of their employment.

COMPETITIVE EMPLOYMENT
In order to protect the competitive advantage our
Company enjoys and to protect the job security of
our employees, the following policy must be strictly
followed.
Employees cannot, under any circumstances, work for
an optical competitor while employed in any capacity
by the Company, or otherwise work in a manner that
is inconsistent with the Company’s Code of Ethics.
An optical competitor is defined as any individual,
group of individuals, company or any organization
that provides retail optical products and/or services at
10 or more locations that is not owned by Luxottica.
In remote market locations, the Company reserves
the right to determine the definition of a competitor
based on product specifics and the impact to
isolated Company stores. Such an arrangement
would constitute a conflict of interest and is grounds
for dismissal. This policy may be waived by Director
level managers or above to allow optometrists and
opticians who work for the Company and another
optical retailer. Any such waiver must be in writing.
Waiver of this policy does not waive the employee’s
responsibility to comply with all other Company
policies and procedures. Any other potential or
unusual conflict should be reviewed by Human
Resources and the Legal Department.

kilometers) apart, and (2) the Pearle Vision Brand
General Manager or his/her designee has specifically
provided approval in writing of the employee’s
employment by both the Company and the Pearle
Vision franchise store.

SOLICITATION AND DISTRIBUTION
Individuals not employed by the Company are
prohibited from soliciting funds or signatures,
conducting membership drives, distributing literature
or gifts, offering to sell merchandise or services
(except as previously approved by the Company
for philanthropic purposes), or engaging in any
other solicitation, distribution or similar activity on
Company premises at any time.
The Company may authorize a limited number of
fund drives by employees on behalf of charitable
organizations, such as OneSight, or for employees
in need. Employees are encouraged to volunteer to
assist in these drives but their participation is entirely
voluntary.
Managers and supervisors are prohibited from
engaging in any solicitation or distribution of
literature at any time, on Company premises. All
other employees must comply with the following
requirements. For purposes of these requirements,
“working time” means the time when the person
doing the soliciting or distributing, or the person
being solicited or receiving the distribution, is or
should be working.
•
•

•

Employment by Pearle Vision Franchise Stores
The Company does not control the operation of
Pearle Vision franchise stores. Except as provided
in this policy, employees may not work for a Pearle
Vision franchise store while employed by the
Company. This policy may be waived in limited
circumstances where: (1) the employee’s place of
employment with the Company and the Pearle
Vision franchise store are more than five miles (eight
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•

Solicitation in retail sales and production
areas is prohibited at all times.
Solicitation in all other areas is prohibited
during the working time of either the
employee making the solicitation or the
employee receiving the solicitation.
Distribution of literature or other material
in sales and production areas and in all
working areas, is prohibited at all times.
Distribution is also prohibited in non-selling
and non-working areas (e.g. a lunchroom
or recognized break areas) during working
time.
Off-duty employees are not allowed
to access the interior or work areas of
Company premises outside of their
scheduled work hours, except as a customer
of the Company or to attend a designated
Company meeting or event outside of their
scheduled work hours.
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The Company maintains various communication
systems to communicate Company information
to employees and to disseminate or post notices
required by law. These communication systems
(including bulletin boards, email, voicemail, text
messages, mobile devices, facsimile machines
and personal computers) are Company property
designated for business purposes and should
not be used in any way prohibited by this policy.
In particular, bulletin boards are for the posting
of Company information and notices only, and
only persons designated by Human Resources,
Operations or field management may place notices
on or take down material from bulletin boards. The
unauthorized use of the communication systems or
the distribution or posting of notices, photographs
or other materials on any Company property is
prohibited.
All managers and supervisors are responsible for
administering this policy and enforcing the
provisions.
Limitations
This policy should not be construed or applied in a
way that improperly interferes with employees’ rights
under the National Labor Relations Act or any other
applicable Canadian labor relations law.

WORKPLACE SEARCHES AND
MONITORING
To safeguard employees, customers, and Company
property on our premises, the Company reserves the
right to video monitor the workplace and to question
and conduct personal searches of employees and
all other persons entering and leaving Company
premises, along with inspecting any packages,
parcels, purses, handbags, briefcases, lunchboxes,
or any other possessions or articles carried to and
from Company premises. In addition, the Company
reserves the right to search an employee’s office,
desk, locker, files, or any other area or article on our
premises. Inspections may be conducted at any time
at the discretion of the Company.
Employees working on, entering or leaving Company
premises who refuse to cooperate in such an
inspection, as well as employees who after the
inspection are believed to be in possession of stolen
property, may be subject to Corrective Action.
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Lockers
Employees will be issued lockers if the location in
which they work has lockers available. If the location
provides Company locks, only those Company
issued locks may be used. The Company will not
be responsible for any personal property losses
that might occur. All lockers used by employees are
Company property and subject to inspection at any
time, with or without prior notice, and with or without
the employee’s presence. Failure to agree to such
inspection may result in Corrective Action.

EMPLOYMENT RELATIONSHIP
EMPLOYMENT STATUS
For the Canadian Employment Status categories,
please see the Canada Addendum found in this
Guide.
An employee’s employment status is based on the
number of hours the employee is expected to work
on a regular basis. Employment status categories
are used to determine an employee’s eligibility for
certain benefits, among other things. An employee’s
scheduled hours, and thus employment status, may
change during the course of his/her employment
as a result of personal and/or business related
circumstances, and nothing in this Guide guarantees
any employee a certain schedule or number of hours
worked.
•

•
•

•

Full-Time: Normally and consistently
scheduled to work 30 or more hours per
week.
Part-Time: Normally and consistently
scheduled to work 20 – 29 hours per week.
Casual Part-Time: Scheduled to work fewer
than 20 hours per week. This includes
employees who normally work a few hours
each week and employees who only work
occasionally.
Temporary/Seasonal: Hired for a short and
defined period of time, regardless of the
number of hours scheduled or worked.

Regardless of employment status (which may be
country specific), positions are also classified as either
exempt/salaried or non-exempt/hourly based on job
duties.
•

Non-Exempt/Hourly: Employees are
generally paid on an hourly basis, are
eligible to receive overtime pay, and are
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•

required to report all hours worked.
Exempt/Salaried: Employees are paid a predetermined weekly or bi-weekly base salary,
regardless of hours scheduled or worked,
and are not eligible to receive overtime pay.

WAGE PAYMENT
It is the policy of the Company to:
•

•
•

Pay employees all compensation to which
they are entitled for work performed, in
compliance with applicable laws;
Provide employees all meal and rest breaks
required by law; and
Respond to employee complaints regarding
payment of wages, time reporting, breaks,
etc. in a timely manner. In doing so, the
Company prohibits any form of retaliation
against employees who bring such concerns
to its attention.

The foregoing describes some of the basic rules
concerning the Company’s timekeeping and payroll
procedures, as well as the steps employees should
follow to ensure that they are paid properly for all
time worked. Additional policies or procedures not
stated in this Guide may be obtained by contacting
the employee’s manager or Human Resources.

PAY TRANSPARENCY
NON-DISCRIMINATION
Luxottica will not discharge or in any other manner
discriminate against employees or applicants because
they have inquired about, discussed, or disclosed
their own pay or the pay of another employee or
applicant. However, employees who have access to
the compensation information of other employees
or applicants as part of their essential job functions
cannot disclose the pay of other employees or
applicants to individuals who do not otherwise have
access to compensation information, unless the
disclosure is (a) in response to a formal complaint
or charge, (b) in furtherance of an investigation,
proceeding, hearing, or action, including an
investigation conducted by the employer, or (c)
consistent with Luxottica’s legal duty to furnish
information.

NON-EXEMPT / HOURLY EMPLOYEES
Reporting Hours Worked
It is the policy of the Company to ensure that
employees are timely and correctly paid. NonLUXOTTICA - EMPLOYEE GUIDE

exempt/Hourly employees must accurately record
the time they work each day. This includes accurately
recording his/her arrival, departure, meal period
times, and time for all work that the employee
performs before or after a scheduled shift, in the
timekeeping system used at the work location and/
or facility.
Off-the-clock work is not permitted. Non-exempt/
Hourly employees should not start work early,
finish work late, work during a meal break, or
perform any extra or overtime work, including
sending and receiving work related email and text
messages, unless directed to perform such work
by their manager. However, all hours worked must
be recorded, regardless of: (1) when and where
the work was performed; (2) the reason the work
was performed; (3) whether or not the time was
authorized by the manager; and/ or (4) whether
or not the hours were captured in a schedule
or timekeeping system. For more information
pertaining to Luxottica Operations, see PreShift and Post-Shift Work Activities in Luxottica
Operations Addendum.
Misreporting time worked (by either a manager
or non-management employee) is considered a
serious integrity issue for which Corrective Action
may be issued. This includes, but is not limited
to, incorrectly reporting or failing to report hours
worked, instructing or encouraging a non-exempt
employee to work “off the clock”, improperly altering
another employee’s time records, or instructing or
encouraging an employee to do any of the above.
All known or suspected incidents of such conduct
should be reported to a manager, Human Resources,
or anonymously to EthicsPoint at 1-888-88-SEE-IT
(1-888-887-3348) or luxotticaspeakup.com.
When an employee receives his/her paycheck, it
is his/her responsibility to verify immediately that
his/her working time was recorded accurately and
that he/she was paid correctly for all hours worked.
Employees, who forget to clock in/out, inaccurately
record their time, or discover paycheck errors are
expected to notify their manager immediately.
Overtime
For the Canadian Overtime policy, please see the
Canada Addendum found in this Guide.
For the Puerto Rico Overtime policy, please see the
Puerto Rico Addendum found in this Guide.
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Non-exempt employees are entitled to be paid
overtime pay at one and a half times their regular
rate of pay for all time worked over 40 hours in a
work week, unless state law requires otherwise. For
purposes of overtime pay calculations, the regular
rate of pay includes shift differentials and incentive
pay (e.g., non-discretionary bonuses, commissions
and spiffs).
Overtime pay is based on the number of actual
hours worked. Other hours paid but not worked such
as Paid Time Off (PTO), reporting time, holidays,
bereavement, short-term disability, paid volunteer
time, military duty or jury duty are not considered
“hours worked” when calculating the hours that will
result in overtime.
Managers must approve all overtime hours before an
employee begins working them. While employees
will be paid for all overtime hours worked, regardless
of whether it was previously approved, working
overtime hours without prior management approval
will be considered a performance issue and may
result in Corrective Action.
For the Luxottica Operations voluntary and
mandatory overtime requirements, please see
the Luxottica Operations Addendum found in this
Guide.
Travel and Commuting Pay
When the Company requires a non-exempt/hourly
employee to travel for Company business the travel
time will generally be considered paid time. Any
paid travel time will be considered hours worked
for the purpose of calculating a non-exempt/hourly
employee’s overtime. While traveling, a non-exempt/
hourly employee will be paid for any time during
which the employee is performing work.
Normal commute time is not paid time. However,
additional time spent commuting to a different
job site, or traveling between job sites during the
workday, is paid time. Likewise, time spent doing
Company business before or after the employee’s
shift is also paid time.
Certain states and provinces may have travel or
commuting pay laws that are different from this
policy, and so employees are encouraged to contact
Human Resources with questions regarding the
variations.

EXPENSE REIMBURSEMENT
All employees (non-exempt/hourly and exempt/
salaried) are entitled to reimbursement for expenses
they incur while conducting Company business,
even if the employee is not traveling during the time
of the expenditure. As long as the expenditure is
for the benefit of the Company, the employee will
be reimbursed. Expenses may include, but are not
limited to, cost of cell phone calls, text messaging,
and mileage when traveling locally for business, and
office supplies purchased for the business location.
For additional information, please see the full Travel
and Expense Policy found on One.Luxottica.com.

EXEMPT/SALARIED EMPLOYEES
Exempt/Salaried employees generally receive a
predetermined weekly or bi-weekly base salary as
compensation for all hours worked in a workweek,
regardless of how many hours they actually work.
Depending on the employee’s position, he/she may
also be eligible for additional compensation. An
exempt employee’s base salary will be established
at the time of hire or when the employee becomes
classified as an exempt employee. Base salaries are
subject to review and may be changed from time to
time, at the Company’s discretion.
The weekly base salary of an exempt employee will
not be reduced for any week in which the employee
performs work, subject to the following exceptions:
•
•

•

•
•
•

Full-day absences for personal reasons,
sickness or disability;
Unpaid disciplinary suspensions of one or
more full days for violations of a safety or
workplace conduct rule;
Partial or full day leaves of absence taken
pursuant to the Family and Medical Leave
Act;
To offset amounts received as payment for
jury and witness fees or military pay;
Time not worked during the first and last
weeks of employment;
Any full workweek in which the employee
did not perform any work.

Additional exceptions may apply based on state,
provincial or local law. Full day absences for personal
reasons, sickness or disability will be charged against
an exempt employee’s PTO, vacation or sick time
bank unless that bank is exhausted or the exempt
employee requests otherwise.
An employee’s salary may also be reduced for certain
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types of deductions such as an employee’s portion
of health, dental or life insurance premiums; state,
federal or local taxes; Social Security; or voluntary
contributions to a retirement plan.

PAYROLL DEDUCTIONS *
To the extent such deductions are permitted by
federal, state and provincial law, by signing the
Employee Guide Acknowledgment found at the end
of this Guide, you hereby authorize Luxottica, or its
designated third party payroll administrator, to deduct
money from your wages, including your final paycheck
upon termination, for any of the following reasons:
1. Your share of the premiums for Luxottica’s group
medical/dental plan;
2. Any contributions you may make into a
retirement or pension plan sponsored,
controlled, or managed by Luxottica;
3. Any overpayment of wages or expenses for any
reason;
4. Any loans or wage advances given to you by
Luxottica;
5. Repayment of tuition paid by Luxottica if you
voluntarily separate from the Company before
the end of the time period stipulated in your
tuition repayment agreement;
6. The cost of repairing or replacing any Company
supplies, materials, equipment, money, or other
property that you may damage (other than
normal wear and tear), lose, fail to return, or take
without appropriate authorization from Luxottica
during your employment**;
7. Administrative fees in connection with courtordered garnishments or legally-required wage
attachments of your pay, limited in extent to the
amount or amounts allowed under applicable
laws;
8. The value of any PTO or vacation that you
use before it is accrued, upon either a change
to part-time status or your termination of
employment; and
9. Any deductions or withholdings required by law.
Colorado and North Carolina employees only:
employees in these states may revoke this agreement
at any time by contacting Human Resources.
* This section does not apply to employees working
in AK, CA, IL, IN, MD, MI, MN, NH, NV, NY, OK, ON,
OR, PA, PR, RI, VA, WA, WI, or WV.
**#6 does not apply to employees working in AR, DC,
DE, HI, IA, KS, KY, MA, ME, NJ, OH, UT, or VT.
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REPORTING PAYROLL ERRORS AND
QUESTIONS
The Company works hard to ensure that all
employees are paid correctly, but mistakes can
happen. When the Company learns of mistakes,
it will promptly make any corrections necessary.
Please review each paycheck and pay stub received
to make sure your pay is correct. If an employee
believes that his/her pay does not accurately reflect
hours worked, or contains any improper deductions,
or if the employee has any questions about his/her
paycheck or pay stub, the employee should promptly
report the matter to his/her manager or Human
Resources. He/she can also contact the EthicsPoint
help line at 1-888-88-SEE-IT (1-888-887-3348) or
luxotticaspeakup.com.
Every report of improper pay will be investigated,
and the Company will ensure that an employee
promptly receives the pay to which he/she is entitled.
The Company will not permit any form of retaliation
against individuals who make good faith reports of
alleged violations of this policy, or who cooperate in
the Company’s investigation of such reports, even if
the reports do not reveal any errors or wrongdoing.
Any form of retaliation in violation of this policy will
result in Corrective Action.

DIRECT DEPOSIT
Employees may elect to have some or all of their pay
deposited into their bank account by direct deposit.
In the U.S. and Puerto Rico, employees may choose
Members Trust Federal Credit Union as one of their
direct deposit locations. Please see the Benefits
section in this Guide for more information about the
Members Trust Federal Credit Union.
Unless otherwise specified, the use of the Company
direct deposit option is voluntary. Please see
instructions provided at time of hire for information
on how to set up direct deposit.

WORK SCHEDULES
The Company schedules employee work time
in accordance with operational needs. Although
employee preferences may be considered when
feasible, operational needs will always take
precedence, unless otherwise required by law. At
times, business needs and operational requirements
may require last-minute scheduling adjustments.
•

The workweek begins each Sunday at
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•
•

•

•

12am (midnight) and ends each Saturday at
11:59pm.
Employees are responsible for obtaining
and adhering to their work schedules.
Managers will give advance notice of a
change in the employee’s work schedule,
in accordance with applicable state,
provincial or local law, unless unforeseeable
circumstances prevent him/her from doing
so.
Managers have the right to require
an employee to clock out earlier than
scheduled depending upon the needs of
the business, in compliance with local law.
Employees will generally be provided
at least eight hours off between shifts,
unless state, provincial or local law requires
otherwise.

ATTENDANCE
For the Luxottica Operations Attendance policy,
please see the Luxottica Operations Addendum
found in this Guide.
Employees are expected to be at their assigned
work area, clocked in, and ready to begin work at
their scheduled time. This includes the start of their
scheduled shift, return from meal or rest breaks,
mandatory meetings, and both voluntary and
mandatory overtime. Unscheduled absences and
tardiness place an unfair burden on the business
and co-workers. Managers will track absenteeism
and/or tardiness according to your brand/location’s
attendance policy and issue Corrective Action where
appropriate, including any absence or tardiness that
results in a late store opening. For questions and
guidance on attendance related issues, refer to your
brand/location’s attendance policy. You can also
contact Human Resources for assistance.
If an employee knows he/she cannot make it in to
work or will be late, the employee must call his/
her manager, or the manager on duty, as soon
as possible, but at least one hour prior to his/her
scheduled start time. The call must come from the
employee, unless emergency circumstances prevent
the employee from doing so. Text messaging is
not an acceptable form of communication to the
manager, nor is a call to anyone but the employee’s
manager or the manager on duty. Failure to notify
management in accordance with this policy may be
considered an unscheduled absence or tardiness,
and may result in Corrective Action.
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Paid Time Off (PTO), sick leave or vacation time
may be deducted for absenteeism or tardiness at
the discretion of the employee and the employee’s
manager. Only scheduled and pre-approved PTO,
sick leave and vacation time and absences that
qualify as a reasonable accommodation or Leave of
Absence (LOA) will be regarded as excused.

ATTENDANCE AND PAY DURING
EMERGENCY CLOSINGS
For the Luxottica Operations Attendance and Pay
during Emergency Closings policy, please see the
Luxottica Operations Addendum found in this
Guide.
If an employee’s workplace cannot open for business
and/or is unable to provide work to the employee
because of an emergency that causes a temporary
store, kiosk or facility closing, employees will receive
full pay for the hours they were scheduled to work,
at the employee’s regular hourly rate, if one of the
following conditions is met:
1. The employee reported to work at their
scheduled starting time.
2. The Company was unable to provide the
employee with at least 12 hours advance notice
prior to the store/facility’s closing. Notice of 12
hours or more constitutes a “schedule change”
and no pay is due, even if the employee
reported to work, unless otherwise required by
law.
If an employee’s workplace closes during the day,
any employee working at the time of closure will
be paid for scheduled hours. If the workplace is
open for business, but the employee is unable to
report to work because of a natural emergency (a
natural emergency is defined as an Act of God, out
of control of the employee or the Company), the
employee can elect to do one of the following:
1. Deduct the time missed from vacation or PTO, if
available.
2. Take the time as an unpaid excused absence,
as long as the employee followed proper notice
and call-in procedures. Failure to call in may
result in an unexcused absence.
The Company will comply with all applicable state,
provincial and local laws pertaining to emergency
closings and scheduling. To the extent this policy
conflicts with any state, provincial or local law, such
law will supersede this policy. Contact Human
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Resources with any further questions.

MEAL PERIODS AND REST BREAKS
All employees are expected to take scheduled meal
periods and rest breaks.
Scheduling of meal periods and rest breaks is
somewhat flexible; however, meal periods cannot
be combined with other paid breaks. Additionally,
meal periods and rest breaks should be scheduled
no sooner than one hour after the start and no
later than one hour before the end of a scheduled
shift, and should not be scheduled back-to-back.
Employees must remember to notify their manager
and/or another authorized employee before leaving
the workplace for meal periods and rest breaks.
Employees working in a location with single coverage
staffing may be permitted to take their meal periods
and rest breaks as paid, on-duty breaks in the store.
Meal period and rest break policies vary under
state/provincial laws and by facility/brand. The
following guidelines apply to the employee’s work
location, unless a state/provincial law governing
the employee’s work location is more generous. For
information and guidance regarding state/provincial
specific meal period and rest break requirements,
contact your manager or Human Resources.
For the California Meal Periods and Rest Breaks
policy, please see the California Addendum found in
this Guide.
For the Luxottica Operations Meal Periods and Rest
Breaks policy, please see the Luxottica Operations
Addendum found in this Guide.
Meal Periods
For the Canada Meal Periods policy, please see the
Canada Addendum found in this Guide.
For the Puerto Rico Meal Periods policy, please see
the Puerto Rico Addendum found in this Guide.
Employees who work six or more hours will receive
one 30-minute, unpaid meal period (unless state,
provincial, and/or local law mandates a more
generous meal period). Employees must clock
out at the beginning of their meal period, and
clock in when they return. Meal periods should
be taken away from customer service areas (i.e.,
in a store break room or off premises), although
exceptions may apply for single coverage locations.
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Rest Breaks
Unless state provincial, and/or local law mandates
more generous rest breaks, the following rest break
guidelines apply:
•
•

•

•

Employees who work fewer than four hours
are not entitled to a rest break.
Employees who work four or more hours,
but fewer than eight hours, should take one
15-minute paid rest break.
Employees who work eight hours, but fewer
than 10 hours, should take two 15-minute
paid rest breaks.
Employees who work 10 or more hours
should take three 15-minute paid rest
breaks.

TRANSFERS
To be eligible for a voluntary transfer (i.e. employee
initiates transfer request) between work locations
or departments, employees must meet all of the
following criteria:
•
•
•
•

•

Have been in his/her position for a minimum
of 12 months.
Meet the minimum requirements of the
position as indicated on the job description.
Have no Corrective Action on file for the
preceding 12 months of employment.
In positions where applicable, received a
“Meets Expectations” or higher rating on
the most recent performance review.
Business needs allow for transfer.

Exceptions may be made on a case by case basis
based on operational needs. The Company reserves
the right to involuntarily transfer employees based on
operational needs.
For the Luxottica Operations Transfers policy, please
see the Luxottica Operations Addendum found in
this Guide.

PERFORMANCE MANAGEMENT
Ongoing performance feedback is an important
element in assisting employees to improve
their performance, develop their careers and
achieve success with the Company. Managers
should regularly provide direction to employees
in order to help them meet the performance and
behavior expectations of the Company. This may
involve positive and constructive feedback, as well as
discussions that provide the employee with specific
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actions the employee is expected to take, in order
to improve performance or correct unacceptable
behavior.
As part of ongoing performance management,
managers may, at times, utilize the Company’s
Corrective Action Process. The Corrective Action
Process is designed to accomplish three objectives:

•
•

•
•

1. Hold employees accountable for unacceptable
behavior/performance;
2. Change unacceptable behavior/performance;
and
3. Provide documentation on behavior/
performance issues for reference.

•

There are several tools that a manager may use to
address unacceptable behavior or performance.
These tools are intended to be flexible and used
by management as deemed appropriate to the
circumstances. They are not intended to be a rigid
set of steps that must be followed in every situation
or in any particular order. It is up to management to
determine how and when these tools will be used.

•

•

•
•

•
•
•

Corrective Action may include:
•
•

•

•

•

Informal coaching (verbal or written).
Corrective action discussion/Record of
Discussion, documented in the employee’s
file.
Performance Improvement and/or Action
Plans, which provide detailed guidance on
areas in which an employee must improve
performance or behavior.
Corrective Action Record (CAR)/Corrective
Counselling, which is a written document
that outlines unacceptable performance,
policy violations, and/or behavioral issues
and the expectations of the employee
going forward.
Termination of employment.

The Company may use whatever Corrective
Action method it believes will effectively address
the particular performance and/or behavior issue
or policy violation. Some behaviors, actions or
violations are of such intensity and seriousness that
may warrant immediate termination of employment
without any prior coaching or formal discipline.
The following are examples of the types of conduct
(“Principles of Conduct”) that may warrant immediate
termination, though the list is not all-inclusive:
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•
•

•

•

•

•

•

Violation of the Code of Ethics or any
violation of Company policy or procedure.
Sexual or other harassment or discrimination
of co-workers, customers or others in
violation of Company policy.
Acts of retaliation in violation of the law or
Company policies.
Off-duty conduct that is illegal or discredits
the Company, except as prohibited by law.
Fighting, actual or attempted bodily injury,
menacing or threatening language or
actions, profanity, or patently offensive,
immoral or indecent conduct.
Insubordination, including defiance of a
superior or intentional failure to perform
assigned work or follow work rules.
Falsification or unauthorized alteration of
Company records or documents.
Dishonesty.
Failure to properly record working time,
including but not limited to, falsely
reporting time as worked.
Abuse of meal periods or rest breaks.
Working unauthorized overtime.
Allowing non-employees unauthorized entry
into a facility, secured areas of a store or
kiosk.
Abuse, misuse, or destruction of Company,
co-worker or customer property.
Theft, unauthorized removal, or
unauthorized use of Company, co-worker or
customer property.
Divulging confidential Company, employee,
or customer information, without proper
authorization.
Possession, storage, and use of firearms,
ammunition, and other dangerous items
that may be considered a weapon on
Company property (unless a state/provincial
law exception applies).
Possession, using, or being under the
influence of any illegal substance or alcohol
while on Company property (limited
consumption of alcohol at designated
Company sponsored events excluded).
Recording (by audio or video) of the
workplace, including but not limited
to Proprietary Information (see prior
footnote defining Proprietary Information),
employees, or customers, unless authorized
by Corporate Communications.
Solicitation during working times or, where
appropriate, in sales areas, in production
areas or distribution of literature in sales
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•
•
•
•

•

•

•
•
•

or working areas, in violation of Company
policy.
Sleeping on the job.
Failure to meet brand or department quality
standards.
Unauthorized application of sales discounts
Resale of Company product for a profit that
was either purchased by the employee, with
or without Company discount, or received
as a gift or a prize from the Company or
Company vendor.
Failure to cooperate with an investigation,
except where a Company investigator
informs you that your cooperation is
voluntary.
Clocking in/out for another employee or
signing another employee’s time card/
documents
Failure to observe safety or security rules.
Continued poor performance.
Any other conduct deemed unacceptable by
the Company.

Managers and supervisors may be disciplined for any
conduct deemed inappropriate or unacceptable by
the Company.
This policy will not be construed or applied in a
manner that improperly interferes with employees’
rights under any applicable federal, state or provincial
labor legislation, including the National Labor
Relations Act.

TERMINATION OF EMPLOYMENT
Termination of employment may be either voluntary
or involuntary:
Voluntary Termination:
•

•

An employee may terminate employment
by resigning, by retiring, or through job
abandonment.
Job Abandonment occurs when an
employee does not appear for work for two
consecutively scheduled workdays without
notification or acceptable justification for
failing to provide notification or leaves the
work site prior to the end of the scheduled
workday without manager approval. In both
instances, the employee will be ineligible for
rehire.

Involuntary Termination:
•

The Company may terminate an employee’s
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employment, with or without cause, for
unsatisfactory performance, violation(s) of
the Principles of Conduct, violation(s) of
other Company policy and/or procedure,
lack of work, job eliminations or for any
other reason it deems appropriate, in
compliance with applicable law.
Severance pay and benefits may be available to
employees whose employment is terminated as
a result of certain job eliminations or layoffs, or as
otherwise required by law.
Eligibility for Rehire
For the Canadian Eligibility for Rehire policy, please
see the Canada Addendum found in this Guide.
Employees who terminate employment voluntarily or
involuntarily may be ineligible for rehire
depending on the reason(s) and/or circumstances
surrounding their termination. Questions about
rehire eligibility may be directed to Human
Resources.

RESIGNATION
If an employee resigns, he/she is expected to give
the Company two weeks’ advance written notice.
Failure to provide two weeks’ advance notice of
resignation may result in ineligibility for rehire in the
future.

RETURN OF PROPERTY, FINAL PAY AND
POST-EMPLOYMENT BENEFITS
For the Canadian Return of Property, Final Pay and
Post-Employment Benefits policy, please see the
Canada Addendum found in this Guide.
On or before the employee’s last day of work,
all Company owned and leased property in the
employee’s possession must be returned to the
Company. This includes, but is not limited to:
employee ID cards, keys, laptop computers and
accompanying equipment (i.e., power cords, mice,
and docking stations), mobile devices, and any other
Company property.
Employees should consult their manager regarding
final pay arrangements and the termination of
the employee’s benefits. The Company will send all
applicable paperwork to the employee’s last
current address on file, approximately two to three
weeks after his/her last day of work. Final pay will
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be paid on the next scheduled payday following
termination, except where otherwise required
by law. Any accrued but unused Paid Time Off (PTO)
or vacation time will be paid out to terminated
employees in their final paycheck or in a separate
paycheck following their final paycheck, depending
on the state where the employee works.

To help the Company accomplish that goal, all
employees are required to learn and adhere to
established health and safety policies, procedures
and guidelines. Potential workplace hazards must be
reported to management immediately, and workrelated incidents, injuries, and illnesses must be
reported promptly and accurately.

PERSONNEL FILES

OCCUPATIONAL INCIDENTS, INJURIES
AND ILLNESSES

Personnel files are the property of the Company and
are maintained confidentially, with access permitted
only to those with a business need. Current and
former employees who wish to review their personnel
file will be granted access where required and in
accordance with applicable law. To request access to
your personnel file, please submit a written request
to employmentrecordsreq@luxotticaretail.com.

EMPLOYMENT VERIFICATION AND
REFERENCES
For the Canadian Employment Verification
and References Policy, please see the Canada
Addendum found in this Guide.
The Company utilizes The Work Number, a third
party automated service that provides current and
former employees with the ability to provide proof
of their employment (position held and dates of
employment) or income.
United States and Puerto Rico employees should visit
www.theworknumber.com or 1-800-367-5690 and
use Lux Code #11567 to obtain proof of employment
or income.
Any manager who receives a request for a reference,
including online requests via LinkedIn or any other
social or professional networking website, or any
other request for employment or income verification
should direct the individual to The Work Number.
Under no circumstances should managers provide
positive or negative comments about an employee’s
past performance or reason for leaving.

The Company takes work-related incidents, injuries
and illnesses seriously. Regardless of the severity,
all work-related incidents, including “near misses”,
injuries and illnesses, must be reported immediately
to the supervisor or manager for both the employee’s
protection and for the purpose of complying with
applicable laws and Company policies. Employees
must obtain from their manager or Human Resources
and complete an Occupational Incident/Injury/
Illness form immediately following any work- related
incident. It is imperative to report any such incident,
injury, or illness immediately, and no later than 24
hours of its occurrence. Employees who fail to
report, or who do not promptly report work-related
incidents, injuries, or illnesses, may be subject to
Corrective Action.
If an employee misses work due to an occupational
incident, injury or illness, the employee must provide
a written statement from a health care provider
prior to returning to work. In the United States,
the healthcare provider must be approved through
workers’ compensation.

LEAVES OF ABSENCE
For the Canada Leaves of Absence policy, please
see the Canada Addendum found in this Guide.

For the Luxottica Operations Safety, Health and
Environmental policy, please see the Luxottica
Operations Addendum found in this Guide.

A leave of absence is defined as an unpaid approved
absence from work for the reasons specified in the
policies below. See each of those policies below for
a more complete definition of each type of leave of
absence and the eligibility for each leave.
Certain states and local jurisdictions may provide
additional types of leave that are not included
in this Guide. The Company complies with all
applicable leave laws. PTO, vacation or sick time, as
defined in this Guide, may not be used immediately
prior to or after a leave of absence to extend an
employee’s leave.

The Company is committed to providing a safe,
healthy, and environmentally responsible workplace.

Employees who do not return to work upon their
scheduled return, or who have not received an

WORK ENVIRONMENT
SAFETY, HEALTH AND ENVIRONMENTAL
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approved extension of leave, will be considered to
have voluntarily resigned from their employment.
Employees with questions about leave and use of
PTO, vacation or sick time while on leave should
contact the Luxottica Leave and Disability Service
Center at 1-866-431-8484.

FAMILY MEDICAL LEAVE ACT (FMLA)
To be eligible FMLA leave, employees must have
worked for the Company for at least 12 months and
have worked at least 1,250 hours in the 12 months
prior to taking FMLA leave.
Previous periods of employment with the Company
within the seven years prior to taking FMLA leave
can be counted to meet the 12-month service
requirement.

•
•

The FMLA also provides up to 26 weeks of unpaid,
job protected leave during a single 12- month
period to eligible employees to care for a covered
service member or veteran who is the employee’s
spouse, son, daughter, parent, or next of kin with a
serious illness or injury incurred in the line of duty as
a member of the Armed Forces (including National
Guard and Reserves) and the service member or
veteran:
•
•
•

FMLA Covered Events
The FMLA provides up to 12 weeks of unpaid, job
protected leave during a single 12-month period to
eligible employees for the following reasons:
•
•
•

•

•

for the birth and care of a newborn child of
the employee;
for placement with the employee of a son or
daughter for adoption or foster care;
to care for a spouse, domestic partner, son,
daughter, or parent with a serious health
condition;
to take medical leave when the employee is
unable to work because of a serious health
condition; or
for qualifying exigencies arising out of
the fact that the employee’s spouse, son,
daughter, or parent is a service member
on federal active duty, or has been called
to federal active duty status, and has been
deployed to a foreign country (applies to
National Guard, Reserves, and Regular
Armed Forces).

•

Military events and related activities;
Childcare and school activities;
Financial and legal arrangements;
Counseling;
Post-deployment activities;
Additional activities related to the active
duty or call to active duty when agreed to by
the Company;
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undergoing medical treatment,
recuperation, or therapy;
an outpatient at a military medical treatment
facility;
assigned to a unit established for the
purpose of providing command and control
of members of the Armed Forces’ receiving
medical care as outpatients; or
on the temporary disability retired list.

Definition of Serious Health Condition
A “serious health condition” is an illness, injury,
impairment or physical or mental condition that
involves either:
•
•

An overnight stay in a medical care facility;
Continuing treatment by a health care
provider for a condition that either prevents
an employee from performing the functions
of their job or prevents the qualified family
member from participating in school or
other daily activities.

Subject to certain conditions, the continuing
treatment requirement may be met by:
•

Exigencies that qualify for leave include:
•
•
•
•
•
•

Deployment with a short notice; or
Rest and recuperation.

•
•
•
•

A period of incapacity of more than three
consecutive calendar days combined with
either:
• Two visits to a health care provider
within 30 days of incapacity; or
• One visit to a health care provider
that results in a regimen of continuing
treatment;
Incapacity due to pregnancy or for prenatal
care;
Incapacity due to a chronic condition;
Incapacity due to a permanent or long-term
condition; or
Absences to receive multiple treatments for
restorative surgery or a condition that would
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likely result in a period of incapacity in the
absence of medical treatment.

employee’s leave entitlement. If it is determined that
the leave is not FMLA- protected, the employee will
be notified.

Definition of 12-Month Period
In order to calculate the amount of FMLA leave
to which an employee may be entitled during a
12-month period, the Company will review the
amount of FMLA leave, if any, taken by the employee
in the 12 months immediately preceding the first
date of the FMLA leave.
Requesting FMLA Leave
Employees must provide 30 days advance notice to
their manager and Human Resources of the need
to take FMLA leave when the need is foreseeable.
When 30 days’ notice is not possible, the employee
must provide notice as soon as practicable and must
comply with normal call-in procedures. Employees
must also inform the Company if the requested leave
is for a reason for which FMLA leave was previously
taken or certified.
Employees who request FMLA leave are required
to provide the appropriate Department of Labor
Certification form(s) that correlates with the type
of leave requested. Forms may be obtained by
contacting the Luxottica Leave and Disability Service
Center at 1-866-431-8484. Failure to provide the
proper FMLA Certification Form in a timely manner,
not more than 15 days from a Company request
for certification, may result in the delay or denial
of leave and/or benefits, denial of reinstatement,
or termination of employment for unauthorized
absence.
The Company reserves the right to request periodic
recertification and/or a second or third medical
opinion to determine the necessity of the leave, as
permitted by law.
Employer Responsibilities
The Luxottica Leave and Disability Service Center will
inform employees requesting leave whether they are
eligible for leave under the FMLA. If the employee
is eligible, the notice will specify any additional
information required as well as the employee’s rights
and responsibilities. If the employee is not eligible,
Leave Administration will provide a reason for the
ineligibility.
If leave will be designated as FMLA-protected, the
employee will be informed of the designation and
the amount of leave that will be counted against the
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Scheduling FMLA Leave
Employees must make reasonable efforts to schedule
leave for planned medical treatment so as not
to unduly disrupt the Company’s operations. An
employee is not required to take FMLA leave in
one block. Leave may be taken intermittently or
on a reduced schedule when medically necessary
and properly documented. The Company reserves
the right to temporarily transfer employees on
intermittent or reduced schedule leave to positions
that permit them to take such leave with limited
disruptions to operations.
If an employee on intermittent or reduced schedule
leave is unable to work mandatory overtime because
of the leave, the missed mandatory overtime hours
may be counted against the employee’s FMLA
leave entitlement. Missed voluntary overtime hours
will not be counted against the employee’s leave
entitlement.
Pay and Benefits During FMLA Leave
FMLA leave is an unpaid leave. However, employees
may be eligible to receive benefits through
State-sponsored or Company-sponsored wagereplacement benefit programs. Employees may also
choose to use their accrued, unused PTO, vacation or
sick time where applicable, while taking FMLA leave.
In order to use PTO, vacation or sick time while on
FMLA leave, employees must comply with Company
PTO, vacation and sick time policies. Any PTO,
vacation or sick time used during an FMLA leave
runs concurrently with the FMLA leave and cannot
be used to extend the FMLA leave’s qualifying start
or end dates. Employees with questions about use
of PTO, vacation and sick time while on FMLA leave
should contact the Luxottica Leave and Disability
Service Center at 1-866-431-8484.
During FMLA leave, an employee’s health coverage
under any group health plan will be maintained
under the same terms as if the employee had
continued to work. Employees must pay their share
of insurance premiums while on FMLA leave and
will be notified of how and when to make those
payments. If an employee is eligible for and receiving
short term disability pay, the employee’s insurance
premiums will be deducted from this pay. If an
employee is not eligible for or not receiving short
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term disability pay, he/she will receive an invoice for
their portion of the insurance premiums. This invoice
must be paid in order for benefits to continue. If the
employee does not receive an invoice, adjustment
premiums will be deducted from future paychecks
once he/she returns to active status. If the Company
terminates the employee’s health coverage due to the
employee’s failure to make premium payments, the
Company will provide written notice to the employee
15 days in advance of the coverage termination date.

service in the uniformed services will be granted
military leaves of absence as, and to the extent
required by the Uniformed Services Employment
and Reemployment Rights Act (“USERRA”) and any
other applicable state law. To obtain such military
leave, employees must notify their manager and
Human Resources of their need for leave verbally
or in writing unless military necessity prevents the
giving of notice, or the giving of notice is otherwise
impossible or unreasonable.

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

Unless otherwise required by law, an employee’s
benefits will be continued for a maximum of 30 days
from the employee’s first day of leave. Thereafter,
employees shall be offered the opportunity to elect
to continue their benefit coverage up to 24 months
at their own expense pursuant to COBRA.

Return from FMLA Leave
Prior to returning to work, employees on FMLA leave
must provide a release to return to work from their
health care provider supporting the employee’s ability
to return to work, including the ability to perform their
essential job functions with or without a reasonable
accommodation.
Under most circumstances, employees who return to
work following FMLA leave will be reinstated to the
same position held at the time of the leave or to an
equivalent position with equivalent pay, benefits, and
other employment terms and conditions. However,
employees have no greater right to reinstatement
than if they had been continuously employed (rather
than on leave). For example, if an employee would
have been laid off had he/she not gone on leave, or if
his/her position has been eliminated during the leave,
then he/she will not be entitled to reinstatement.
Further, certain “key” employees of the Company
might not be reinstated to their former position.
“Key” employees will be notified of their status in
writing when they apply for FMLA leave.
Employees who do not return to work upon their
scheduled return from FMLA, or who have not
received an approved extension of leave, will be
considered to have voluntarily resigned from their
employment.

MILITARY LEAVE
The Company recognizes that some of its employees
may choose, or be asked, to serve their country by
joining the uniformed services. These employees
deserve appreciation and respect from their coworkers and management when they depart for
service and when they resume their civilian careers.
Employees who are absent from work due to
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Paid Leave Up To 15 Days
In addition, all hourly and salaried full-time and
regular part-time employees who are absent from
work due to service in the military are also eligible
for up to 15 calendar days of paid military leave each
calendar year. Unless otherwise specified by local
policy, full-time employees shall receive eight hours
of pay for each day, and part-time employees shall
receive four hours of pay for each day. Any military
leave of absence beyond these 15 calendar days will
be unpaid, unless otherwise required by law.
To be placed on paid military leave, an employee
must provide his/her manager with a written
request along with the official military orders with
the beginning and end date of active duty. An
employee’s health benefits will remain the same
during the leave of absence and his/her portion of
benefit costs will continue to be deducted from the
employee’s paychecks.
Upon return from approved paid military leave,
employees must present a copy of their military release
papers. Any pay received by the employee from the
government for military service employed with the first
15 days of military leave shall be reimbursed to the
Company unless prohibited by state law.

COMPANY MEDICAL LEAVE
In addition to whether an employee is eligible for
medical leave for his/her own medical condition
under the FMLA, as a reasonable accommodation
under the Americans with Disabilities Act (ADA),
or under other federal or state law, the employee
may, at the Company’s discretion, be permitted
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to take an unpaid Company medical leave of
absence. Employees become eligible for Company
medical leave after 90 consecutive calendar days
of employment. This 90-day requirement does not
apply to leave as a reasonable accommodation
under the ADA or when otherwise prohibited by
federal or state law. For more information, contact
the Luxottica Leave and Disability Service Center at
1-866-431-8484.

PERSONAL LEAVE
Personal leave may be granted at the discretion of
the Company to employees who have completed
six consecutive months of service. Personal leaves
are unpaid; however, the employee must use any
available PTO, vacation or sick time concurrently with
their approved personal leave. A personal leave may
be granted:
•

•

For emergencies or extreme personal
hardships provided the absence does not
conflict with departmental/store/facility
workload; or
When an employee needs to relocate to
another store or location with the Company.

Personal leave of absence requests may be made by
contacting the Luxottica Leave and Disability Service
at 1-866-431-8484.A personal leave of absence will
not be granted to attend school or to extend another
type of leave of absence.
Generally, an unpaid personal leave of absence may
be granted for a period of up to 30 days. Extensions
will be approved only in exceptional circumstances
in increments of 15 days, up to a maximum of 90
days. Neither PTO, vacation or sick time may be
used to extend a personal leave beyond 90 days.
The Company reserves the right to cancel a personal
leave of absence before an employee’s expected
return date.

immediate or non-immediate family member as
defined below. Unless otherwise specified by local
policy, full-time employees receive eight hours of pay
for each day off, and part-time employees receive
four hours of pay for each day off. The Company
reserves the right to require documentation of the
need for bereavement leave.
An employee will receive up to three consecutive
days of time off with pay for the death of an
immediate family member, which includes the
employee’s spouse or domestic partner, children,
parents, grandparents, grandchildren and the
employee’s siblings. The term immediate family
member applies to the employee’s relationships,
whether they are established by blood or marriage
(e.g., in-law, step relationships).
An employee will also receive up to one day of
paid time off for the death of a non-immediate
family member, which includes the employee’s aunt,
uncle, cousin, niece or nephew. The term nonimmediate family member applies to the employee’s
relationships, whether they are established by
blood or marriage (e.g., in-law, step relationships),
and includes second or third relatives and “great”
relatives.
If a close relationship exists other than those listed,
an employee may request PTO or vacation in order
to attend a funeral, memorial service, wake, etc.
Approval of such requests is within the discretion of
the Company.
The Company will comply with all applicable state,
provincial and local bereavement leave laws where its
stores and employees are located.

JURY DUTY LEAVE
For the Puerto Rico Jury Duty Leave policy, please
see the Puerto Rico Addendum found in this Guide.

If an employee fails to obtain an approved extension
of a personal leave of absence before the approved
leave period has lapsed, the Company will assume
that the employee has voluntarily terminated his/
her employment if the employee does not return
to work within two days following the end of an
approved leave.

Full-time and part-time employees may be eligible
for paid jury duty leave. When an employee receives
a court-ordered summons, he/she must notify his/
her manager immediately and give him/her a copy
of the jury duty summons. This will help the manager
make the proper work and pay arrangements for an
affected employee.

BEREAVEMENT LEAVE

Unless otherwise specified by local policy, fulltime employees receive eight hours of pay for
each day off and part-time employees receive four
hours of pay for each day off, up to a maximum of

Full-time and part-time employees are entitled
to paid bereavement leave for the death of an
LUXOTTICA - EMPLOYEE GUIDE
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10 days (80 hours). If a full day of jury duty is not
served, the employee must report back to work.
When an employee receives a government check
as reimbursement for jury duty, the check must be
endorsed over to the Company and forwarded
immediately to the Treasury Department, unless
prohibited by local law.
The Company will comply with all applicable jury duty
leave laws.

TIME OFF TO TESTIFY AS A WITNESS
For the Puerto Rico Time off to Testify as a Witness
policy, please see the Puerto Rico Addendum found
in this Guide.
Full-time and part-time employees may be granted
unpaid time off as needed to testify as a witness in
proceedings related to crimes committed against the
employee. Employees must notify their manager as
soon as possible of the need for time off to attend a
court proceeding. If an employee needs additional
time off as a result of a crime committed against him/
her the employee should contact his/her manager
or Human Resources. The Company will comply with
all applicable laws regarding time off to testify as a
witness.

TIME OFF TO VOTE
Employees generally should attempt to coordinate
voting time either before or after their regular work
schedule. If an employee is unable to vote in an
election during his/her non-working hours through
reasonable diligence, the Company may grant up
to two hours of unpaid time off to vote or additional
time if required by law. Employees must request time
off to vote from their manager at least two working
days prior to the day of the election. Employees
must demonstrate why they cannot vote during nonworking hours. If time off is granted, the Company
shall determine in its sole discretion the hour(s)
designated as time off to vote. The Company will
comply with all applicable voting leave laws.
For additional California Leave of Absence policies,
please see the California Addendum found in this
Guide.
For additional Puerto Rico Leave of Absence policies,
please see the Puerto Rico Addendum found in this
Guide.
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ADDITIONAL LEAVES OF ABSENCE NOT
LISTED IN THIS GUIDE
As laws and Company policies are enacted or
amended, additional types of leaves may be
available to an employee. Please check with the
Luxottica Leave and Disability Service Center at
1-866-431-8484 for any additional leave type(s) that
may be available for your particular need for leave.

EMPLOYEE BENEFITS
For Canada Employee Benefits policies, please see
the Canada Addendum found in this Guide.
This section provides an overview of the Company’s
comprehensive and competitive benefit offerings
for employees in the United States. For additional
information on benefit plans and eligibility or to
access Summary Plan Descriptions (SPD), log onto
benefits.luxottica.com or call the Luxottica Human
Resources Services Center at 1-888-431-8484. If
there is any conflict between the statements in this
Employee Guide and the current SPD, the SPD shall
govern in all cases.
The Company reserves the right to modify or
terminate any benefit plan or policy at any time in its
sole discretion.

PAID-TIME OFF (PTO)
For Puerto Rico Vacation and Sick Time policies,
please see the Puerto Rico Addendum found in this
Guide.
Rather than separate vacation time, personal time
and sick time, the Company combines each of these
benefits into a single category called Paid Time Off
(PTO). PTO gives employees more flexibility to use
paid days off from work as the employee chooses.
PTO is available to all full-time, United States
employees.
PTO Accrual and Use
PTO is accrued each pay period based on hours
paid for all employees that are not considered part
of the Leadership Team (see Leadership PTO policy
outlined below). With the exception of Luxottica
Wholesale, PTO is calculated according to an
employee’s PTO service or anniversary date (the most
recent start date of full- time employment). In the
alternative, Luxottica Wholesale calculates their PTO
on a calendar year basis, from January 1 – December
31 each year. Employees begin to accrue and use
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PTO on the first day of full-time employment and
continue to accrue PTO every week that they are
active and working. Hourly/non-exempt employees
do not accrue PTO while on a Leave of Absence
(LOA). PTO for full-time employees is accrued as
follows, except where state or local laws require a
more favorable accrual rate:

United States Retail Stores and Luxottica
Operations:
Length of Service

Accrual Rate

Annual Maximum

0 to 1 year

0.0192 hours per
hour paid

40 hours

1 year to 5 years

0.0576 hours per
hour paid

120 hours

6 years to 10 years

0.0769 hours per
hour paid

160 hours

11 years or more

0.0962 hours per
hour paid

200 hours

Field Management, Employed Optometrists and
Cincinnati Service Center Accrual Schedule:
Length of Service

Accrual Rate

Annual Maximum

0 to 5 years

0.0576 hours per
hour paid

120 hours

6 years to 10 years

0.0769 hours per
hour paid

160 hours

11 years or more

0.0962 hours per
hour paid

200 hours

Luxottica Wholesale Accrual Schedule:
Length of Service**

Accrual Rate

Annual Maximum*

0 to 5 years

0.0576 hours per
hour paid

105/120 hours

6 years to 10 years

0.0769 hours per
hour paid

140/160 hours

11 years or more

0.0962 hours per
hour paid

175/200 hours

* Annual maximum accrual is based on either a seven or eight hour work
day.
**Employees with greater PTO eligibility prior to January 1, 2008 are
grandfathered accordingly.

Employees must request approval to use PTO from
their immediate supervisor as far in advance as
possible. PTO will be approved in consideration of
business operations. Failure to notify management
when missing work constitutes an unexcused
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absence and may result in Corrective Action even if
an employee has PTO available and whether or not
PTO is used to cover the absence.
PTO is tracked in the timekeeping system for all
hourly/non-exempt employees. An employee’s
manager must enter PTO taken in the timekeeping
system during each pay cycle. Hourly/non-exempt
employees will be able to view their PTO balance
on each pay stub. As with hours worked, it is the
employee’s responsibility to ensure PTO taken is
accurately reported. Unless otherwise required by the
Company, exempt/salaried employees do not track
their PTO in the timekeeping system and should
maintain an up-to-date record of their PTO.
Borrowed PTO
Unless an employee is on a LOA, which includes
intermittent and reduced-schedule FMLA, he or
she may be permitted to borrow PTO before it has
been accrued, creating a negative PTO balance.
Employees may borrow up to a maximum of 40 hours
of PTO at one time, provided they do borrow more
PTO than they are eligible to earn annually under
the applicable accrual schedule above. If by chance,
an employee’s negative PTO balance exceeds the
maximum negative balance allowed, he or she will
not be eligible to take PTO until the balance falls
below the maximum threshold. Employees’ PTO
balances are expected to return to a zero or positive
balance by the first day of their next PTO year. If
an employee terminates Luxottica with a borrowed
PTO balance, Luxottica will withhold the borrowed
PTO from the employee’s final paycheck, where
permitted by law. If not deducted from final pay, the
Company will maintain a negative PTO balance on
the employee’s record, which will be re-activated at
the time of any subsequent rehire with the Company.
PTO Carryover and Payout
Unused PTO hours will automatically carryover to the
new anniversary year, up to a maximum of 40 hours.
Any hours over 40 will be forfeited, unless otherwise
required by law and set forth below.
Full-time employees working in California and
Colorado and full-time employees working in Illinois
who were hired prior to January 1, 2015, are eligible
for unlimited carryover, subject to the maximum
balance limit. If an employee reaches the set
maximum balance limit, they will stop accruing PTO
until they take time off. The PTO maximums are as
follows:
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Management Review
Years of Service

Maximum Balance Limit

1 to 5 years

210 hours

6 years to 10 years

280 hours

11 years or more

350 hours

If a California, Illinois or Colorado employee transfers
to another state, he/she will carry with him/her any
accrued but unused PTO reflected on their paycheck
stub. The employee must work with his/her new
manager to use any PTO over 40 hours by his/her
anniversary date.
Accrued and unused PTO hours will be paid out to an
employee upon either termination or a change from
full-time status to part-time or casual part-time status.

LEADERSHIP PTO
This policy applies only to all U.S. full-time exempt
employees at pay level 19 and above (collectively
referred to as the “Leadership Team”), with the
exception of Luxottica Wholesale. All other
employees will accrue PTO under the existing PTO
Policy for U.S. Employees.
Leadership PTO allows Luxottica’s Leadership Team to
take time off as needed, for any reason, as business
allows. This includes time spent away from work
for vacation, relaxation, sickness, personal or family
reasons. Leadership PTO is not earned or accrued at
any time. There is no limit on the overall amount of
time that can be taken, as long as time off is planned
in advance with the employee’s supervisor and direct
reports so that business continues uninterrupted
during the absence. A reasonable limit of two (2)
consecutive weeks, however, is the maximum amount
of Leadership PTO that can be taken at one time
under this policy. Leadership PTO is paid at the
Leadership Team employee’s regular base salary.
Scheduling Leadership PTO
Leadership Team employees are expected to
schedule Leadership PTO at least two (2) weeks in
advance, and ensure that it does not adversely impact
the business or co-workers, whenever possible. When
advance notice is not feasible, Leadership Team
employees should provide notice as soon as possible
to lessen any disruption on the business.
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The use of Leadership PTO must be approved by
the Leadership Employee’s manager. Although
Leadership PTO is not recorded or tracked,
managers are responsible for ensuring that the use
of Leadership PTO is reasonable, does not adversely
impact other co-workers or the business, and does
not impact the job performance of the Leadership
Team employee. The Company retains the right to
deny requested Leadership PTO based on business
needs, the productivity of the Leadership Team
employee, or any other business reason.
It is expected that managers will approve Leadership
PTO requests in a fair and consistent manner. If
managers have questions on the reasonableness
of a request, or the potential interaction with an
accommodation or job protected leave of absence
as explained below, they should consult with Human
Resources.
Leaves of Absence and Third-Party Benefit Programs
At times, employees may be eligible for time off of
work under applicable federal, state and local laws,
and/or one of Luxottica’s leave of absence policies.
Leadership Team employees may use Leadership
PTO for such time off work, just as they can for any
other approved reason. In doing so, Leadership
PTO will run concurrently with the approved leave of
absence, and will not extend the leave’s qualifying
start or end dates. Leadership Team employees
may designate when during the approved leave of
absence they wish to take their Leadership PTO,
provided they do not take more than a maximum
of two (2) weeks during a continuous leave period.
Time off in excess of two weeks of Leadership PTO
will be unpaid, unless the Leadership Team employee
is eligible for a third-party benefit program such as
short or long-term disability insurance, state disability
insurance, or workers’ compensation. If a third-party
benefit does apply, the amount of Leadership PTO
an employee receives is offset by any payments
received under the third-party program, and benefits
are coordinated. Leadership Team employees are
required to apply for and integrate state disability
and short -term disability insurance benefits with
their Leadership PTO.
Leadership Team employees are encouraged to
apply for a leave of absence when applicable, so that
the Company may fully evaluate the request under
Company policy and/or applicable law; otherwise,
their request for Leadership PTO may be denied.
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For more information regarding Luxottica’s leaves of
absence, short or long-term disability plans, or state
disability insurance programs, please contact the
Luxottica Leave and Disability Service Center at (866)
431-8484.
Change of Status
Any employee who moves into a Leadership
Team role after the effective date of this policy will
begin transitioning to the Leadership PTO Policy
immediately. PTO accruals will cease as of the role
transition date, with the expectation that the new
Leadership Team employee will transition to the
Leadership PTO Policy within six (6) months of that
date, or the date they exhaust all unused, accrued
PTO, whichever is earlier.
Termination of Employment
Leadership PTO is not earned and does not accrue.
Accordingly, there is no pay out of Leadership PTO
upon voluntary or involuntary termination unless
otherwise required by law. Any PTO hours that
were accrued under a previous PTO policy, and
not exhausted prior to the employee’s transition to
Leadership PTO, will be handled in accordance with
the PTO policy under which the PTO hours were
originally accrued.
Additional PTO Benefits
Company policy and/or state or local laws may
provide additional PTO benefits including paid sick
leave and safe time leave. For questions and more
specific details regarding these and other PTO
benefits, please refer to the full PTO policy or contact
Human Resources.

HOLIDAYS
For the Canadian Holiday Policy, please see the
Canada Addendum in this Guide.
Once eligible for Company benefits, full-time and
part-time employees are entitled to paid holidays.
With the exception of Luxottica Wholesale, fulltime and part-time employees are also entitled
to Diversity Days. Holiday and Diversity Day
entitlements, if applicable, vary based on an
employee’s brand/location and years of service.
Please refer to your brand/location’s Annual Holiday
Schedule for details. Casual part-time and seasonal
employees are not eligible for holiday pay or
Diversity Days.
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Holidays are paid at the regular hourly wage or
salary rate, unless otherwise required by state and/
or local laws. Unless otherwise specified by your
brand/location’s Annual Holiday Schedule, full-time
employees receive a day off work with eight hours of
pay and part-time employees receive a day off work
with four hours pay.
To receive holiday pay, employees must work their
scheduled day before and after the scheduled
holiday, subject to individual location/facility policy
and discretion. For an absence due to illness on one
or both of these scheduled days, a doctor’s note
must be provided to maintain eligibility for holiday
pay. Employees are not eligible for holiday pay while
on a leave of absence.
Employees who work on a holiday may be able take
their paid holiday on an alternate day before or after
the actual holiday with supervisor approval. Refer to
your brand/location’s Annual Holiday Schedule for
additional details.
Unless otherwise prohibited by state law, employees
may not sell back holiday hours, and will not be paid
out any unused holiday hours upon the employee’s
separation of employment from the Company.

HEALTH & WELFARE BENEFITS
Medical, Dental & Other Benefits
Full-Time Employees
The Company is committed to providing eligible
full- time employees and their eligible dependents
with comprehensive and quality benefits programs
that best meet their needs. The Company’s goal is
to keep the employee share of medical premiums as
low as possible, while maintaining quality benefits.
In fact, it is our priority to ensure that Luxottica’s
benefits are competitive with the companies with
whom we compete for talent.
To receive coverage, eligible employees must
complete enrollment before the date specified
on the employee’s benefits website home page
at benefits.luxottica.com. Employees who need
to enroll in or change benefits selections due to
a Qualified Status Change Event (birth, adoption,
marriage, etc.) must complete enrollment within
30 days of the date of the Qualified Status Change
Event.
Failure to complete or provide all required
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enrollment information in a timely manner may delay
or impair the employee’s eligibility for benefits.
For full-time benefit details refer to the Benefits
Summary Plan Description, which can be found at
benefits.luxottica.com, or contact the Luxottica
Human Resource Service Center at 1-866-431-8484.
Part-Time and Casual Part-Time Employees
The Company is committed to providing eligible
part- time and casual part-time employees and their
eligible dependents with comprehensive and quality
benefits programs that best meet their needs.
To be eligible for timely coverage, enrollment must
be completed within 30 days of being hired as a parttime or casual part-time employee, moving from fulltime to part-time or casual part-time, or experiencing
a Qualified Status Change Event.
Failure to complete or provide all required enrollment
information in a timely manner may delay or impair
the employee’s eligibility for benefits.
For part-time and casual part-time benefit details
refer to the Benefits Summary Plan Description, which
can be found at benefits.luxottica.com or contact the
Luxottica Human Resource Service Center at 1-866431-8484.

SHORT TERM DISABILITY
Short Term Disability (STD) benefits provide an
eligible full-time employee the ability to receive a
portion of his/her pay if the employee needs time
away from work for his/her own certified medical
condition. The Company provides STD benefits at
no cost to employees. Employees in New York, New
Jersey, Hawaii, Rhode Island, California and Puerto
Rico must apply for state disability benefits through
the state, in addition to applying for short term
disability benefits offered through the Company. In
addition, employees in Puerto Rico should refer to the
SINOT policy in the Puerto Rico Addendum found in
this Guide.
Employees should contact the Luxottica Leave and
Disability Service Center to apply for STD benefits. A
representative from our disability carrier will work with
the employee to determine if he/she is eligible for
STD benefits.
An employee’s health care provider will be required to
submit separate medical documentation. Employees
LUXOTTICA - EMPLOYEE GUIDE

are not eligible to concurrently receive STD benefits
and workers’ compensation benefits. For further
details on the Short Term Disability Plan, employees
should refer to the Summary Plan Description, which
can be found at benefits.luxottica.com.

EMPLOYEE ASSISTANCE PROGRAM
(EAP)
The Company offers access to an Employee
Assistance Program (EAP) as part of our commitment
to provide comprehensive, quality benefits. This
benefit is provided to all employees, regardless or
status, and at no cost to employees.
EAP is a confidential support and referral service with
resources to help employees maximize productivity
while balancing life’s realities and challenges, such as
child care and parenting, aging parents, financial and
legal concerns, work, career, emotional well-being,
addiction and recovery and more.
To access the EAP, please contact the Anthem EAP at
1-800-865-1044 or www.AnthemEAP.com.

RETIREMENT
Tax Incentive Savings Plan – 401(k)
All employees in the United States and Puerto Rico
are eligible to participate in the 401(k) plan as soon
as administratively practicable (generally after the
receipt of his/her first paycheck). An employee who
has reached the age of 21 and has worked at least
1,000 hours (both full and part-time) in their first year
of employment or subsequent calendar year for the
Company may be eligible for matching contributions.
For details, refer to the Luxottica Group Tax Incentive
Savings Summary Plan Description, which can be
found at benefits.luxottica.com.
Pension Plan
Employees hired or rehired prior to January 1, 2014
and who have worked one year with at least 1,000
hours and are 21 years old or older are eligible for
the Luxottica Group Pension Plan (certain vesting
requirements apply before an employee can receive
benefits). This plan provides benefits to an employee
when he/she retires. The benefits an employee
receives are based on length of service. Enrollment
in the plan is automatic once you meet the eligibility
criteria. For details, refer to the Luxottica Group
Pension Summary Plan Description, which can be
found at benefits.luxottica.com.
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ADDITIONAL BENEFITS AND EXTRA
PERKS
Full-time and part-time employees are eligible to
receive voluntary benefits and extra perks as
thanks for their hard work and commitment to the
Company. These additional benefits and perks
expire immediately upon an employee’s last day of
employment with the Company.
Annual and Milestone Eyewear Certificates

•

•
•

members who are allowed as a federal tax
exemption by the employee.
Reimbursement in any form cannot be
accepted for purchases made with your
discount.
Items purchased using the discount may not
be resold for profit.
Employees may not process their own
transaction or the transactions of an
immediate family member.

Each year on their Luxottica service anniversary,
employees receive an eyewear certificate which
entitles them to a free pair of eyewear from a
Luxottica store. Eyewear certificates are valid for
one year from the employee’s service anniversary
date. In addition, at each five-year milestone service
anniversary (5, 10, 15, 20, 25, etc. years), employees
receive a second eyewear certificate.

Employees who violate the discount policy may be
subject to Corrective Action.

If an employee does not receive his/her certificate(s)
by the 15th of their anniversary month, he/she should
notify his/her Regional Manager/Department Leader,
who should notify CompEyewear@alight.com to
request a replacement certificate.

Go online to the Benefit Hub tile on benefits.
luxottica.com for information about employee
discounts at Luxottica stores and other merchants
and service providers nationwide.

Only an employee or the employee’s eligible
dependent, as defined by the Luxottica Group
Benefit Plan, may redeem an annual eyewear
certificate. If redeemed by an employee’s dependent,
the employee must accompany the dependent at the
time of redemption. Milestone eyewear certificates
may be redeemed by the employee or any individual
of his/her choice.
Proper identification is required when redeeming
certificates. Certificates cannot be sold. Eyewear
redeemed with the eyewear certificate is not for
resale under any circumstances. Refer to the eyewear
certificate and related documents for additional
usage information, including redemption restrictions.
Eyewear Discount
The Luxottica Employee Eyewear Discount entitles
employees to receive the Company’s best discounts
at Luxottica stores when purchasing prescription or
non- prescription eyewear, sun wear, and other items.
Use of the employee eyewear discount is subject to
the following restrictions:
•

The discount may be used to purchase
eyewear for yourself, immediate family
members, or gifts for which you receive
no reimbursement. For purposes of this
benefit, “immediate family” means family
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Online Discount Marketplace
The online discount marketplace features easy access
to significant savings with top national brands. It
features more than 500 top vendors of goods &
services in apparel, automotive, beauty and more!

CRISIS ASSISTANCE PROGRAMS
As we work together every day, co-workers can
become close friends. While we are a large
organization, we are fortunate to have a culture of
caring employees who often become part of our
extended family. Over and over our employees
demonstrate generosity and compassion in how we
treat each other every day and how we support each
other in life’s most joyful and most difficult moments.
The Company created the Guardian Angel and Give
A Day Programs so employees can help co-workers
by donating money or paid time off when they
experience a crisis.
Give A Day Program
This program is designed to allow full-time
employees to help a co-worker with the gift of paid
time off. Full- time employees can donate up to two
days (16 hours) of their own unused, accrued PTO
or vacation time to another full-time employee who
needs time away from work.
To donate PTO or vacation to Give A Day, ask your
manager for a Donor form. Complete the form and
give it to your manager who will then complete
a Give A Day Approval form and send it to HR
Compliance at 513-492-4333 or HRCompliance@
luxotticaretail.com. If approved, the PTO or vacation
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time will be donated to the co-worker. For additional
information or questions contact Human Resources.
Guardian Angel Fund
A Guardian Angel Fund can be established to help an
employee in need of monetary support as a result of a
crisis. Employees may volunteer to participate as they
wish, including through anonymous donations.

Tuition Reimbursement
Luxottica’s Tuition Reimbursement Program provides
financial assistance to eligible full-time employees
who seek to improve their job-related knowledge
and skills through outside coursework. For eligibility
criteria and more information, please visit benefits.
luxottica.com.
Optician Reimbursement

To financially assist a co-worker in times of crisis,
employees should let their manager know they’d like
to set up an account for donations for a co-worker
and complete the Guardian Angel Program Request
Form for approval by their manager. The manager
may contact the Benefits Department to establish the
account. The co-worker in need will receive a check
directly from the Members Trust Federal Credit Union
in the amount collected from donations.

Luxottica offers full and partial reimbursement of
optician expenses for certain optician exams,
development courses, continuing education, and
licensing/renewal fees for employees who meet
eligibility criteria. For more information on the
Optician Reimbursement Program, please visit
benefits.luxottica.com.

For more information or questions on the Guardian
Angel Fund program, contact the Benefits
Department at benefitsdept@luxotticaretail.com.

MEMBERS TRUST FEDERAL CREDIT
UNION
Members Trust Federal Credit Union is a full-service
financial institution that is available to all employees
and their family members (spouse, children, parents,
etc.) in the United States. A full range of deposit
products is offered including savings accounts,
free checking, and certificates of deposits, IRA and
more. Members Trust also offers a complete lending
solution, which includes overdraft protection loans,
auto, home, home equity and three VISA card
options.
For details call Members Trust at 1-800-769- 8934, or
visit www.memberstrust.org.

PROFESSIONAL DEVELOPMENT AND
CAREER GROWTH
The Company provides employees with many
opportunities for professional growth and
development to help each employee take charge of
his or her career path. This includes award-winning
online training offered to all employees through Eye
Grow, as well as tuition reimbursement and optician
licensing. Other sources range from a Company
lending library to classroom training and annual
leadership conferences. Luxottica also offers external
development assistance.
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LUXOTTICA OPERATIONS ADDENDUM
This Addendum applies to all U.S. Luxottica
Manufacturing, Rx Operations and Distribution
Center employees (collectively referred to
as “Luxottica Operations.”) This Addendum
supplements, and should be read in conjunction
with the main content found in the Employee Guide,
in addition to any other applicable geographic
Addendums. To the extent a policy in the Employee
Guide conflicts with a policy in this Addendum,
Luxottica Operations employees should follow
the policy in this Addendum, unless a policy in a
geographic Addendum applies (e.g. California).

VISITORS
To ensure a safe work environment, all visitors must
comply with applicable Company policies. Visitors
include family members, friends, customers, vendors,
and other non-employees. All visitors must enter
through the main lobby doors and be issued a visitor
identification badge upon arrival. Visitor identification
badges must be worn and visible at all times.
Foothill Ranch employees wishing to bring a visitor to
the Employee Purchase store must enter through the
security entrance located on the side of the building.
Visitors are only permitted in employee break rooms
with prior supervisor approval. Additionally, Smoking,
Dress Code and Photography, Video and Recordings
policies apply to all visitors.

•

•

•

•

What Not to Wear
•

•

FOOD AND DRINK
The Occupational Safety and Health Administration
(OSHA) prohibits food and drink in certain areas.
This includes the work floor, where food and nonapproved beverage containers (e.g., water bottles
and cups without lids) are prohibited, unless
otherwise approved by Human Resources or Facility
Leader. For additional restrictions, refer to facility
specific policies regarding food and drink.

DRESS CODE
Luxottica Operations strives to maintain a safe
and productive work environment, and the dress
standards of the Company are an important aspect of
this objective. Employees are expected to be
well-groomed, practice good hygiene, and project
a professional image. In general, the following
guidelines apply to all Luxottica Operations
employees:
•

Employees should wear clean, casual
garments that fit properly and are in good
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condition.
Where lab coats are required, employees
should wear clean, fitted lab coats during
working hours. It is the employee’s
responsibility to maintain the cleanliness
and appearance of his/her lab coat.
Employees should wear clean, closed heel
and closed toe shoes, sneakers or work
boots (lace, ankle high) on the work floor
(applies to production, distribution, or
maintenance floors). Open shoes (toes or
heel), sandals, snow boots, and high top
boots are only permitted in the office and
non-production areas.
Hair that is shoulder length or longer must
be off the shoulders when working with any
equipment and/or while working on the
production floor.
Headgear is permitted, but may be subject
to workplace searches.

•

•
•

Loose-fitting, torn or ragged clothing, or
long, dangling jewelry that can become
entangled in equipment.
Tight fitting, see-through or revealing
attire such as: short dresses or miniskirts,
sleeveless sundresses, low-rise jeans, shorts
less than four inches above the knee, midriff
tops, halter- tops, spaghetti-strap tops, or
tank tops.
Flip-flops and other beach-related footwear
are not permitted on the work floor or in the
office.
Clothing that is in disrepair or is unkempt.
Clothing, hats or baseball caps with
offensive political, religious or sexual
messages are prohibited.

Management reserves the right to restrict clothing,
hair and personal appearance that detracts from a
safe and productive work environment. Facilities
may also use discretion to allow certain attire in their
location, provided the attire does not violate safety
standards. Questions about the appropriateness
of a particular fashion or appearance issue and
dress code accommodation requests, including to
accommodate an employee’s sincerely held religious
beliefs, should be directed to the employee’s
manager or Human Resources before the article is
worn.
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Employees who violate this policy may be asked to
clock out and return home to change and/or may be
subject to Corrective Action. Work time missed to
leave to change clothing will count as an absence/
occurrence in accordance with the Attendance Policy.

authorized business purposes only. Use of work floor
telephones for personal calls is prohibited.

Visitor/Contractor Compliance

The Company routinely documents its business
and events through videos and photography.
All employees approve the use of their image
for Company related purposes as a condition of
employment.

The dress code policy applies to visitors and
contractors anytime they are working in or are
traveling through the facility. The facility contact
person is responsible for reviewing the dress code
policy with the visitor or contractor.

EMPLOYEE BADGES
To ensure a safe work environment, all visitors and
employees are issued identification badges, which
are to be worn and visible above the waist at all times
while on Luxottica Operations property. Badges are
the property of Luxottica Operations.
It is the responsibility of each employee to have their
badge on hand to clock in and out, to ensure that
their time is recorded for payroll. Failure to do so may
result in pay adjustments not being processed in a
timely manner.
Violations of the Employee Badge Policy that may
subject an employee to Corrective Action include, but
are not limited to:
•

•

•

Three instances of an employee forgetting
his/her badge, failing to clock in/out for the
workday, breaks, or taking shortened meal
breaks without manager authorization, within
a rolling three month period.
Use of an employee badge to falsify
Company records, such as clocking jobs in or
out early.
Use of another employee’s badge to clock
in/out or alter time clock records on their
behalf, or permitting another employee to
use his/her badge to do so.

Whenever an employee enters an area which requires
card access, each employee must enter the card
reader individually before entering the area. Lost
badges will be replaced by the Company; however,
the cost to employee will depend on facility policy.
Employees should notify their manager to replace a
lost badge.

WORK FLOOR PHONES
Telephones located on the work floor are for
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PHOTOGRAPHY, VIDEO AND
RECORDINGS

Unless it is part of their job responsibilities,
employees, visitors, vendors, and contractors may
not take and/or post photos, audio/video recordings
(including conversations) of customers, management,
their work environment, or Company events
without prior consent and approval from Corporate
Communications. Employees may also not take and/
or post photos or audio/video recordings of other
employees without prior consent and approval from
each of those employees.
This policy is consistent with other Company policies
related to protecting Company proprietary and
confidential business information and respecting
individual privacy.

PRE-SHIFT AND POST-SHIFT WORK
ACTIVITIES
Non-exempt/hourly employees are permitted, but
not required, to clock in or out using the timekeeping
system according to the guidelines below, but
they must not engage in any work activities before
the start of their scheduled shift or after they have
clocked out at the end of their scheduled shift:
•

•

Rx Operations and Distribution Centers:
May clock in up to seven and one-half (7½)
minutes prior to the start of their scheduled
shift.
Oakley: May clock in up to three (3) minutes
prior to the start of their scheduled shift.

Examples of work activities that must not take place
before the start of an employee’s scheduled shift,
or after they have clocked out at the end of their
scheduled shift include, but are not limited to:
•
•
•

Engaging in the activities which the
employee is employed to perform.
Donning and doffing personal protective
equipment (e.g., goggles).
Attending shift briefings, meetings or
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•

•
•
•

•
•

training programs.
Picking up keys or other equipment to be
used by the employee in the performance
of his or her work activities.
Exchanging or returning equipment.
Picking up or delivering mail.
Providing or receiving instruction or
briefing about matters that are relevant to
the performance of the employee’s work
activities.
Completing incident reports or other jobrelated paperwork.
Turning on/off or booting up/down
computer.

For purposes of this policy, the following are not
considered work activities, to the extent they
are performed before the start of an employee’s
scheduled shift:
•
•
•

•

Walking to the time clock.
Waiting to clock in at the time clock.
Walking from the time clock to the place
where the employee will first perform any of
the above work activities.
Waiting to perform the first work activity of
the work day.

After clocking in [up to seven and one half (7½) or
three (3) minutes prior to the start of their scheduled
shift, depending on facility location], employees are
expected to be at their designated work location at
the beginning of their scheduled shift. Employees
should not perform any work activity until the actual
start of their scheduled shift.
At the end of their scheduled shift, employees must
clock out using the timekeeping system as soon
as practicable following the conclusion of their
scheduled shift work activities. Employees must not
perform any work activities after they have clocked
out at the end of their scheduled shift.
If an employee performs any work activities before or
after a scheduled shift, he/she must promptly report
the work time to his/her manager and/or Human
Resources to ensure he/she is compensated for this
work time.

to volunteer for, or they will be assigned, overtime
work.
Employees performing voluntary and mandatory
overtime work will be subject to the Company’s
Attendance Policy, and may be subject to unexcused
absences and/or occurrences for failing to fulfill
their scheduled overtime work obligations. Typically,
employees will have the ability to volunteer for
overtime work before mandatory overtime work
is assigned. To ensure that all employees with the
required skill sets have an opportunity to volunteer
for such overtime, supervisors/managers will
communicate the available hours and required
skill sets through sign-up sheets or in department
meetings.
In accordance with state or local law, the Company
may sometimes be required to mandate overtime
when qualified volunteers are not obtained.
Mandatory overtime hours can be assigned either
before or after a previously assigned shift or assigned
as an additional shift. In such cases, the Company
will evaluate the required skill sets for the shift and
develop a rotating pool of eligible employees to fill
the assignment.
The Company reserves the right to deny any
mandatory and voluntary overtime that does not
meet business needs.

LEAVING LUXOTTICA OPERATIONS
PREMISES DURING WORK TIMES
Each employee is assigned a work schedule, which
outlines his/her working hours. If an employee has an
appropriate reason for leaving the workplace during
work hours, other than during an unpaid meal break,
he/she must notify and receive approval from his/
her manager. At the time of leaving, the employee
must clock out and leave through designated doors.
Violations of this policy may subject an employee to
Corrective Action.

REPORTING PAY
For the California Reporting Pay policy, please see
the California Addendum found in this Guide.

VOLUNTARY AND MANDATORY
OVERTIME

Employees, who report for a scheduled shift, or at
Luxottica Operations’ request, will be provided a
minimum of four hours of work.

When operating requirements or other business
needs cannot be met during regular working hours,
hourly employees will either be given the opportunity

If four hours of work in the employee’s regular
position is not available, Luxottica Operations
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may provide alternative work to meet the four hour
minimum. If the employee chooses to decline this
alternative work, he/she will be ineligible for reporting
pay.

2. Absences of two or more consecutive workdays*
•
•

Management may also choose to pay up to four
hours, at the employee’s straight time hourly rate, if
four hours of regular or alternative work is not offered
or available, unless otherwise required by law.

ATTENDANCE
Employees are expected to be at their assigned
work area, clocked in, and ready to begin work at
their scheduled time. This includes the start of their
scheduled shift, return from meal or rest breaks,
mandatory meetings, and both voluntary and
mandatory overtime. If an employee will be late
or is unable to make it to work for their scheduled
work shift, it is the responsibility of the employee
to contact his/ her manager prior to the start of
his/her scheduled work shift by following facility
call in procedures. Luxottica Rx Operations and
Distribution Centers require timely call in notice of
at least 30 minutes, whereas Oakley Manufacturing
and Distribution Centers require advance notice of at
least two hours, in order to plan production needs.
Failure to notify management in accordance with your
facility’s policy may result in an occurrence and/or
Corrective Action where appropriate.
Note: The below Attendance Policy only applies to
Luxottica Rx Operations and Distribution Center
employees. Oakley Manufacturing and Distribution
Center employees should refer to their separate
facility’s Attendance Policy for details.
Attendance related occurrences will be issued as
follows:
1. Unexcused absences for a full shift or part of a
scheduled work shift:
•

•

•

One Occurrence: Full day unexcused
absences, being late more than one-half
(1/2) scheduled work shift, or leaving early
more than one-half (1/2) scheduled work
shift.
One-Half Occurrence: 31 minutes – up to
one half of the work shift late for work shift
or leaving 31 minutes – up to one-half (1/2)
of the scheduled work shift early.
One-Quarter Occurrence: One minute – 30
minutes late for start of scheduled work shift,
or leaving one minute – 30 minutes early.

LUXOTTICA - EMPLOYEE GUIDE

One Occurrence (for each workday missed):
No doctor’s note provided.
One Occurrence: Absences are due to the
same health reason and employee provides
a doctor’s note for him/herself or an eligible
dependent for all days absent to Human
Resources (unless otherwise specified by
your location) the day he/she returns to
work. For purposes of this policy, “eligible
dependent” carries the same definition as
our Company benefit coverage.

*If an employee misses four or more consecutive
calendar days due to medical reasons, he/she must
apply for a leave of absence. If an employee’s illness
results in absences lasting up to five consecutive
workdays, and the absences are not approved as
a leave of absence pursuant to Company policy
(i.e., employee has been employed less than 90
days) or other applicable law, the absences may
still be counted as one occurrence if a doctor’s note
is provided. After the fifth consecutive absence,
however, each workday absence will be considered a
separate occurrence.
Company-excused absences will not be counted as
an unexcused absence or occurrence and are limited
to the following:
•
•
•
•
•

•

Approved PTO;
Approved bereavement leave;
Approved witness or jury duty leave;
Approved absences due to severe weather
or natural emergency;
FMLA leave; military leave; any other
Company-approved absence or
accommodation; or
Management failure to notify the employee
of work schedule changes.

Any excused or unexcused absence will be charged
against the employee’s available accrued PTO, where
applicable.
Corrective action for attendance issues is based upon
the number of occurrences in a rolling 12- month
period, measured backward from the current date.
Attendance related Corrective Action may be issued
as follows:
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Corrective Action:
•
•

•

•

Six attendance occurrences in a rolling
12-month period.
Three times tardy in a calendar month
(in addition to accrual of attendance
occurrences).
Unexplained absences pattern within a
rolling 12-month period (i.e. absence
before/after Company holidays, every
Friday, every other month, etc.).
“No Call No Show” (first offense) - Failure
of employee to report for a scheduled shift
and/or notify manager at least 30 minutes/
two hours prior to start of shift.

Termination of Employment:
•

•
•
•

Three Corrective Actions for absenteeism
and/or tardiness in a rolling 12-month
period.
Nine attendance occurrences in a rolling
12-month period.
Three attendance occurrences within the
first 90 days of employment.
“No Call No Show” (second offense
in a rolling 12-month period) – Failure
of employee to report for a scheduled
shift and/or notify manager at least 30
minutes/two hours prior to start of shift;
considered job abandonment (i.e. voluntary
termination) of employment by employee.

ATTENDANCE AND PAY DURING
EMERGENCY CLOSINGS AND
INCLEMENT WEATHER
Inclement weather refers to hazardous natural
conditions such as excessive snow and/or ice,
tornado warnings, and severe thunderstorms which
may cause travel to and from work and business
operations to be less safe. Where operating
schedules are impacted by employee absences
or Luxottica Operations closings during inclement
weather or other emergencies, Luxottica Operations
reserves the right to schedule additional hours or
days of work to make up for lost production time.
If an employee misses scheduled make-up time,
normal PTO and attendance rules apply.
Requests to Leave Early, Arrive Late, or Cancel
Scheduled Shifts Due to Inclement Weather
Luxottica Operations understands that during
inclement weather employees may feel unsafe
traveling to and from work. If an employee
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reasonably feels that travel during inclement weather
would threaten his/her safety, the employee must
notify his/her supervisor of his/her intention to leave
early, arrive late, or not work a scheduled work shift.
Subject to facility discretion, the employee may or
may not receive an attendance occurrence, and the
following guidelines will apply to the missed work
time:
•
•

Employee may (but is not required) to take
PTO if PTO is available.
If employee does not have PTO or chooses
not to take available PTO, any work time
missed will be unpaid.

Changes in Operating Schedules Due to Inclement
Weather
Luxottica Operations may, on rare occasions, decide
to close or delay operations due to inclement
weather or other emergency situations. Changes
to operating schedules will be announced on
the facility inclement weather hotline. It is the
employee’s responsibility to call the facility inclement
weather hotline. Luxottica Operations will comply
with applicable state and local laws pertaining to
emergency closings and, to the extent this policy
conflicts with any state or local law, such law will
supersede this policy.
If an employee’s facility cannot open for business
and/or is unable to provide work for the employee
because of an emergency that causes a temporary
facility closing, employees will receive four hours
of pay, at the employee’s regular hourly rate, if the
employee reported to work at the start of his/her
scheduled shift.
With the exception of California, this policy will not
apply if the Company provides the employee with
at least 2 hours advance notice prior to the start of
his/her shift of the facility closing. In such cases, the
notice of 2 hours or more classifies the situation as a
“schedule change” and no pay is due.
Abuse of the Emergency Closings and Inclement
Weather Policy may subject an employee to an
occurrence and/or Corrective Action.

MEAL PERIODS AND REST BREAKS
For the California Meal Periods and Rest Breaks
policy, please see the California Addendum found in
this Guide.
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Meal Periods
Employees who work six or more hours will receive
one 30-minute, unpaid meal period (unless state
law mandates a more generous meal period). Meal
periods cannot be combined with other paid breaks.
Depending on the employee’s shift and facility
location, the meal period may be paid or unpaid.
Where the meal period is unpaid, employees must
clock out at the beginning of the meal period and
clock in when they return. Once the employee has
clocked out, he/she is permitted to leave the facility
premises for the duration of the meal period. If the
employee remains on the premises, meal periods
must be taken away from the work floor within
designated areas.
Rest Breaks
Unless state law mandates more generous rest breaks,
the following rest break guidelines apply:
•
•

Employees who work less than four hours are
not entitled to a rest break.
Employees who work four or more hours
are entitled to rest breaks in accordance
with the facility’s rest break policy.

a safe workplace, and must adhere to all applicable
laws, policies, procedures, and guidelines for
behavior as part of an overall safety and health
program.
The following are safety rules for all Luxottica
Operations facilities. Failure to follow these rules may
result in Corrective Action.
•

•

•
•

•

TRANSFERS
To be eligible for a promotion or voluntary transfer
(i.e., employee initiates transfer request) between
Luxottica Operations facilities, or within a Luxottica
Operations facility, employees must, subject to the
Company’s discretion, meet all of the following
criteria:
•
•
•
•

•

Have been in his/her position for a minimum
of 6 months.
Have met the minimum requirements of the
position as indicated on the job description.
Have no Corrective Action on file for the
preceding 12 months of employment.
In positions where applicable, received a
“Meets Expectations” or higher rating on
the most recent performance review.
Business needs allow for transfer.

•
•

•
•

•

Exceptions may be made on a case by case basis
based on operational needs. The Company reserves
the right to involuntarily transfer employees based on
operational needs.

SAFETY, HEALTH AND ENVIRONMENTAL
All employees share the responsibility of maintaining
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•

All injuries to yourself or others must be
reported immediately to your supervisor or
another member of Luxottica Operations
management. Complete an accident report
with your supervisor regarding each such
incident or injury and participate in the
required investigation.
Report all conditions and practices that you
believe to be unsafe to your supervisor, a
Safety Coordinator/Committee member, or
Human Resources.
Wear all personal protective equipment as
required and directed.
Throwing of objects for any reason,
horseplay, scuffling, and any other acts
which tend to endanger the safety or wellbeing of employees are prohibited.
Employees may only operate machines and
equipment for which they have received
training and are qualified and authorized to
operate.
Equipment and tools must be used only for
their designated and intended purposes.
Do not wear loose or frayed clothing,
dangling items, long hair, etc. around
conveyors, moving machinery or other
sources of entanglement. Shoulder
length or longer hair must be tied back or
otherwise contained, loose clothing must be
tucked in, and dangling jewelry removed to
prevent being trapped by machinery.
Never lean on or reach into moving
conveyors, equipment or parts.
Do not walk on, crawl under, or climb over
or into conveyors, shelving, machinery, or
equipment.
Use and maintain safety devices, guards
and protective equipment made available
for the performance of the job. Return
all devices and guards to their original
condition if removed for maintenance
activities. Report all deficiencies and missing
guards promptly to your supervisor.
Never operate defective tools or
equipment. Report all tool and equipment
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•

•

•
•

•
•

•

•

•

•

•

•

defects to your supervisor immediately.
Review and be familiar with the facility’s
emergency action plan and know the
location of emergency exits. Report fires
and spills or other emergencies immediately
to your supervisor.
All aisles and stairways must be kept clear
and open for traffic. All employees are
responsible for general housekeeping at the
facility.
Keep your work area clean at all times.
Access to all fire extinguishers, fire hoses,
sprinkler valves, electrical panel box boxes,
exit routes, and exits must be kept clear
at all times. Report any blockage to your
supervisor.
Report defective, damaged or missing fire
protection equipment to your supervisor.
Keep hazardous liquids only in properly
labeled containers and in designated
storage areas.
All spills of any type of liquid are to be
cleaned up and/or reported immediately to
your supervisor.
Do not touch a liquid if you do not know
what it is; seek instruction from your
supervisor.
Use proper signage and warning of wet
floor danger whenever such hazard is
present.
All employees shall follow the Company’s
policies and procedures regarding the
“Locking Out” and “Tagging Out” of
equipment. In general, machines and
powered equipment must be de-energized
and “Locked Out” and/or “Tagged Out”
while being serviced, repaired, or adjusted
as appropriate. Only authorized employees
are to perform this work.
Do not use equipment that has been locked
and/or tagged out until repairs, service,
or adjustments have been completed,
the equipment cleared of lock out/tag
out devices, and permission to use the
equipment has been given by authorized
personnel.
Only authorized and qualified employees
may service electrical equipment and
its employees components including
changing fuses, opening of electrical boxes,
voltage testing and electrical component
repair. All electrical cabinets and electrical
control panels are closed and latched at all
times, unless required to be open during
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•
•
•

•
•

•

•

•

•
•

•

authorized service and repair. Sufficient
access and working space around all
electrical equipment shall be provided
& maintained to provide ready and safe
operation and maintenance - these spaces
shall not be used for storage. Cabinets
and panels in aisles or general open areas
shall have working space suitably guarded.
Open-toe and open-heel footwear is
prohibited in manufacturing and distribution
areas.
Compressed air shall not be directed at
one’s person or used to clean off clothes.
Read and follow all emergency, safety and
warning signs and bulletins.
Speeding or driving recklessly in the parking
lot is prohibited. Employees are to use
care and be aware of their surroundings
whenever traveling through parking lots and
common areas.
Employees should park only in designated
areas.
Follow all Company policies and procedures
regarding safe work practices, techniques
and procedures. All work activities (lifting,
cutting, etc.) must be performed in
accordance with training and instructions
and in a safe manner.
When transporting carts or carrying stacks
of trays, never transport a stack higher than
allows you to have clear view over the stack.
Only authorized and licensed employees
may operate a powered industrial vehicle
(forklifts, high-riser, etc.) An operator’s
license will be issued to all Luxottica
Operations employees who operate a
powered industrial vehicle.
Empty pallets may be accumulated and
stacked in designated areas only, in heights
not to exceed six (6) feet, and not to be
left standing in an upright position. Broken
pallets should be disposed of. Do not walk
on pallets.
Pallet jack handles must be in the upright
position when not in use.
Employees should travel through the facility
using designated aisles and passageways
only. Employees should remain alert to
industrial vehicle traffic and designated
industrial vehicle travel in aisles and
passageways.
Use of industrial vehicles must be in
accordance with training and instruction and
in a safe manner, including but not limited
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•

to traveling through authorized areas only,
yielding to pedestrians, sounding horns/
alarms as required, and following policies
and procedures for the safe and proper
changing of batteries.
In addition to the rules listed above,
employees are expected to be aware of
and comply with all facility-specific and
departmental safety rules and procedures.

Personal Items on the Work Floor
The following personal items are not permitted on the
work floor:
•
•
•
•
•
•
•

Sunglasses
Jackets/Coats
Non-Company issued clear plastic bags
Handbags
Purses
Backpacks
Other types of carrying bags

Use of Designated Entrance/Exit
Employees must use designated entry ways when
entering and exiting a Luxottica Operations facility.
This includes reporting to work, breaks, leaving the
facility and walking to the parking lot. In cases of
emergency, however, the nearest emergency exit
door may be used by all employees.
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CALIFORNIA ADDENDUM
This Addendum applies to all Luxottica employees
in California. This Addendum supplements, and
should be read in conjunction with the main content
found in the Employee Guide. To the extent a
policy in the Employee Guide or supplemental
Addendum conflicts with a policy in this Addendum,
California employees should follow the policy in this
Addendum.

CALIFORNIA MEAL PERIODS AND REST
BREAKS
California law provides for employee meal periods
and rest breaks. Luxottica complies with these laws,
and expects its California managers to manage and
enforce compliance.
Employees must be completely relieved of all work
and allowed to leave their work location during meal
periods and rest breaks. Employees may voluntarily
choose to stay in the location for their meal or rest
break, but managers cannot require or encourage
them to do so. Should they choose to leave the
location, retail employees must remember to notify
their manager and/or another authorized employee
before leaving the workplace for meal periods and
rest breaks.

if the first meal period was not waived, and through
signing of a voluntary waiver form designated by
Luxottica. Employees shall be provided with the
opportunity to take this second meal period so that
the meal period begins before the end of the tenth
hour worked.
Rest Breaks
Hourly employees are authorized and permitted
to take one paid rest break of 10 minutes (or
15-minutes in accordance with Company policy) for
every four hours worked, or major fraction thereof.
If an employee’s total daily work time is less than
three and one half hours, however, no rest break
is required. Rest breaks should occur as close to
the middle of each work period as practical. Rest
breaks may not be combined with or added to meal
periods to create one longer break time, even at the
employee’s request. Hourly employees do not clock
out/in for rest breaks or otherwise record their rest
breaks in the Company’s timekeeping system.
Rest breaks are authorized and permitted as follows:
Hours Worked

Rest Break(s)

0 to 3.5

0

3.5 to 5

1

More than 6 and up to and including 10

2

More than 10 and up to and including 12

3

Meal Periods
While working for Luxottica, employees may not
work a period of more than five hours per day
without being provided with the opportunity to take
an uninterrupted, duty-free meal period of not less
than 30-minutes, except that if the total work period
per day of the employee is no more than six hours,
the meal period may be waived by mutual consent
of both Luxottica and the employee through signing
a voluntary waiver or attestation form designated
by Luxottica. Employees shall be provided with the
opportunity to take this first meal period so that the
meal period begins before the end of the fifth hour
worked (for example, an employee who begins work
at 9am shall be provided with the opportunity to take
his/her meal period by no later than 1:59pm).
Further, employees may not work a period of more
than 10 hours per day without being provided with
the opportunity to take a second uninterrupted,
duty-free meal period of not less than 30-minutes,
except if the total hours worked is no more than 12
hours, the second meal period may be waived by
mutual consent of Luxottica and the employee only
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Consequences of Non-Compliance
Non-exempt/Hourly employees are entitled to
be paid for all hours worked, to be provided with
the opportunity to take all required meal periods,
and authorized and permitted to take all required
rest breaks. Therefore, it is critical that all hourly
employees (including managers) strictly comply with
this policy. Employees who are not provided with
the opportunity to take meal periods in accordance
with this policy and/or who are not authorized and
permitted to take rest breaks in accordance with this
policy should notify management and/or Human
Resources so that the matter can be remedied. If
an employee fails to comply with the meal period
and rest break policy, he/she may be subject to
Corrective Action.
50

Questions and Complaints
Employees may bring any questions regarding their
meal or rest period rights to the attention of their
manager or, if they prefer, Human Resources. Store
Managers, Regional Managers, and Regional Vice
Presidents DO NOT have the authority to alter this
policy. If an employee is told that he/she is not
entitled to meal periods or rest breaks as set forth
under this policy, the employee should contact
Human Resources.

REPORTING TIME PAY
For all hourly employees in California, Luxottica pays
reporting time pay in compliance with California
law, Industrial Welfare Commission Orders and local
ordinances. Employees should contact their manager
or Human Resources with questions regarding
eligibility for reporting time pay.

CALIFORNIA FAMILY AND MEDICAL
LEAVE
This policy supplements, and should be read in
conjunction with, the Company Family Medical Leave
Act (FMLA) policy found in the Employee Guide. To
the extent the FMLA policy in the Employee Guide
conflicts with a policy in this Addendum, California
employees should follow the policy in the Addendum.
In addition to the requirements and benefits set forth
in the Company FMLA policy, California employees
are entitled to certain additional leave benefits
under the California Family Rights Act (CFRA). This
Addendum highlights these additional benefits. Any
leave taken under the CFRA will run concurrently
with leave taken under the federal FMLA, except
where not permitted by law (e.g., during pregnancy
disability leave).
Reasons for Leave
In California, FMLA/CFRA leave may be used for one
of the following reasons:
1. The birth, adoption, or foster care of an
employee’s child within 12 months following
birth or placement of the child;
2. An employee’s own serious health condition;
3. To care for an employee’s immediate family
member (spouse, registered domestic partner,
child or parent) with a serious health condition;
4. A “qualifying exigency,”3 as defined under the
FMLA, for military operations arising out of a
spouse’s, child’s, or parent’s active duty or call to
3 Leave for a “qualifying exigency” in California will only count as
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active duty as a member of the military reserves
or National Guard in support of a “contingency
operation” declared by the U.S. Secretary of
Defense, President or Congress, as required by
law (“Military Emergency Leave”); or
5. To care for a spouse, child, parent or next of
kin (nearest blood relative-who is an Armed
Forces member (including the military reserves
and National Guard) undergoing medical
treatment, recuperation, or therapy, is otherwise
in an outpatient status, or is otherwise on the
temporary disability retired list-with a serious
injury or illness incurred in the line of duty while
on active duty that may render the individual
medically unfit to perform his or her military
duties (“Military Caregiver Leave”)4
Length of Leave
The maximum amount of FMLA/CFRA leave will
be 12 work weeks in any 12-month period when
the leave is taken for paragraphs one – four above.
However, if both parents work for the Company
and are eligible for leave under this policy, the
parents will be limited to a total of 12 work weeks off
between the two of them when the leave is for birth,
adoption or foster care.
The maximum amount of FMLA leave for an
employee wishing to take Military Caregiver Leave,
paragraph five above, will be a combined leave
total of 26 work weeks in a single 12-month period.
However, only 12 out of the 26 weeks will count as
leave under CFRA assuming the military caregiver
leave also qualifies as CFRA.
The Company designates the 12-month period
during which the employee may take FMLA/CFRA
leave for any qualifying reason by measuring a
“rolling” 12-month period backwards from the date
the employee takes any FMLA/CFRA leave.
Under some circumstances, you may take FMLA/
CFRA leave intermittently-which means taking leave
in blocks of time, or by reducing your normal weekly
or daily work schedule. Leave taken intermittently
may be taken in increments of one hour.
CFRA and FMLA leaves will run concurrently to
leave under the FMLA and will not count as leave time under the
CFRA.
4 Military caregiver leave in California generally will only count as
leave under the FMLA and will not count as leave time under the
CFRA, unless the leave independently meets the requirements of
leave to care for an ill family member under the CFRA.

51

the extent allowed by law. In addition, should you
exhaust CFRA and/or FMLA and require additional
time off, the company will consider requests for
additional discretionary leave on a case-by-case
basis.

CALIFORNIA PREGNANCY DISABILITY
LEAVE

pregnancy” to a less strenuous or hazardous position
or duties if:
•
•

•

Leave Entitlement
Any employee who is “actually disabled” by
pregnancy, childbirth, or a related medical condition
is eligible for a pregnancy disability leave of absence.
There is no length of service requirement.
For purposes of this policy, you are “actually
disabled” when, in the opinion of your healthcare
provider, you cannot work at all or are unable to
perform any one or more of the essential functions
of your job or to perform them without undue
risk to yourself, the successful completion of your
pregnancy, or to other persons as determined by a
health care provider.
This term also applies to certain pregnancy-related
conditions, such as severe morning sickness or if you
need to take time off for prenatal or postnatal care,
bed rest, post-partum depression, and the loss or
end of pregnancy (among other pregnancy-related
conditions that are considered to be disabling).
Duration of the Leave of Absence
A pregnancy disability leave of absence will last for
the duration of your pregnancy-related disability as
certified by your health care provider for up to four
months. The four months is defined as the number of
days (and hours) the employee would normally work
within four calendar months or 17.33 workweeks.
Leave is available for all disabilities related to each
pregnancy and does not need to be taken in one
continuous period of time. The maximum leave
entitlement for part- time or alternative scheduled
employees will be prorated in accordance with
applicable law in the event the employee takes
intermittent leave.
Leave taken under the pregnancy disability leave
policy runs concurrently with Family and Medical
Leave under federal law (FMLA), but not with Family
and Medical Leave under California Law (CFRA).
Transfer to Less Strenuous Position
The Company will transfer an employee “affected by
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She requests a transfer;
The request is based upon the certification
of her health care provider as “medically
advisable;” and
The transfer can be reasonably
accommodated.

You are “affected by pregnancy” if you are pregnant
or have a related medical condition, and because of
pregnancy, your health care provider has certified
that it is medically advisable for you to transfer. No
additional position will be created and the Company
will not discharge another employee, transfer another
employee with more seniority or promote or transfer
any employee who is not qualified to perform the
new job.
Advance Notice and Medical Certification
As a condition of a pregnancy disability leave of
absence or a transfer, the employee must:
•

•

Provide 30 days advance notice before the
leave of absence or transfer is to begin, if
the need for the leave of absence or transfer
is foreseeable, or when 30 days’ notice is
not foreseeable, as soon as practicable; and
Provide a signed medical certification
from your health care provider, that states
that you are disabled due to pregnancy or
that it is medically advisable for you to be
transferred to a less strenuous or hazardous
position or to less strenuous or hazardous
duties.

The Company shall respond to requests for leave or
transfer within 10 days after receipt of such request.
The Company may require you to provide a new
certification if you request an extension of your leave
of absence.
Return to Work
If you and the Company have agreed upon a definite
date of return from your leave of absence or transfer,
you will be reinstated on that date if you notify the
Company that you are able to return on that date.
If the length of the leave of absence or transfer has
not been established, or if it differs from the original
agreement, you will be returned to work within two
business days, where feasible, after you notify the
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Company of your readiness to return.
Before you will be allowed to return to work following
a leave of absence or transfer, you must provide
your supervisor with a certification from your health
care provider that you can perform safely all of the
essential duties of your position, with or without
reasonable accommodation. If you do not provide
such a release prior to or upon reporting for work, you
will be sent home until a release is provided. This time
before the release is provided will be unpaid.

time (except during any periods of time when the
employee is taking PTO). In some instances, the
Company may recover premiums it paid to maintain
health insurance benefits if you fail to return to
work following a pregnancy disability leave for
reasons other than taking additional leave afforded
by law or Company policy or not returning due to
circumstances beyond your control.

Upon submitting an acceptable health care provider
release to return to work, you will be returned to the
same or a comparable position upon the conclusion
of your leave of absence or transfer. If the same
position is not available on your scheduled return
date, the Company will provide you a comparable
position on your scheduled return date or within 60
calendar days of that return date. However, you will
not be entitled to any greater right to reinstatement
than if you had not taken the leave. For example, if
you would have been laid off regardless of the leave,
or you would not have been offered a comparable
position, you will not be entitled to reinstatement.
Failure to return to work at the conclusion of the leave
of absence may result in termination of employment.
Integration with Other Benefits
Pregnancy disability leaves of absence are unpaid.
You may elect to use accrued Paid Time Off (PTO)
benefits during the unpaid leave of absence. PTO will
not accrue for hourly employees during any unpaid
portion of the leave of absence, and you will not
receive pay for official holidays that are observed
during your leave of absence except during those
periods when you are substituting PTO for unpaid
leave.
Employees should apply for California State Disability
Insurance (SDI) benefits. SDI forms are available from
the Company or your health care provider. Any SDI for
which you are eligible may be integrated with accrued
PTO or other paid time off benefits so that you do not
receive more than 100% of your regular pay.
The Company will maintain an employee’s health
insurance benefits during the employee’s pregnancy
disability leave for a period of up to four months
(as defined above) on the same terms as they were
provided prior to the leave time. The employee will
be required to continue to pay all required premiums
and must make these payments in compliance with
Company policy on a monthly basis during leave
LUXOTTICA - EMPLOYEE GUIDE
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PUERTO RICO ADDENDUM
This Addendum applies to all Luxottica employees
in Puerto Rico. This Addendum supplements, and
should be read in conjunction with the main content
found in the Employee Guide. To the extent a policy
in the Employee Guide conflicts with a policy in this
Addendum, Puerto Rico employees should follow the
policy in this Addendum.

PROBATIONARY EMPLOYMENT PERIOD
All new Puerto Rico employees are subject to a
probationary period of at least 9 months/equivalent
to 270 days. During this period, the employee will be
evaluated on job performance of assigned areas and
compliance with Company policies and procedures
for the Company to determine if the employee meets
the Company’s expectations and continue their
employment.
If an employee takes a leave of absence during the
probationary period, the probationary period will be
tolled and will resume once the employee returns
to work. Probationary periods shorter than those
provided by law or in this policy must be in writing.
After satisfactorily completing the probationary
period, the employee will acquire the status of
regular employee.

OVERTIME
Non-exempt employees are entitled to be paid
overtime pay at one and a half times their regular
rate of pay for all time worked in excess of eight
hours in a calendar day, and for all hours worked in
excess of 40 hours per each work week.
Non-exempt employees hired on or before August
1, 1995 and who have worked uninterruptedly
for the Company since then, may have additional
rights apply to them. See Human Resources for any
questions.
Managers must approve all overtime hours before
an employee performs the job. While employees will
be paid for all overtime hours worked, regardless
of whether it was previously approved, working
overtime hours without prior management approval
will be considered a performance issue and may
result in Corrective Action.

MEAL PERIODS
Non-exempt employees may not work a period of
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more than five consecutive hours without taking
a one hour, uninterrupted, duty-free meal period,
unless the total work period per day for the
employee is no more than six hours. If the total
hours worked by the employee in a day do not
exceed six hours, a meal period is not required.
Management must schedule meal periods so that
they begin after the completion of the employee’s
second, but before the start of the sixth, consecutive
hour of work (for example, an employee who begins
work at 9:00 a.m. must begin his or her meal period
between the hours of 11:00 a.m. and 1:59 p.m.).
The meal break consists of one hour, unless the
employee signs an agreement to reduce his or her
first and second meal period, in which case such
meal break cannot be less than 30 minutes. Nonexempt employees who work over ten consecutive
hours in a day may also be entitled to a second meal
period if they work more than five consecutive hours
after returning from their first meal period, unless
the total work period per day for the employee is no
more than twelve hours, and as long as the employee
took their first meal period.
Employees must clock out at the beginning of their
meal period, and clock in when they return. Meal
periods should be taken away from customer service
areas (i.e., in a store break room or off premises),
although exceptions may apply for single coverage
locations. If an employee is required or permitted
to work during break meal period, the employee
will be entitled to a premium payment for that time
worked. This penalty is independent of overtime
requirements.

NON OCCUPATIONAL DISABILITY
INSURANCE (SINOT)
Eligible employees will be provided with a short-term
disability benefit plan, commonly known as SINOT, in
cases where employees are unable to work because
of a qualifying disability due to a non-work (or noncar accident) related injury or illness.
SINOT provides up to a year-long job protected
leave, with reinstatement rights, and certain
insurance benefits to eligible employees.
Full-time salaried employees may be eligible for
additional benefits through the Company Disability
Carrier.
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JURY DUTY LEAVE
Full-time and part-time employees may be eligible
for paid jury duty leave to serve in Puerto Rico
Courts. When an employee receives a court-ordered
summons, he/she must notify his/her manager
immediately (at least five days prior to the date
scheduled for commencement of his/her service as
juror; a shorter notice will only be acceptable upon
showing of good cause on behalf of the employee to
justify the short notice) and give him/her a copy of the
jury duty summons. This will help the manager make
the proper work and pay arrangements for an affected
employee.
Employees who are required to serve jury duty in
Puerto Rico courts will be paid their full base salary for
a maximum of 15 days. Employees may also have a
right to additional daily compensation for jury service
paid by the local government.
If the employee is required to serve as a juror for a
period of time longer than 15 days, then the person
will have the option to take vacation leave or receive
from the local government the daily compensation
established by the Puerto Rico Bureau.

TIME OFF TO TESTIFY AS A WITNESS
Employees who are summoned to serve as witnesses
in criminal proceedings or who are summoned by
subpoena by the Department of Justice of Puerto
Rico in regards to any case or investigation are
entitled to a paid leave for those purposes. The
summoned employee must notify his/her supervisor
with reasonable anticipation and at least two business
days prior to the appearance when possible and,
upon completion of the service, furnish a certificate
from the District Attorney of the Clerk’s Office which
specifies the time spent on the appearance.

MATERNITY AND ADOPTION LEAVE
The Company will provide paid leave for expectant
mothers four weeks before the expected date of
childbirth and four weeks afterward. Employees are
entitled to receive full pay during this leave based on
their average rate of pay during the preceding six (6)
months. The payment will be made at the beginning
of the leave.
Maternity leave may begin as late as one week
before the child is to be born, if a certificate from a
physician is presented authorizing work up to that
time. A total leave of eight weeks may be taken at the
employee’s option, or she may return to work before
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taking the full eight weeks, if her doctor so authorizes
by means of a medical certificate. However, after
birth, two weeks of leave must be taken. A medical
certificate must be presented to return to work two
weeks after the childbirth. In this case, the employee
is considered to have waived the remaining leave
to which she otherwise would have been entitled.
When birth occurs before the end of the four weeks
of prenatal leave, the postpartum leave of four
weeks shall be extended by the number of weeks
of prenatal leave not enjoyed. If birth is delayed
beyond the original expected delivery date, and the
delay causes the employee prenatal leave to extend
beyond four weeks, the prenatal leave and pay
must be extended until birth occurs. With respect to
therapeutic or spontaneous abortions, the employee
may receive up to the maximum eight weeks of paid
maternity leave, provided that the abortion produced
the same physiological effects that regularly occur as
a consequence of childbirth and that the employee
furnishes a medical certificate issued by the doctor
that treated her during the abortion stating the same
and the amount of recommended leave.
If the employee suffers any postnatal complication
that prevents her from working after the four-week
rest period from the date of childbirth, she may
extend her rest period for a term which shall not
exceed 12 additional weeks without pay, provided
the employee furnishes a medical certificate before
the expiration of the rest period.
The Company also provides maternity leave to
adopting mothers of pre-school minors or minors
having five years of age or less who are not enrolled
in school. Under such circumstances, an adopting
mother is entitled to the same maternity leave
benefits as a mother who gives birth.
To enjoy this leave, the adopting mother must give
the Company a 30 day prior notice of her intention
to adopt a child, apply for the leave, and inform her
plans for returning to work. She must also submit
evidence of the adoption process.
The adoption leave starts the date the minor joins
the family nucleus. The adopting mother may choose
to return to work at any time, waiving her right for
the unused part of the leave.

BREASTFEEDING
A woman who returns from her maternity leave has
the right to breast feed her baby for one hour of each
full working day. This hour with pay may be divided
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into two 30- minute breaks, or three 20-minute break.
The Company will provide a safe, private and clean/
hygienic space with an electric outlet and ventilation
to breastfeed or extract breastmilk.
For purposes of this breastfeeding break, a full
working day is defined as one in which the employee
works four hours or more. The breast feeding
entitlement is for a maximum period of one year as
of the date on which the employee has returned to
work from her maternity leave. The employee must
furnish a medical certification during the infant’s
fourth and eight month of age certifying that the
employee has been breastfeeding the infant in order
to get approval to the breastfeeding leave.

SPECIAL LEAVE FOR EMPLOYEES WITH A
SERIOUS CATASTROPHIC ILLNESS
Employees who suffer from a “catastrophic illness”,
as defined by the Health Insurance Administration
of Puerto Rico Special Coverage (see https://www.
ssspsg.com/PSGPortal/beneficios/cubierta-especial/
for covered illnesses), may be eligible to receive
six additional paid days off per year. To qualify for
this leave, employees must have worked for the
Company more than twelve months and an average
of at least 130 hours per month during this period.
This leave is to be used after an employee exhausts
all accrued sick leave. This additional paid time
cannot be transferred or rolled over to the following
year and will not be paid out upon termination of
employment. The Company reserves the right to
require the employee to obtain a medical certificate
from a health professional offering medical treatment
for the catastrophic illness in order to certify that
he/she is diagnosed with a catastrophic illness and
continues to receive medical treatment for the same.

VACATION TIME
Hourly and salaried employees in Puerto Rico will
accrue 1.25 days (10 hours) of vacation time for each
month in which the Employee works a minimum of
115 hours, for a total of 15 days (120 hours) per year.
However, if the employee was hired before August
1, 1995, vacation time is accrued as follows, up to a
total of 15 days (120 hours) per year:
•

•

One and one quarter (1.25) days (10 hours)
for each month in which the employee
works a minimum of 115 hours.
Three quarter (3/4) day (6 hours) for each
month in which the employee works less
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•

than 115 but not less than 80 hours.
Three quarter (3/4) day prorated (0.075 per
hour) for each month in which the employee
works less than 80 hours.

Vacation begins accruing immediately upon hire;
however, employees are not entitled to use vacation
time until they have been employed for one year. The
accrued vacation time may be used in a consecutive
or intermittent manner, provided the employee is
given the option to use at least five (5) consecutive
vacation days during the year. At the employees’
request, vacation may include non- working days with
pay.
•

•

•

Hourly employees should use vacation time
in the year earned. If their vacation balance
approaches 240 hours, they will be required
to use some vacation time to reduce their
balance. Managers will be notified when
hourly employees’ vacation balance reaches
220 hours so they can schedule vacation
time for the employee.
Accrued vacation time that is not used
in one year may be carried over into the
following year.
If an employee has more than 80 hours of
vacation time accrued, he/she may sell back
up to ten accrued and unused vacation
days, provided the employee retains at least
80 hours of vacation time.

SICK TIME
Hourly and salaried employees will accrue one day
(8 hours) of job protected sick time for each month
in which the employee works 115 hours, for a total of
12 days (96 hours) per year.
However, if the employee was hired before August 1,
1995 sick time is accrued as follows, up to a total of
15 days (120 hours) per year:
•

•

•

One and one quarter (1.25) days (10 hours)
for each month in which the employee
works a minimum of 115 hours.
Three quarter (3/4) day (6 hours) for each
month in which the employee works less
than 115 but not less than 80 hours.
Three quarter (3/4) day prorated (0.075 per
hour) for each month in which the employee
works less than 80 hours.

The accrued sick leave allows the employee to
receive pay for absences due to his or her own
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illness (see exceptions for caregiver leave listed
below). Except in cases of acts of force majeure, the
employee must notify his/her manager about his/
her illness as soon as possible and not later than the
same day of his/her absence to work. Absences due
to illness for more than two days require a medical
certification.
The sick leave not used in one year will be carried
over into following years, up to a maximum balance
of 15 days (120 hours). The use of the leave will be
concurrent with the use of the Family Medical Leave.

CAREGIVER LEAVE
A non-exempt employee may take up to a maximum
of five days of his or her accrued sick leave to care for
certain relatives or dependents of the employee who
are ill, provided, the employee will have a balance
of at least five days of accrued sick leave after taking
such leave (hereinafter referred to as “caregiver
leave”).
A relative or dependent is defined as:
•
•

A child, spouse, mother or father of the
employee; or
A person under the custody or legal
guardianship of the employee that is a minor
(aged under 21), of advanced age (aged 60
or above), or disabled.

If the caregiver’s leave exceeds two working days, the
employee will need to provide a medical certificate
and to provide periodic reports on the length of the
illness of the relative or dependent.
Caregiver’s leave is in addition to, and runs
concurrently with, the provisions of the federal Family
and Medical Leave Act.
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CANADA ADDENDUM
This Addendum applies to all Luxottica employees in
Canada. This Addendum supplements, and should
be read in conjunction with the main content found
in the Employee Guide. To the extent a policy in
the Employee Guide conflicts with a policy in this
Addendum, Canada employees should follow the
policy in this Addendum.

ability to communicate with customers in a foreign
language is truly one of the positive aspects of our
diversity.

90-DAY PROBATIONARY PERIOD

Luxottica is committed to ensuring the privacy and
security of personal information. Generally,
under PIPEDA, covered organizations must obtain
the individual’s consent when using or disclosing
personal information. Otherwise, a separate written
authorization is required for disclosure. Below is a
summary of certain key provisions of the Company’s
PIPEDA Policies and Procedures. The complete
PIPEDA Policies and Procedures can be found on the
Company Intranet.

Every employee’s employment begins with a 90-day
probationary period. The first 90 days employment
enables the manager to determine how well the
employee is learning and progressing; how the
employee fits in with the Company’s core values; and
whether or not the employee has the ability to do the
job. It also allows an employee to decide if they will
be satisfied with their job, and if Luxottica is the type
of Company they want to work for.
During the 90-day probationary period, an
employee’s employment may be terminated
immediately upon notice to the employee, subject to
applicable legislation.
In Manitoba only, the probationary period will be
limited to the first 30 days of employment.

IMMIGRATION LAW COMPLIANCE
The Company is committed to full compliance with
applicable federal and provincial immigration laws.
All employees must therefore be lawfully permitted
to work in Canada and should be prepared to
furnish verification thereof if/when asked to do
so. Continued employment with the Company is
conditional upon each employee maintaining his or
her legal status to work in Canada. If an employee’s
immigration status changes during the course of
employment, the employee must notify his/her
manager immediately.

PRIMARY LANGUAGES
It is the Company’s policy for all employees to
communicate verbally with each other in English
or French during business hours (excluding meals
periods and rest breaks), as these are our two
official languages. The Company believes that this
requirement promotes team spirit and good work
relations for our employees. Other languages may
be used to serve our customers more effectively. The
LUXOTTICA - EMPLOYEE GUIDE

PERSONAL INFORMATION PROTECTION
AND ELECTRONIC DOCUMENTS ACT
(PIPEDA)

Luxottica will advise individuals about Luxottica
privacy practices relating to use and disclosure of
their personal information by making our Notice of
Privacy Practices available and seek consent for such
use and disclosure. For any other use or disclosure,
the Company will seek and obtain a written
authorization from the individual.
To support our commitment to customer
confidentiality, Luxottica will ensure that any personal
information used or disclosed for marketing purposes
will comply fully with PIPEDA and other applicable
federal, provincial, and/or local laws and regulations.
Luxottica may use or disclose personal information:
•
•

For Luxottica’s own service, treatment,
payment, or business operations
For the service, treatment, payment or
business operations activities of another
health care provider in a related transaction.

Personal information will not be used for any purpose
other than customer service, treatment, payment,
or business related operations without the written
authorization of the individual, except as otherwise
permitted by law.
Luxottica will apply appropriate sanctions pursuant to
its regular counseling and Corrective Action process
to employees who fail to comply with Company
policies and procedures relating to the confidentiality
of personal information.
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Luxottica maintains an open-door policy at all levels
of management to encourage employees to report
problems and concerns. Consistent with its standard
non-retaliation policy, the Company will not retaliate
against any employee for reporting concerns related
to the privacy of personal information.
The Company generally collects personal information
about our employees in order to hire, manage,
and terminate the employment relationship. The
Company will collect, use and disclose employee
personal information in accordance with the
applicable provincial and federal privacy legislation.
Employees can direct any complaints or concerns and
obtain additional information about the Company’s
privacy policies and procedures including PIPEDA by
contacting the Company’s Privacy Officer at:
Privacy Officer
Luxottica Retail
4000 Luxottica Place
Mason, Ohio 45040
Or via email: privacyoffice@luxotticaretail.com.

EMPLOYMENT STATUS
The following employment status categories are used
in Canada to determine an employee’s eligibility for
certain benefits, among other things:
•
•

•
•

Full-Time: Regularly scheduled to work 35 or
more hours per week.
Regular Part-Time: Regularly scheduled to
work a minimum of 25 to a maximum of 34
hours per week.
Casual Part-Time: Regularly scheduled to
work 24 hours or less each week.
Temporary/Seasonal: Hired for a short and
defined period of time (usually not to exceed
90 days in length), regardless of the number
of hours scheduled or worked.

OVERTIME
Hourly employees receive overtime pay at time and
a half for all hours worked in excess of 40 hours in a
week, and for all hours worked over eight in a day. A
regular workweek consists of working a maximum of
five days in a week. Any hours worked in a statutory
holiday are paid at the rate of time and one half. If
overtime hours occur on a statutory holiday, overtime
rates do not apply since the hours are already paid
at the time and one half rate. All hours worked on
a statutory holiday count as regular time toward the
total hours for weekly overtime.
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Managers must approve all overtime hours before an
Employee begins working them. While employees
will be paid for all overtime hours worked, regardless
of whether it was previously approved, working
overtime hours without prior management approval
will be considered a performance issue and may
result in Corrective Action.

MEAL PERIODS
Employees who work more than five hours will
receive one 30-minute, unpaid meal period and
employees who work more than 10 hours will receive
a second 30 minute unpaid meal period (unless
provincial law mandates a more generous meal
period). Employees must log out at the beginning of
his/her meal period, and log in when he/she returns.
Meals must be eaten away from the customer service
areas in the employee break room (if your store has
one) or off premises.

ELIGIBILITY FOR REHIRE
Employees who terminate employment voluntarily
or involuntarily may be ineligible for rehire based on
the reason(s) for termination. An employee is not
eligible for re-hire until at least 91 days have elapsed
since the last date the employee was employed by
the Company. Questions about rehire eligibility may
be directed to Human Resources.

RETURN OF PROPERTY, FINAL PAY, AND
POST-EMPLOYMENT BENEFITS
On or before the employee’s last day of work,
all Company owned or leased property in the
employee’s possession must be returned to the
Company. This includes, but is not limited to:
employee ID cards, keys, laptop computers and
accompanying equipment (i.e., power cords, mice,
and docking stations), mobile devices, and any other
Company property.
Employees should consult their manager regarding
final pay arrangement and the termination of the
employee’s benefits. All final pay will be deposited
to the Employee’s account unless the Employee is
advised otherwise. Employee’s record of employment
(R.O.E.) will be sent electronically through Service
Canada. Any accrued but unused vacation pay will
be included in the Employee’s final pay. Where
applicable, deductions from the final payment
of wages will include statutory government and
employee authorized deductions, any third-party
garnishee demands on file, and the employee’s
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portion of Company benefit plans.

and Disability Service Center at 1-866-431-8484.

EMPLOYMENT VERIFICATION AND
REFERENCES

Reservist Leave

The Company utilizes internal resources to provide
current and former Canadian employees with
the ability to provide proof of their employment
(position held and dates of employment) or
income. Employees should email Mybluhraccess@
luxotticaretail.com to obtain proof of employment
or income.
Any manager who receives a request for a reference,
including online requests via LinkedIn or any other
social or professional networking website, or any
other request for employment or income verification
should direct the individual to Human Resources.
Under no circumstances should managers provide
positive or negative comments about an employee’s
past performance or reason for leaving.

LEAVES OF ABSENCE
A leave of absence is defined as an unpaid approved
absence from work for the reasons specified in the
policies below or for other reasons provided for
under applicable provincial law. See each of the
policies below for a more complete definition of each
type of leave of absence and the eligibility for each
leave.
Employees who, without reasonable explanation,
do not return to work upon their scheduled date
of return, or who have not received an approved
extension of leave, will be considered to have
voluntarily resigned from their employment.
In certain limited circumstances specified below,
an employee may be entitled to paid leave.
Employment Standards legislation may provide for
additional types of leave not included in the policies
below or with leaves more generous than the leaves
described in the policies below. The Company
complies with all applicable leave laws and nothing
in this section interferes with an employee’s right
to leaves of absence provided for by applicable
provincial law.
The Company has the right to require the employee to
provide documentation in support of a request for leave
of absence, to the extent allowed by provincial law.
Employees with questions about the leaves in their
specific province, should contact The Luxottica Leave
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The Company recognizes that some of our
employees may choose, or be asked, to serve their
country by joining the Canadian Reserve Force.
Luxottica is prepared to grant reservist leave to our
Reservists to participate with the Canadian Forces
for the purpose of attending courses or training,
participating in reservist exercises or deploying in a
domestic or overseas operation.
Employees who are absent from work due to service
in the uniformed services will be granted reservist
leaves of absence to the extent required by law.
Sick Leave
Sick leave provides unscheduled time off for ordinary
short-term illnesses so employees will not have to
use vacation time or forfeit pay for this purpose. Sick
leave can be taken in full or half day increments.
All full-time and regular part-time employees may be
eligible for paid sick leave after completion of the
first 90 days of employment. Before the completion
of the first 90 days, all time taken for sick leave will
be unpaid, unless otherwise required by provincial
law.
•

•

•
•
•

Full-time employees may be eligible to
receive a maximum of 40 hours of paid
sick leave each calendar year (January 1st December 31st).
Regular part-time employees may be
eligible for a maximum of three days not
to exceed 24 hours of paid sick leave each
calendar year. (January 1st -December 31st).
Casual part-time and Seasonal/Temporary
employees do not receive paid sick leave.
All sick leave hours are paid at the
employee’s straight time rate.
Sick leave may not be carried over from one
calendar year to the next.

The Company reserves the right to request medical
certification when sick leave is taken.
Medical Leave of Absence
Employees may have a need for a leave of absence
that is related to their own medical condition. For
any absence due to medical reasons that will last for
more than five consecutive work days, employees
must request a medical leave of absence unless
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otherwise specified by applicable provincial law. This
request must be made in writing and given to the
employee’s immediate supervisor. This request must
be accompanied by a medical doctor’s statement that
includes the following information:
•
•
•

Explanation of the employee’s medical
restrictions, if any;
Anticipated date of the employee’s return to
work; and
Date of a scheduled medical follow-up
appointment, if any.

The Company reserves the right to request
additional medical information where necessary
to accommodate the employee or where such
information is necessary for the Company to
determine whether to grant the medical leave
requested.

When taking Personal Emergency Leave, an
employee taking time off for reason of illness or injury
may be asked, but not required, to provide a medical
certificate from a physician confirming the employee
was required to be off of work due to illness or injury.
Where Paid Emergency Leave is taken for another
reason, an employee may be required to provide
evidence reasonable in the circumstances to verify
the need for the Paid Emergency Leave.
For the purposes of Personal Emergency Leave,
“Family Member” means:
•
•
•
•

The decision regarding whether or not an employee
qualifies for medical leave is at the discretion of
the Company but will be based on the medical
information provided by the requesting employee.
Employees may be eligible for province-sponsored
or Company-sponsored wage-replacement benefit
programs. Employees must use available sick time
and may choose to use accrued vacation time to
cover absences due to medical leave. Employees with
questions about use of sick or vacation time while on
medical leave should contact the Luxottica Leave and
Disability Service Center at 1-866-431-8484.
Employees who have medical conditions that render
them temporarily unable to work their full job duties
may be eligible for temporary modified work. All
requests for temporary modified work should be
made to the employee’s manager and must be
supported by proper documentation from the
employee’s health care provider. Employees have an
obligation to participate in their own accommodation
and accept modified work offered by the Company
that is within the employee’s medical capabilities as
outlined by the employee’s health care provider.
Personal Emergency Leave
Where required by law, employees may be eligible
to receive up to two days (16 hours) of paid leave
in each calendar year because of personal illness,
injury or medical emergency or because of the death,
illness, injury, medical emergency or other urgent
matter related to a Family Member. Additional days of
unpaid leave may be available in your province.
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•
•
•

The employee’s spouse (including same-sex
spouse).
Parent, step-parent or foster parent of the
employee or the employee’s spouse.
Child, step-child or foster child of the
employee or the employee’s spouse.
Grandparent, step-grandparent, grandchild
or step-grandchild of the employee or the
employee’s spouse.
Son-in-law or daughter-in-law of the
employee.
Brother or sister of the employee.
A relative of the employee who is
dependent on the employee for care or
assistance.

An employee who wishes to take Personal
Emergency Leave must notify his or her manager of
his or her intention to do so prior to commencing the
leave or, where not practicable to do so, as soon as
possible after the commencement of the leave.
Personal Leave
The Company may, at its sole discretion, grant an
unpaid personal leave to an employee who has
completed 90 days of consecutive service in the
following circumstances:
•
•

The Employee has a personal emergency or
extreme personal hardship; or
The Employee is preparing to relocate to
another store with the Company.

Personal leave of absence requests may be made by
contacting the Luxottica Leave and Disability Service
at 1-866-431-8484. Personal leaves of absence
will not be granted until the requesting employee
has used all available vacation time. Furthermore,
a personal leave of absence will not be granted to
attend school or to extend another type of leave of
absence. All requests are examined on a case-by61

case basis.
Generally, an unpaid personal leave of absence may
be granted for a period of up to 30 days. Extensions
will be approved only in exceptional circumstances in
increments of 30 days, up to a maximum of 90 days.
If an employee fails to obtain an approved extension
of the personal leave of absence before the
approved leave period has lapsed, the Company will
assume that the employee has voluntarily terminated
his/her employment if the employee does not return
to work within two days following the end of an
approved leave, without reasonable explanation.
Bereavement Leave
Full-time and part-time employees who have
completed 90 days of service qualify for time off
with pay, in the event of the death of a relative.
Eligible employees are entitled to be paid for missed
scheduled days of work as the result of a death of a
relative. Full-time employees receive eight hours of
pay for each day off. Part-time employees receive
four hours of pay for each day off. The Company
reserves the right to require documentation of the
need for bereavement leave.
Employees may receive bereavement leave as
follows:
•

•

For the death of an immediate family
member, including spouse, children,
parents, grandparents, grandchildren
and siblings, you may receive up to three
consecutive days of time off with pay.
For the death of a non-immediate family
member (e.g. aunt, uncle, cousin, niece,
nephew), you may receive up to 1 day off
with pay.

Relationships may be established through marriage
or common law (e.g., in-laws, step relationships).
Bereavement hours are paid at straight time at either
1/2 days of four hours or full days at eight hours.
Jury Duty Leave
Full-time and regular part-time employees may be
eligible for a leave of absence with pay to serve on a
jury.
For each day absent from regularly scheduled
working hours, full-time and regular part-time
employees will receive the difference between
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regular pay lost and the amount of jury fee received.
Regular pay is based on the employee’s average
straight time earnings in the three months preceding
the commencement of the jury duty leave. All jury
duty hours are paid at straight time.
To qualify for this leave of absence the employee
must provide the Company with a certificate of
service signed by the Clerk of the Court showing the
amount of any fee received.
Employees must work regularly scheduled hours that
remain practical where jury duty is cancelled or
where, on a given day, jury duty commences after the
employee’s regularly scheduled start time or
concludes prior to the end of the employee’s
regularly scheduled shift. The failure to report
to work in these circumstances may result in the
employee forfeiting the right to paid jury duty leave.
Casual part-time and Seasonal/Temporary employees
are not eligible for jury duty leave with pay. However,
will be provided with an unpaid leave of absence
from work in order to serve on a jury where required
by applicable employment standards legislation.
Time Off To Testify as a Witness
Full-time and part-time employees may be granted
unpaid time off as needed to testify as a witness in
proceedings related to crimes committed against the
employee. Employees must notify their manager as
soon as possible of the need for time off to attend a
court proceeding. If an employee needs additional
time off as a result of a crime committed against him/
her the employee should contact his/her manager.
Time Off to Vote
Employees must make best efforts to vote
in municipal, provincial and federal elections
(collectively “political elections”) at times that do not
interfere with their attendance at regularly scheduled
hours of work. If despite reasonable efforts to do so,
an employee is unable to vote in a political election
during his/ her non-working hours due to scheduling
by the Company, the Company will allow time off
work and pay the employee in compliance with all
applicable provincial and local laws pertaining to
elections.
Employees must request time off to vote from their
manager at least two working days prior to the day
of the election. Employees must demonstrate why
they cannot vote during non-working hours. If time
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off is granted, the Company shall determine in its sole
discretion the hour(s) designated as time off to vote.

Full-Time and Regular Part-Time Employees
•

EMPLOYEE BENEFITS
This section provides an overview of the Company’s
comprehensive and competitive benefit offerings. For
details on benefit options and eligibility requirements,
refer to specific benefit materials and the current
Benefit Booklet. If there is any conflict between the
statements in this Employee Guide and the Benefit
Booklet, the Benefit Booklet shall govern in all cases.

•

The Company reserves the right to modify or
terminate any benefit plan or policy at any time in its
sole discretion.

•

•

Vacation Leave and Pay
The following vacation leave policy will apply unless
it conflicts with applicable provincial employment
standards legislation in which case the provincial
employment standards legislation will apply.
All employees are eligible to use vacation leave upon
the completion of one year of service, using the first
day of employment as the anniversary date.
Employees must request approval to use vacation as
far in advance as possible. Vacation will be approved
in consideration of business operations. Failure to
notify management when missing work without
reasonable cause constitutes an unexcused absence
and may result in Corrective Action even if an
employee has vacation available and whether or not
the vacation is used to cover the absence.
Employees must take their vacation within the number
of months of it being earned specified by provincial
law. This is required for each year thereafter. As such,
managers in these provinces are required to ensure
employees are scheduled for vacation in this manner.
These time periods are as follows:

Province

Time within which vacation entitlement
must be used from time earned

Alberta, British Columbia,
Quebec, Saskatchewan
Manitoba, Newfoundland/
Labrador, Nova Scotia, Ontario
New Brunswick, Prince Edward
Island
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12 months
10 months
10 months

No vacation may be taken until the first
anniversary of completed service has
occurred.
An employee is entitled to vacation leave
after one year of completed service, using
the first day of employment (or rehire date)
as the anniversary date. (For example, if an
employee’s first day of employment is April
1, 2014, the employee will be entitled to
vacation one year later, April 1, 2015, and
each year thereafter).
Calculation of vacation pay is based on
previous year’s earnings. (Refer to the
following sections for specifics)
Employees are entitled to:
• A percentage of the previous year’s
earnings as vacation pay.
• A specified length of time away as
vacation leave.

The following chart outlines the provisions:

Completed Years of
Service

Vacation Time Allowed in
Current year

Vacation Pay as a
percentage of the
previous year’s earnings

First year

0 weeks

Accruing only

1–2

2 Weeks/80 Hours

4%

3–9

3 Weeks/120 Hours

6%

10 – 14

4 Weeks/160 Hours

8%

15+

5 Weeks/200 Hours

10%

PLEASE NOTE: Saskatchewan employees accrue
vacation @ 6% during the first two years of
employment and three weeks of vacation leave after
the first and second years of completed service. After
the second year, Saskatchewan employees accrue
vacation in accordance with the above chart.
Vacation Pay Calculations
Vacation pay accrues as a percentage of earnings
during an employee’s previous year of employment.
Each paycheck, an employee earns a percentage of
his/her wages as vacation pay. (For example, an
employee might earn $1,000 in wages for a bi-weekly
pay period. If he/she has worked for the Company
less than two years, he/she will earn 4% of the wages
as vacation pay to be used for the following years’
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time off. In this example, $40 is added to his/her
accumulated vacation pay).
Each paycheck, vacation pay is calculated as a
percentage of the sum total of the following earnings:
•
•
•
•
•
•
•

Wages
Bonuses
Incentives
Commissions
Statutory Holiday Pay
Overtime pay
Vacation pay (Alberta, British Columbia,
Newfoundland/Labrador, Quebec &
Saskatchewan only)

Vacation pay is not calculated on the following
earnings:
•
•
•

Vacation pay (except as noted above)
Disability benefits
Sick Pay

Payment of Vacation Pay
At the end of each anniversary year, full-time and
regular part-time employees earn a vacation pay
amount that is the sum of all accumulated accrued
vacation pay from the last anniversary year. The
vacation pay per day an employee will receive
is determined by dividing the total vacation pay
amount by the number of hours that the employee is
entitled to in the current year. Vacation pay is paid in
minimum increments of one day (eight hours).
Example: An employee who accumulates $1,200 of
vacation pay and is entitled to two weeks (80 hours)
vacation leave will receive $15/ hour or $120 for each
8-hour day of vacation he/she takes ($1,200 / 80
hours = $15/hour x 8 hours = $120/ day).

since no vacation pay is earned during an unpaid
leave of absence, an employee will either not
receive vacation pay for vacation time taken in
the anniversary year following the anniversary
year in which the unpaid leave was taken (i.e. if
the employee had no earnings in the previous
anniversary year) or their vacation pay will be
reduced in accordance with their reduced earnings
the previous anniversary year.
Carry Over
Employees are required to use all vacation leave
time in the entitled anniversary year. Except for
the minimum vacation time entitlement provided
by applicable employment standards legislation,
all vacation time that is not used in the entitled
anniversary year will be forfeited. However,
employees who forfeit their vacation time will receive
any accrued unused vacation pay.
Vacation Rules Applied at Anniversary Date of
Employment
•

•

•

Casual Part Time Employees
Casual part-time and seasonal employees will not
accrue vacation pay; however, they will receive their
applicable percent of vacation pay based on tenure,
which will be paid out each pay period.
Vacation Pay While on Leave
Unless otherwise required by applicable legislation,
an employee does not earn vacation pay during an
unpaid leave of absence from work.
An employee’s entitlement to vacation time is
unaffected by an unpaid leave of absence. However,
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On employee’s anniversary, his/her status as
a fulltime or regular part-time will determine
whether the employee receives paid
vacation time or a pay out of all accrued
vacation pay.
If employee transfers from full-time or
regular part-time to casual part-time or
seasonal, employee will receive a pay out of
unused vacation pay on their next paycheck.
Any future time off will be unpaid, although
accrued vacation pay will be paid each pay
period as it is earned.
If employee transfers from casual part-time
to full-time or regular part-time, employee
will not receive paid time off until the next
anniversary since employee would have
received a pay each pay period as it is
earned.

Vacation Pay upon Termination
All accrued vacation pay for the current year plus the
value of any unused vacation time (paid at the daily
vacation rate of pay) is paid out upon termination.
This also applies to employees who leave the
Company during the first year of employment.
Holidays
All eligible employees will be entitled to the paid
statutory/public holidays recognized by the province
in which they are employed. A schedule of dates
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outlining the statutory/public holidays in any given
year will be posted at the store and is available on the
Company Intranet.

HEALTH & WELFARE BENEFITS
This section provides an overview of the Company’s
comprehensive and competitive benefit offerings. For
details on benefit options and eligibility requirements,
refer to specific benefit materials and the current
Benefit Booklet. If there is any conflict between the
statements in this Employee Guide and the Benefit
Booklet, the Benefit Booklet shall govern in all cases.
Moreover, eligibility to participate and entitlement
under any benefit plans or any issue concerning
benefits is subject to the specific provisions of the
insurance plans, policies or contracts. Any dispute
over eligibility or payment of benefits under any such
plans, policies or contracts must be adjusted
between the employee and the insurer concerned.
The Company reserves the right to modify or
terminate any benefit plan or policy at any time in its
sole discretion.
Medical, Dental and Disability Insurance Benefits
Full-time and regular part-time employees may be
eligible to participate in medical, dental and disability
insurance group benefit plans offered by the
Company after completing 90 days of employment.
Casual part-time and temporary employees are not
eligible to participate in these group benefits.
Medical and Dental
Medical and dental coverage is mandatory. If FullTime and regular Part-Time employees are single and
do not have coverage with a parent or common-law
spouse, they may NOT opt out of coverage if they are
eligible. Married or common-law employees may opt
out of the medical and dental coverage if they have
coverage under their spouse’s carrier. The employee
would need to provide a letter from their spouse’s
insurer confirming coverage.
NOTE : Any employee who does not sign up for
dependent coverage immediately upon hire and
wishes to add coverage for a spouse at a later date
may apply to do so, however, a six month waiting
period from the date the Company is notified of the
spousal relationship will apply.
A detailed Benefits Booklet that discusses the various
plans is available for review by employees.
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Provincial Health Insurance
Where applicable, after you have completed 90 days
of service, Luxottica will pay 75% of the cost
of your provincial health insurance premiums if you
are regular part-time or full-time. Prior to 90 days of
employment, employees will need to cover 100% of
the cost of their provincial health insurance, including
any arrears for the period prior to employment by
Luxottica.
Short-Term Disability
Salaried employees are eligible to participate in the
Company’s Short-Term Disability
(STD) benefits program.
Employees not eligible to participate in the
Company’s Short-Term Disability (“STD”) benefits
program should apply for benefits through
Employment Insurance.
Employees are eligible to apply for STD benefits
after being absent from work for eight days due
to illness or on the first day an employee is absent
from work due to accident or hospitalization. The
disability or illness must not be work-related. Income
replacement for work-related injuries or illnesses
must be sought through the applicable provincial
workers compensation regime.
Coverage begins on the eighth day of consecutive
medical disability (first day of disability for accident/
hospitalization). The first seven days (40 hours) of
illness must be covered using available sick days or
can be unpaid, if the employee has no available sick
days. The employee’s manager needs to be aware of
any sick time or vacation time used.
Short term disability paperwork will be sent from the
Company to the employee.
Employee is required to pay for the portion of group
benefit premiums and provincial medical premiums
(where applicable) by monthly cheque while on a
medical/sick leave of absence.
Long-Term Disability
Should an illness or disability continue past 17 weeks,
the employee may qualify for long term disability if:
•
•

Appropriate medical documentation is
provided to the Company.
Employee is a qualified member of the
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•

benefit plan.
The benefit carrier approves the claim.

Employee Assistance Program (EAP)
The Company offers access to an Employee
Assistance Program (EAP) as part of our commitment
to provide comprehensive, quality benefits. This
benefit is available to all employees, regardless
of status, at no cost. Immediate family members
including an employee’s spouse and eligible
dependents also have access to these services.
EAP is a confidential support and referral service with
resources to help employees maximize productivity
while balancing life’s realities and challenges, such as
child care and parenting, aging parents, financial and
legal concerns, work, career, emotional well-being,
addiction and recovery and more.
Use of the EAP is voluntary and completely
confidential. You can access this service by calling our
EAP provider – Anthem EAP at 1-877-847-4525 or by
using their website at www.anthem.com/eap/global.
Retirement Program
Luxottica has a retirement program to help provide
employees with income during their retirement years.
Employees are eligible to make contributions at any
time and may be eligible for company contributions
after completion of one (1) year of service for fulltime employees and two (2) years of service for parttime employees. Retirement program details will be
mailed to the employee from the plan administrator.
Should there be a question of interpretation about
the material in the package, the language of the
official plan document will prevail. For additional
information regarding the retirement program please
refer to the benefits summary.
Registered Retirement Savings Plan (R.R.S.P.)
The Luxottica Retail Group R.R.S.P. is available to all
full-time and part-time employees upon hire.
Brochures and enrolment forms are available from
Great-West Life at 800-724-3402.
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LUXOTTICA EMPLOYEE AGREEMENTS
IMPORTANT NOTE TO EMPLOYEES:
This section contains the following agreements:
•
•
•
•

•

Confidential Information and NonSolicitation Agreement
Inventions Agreement
Release for Use of Likeness, Voice and Name
Agreement
Dispute Resolution Agreement (United
States Only- Does not apply to Puerto Rico
and Canada)
Electronic Protected Health Information
(ePHI) Agreement (United States and Puerto
Rico Only - Does not apply to Canada)

These agreements (each of which is referred to herein
as an “Agreement”), unless otherwise specified, apply
to all employees of Luxottica who work at locations in
the United States, Commonwealth of Puerto Rico and
Canada including employees working at LensCrafters,
Pearle Vision, Sears Optical, Target Optical, Sunglass
Hut, Apex by Sunglass Hut, ILORI, Optical Shops
of Aspen, EYEXAM of California, Oakley, Oliver
Peoples, Ray-Ban, Rx Operations and Distribution,
and Luxottica Wholesale, as well as any other
employer that becomes part of the Luxottica group of
companies (collectively, “Luxottica”, “the Company”,
“we”, “our”, “us”).” An Employee Acknowledgment
and Agreement form is provided at the end of this
section. You should read these agreements carefully
before signing the Acknowledgment and Agreement.
Your employment with the Company, whether new or
continuing, is in consideration of and is conditioned
upon your acceptance of the terms of these
agreements. Your refusal to sign the Acknowledgment
and Agreement will result in the withdrawal of our
offer of employment to you if you are an applicant
and the termination of your employment if you are
a current employee. Nothing in these agreements
changes the at-will nature of employment for United
States employees. Employees who are subject to the
Dispute Resolution Agreement found in this Guide
are permitted, however, to opt- out of this Agreement
within 30 days of receipt. Violation of any portion
of the Agreements will subject the employee to
corrective action, up to and including termination of
employment (collectively referred to as “Corrective
Action” for remainder of these Agreements).

SEVERABILITY
If any provision (or any portion of any provision) of
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the Employee Agreements is held by a court to
be illegal, invalid, or unenforceable in any respect,
the Company and the employee agree that such
provision (or portion of such provision) shall be
deemed to be modified only as necessary to permit
its enforcement to the maximum extent permitted
by applicable law (except that the Company does
not agree under any circumstances to a modification
of the Employee Agreements to permit a class
action, representative action, or collective action
to be adjudicated in an arbitration forum, where
applicable). In this event, the remainder of this
Agreement shall not be affected thereby.

GOVERNING LAW
These Employee Agreements are made and entered
into under the laws of the state, territory or province
as outlined below:
•

•

•

Employees in the United States: These
Employee Agreements are made and
entered into under the laws of the State of
Ohio.
Employees in Puerto Rico: These Employee
Agreements are made and entered into
under the laws of Puerto Rico.
Employees in Canada: These Employee
Agreements are made and entered into
under the laws of the Canadian province in
which the employee works.

These Agreements shall, in all respects, be
interpreted, enforced and governed under the laws
of the state, territory or province as defined above,
without giving effect to conflicts of laws principles.

LUXOTTICA EMPLOYEE GUIDE
ACKNOWLEDGEMENT AND
AGREEMENT
After reading the following agreements, all
employees are required to complete a “Luxottica
Employee Guide Acknowledgment and Agreement”
that is applicable to their geographic location
within three days of their hire date, as a condition
of employment. Employees who are subject to the
Dispute Resolution Agreement found in this Guide
are permitted, however, to opt-out of this Agreement
within 30 days of receipt. The Company’s preferred
method of completion is electronically; however, a
paper completion option is available upon request by
contacting your manager or Human Resources. For
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purposes of these Agreements, Human Resources
includes your local Human Resources Representative,
Human Resources Business Partner and Employee
Relations. For any questions regarding these
Agreements, please contact Employee Relations by
selecting the Employee Relations icon on HRCentral.
Luxottica.com. All other questions can be directed
to the Luxottica Human Resources Service Center at
1-866- 431-8484.
The applicable “Luxottica Employee Guide
Acknowledgment and Agreement” is located on
the last few pages of this Guide. Employees who
complete a paper version of this page, rather than
electronic, should return the completed applicable
Acknowledgment page to their manager or Human
Resources for further processing.

LUXOTTICA - EMPLOYEE GUIDE

68

CONFIDENTIAL INFORMATION AND NON-SOLICITATION AGREEMENT
In consideration of and as a condition of your new
and continuing employment, you agree as follows:
1.

CONFIDENTIAL INFORMATION
a) You understand that, during your employment
with the Company, you will acquire and be
exposed to Confidential Information of the
Company. “Confidential Information” includes
all ideas, information and materials, tangible or
intangible, not generally known to the public,
relating in any manner to the business of the
Company, its products and services (including
all trade secrets), its officers, directors, and
contractors, its clients, vendors and suppliers,
and all others with whom it does business, its
trade secrets, its pricing, margins, and other
financial information, that you learn or acquire
during your employment with the Company.
Confidential Information includes, but is not
limited to, manuals, documents, computer
programs and software used by the Company,
all formulas or processes, users manuals,
compilations of technical, financial, legal or
other data, customer and client or prospective
customer and client lists, names of suppliers
or vendors, client, supplier or vendor contact
information, customer and client contact
information, customer health information,
business referral sources, specifications,
designs, devices, inventions, processes,
business or marketing plans or strategies,
pricing information, information regarding
the identity of the Company’s designs, mockups, prototypes, source code, passwords,
and works in progress, all other research and
development information, forecasts, financial
information, and all other technical or business
information including all trade secrets.
Confidential Information does not include
publicly available information or information
that is generally known and used within the
industry or industries in which the Company
engages in business. This provision does not
prohibit disclosing or discussing information
about the Company’s wages, hours or other
working conditions that is generally known
within the Company, but employees who have
access to the Company’s confidential records
are prohibited from disclosing information
contained in those records. You are expected to
contact your supervisor if a question arises as to
what is included.
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b) You agree to hold in trust and confidence
all Confidential Information during and
after the period of your employment with
the Company. You shall not disclose any
Confidential Information to anyone outside
the Company without the written approval of
an authorized representative of the Company
or use any Confidential Information for any
purpose other than for the benefit of the
Company as required by your authorized
duties for the Company. At all times during
your employment with the Company, you shall
comply with all of the Company’s policies,
procedures, regulations or directives relating
to the protection and confidentiality of
Confidential Information. Upon termination
of your employment with the Company:
i. you shall not use Confidential Information, or
disclose Confidential Information to anyone,
for any purpose, unless expressly requested
and authorized to do so in writing by an
authorized representative of the Company;
ii. you shall not retain or take with you any
Confidential Information in a Tangible Form
(defined below) (nor shall you retain any
copies of Confidential Information); and
iii. you shall immediately deliver to the
Company all Confidential Information in
a Tangible Form (or otherwise) that you
may then or thereafter hold or control,
as well as all other property, equipment,
documents or things that you were issued
or otherwise received or obtained during
your employment with the Company.
Without limiting the foregoing, to the extent
you included Confidential Information
in your cellular or personal telephones,
smartphones, tablets, personal computers
or other electronic devices, including
personal electronic mail accounts (such
as investor, customer or vendor names
and contact information), immediately
upon termination of your employment,
you shall delete and shall not retain the
Company’s Confidential Information in
any or all of your cellular or personal
telephones, smartphones, tablets, personal
computers or other electronic devices,
including personal electronic mail accounts.
“Tangible Form” includes ideas, information
or materials in written or graphic form,
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on a computer disc or other medium, or
otherwise stored in or available through
electronic, magnetic, videotape or other
form.
2.

4.

NON-SOLICITATION OF CUSTOMERS/
CLIENTS
Following the termination of your employment
with the Company for any reason, you shall not,
directly or indirectly, use or disclose any
Confidential Information, including any trade
secrets, in order to solicit, induce, or attempt
to solicit or induce, any person or entity
then known to be a customer or client of the
Company (a “Restricted Customer/ Client”),
to terminate his, her or its relationship with the
Company or otherwise divert their business for
any purpose or no purpose. This Section 2
seeks to protect the Company’s trade secrets
and/or to prohibit you from disclosing or
using Confidential Information; accordingly, if,
during your employment, you never learned
nor were exposed to Confidential Information
regarding the identification of such customers/
clients or customer/client contact information,
pricing information, business development
information, trade secrets, sales and marketing
plan information, financial information or other
Confidential Information, you shall not be
restrained from such solicitation or attempted
solicitation but you shall not use Confidential
Information during or in connection with any
such solicitation, nor shall you interfere with the
Company’s contractual or prospective economic
relationships with any customer or client
through unlawful means.

3.

be violated by general advertising not targeted
at Company employees.

NON-SOLICITATION OF PERSONNEL
During your employment with the Company and
for one year thereafter, you shall not, directly or
indirectly, solicit, induce, recruit or attempt to
solicit, induce or recruit, any person known to
you to be an employee of the Company or any
of its affiliates or who left the employ of the
Company and/or any of its affiliates less than six
months prior (each such person, a “Company
Person”), to terminate his or her employment
or other relationship with the Company, for any
reason and/ or to perform work for a competitor.
Nor shall you during the same period disclose
any Confidential Information about other
employees to any other person, for purposes of
solicitation or otherwise. The foregoing shall not
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RETURN OF DOCUMENTS AND
MATERIALS
Immediately upon the termination of your
employment or at any time prior thereto if
requested by the Company, you shall repay all
cash advances and return all keys, tools, security
and credit cards, cell phones, laptops, records,
documents, equipment, proposals, notes, lists,
files, and any and all other materials, including
but not limited to Confidential Information,
that refers, relates or otherwise pertains to
the Company and its business, including its
products and services, personnel, customers or
clients (actual or potential), investors (actual or
potential), and/or vendors and suppliers (actual
or potential), or any of them, and any and all
business dealings with said persons and entities
(the “Returned Property and Equipment”) to
the Company at its offices in Mason, Ohio
or such other location as approved in writing
by your manager or supervisor. You are not
authorized to retain any copies or duplicates
of the Returned Property and Equipment or
any Confidential Information that you obtained
or received as a result of your employment or
other relationships with the Company.

5.

CONFIDENTIAL INFORMATION OF
OTHERS/COMPLIANCE WITH LAWS
You shall not breach any lawful, enforceable
agreement to keep in confidence, or to refrain
from using, the nonpublic ideas, information
or materials of a third party, including, but not
limited to, a former employer or present or
former customer or client. You shall not bring
or disclose any such ideas, information or
materials to the Company, use any such ideas,
information or materials in connection with your
employment, or induce the Company to use
such ideas, information or materials of others.
You shall comply with all national, state, federal,
provincial, local and other laws, regulations and
ordinances.
Nothing in this agreement prohibits you from
reporting an event that you reasonably and
in good faith believe is a violation of law to
the relevant law-enforcement agency, or from
cooperating in an investigation conducted by
such a government agency. For employees in
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the United States, this may include disclosure of
trade secret or confidential information within
the limitations permitted by the Defend Trade
Secrets Act (DTSA). You are notified that under
the DTSA, no individual will be held criminally
or civilly liable under Federal or State trade
secret law for disclosure of a trade secret (as
defined in the Economic Espionage Act) that
is: (a) made in confidence to a Federal, State,
or local government official, either directly or
indirectly, or to an attorney, and made solely
for the purpose of reporting or investigating
a suspected violation of law; or, (b) made in a
complaint or other document filed in a lawsuit
or other proceeding, if such filing is made
under seal so that it is not made public. And, an
individual who pursues a lawsuit for retaliation by
an employer for reporting a suspected violation
of the law may disclose the trade secret to the
attorney of the individual and use the trade
secret information in the court proceeding, if
the individual files any document containing the
trade secret under seal, and does not disclose
the trade secret, except as permitted by court
order.
6.

7.

For employees in the United States, you
acknowledge and agree that:
a) the covenants and agreements contained
herein are reasonable and valid in geographic,
temporal and subject matter scope and in all
other respects, and do not impose limitations
greater than are necessary to protect the
goodwill, Confidential Information, and other
business interests of the Company;
b) if any arbitrator (or a court when the Company
seeks a provisional remedy in aid of arbitration)
subsequently determines that any of such
covenants or agreements, or any part thereof,
is invalid or unenforceable, the remainder
of such covenants and agreements shall not
thereby be affected and shall be given full
effect without regard to the invalid portions;
c) if any arbitrator (or a court when the Company
seeks a provisional remedy in aid of arbitration)
determines that any of the covenants and
agreements, or any part thereof, is invalid
or unenforceable because of the duration or
scope of such provision, such arbitrator (or a
court when the Company seeks a provisional
remedy in aid of arbitration) shall have the
power to reduce the duration or scope of
such provision, as the case may be, and, in
its reduced form, such provision shall then be
enforceable to the maximum extent permitted
by applicable law;
d) you must honor this Agreement even if you
have a claim against the Company; and
e) keeping these promises will not cause you
undue hardship.

PROVISIONAL JUDICIAL RELIEF
You acknowledge, agree and understand that,
without prejudice to any and all remedies
available to Luxottica, an injunction is an
effective remedy for any breach of your
covenants under these provisions and that
Luxottica would suffer irreparable harm
and injury in the event of any such breach.
Accordingly, you hereby agree that Luxottica
may apply for and be granted injunctive relief,
including a preliminary injunction or temporary
restraining order, or an interim or interlocutory
injunction, in any court of competent jurisdiction,
to enforce any of the provisions upon the
breach or threatened breach thereof. In the
United States, this would include a preliminary
injunction or a temporary restraining order, in aid
of, or to preserve, an arbitrator’s jurisdiction to
address the parties’ dispute under the Dispute
Resolution Agreement. You further agree
that Luxottica may apply for and is entitled to
said injunctive relief without having to prove
damages, and is entitled to recover from you all
costs and expenses, including legal costs, unless
otherwise prohibited by applicable law.
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SEVERABILITY/BLUE-PENCIL

For employees in Canada, in the event that
any provision or part of a provision of this
agreement shall be deemed void, invalid, illegal
or unenforceable by a court of competent
jurisdiction, the remaining provisions or
parts of the provisions shall remain valid and
enforceable.
8.

GOVERNING LAW
This Agreement shall be construed, interpreted,
and governed in accordance with either
a) the laws of the State, territory or the province
where you are employed, or
b) in the event of a breach of any of the
covenants contained in Sections one through
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five, the law of the state, territory or province
where such breach actually occurs, depending
on whichever choice of law shall ensure to the
maximum extent that the covenants shall be
enforced in accordance with the intent of the
Parties as reflected in this Agreement.
9.

NOTIFICATION TO NEW EMPLOYER
You understand that the various terms and
conditions of this Agreement shall survive
and continue after your employment with the
Company terminates. Accordingly, you hereby
expressly agree that the Company may inform
your new employer regarding your duties and
obligations under this Agreement.
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INVENTIONS AGREEMENT
You acknowledge and agree that all ideas, methods,
inventions, discoveries, improvements, work products,
developments, statements, opinions, photographs,
video, film footage, data, documentation, processes
or works of authorship (“Inventions”) that result
from, relate to or are suggested by your work with
the Company, made or conceived by you, solely or
jointly with others, during your employment, whether
or not on Company property or utilizing Company
equipment shall belong exclusively to the Company.
All Inventions constitutes trade secrets of the
Company and shall be the sole property of the
Company or any other entity designated by the
Company. You hereby irrevocably convey, transfer
and assign to the Company all your right, title and
interest in and to, and all claims for past and future
infringement of, the Inventions as of their creation,
throughout the universe and all patents, copyrights,
trademarks, trade secrets, mask works, and any and
all other proprietary rights therein, that may issue
thereon in any and all countries, whether during
or subsequent to your employment, together with
the right to file, in your name or in the name of the
Company (or its designee), applications for patents
and equivalent rights, the right to modify and create
derivative works, the right to invoke the benefit of
any priority under any international convention, and
all rights to register and renew same. You will, at any
time during and subsequent to your employment,
make such applications, sign such papers, take
all rightful oaths, and perform all acts as may be
requested from time to time by the Company with
respect to the Inventions.

RELEASE FOR USE OF LIKENESS,
VOICE AND NAME AGREEMENT
I hereby grant and give to the Company, its
parents, subsidiaries, affiliates, agents, and assigns
the absolute and irrevocable right, license and
privilege to, and to permit others to, use, publish,
display, transmit, exhibit and reproduce, my name,
statements, photograph, video, voice or other
likeness, in whole or in part, on film, videotape or any
media now or hereafter known or devised, with or
without my name, both singly and in conjunction with
other persons, for any and all purposes, including
but not limited to, private or public presentations
for advertising, publicity, promotional and charitable
purposes, throughout the world without restriction as
to manner or frequency, both during my employment
and thereafter. I acknowledge and agree that the
Company shall have the entire, exclusive right, title,
and interest in and to any materials produced with
my name, statements, photograph, video, voice or
other likeness and other reproductions thereof and
all copyright therein, and that I will not receive any
kind of payment, remuneration, compensation or
consideration of any kind.

All copyrightable aspects of the Inventions are to be
considered “works made for hire” within the meaning
of any applicable copyright laws, and the Company is
to be the “author” within the meaning of such law for
all purposes. All such copyrightable works, as well as
all copies of such works in whatever medium fixed or
embodied, including those now known or hereinafter
devised, shall be owned exclusively by the Company
as of its creation throughout the universe and in
perpetuity, and you disclaim any and all interest in
any of such copyrightable works and waive any right
of droit morale or similar rights.
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DISPUTE RESOLUTION AGREEMENT
This Dispute Resolution Agreement (sometimes
referred to as “Agreement”) is applicable to all
employees in the United States and is intended to
provide a timely and fair procedure for employees
to resolve certain legal disputes. This Dispute
Resolution Agreement is a contract and covers
important issues relating to your rights. It is your sole
responsibility to read it and understand it. You are free
to seek assistance from independent advisors of your
choice outside the Company or to refrain from doing
so if that is your choice.
The Dispute Resolution Process has two steps:
1. Open door
2. Arbitration
Both steps are described in more detail in this
Agreement.
An employee may opt out of this Agreement within
30 days after receiving it. (See the Opt-Out of
Dispute Resolution Agreement form hereinafter
provided.)
The arbitration portion of this Dispute Resolution
Agreement (the section titled “Dispute Resolution
Agreement Step #2: Arbitration”) covers all legal
claims arising out of or related to your employment
with Luxottica (sometimes referred to as “Company”)
except as otherwise provided in the Dispute
Resolution Agreement. See the section titled, “What
Is Covered by the Dispute Resolution Agreement?”
for a list of the types of claims that are covered
under this Agreement. The Dispute Resolution
Agreement does not prevent any employee from
filing a claim with the Equal Employment Opportunity
Commission (EEOC), U.S. Department of Labor, or the
National Labor Relations Board (NLRB), or for state
unemployment insurance or workers’ compensation
benefits. Finally, nothing in this Agreement alters the
at-will employment relationship that exists between
you and the Company.
This Agreement is effective upon your receipt of
it. This Agreement is governed by the Federal
Arbitration Act (9 U.S.C. §§ 1 et seq.). If you have any
questions about the Dispute Resolution Agreement,
please contact Human Resources or an outside
advisor of your choice.
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DISPUTE RESOLUTION AGREEMENT
STEP #1: THE OPEN DOOR POLICY
The Company encourages employees to feel
comfortable expressing job-related concerns and
is committed to listening and responding to such
concerns. The Open Door Policy provides an Open
Door Process for an employee to bring a concern to
management’s attention without fear of retaliation.
In many cases, the employee’s immediate manager
is the person best qualified to address a concern or
answer a question. Managers to whom a concern is
reported through the Open Door Policy are expected
to respond, as well as report the complaint to Human
Resources.
Where an employee is not comfortable reporting a
concern to his/her manager, for example because
the concern involves the employee’s manager, the
employee may report his/her concern directly to the
next higher manager or Human Resources.
Where necessary, Human Resources will work
with the employee and the manager to address
a concern. If the employee feels that the concern
was not addressed to his/her satisfaction by his/
her manager(s) and/or Human Resources, such
concern may be elevated to the Employee Relations
Center of Excellence to review details, conduct an
investigation where appropriate, and attempt to
resolve the issue.
While the Company will endeavor to maintain
the confidentiality of a concern reported by an
employee, it may not be possible for the Company
to do so in every circumstance. For example, in
order to resolve a concern it may be necessary for
the Company to conduct a workplace investigation
during which the details of the particular concern
may need to be disclosed to the affected/
implicated workplace parties or witnesses. In
addition, employees may be requested to maintain
confidentiality where critically necessary to protect a
witness, avoid tampering/destruction of evidence, or
to prevent a cover-up.
Employees can use the Open Door Policy without
fear of retaliation. Any person who attempts to
deter or deters an employee’s attempt to escalate
a concern, or who retaliates against an employee
in any way for using the Open Door Policy, will be
subject to Corrective Action.
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Employees are not required to use the Open Door
Policy prior to initiating arbitration, but employees
are encouraged to do so.

DISPUTE RESOLUTION AGREEMENT
STEP #2: ARBITRATION
If a dispute is not resolved through the Open Door
Process, the next step is Arbitration depending on
the type of dispute at issue. By agreeing to resolve
certain disputes between you and Luxottica (the
“parties”) exclusively through binding arbitration,
you and Luxottica agree that you and Luxottica are
submitting your disputes to an arbitrator and are
waiving your/its rights to a trial in court with a judge
or jury. Arbitration is binding, which means the
arbitrator’s decision is final. To the extent permitted
by law, the arbitrator’s decision be challenged in
limited circumstances.
By agreeing to arbitration, you and Luxottica
mutually select a neutral arbitrator to resolve
the dispute. In most cases, the parties will select
an arbitrator through the American Arbitration
Association (sometimes referred to as “AAA”).
More information about the AAA is provided below,
including how to access AAA’s rules.
Arbitration is designed to be more efficient than
court.

HOW DOES ARBITRATION WORK?
If the Open Door Process has not resolved a dispute
to your satisfaction or the Open Door Process
has not been pursued, either party may request
arbitration by writing to the American Arbitration
Association Regional Office in New York, New York.
The American Arbitration Association’s Employment
Arbitration Rules (“AAA Rules”) then in effect and
this Dispute Resolution Agreement will govern the
proceedings. If any of the AAA Rules and terms of
the Agreement conflict, the terms of the Agreement
shall be followed. The AAA Rules and the address
to the AAA Regional Office in New York, New York
are available at www.adr.org/employment, through
Luxottica’s Human Resources, or by calling the
American Arbitration Association at 1-212-484-4181.
Any request for Arbitration must be made within the
time limit established by the applicable statute of
limitations. Any disputes regarding the timeliness
of a request for Arbitration will be decided by the
arbitrator.
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You and Luxottica will mutually select an arbitrator.
You and Luxottica may agree to use any arbitrator,
whether or not the arbitrator is affiliated with the
AAA. In any case where the parties cannot agree
to a particular arbitrator, the AAA Rules will apply to
the arbitrator selection process. If for any reason the
AAA will not administer the arbitration, either party
may apply to a court of competent jurisdiction with
authority over the location where the arbitration will
be conducted for appointment of a neutral arbitrator.
The arbitrator is required to apply the same law that
would be applied if the dispute had been litigated in
court. For example, the arbitrator may:
•
•
•

•

Receive testimony and evidence from both
parties involved in a dispute;
Authorize appropriate discovery, including
depositions and subpoenas;
Hear and rule on pre-hearing disputes and
hold pre-hearing conferences by telephone
or in person; and
Hear and rule on pre-hearing motions in
accordance with the Federal Rules of Civil
Procedure (including motions pursuant to
Rules 12 and 56 of the Federal Rules of Civil
Procedure but not Rule 23, which pertains
to class actions).

The arbitrator is to provide a written decision that
sets forth the essential findings and conclusions of
law on which the decision is based. The arbitrator is
entitled to issue the same award, fees, or damages
that the parties would have been entitled to receive
if the lawsuit had been litigated in court under the
particular laws alleged to have been violated.
The arbitrator’s decision is final and binding on the
parties. The arbitrator’s decision may be challenged
in limited circumstances to the extent permitted by
law.

WHAT IS COVERED BY THE DISPUTE
RESOLUTION AGREEMENT?
Except as it otherwise provides, this Agreement
applies, without limitation, to any dispute, past,
present or future, arising out of or related to
your employment with Luxottica (“Company”)
or relationship with any of its agents, employees,
affiliates, successors, subsidiaries, assigns or
parent companies or termination of employment
regardless of its date of accrual and survives after
the employment relationship terminates. Except as
it otherwise provides, this Agreement also applies,
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without limitation, to disputes with any entity or
individual arising out of or related to the application
for employment, background checks, privacy, the
employment relationship or the termination of
that relationship, contracts, trade secrets, unfair
competition, compensation, classification, minimum
wage, seating, expense reimbursement, overtime,
breaks and rest periods, termination, retaliation,
discrimination or harassment and claims arising
under the Fair Credit Reporting Act, Defend Trade
Secrets Act, Title VII of the Civil Rights Act of 1964,
Equal Pay Act, Rehabilitation Act, 42 U.S.C. § 1981,
Civil Rights Acts of 1866 and 1871, the Civil Rights
Act of 1991, 8 U.S.C. § 1324b (unfair immigration
related practices), the Pregnancy Discrimination Act,
Americans With Disabilities Act, Age Discrimination
in Employment Act, Family Medical Leave Act, Fair
Labor Standards Act, Employee Retirement Income
Security Act (except for claims for employee benefits
under any benefit plan sponsored by the Company
and (a) covered by the Employee Retirement Income
Security Act of 1974 or (b) funded by insurance),
Affordable Care Act, Genetic Information NonDiscrimination Act, Uniformed Services Employment
and Reemployment Rights Act, Worker Adjustment
and Retraining Notification Act, Older Workers
Benefits Protection Act of 1990, Occupational Safety
and Health Act, Consolidated Omnibus Budget
Reconciliation Act of 1985, False Claims Act, state
or local statutes or regulations addressing the same
or similar subject matters, and all other federal, state
or local statutory and legal claims arising out of or
relating to your employment or the termination of
employment (including without limitation torts and
post-employment defamation or retaliation).
The Agreement also covers any legal disputes that
the Company could otherwise file in court against
you. The claims the Company potentially could
have against an employee that it agrees to submit to
binding arbitration rather than file in court include,
but are not limited to, claims for misappropriation,
conversion, fraud, breach of fiduciary duty, breach
of the Confidentiality Agreement and breach of any
other legal duties that an employee has to his or her
employer.

WHAT ARE THE LIMITATIONS ON HOW
THIS AGREEMENT APPLIES?
You may elect to bring an individual claim in a local
small claims court provided the recovery you seek is
within the jurisdictional limits of that court and does
not exceed $10,000.
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Except as otherwise provided in this Agreement, this
Agreement replaces prior agreements regarding the
arbitration of disputes and is the full and complete
agreement relating to the formal resolution of
disputes covered by this Agreement. However, this
Agreement does not apply to litigation between you
and the Company (including class action cases in
which you are a putative class member) pending in a
state or federal court or in arbitration as of the date
of your receipt of this Agreement. In such instances,
any prior agreement between you and Luxottica to
arbitrate disputes shall remain in full force and effect.
Any disputes about the enforceability of the Dispute
Resolution Agreement shall be decided by a court.
This Agreement does not apply to claims for workers
compensation and unemployment insurance benefits.
Except as it otherwise states, nothing contained in
this Agreement shall be construed to prevent or
excuse you (individually or in concert with others) or
the Company from utilizing the Company’s existing
internal procedures for resolution of complaints.
Either you or the Company may apply to a court of
competent jurisdiction for temporary or preliminary
injunctive relief in connection with an arbitrable
controversy, but only upon the ground that the award
to which that party may be entitled may be rendered
ineffectual without such relief.
Regardless of any other terms of this Agreement, a
claim may be brought before and remedies awarded
by an administrative agency if applicable law permits
the agency to adjudicate the claim notwithstanding
the existence of an agreement to arbitrate. Such
administrative claims include without limitation claims
or charges brought before the Equal Employment
Opportunity Commission, Department of Labor, or
the National Labor Relations Board. Nothing in this
Agreement shall be deemed to preclude or excuse
a party from bringing an administrative claim before
any agency in order to fulfill the party’s obligation
to exhaust administrative remedies before making a
claim in arbitration.
Disputes that may not be subject to pre-dispute
arbitration agreement as provided by the DoddFrank Wall Street Reform and Consumer Protection
Act (Public Law 111-203) are excluded from the
coverage of this Agreement, as well as any disputes
that may not be arbitrated as provided by an Act of
Congress or lawful, enforceable Executive Order.
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MAY THE COMPANY OR I BRING A CLASS
OR COLLECTIVE ACTION?
This Agreement affects your ability to participate
in a class or collective action. Both the Company
and you agree to bring any dispute in arbitration
on an individual basis only, and not on a class or
collective basis on behalf of others. There will be
no right or authority for any dispute to be brought,
heard or arbitrated as a class collective action
or as a member in any such class or collective
proceeding (hereinafter referred to as “Class Action
Waiver”). Notwithstanding any other provision of this
Agreement or the AAA Rules, disputes regarding
the validity, enforceability or breach of the Class
Action Waiver maybe resolved only by a civil court
of competent jurisdiction and not by an arbitrator.
In any case in which (1) the dispute is filed as a class
or collective action and (2) there is a final judicial
determination that all or part of the Class Action
Waiver is unenforceable, the class or collective
action, to that extent, must be litigated in a civil court
of competent jurisdiction. However, the portion of
the Class Action Waiver that is enforceable shall be
enforced in arbitration. You will not be retaliated
against, disciplined or threatened with discipline as
a result of the filing of or participation in a class or
collective action in any forum. However, the portion
of the Class Action Waiver that is enforceable shall
be enforced in arbitration. You will not be retaliated
against, disciplined or threatened with discipline as
a result of your exercising your rights under Section
7 of the National Labor Relations Act by the filing of
or participation in a class, collective or representative
action in any forum. However, the Company may
lawfully seek enforcement of this Agreement and the
Class Action Waiver under the Federal Arbitration Act
and seek dismissal of such class or collective actions
or claims. The Class Action Waiver shall be severable
in any case in which the dispute is filed as an
individual action and severance is necessary to ensure
that the individual action proceeds in arbitration.

permitted by law.

WHAT IS THE AMERICAN ARBITRATION
ASSOCIATION AND HOW DOES
ARBITRATION PROCEED?
The AAA is a not-for-profit organization that
administers and provides the AAA Rules governing
the arbitration process. The AAA revises the AAA
Rules from time to time. You and the Company agree
to comply with the most current version of the AAA
Rules.
The parties shall agree on a time and a place for the
arbitration hearing. You and the Company agree that
the arbitration shall be held (unless the parties agree
in writing otherwise) within 45 miles of and in the
same state where you are or were last employed by
the Company. Any disputes regarding the location
of the arbitration hearing will be resolved by the
arbitrator.

WHO IS RESPONSIBLE FOR ATTORNEY’S
FEES AND COSTS?
•

•

•

The Company expressly does not agree to arbitrate
any claim on a class or collective basis.
PRIVATE ATTORNEYS GENERAL ACT (PAGA)
CLAIMS: Private attorney general representative
actions brought on behalf of the state under the
California Labor Code are not arbitrable, not within
the scope of this Agreement and may be maintained
in a court of law, but a claim you bring on your own
behalf as an aggrieved employee for recovery of
underpaid wages (as opposed to a representative
claim for civil penalties) is arbitrable to the extent
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•

You have the right to have an attorney
represent you in arbitration. However,
you are not required to have an attorney
represent you in order to proceed in
arbitration.
You are responsible to pay or otherwise
make arrangements for your attorney’s
fees. You are also responsible for paying
for expenses you would have had to pay
for a court case (e.g., expenses your side
incurs for depositions, witness fees, expert
witness fees, etc.). If you prevail on certain
claims you may be entitled to an award
of attorney’s fees and costs, as authorized
by applicable law and determined by the
arbitrator.
If you (rather than the Company) are the
one who initiates arbitration, you will need
to pay a filing fee to the AAA, up to but
no greater than the amount required to file
a lawsuit in your jurisdiction asserting the
same claims. If the AAA filing fee is greater
than that amount, the Company will pay the
difference. Additionally, if applicable law
requires the Company to pay a higher share
of the filing fee, the Company will do so, up
to the entire amount if that is what the law
provides.
In all cases required by law, the Company
will pay the entire fee of the arbitrator for
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•

his or her services and any employed costs
incurred by the arbitrator or the AAA.
Any disputes regarding the proper
apportionment of fees and costs will be
decided by the arbitrator.

Your Right To Opt Out. If you do not wish to agree
to this Dispute Resolution Agreement, you may optout within 30 days of your receipt of this Agreement.
Any opt-out must be through written notice in one
of two ways:
(1) you may opt-out by completing the hard-copy
“Opt-Out Of Dispute Resolution Agreement” form
that immediately follows this Agreement, or
(2) if you are reviewing this Agreement electronically,
you also may opt-out by selecting the option to
opt-out of the Dispute Resolution Agreement on the
applicable screen.
If you opt out by completing the hard-copy form,
the written notice that you provide must be directed
to and actually received by HR Records by mail at
Attn: HR Records, 4000 Luxottica Place, Mason, OH
45040, or by fax at 1-866-212-3663 within 30 days
of your receipt of this Agreement. Should you not
opt out within 30 days of receipt of this Agreement,
continuing your employment constitutes mutual
acceptance of this Agreement by you and the
Company.
The Company will not take adverse action against you
or retaliate against you on account of your electing to
opt out of this Agreement. Nor will the Company take
adverse action against you or retaliate against you on
account of your choosing not to opt out or electing to
pursue arbitration of a claim.

SEVERABILITY
Except as provided regarding the Class Action
Waiver, above, if any term or portion of this
Agreement shall, for any reason, be held to be invalid
or unenforceable or to be contrary to public policy or
any law, then the remainder of this Agreement shall
not be affected by such invalidity or unenforceability
but shall remain in full force and effect, as if the
invalid or unenforceable term or portion thereof had
not existed within this Agreement.
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OPT-OUT OF DISPUTE RESOLUTION AGREEMENT
I am exercising my right to opt-out of the Dispute Resolution Agreement that was provided to me by Luxottica. By
opting-out within the 30-day time period, I agree that I am not entitled or required to participate in or utilize the
arbitration procedures described in “Dispute Resolution Agreement Step #2: Arbitration” in the Dispute Resolution
Agreement. I understand that Luxottica will not take adverse action against me or retaliate against me because I
choose to opt out.

————————————————————————————
Signature

—————————————————
Date

————————————————————————————
Employee Name (Please Print)

—————————————————
Luxottica ID Number

*2018OPTO*
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ELECTRONIC PROTECTED HEALTH INFORMATION (EPHI) AGREEMENT
In order to comply with privacy regulations regarding electronic Protected Health Information (ePHI), employees,
contractors or anyone in the United States with access to systems containing ePHI are responsible for safeguarding
this protected data by:
a. limiting ePHI data access to only those who need access as part of their job duties
b. storing ePHI data only on resources that are specifically designed to enforce ePHI data confidentiality,
integrity and availability (e.g., not on public or shared drives or on personal digital assistants (PDA’s) or any
other place where data is at significant risk of being compromised)
c. transmitting ePHI data only through approved channels (Secure FTP, encrypted email, etc.)
d. ensuring ePHI data on transportable media sources such as floppies, CD’s, DVD’s, magnetic tapes and
laptops are controlled and utilized according to IT standards
e. returning or destroying ePHI when it is no longer needed for business purposes or upon contract
termination
f. ensuring that all system access passwords are kept confidential, sufficiently
g. complex and routinely changed
Managers responsible for ePHI data should ensure individuals granted access to ePHI resources are trained
annually on ePHI handling procedures. These managers should also review access control lists regularly to verify
that only authorized individuals are granted access to ePHI resources.
Despite the close working relationship between Luxottica employees and subleasing optometrists or
ophthalmologists, no Luxottica employee should handle a subleasing doctor’s electronic patient information/data
unless it is with the specific permission of the doctor or pursuant to a Business Employee Agreement and in the
course of treatment.
If an employee suspects or discovers an IT security incident (data compromise, system misuse, virus, etc.), the
incident must be reported immediately to management and to the appropriate IT Help Desk. Technical Services’
IT Security Officer is responsible for the IT security incident remediation process, including coordinating,
communicating and documenting response activities through to resolution.
These Corporate Services and ePHI Policy summaries are provided so that employees understand the importance
of protecting the Company IT resources and protected customer data. Please refer to Luxottica’s intranet, or your
brand-specific online communications channel for more detailed information regarding IT policies.

LUXOTTICA - EMPLOYEE GUIDE

80

LUXOTTICA EMPLOYEE GUIDE ACKNOWLEDGEMENT AND
AGREEMENT FOR UNITED STATES EMPLOYEES
This will acknowledge that I have received my copy of the Luxottica Employee Guide and that I will familiarize
myself with the contents of the Employee Guide and agree to abide by its terms. I understand that this Guide
replaces and supersedes all prior versions. I understand that if I have any questions, I am encouraged to contact
Human Resources.
I specifically understand and agree to the following:
•

•

•

•

•

My employment with the Company will be at-will, unless there is a specific agreement signed by me
and a legally authorized company representative, as determined by Luxottica’s Legal Department,
stating otherwise. As an at-will employee, I understand that the Company has the right to terminate
my employment at any time, with or without cause or notice, and that I have the same right. Except as
provided in the following paragraph, the Company reserves the right to add, change or delete wages,
benefits, policies and all other working conditions at any time.
The Dispute Resolution Agreement cannot be changed, altered, revised or modified as to me without (i)
issuance of a new Dispute Resolution Agreement which makes any such changes or modifications, and (ii)
my written agreement to such changes or modifications.
My signature below certifies that I understand that this agreement regarding my at-will status is the
sole and entire agreement between the Company and me concerning the duration of my employment
and the circumstances under which my employment can be terminated. This agreement supersedes all
prior agreements, understandings and representations (whether written or oral) concerning my at-will
employment with the Company.
I acknowledge that I have received and read, and that I understand and agree to the terms of, the
following Agreements as set forth in the Employee Guide: Confidentiality Agreement and NonSolicitation Agreement; Inventions Agreement; Dispute Resolution Agreement; Release for Use of
Likeness, Voice and Name Agreement and Electronic Protected Health Information (ePHI) Policy
Agreement.
Except as provided in the following sentence, I acknowledge and agree that my employment with the
Company is conditioned upon my acceptance of the terms of these contractually binding agreements.
Consistent with the terms of the Dispute Resolution Agreement, however, I recognize that I have 30 days
to opt-out of that Dispute Resolution Agreement. Absent the exercising of my right to opt-out of that
Dispute Resolution Agreement (by signing and returning the Opt-Out of Dispute Resolution Agreement
form within 30 days of receipt, or selecting the opt-out checkbox if done electronically), the Company
and I agree to be bound by its terms. I understand that the Agreements attached hereto replace and
supersede all prior versions and I am bound by the most recent versions of the Agreements.

MY SIGNATURE BELOW CERTIFIES THAT I HAVE READ, UNDERSTAND AND AGREE TO BE BOUND BY THE
TERMS AND CONDITIONS SET FORTH ABOVE.
DO NOT SIGN UNTIL YOU HAVE READ THE ACKNOWLEDGEMENT AND AGREEMENT ABOVE, AND THE
LUXOTTICA EMPLOYEE AGREEMENTS.

————————————————————————————
Signature

————————————————
Date

————————————————————————————
Employee Name (Please Print)

—————————————————
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LUXOTTICA EMPLOYEE GUIDE ACKNOWLEDGEMENT AND
AGREEMENT FOR CANADA EMPLOYEES
This will acknowledge that I have received my copy of the Luxottica Employee Guide and that I will familiarize
myself with the contents of the Employee Guide and agree to abide by its terms. I understand that this Guide
replaces and supersedes all prior versions. I understand that if I have any questions, I am encouraged to contact
Human Resources.
I specifically understand and agree to the following:
•

•
•
•
•

•

The Company has the right to make all final decisions regarding the interpretation and application of
this Guide and reserves the right, at its sole discretion, to add, change or revise any policy or practice
contained herein.
The Employee Guide is intended to provide an overview of the Company’s policies, obligations and
expectations and does not necessarily represent all such policies in force.
Nothing in the Employee Guide or the Agreements creates, or is intended to create, a promise or
representation of continued employment.
I acknowledge that I have received and read, and that I understand and agree to the terms of, the
following Agreements as set forth in the Employee Guide: Confidentiality Agreement and NonSolicitation Agreement; Inventions Agreement; and Release for Use of Likeness, Voice and Name
Agreement.
I acknowledge and agree that my employment with the Company is conditioned upon my acceptance of
the terms of these contractually binding agreements. I understand that the Agreements attached hereto
replace and supersede all prior versions and I am bound by the most recent versions of the Agreements.

MY SIGNATURE BELOW CERTIFIES THAT I HAVE READ, UNDERSTAND AND AGREE TO BE BOUND BY THE
TERMS AND CONDITIONS SET FORTH ABOVE.
DO NOT SIGN UNTIL YOU HAVE READ THE ACKNOWLEDGEMENT AND AGREEMENT ABOVE, AND THE
LUXOTTICA EMPLOYEE AGREEMENTS.

————————————————————————————
Signature

————————————————
Date

————————————————————————————
Employee Name (Please Print)

—————————————————
Luxottica ID Number
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LUXOTTICA EMPLOYEE GUIDE ACKNOWLEDGEMENT AND
AGREEMENT FOR PUERTO RICO EMPLOYEES
This will acknowledge that I have received my copy of the Luxottica Employee Guide and that I will familiarize
myself with the contents of the Employee Guide and agree to abide by its terms. I understand that this Guide
replaces and supersedes all prior versions. I understand that if I have any questions, I am encouraged to contact
Human Resources.
I specifically understand and agree to the following:
•
•

•

•

The Company reserves the right to add, change or delete wages, benefits, policies and all other
working conditions at any time.
My signature below certifies that I understand that this agreement is the sole and entire agreement
between the Company and me concerning my employment and the circumstances under which my
employment can be terminated. This agreement supersedes all prior agreements, understandings and
representations (whether written or oral) concerning my employment with the Company.
I acknowledge that I have received and read, and that I understand and agree to the terms of, the
following Agreements as set forth in the Employee Guide: Confidentiality Agreement and NonSolicitation Agreement; Inventions Agreement; Release for Use of Likeness, Voice and Name
Agreement and Electronic Protected Health Information (ePHI) Policy Agreement.
I acknowledge and agree that my employment with the Company is conditioned upon my acceptance
of the terms of these contractually binding agreements. I understand that the Agreements attached
hereto replace and supersede all prior versions and I am bound by the most recent versions of the
Agreements.

MY SIGNATURE BELOW CERTIFIES THAT I HAVE READ, UNDERSTAND AND AGREE TO BE BOUND BY THE
TERMS AND CONDITIONS SET FORTH ABOVE.
DO NOT SIGN UNTIL YOU HAVE READ THE ACKNOWLEDGEMENT AND AGREEMENT ABOVE, AND THE
LUXOTTICA EMPLOYEE AGREEMENTS.

————————————————————————————
Signature

————————————————
Date

————————————————————————————
Employee Name (Please Print)

—————————————————
Luxottica ID Number
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