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UNDERSTANDING THE DOLLAR
GENERAL EMPLOYEE HANDBOOK:
A COMPREHENSIVE GUIDE FOR
TEAM MEMBERS

When you join the Dollar General team,
you become part of one of the largest
and fastest-growing discount retailers in
the United States. With thousands of
stores across the country, the company
provides millions of customers with
affordable essentials every day. To
ensure every team member understands
the company’s expectations, policies,
and culture, Dollar General provides a
detailed Dollar General employee
handbook. This guide is not just a legal
document—it is a practical resource that
helps you navigate your daily work life,
from dress code to pay schedules to
safety protocols. Whether you are a new
hire or a seasoned employee,
understanding this handbook can help
you succeed and feel confident in your
role.

In this article, we will explore the key
sections typically found in the Dollar
General employee handbook. We will
cover what you need to know about
company policies, code of conduct,
benefits, attendance, and more. By the
end, you will have a clear picture of how
the handbook supports your work
experience and what you can do to
make the most of your time at Dollar
General.

EMPLOYEE HANDBOOK?

The Dollar General employee handbook
is an official document provided to all
employees at the time of hire, and it is
also available digitally through the
company'’s internal portals. It serves as a
reference manual that outlines the
rights, responsibilities, and expectations
for every team member. The handbook
covers federal and state employment
laws, company-specific rules, and
practical guidance for day-to-day
operations. It is essential for maintaining
a consistent and fair workplace across all
locations.

Employees are expected to read the
handbook thoroughly and acknowledge
that they understand its contents.
Signing an acknowledgment form does
not <create a contract of
employment—Dollar General, like most
retailers, is an at-will employer—but it
does confirm that you are aware of
company policies. Keeping the handbook
handy, or knowing where to find it
online, can help you quickly answer
questions about break times, overtime,
or personal conduct.

KEY TOPICS COVERED IN THE
HANDBOOK

The Dollar General employee handbook
is organized into several major sections.
Below are the most important areas you
should familiarize yourself with.
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Company Mission
and Core Values

Every great workplace starts with a clear
mission. Dollar General’s handbook
emphasizes the company’s commitment
to serving customers with a “P.O.L.I.T.E.”
approach—Prompt, Offer a Greeting,
Listen, Identify Customer Needs, Thank
the Customer, and End with a Smile. This
framework is central to the customer
service experience. The handbook also
highlights values like integrity, respect,
and teamwork. Understanding these
values helps you align your daily actions
with the company’s goals.

Employment
Policies and At-
Will Employment

One of the first sections in the handbook
explains that employment at Dollar
General is at-will. This means either you
or the company can end the
employment relationship at any time,
with or without cause or notice. The
handbook also clarifies that only the
company’s senior executives have the
authority to modify this at-will
arrangement in writing. Knowing this
helps set realistic expectations about job
security and your rights.

Workplace
Conduct and

Dress Code

Dollar General expects professional
behavior from all team members. The
handbook outlines standards for
respectful communication, honesty, and
conflict resolution. It also details the
dress code, which is designed to be
comfortable yet appropriate for a retail
environment. Typically, employees must
wear a red Dollar General vest or shirt,
along with comfortable pants or shorts
(no ripped clothing). Closed-toe shoes
are required for safety reasons.
Following these guidelines keeps you
looking professional and helps create a
consistent brand image.

Attendance and
Punctuality

Reliable attendance is critical in retail.
The handbook explains the company’s
attendance policy, including how to
report absences, the difference between
excused and unexcused absences, and
the consequences of excessive tardiness
or no-shows. Dollar General usually
requires employees to notify their store
manager at least two hours before a
shift if they cannot make it. Consistent
attendance is often a factor in
performance evaluations and eligibility
for raises or promotions. Make sure you
understand your store’s specific call-in
procedures as outlined in your location’s
supplement to the handbook.

Compensation,
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Pay Periods, and
Overtime

Your pay is an important part of your
employment. The handbook describes
the standard pay schedule—typically
biweekly—and explains how overtime is
calculated (at 1.5 times your regular rate
for hours worked over 40 in a workweek,
in accordance with federal and state
law). It also covers direct deposit setup,
payroll deduction authorizations, and
how to access your pay stubs through
the Dollar General employee portal
(sometimes called “DGME").
Understanding these details helps you
manage your finances better and avoid
confusion about your paycheck.

Benefits and
Perks

Dollar General offers a range of benefits
to eligible employees, and the handbook
provides an overview. These may
include health insurance (medical,
dental, vision), a 401(k) retirement plan
with company match, paid time off
(PTO), employee discounts, and tuition
reimbursement. Part-time employees
may have limited eligibility, so the
handbook clearly outlines who qualifies.
Checking this section regularly can help
you take advantage of benefits you
might not be aware of, such as the
employee assistance program or special
savings programs.

Time Off and

Leave Policies

Whether you need a sick day, a vacation,
or time off for a family emergency, the
handbook explains the different types of
leave available. Dollar General typically
offers paid time off (PTO) that accrues
based on hours worked and tenure. The
handbook also covers leaves under the
Family and Medical Leave Act (FMLA),
jury duty, military leave, and
bereavement leave. Knowing how to
request time off, how much notice is
required, and how your pay is affected
will help you plan ahead and avoid
misunderstandings with your manager.

Safety and
Security
Procedures

Retail environments come with unique
risks, such as slip-and-fall accidents,
lifting injuries, and even security threats.
The Dollar General employee handbook
dedicates significant space to safety
protocols. This includes proper lifting
techniques, using step stools instead of
climbing shelves, reporting hazards, and
emergency evacuation plans.
Additionally, the handbook covers
procedures for handling cash, preventing
theft, and responding to suspicious
behavior. Following these guidelines
protects you, your coworkers, and the
store’s assets.

Harassment,



Discrimination,
and Equal
Opportunity

Dollar General is committed to providing
a workplace free from harassment and
discrimination. The handbook spells out
the company’s zero-tolerance policy for
any form of harassment—including
sexual harassment, racial discrimination,
and bullying—and provides clear steps
for reporting incidents. It also explains
your rights under federal and state equal
employment opportunity laws. Knowing
these policies empowers you to speak up
if you ever experience or witness
misconduct, and it reassures you that
the company takes such matters
seriously.

Disciplinary
Actions and
Termination

No one likes to think about getting in
trouble at work, but understanding the
disciplinary process is important. The
handbook outlines the typical steps of
progressive discipline: verbal warning,
written warning, final warning, and
termination. However, Dollar General
reserves the right to skip steps for
serious offenses (like theft or violence).
The handbook also explains what actions
can lead to immediate termination, such
as violating the cash handling policy or
falsifying time records. Being aware of
these rules helps you avoid behaviors
that could jeopardize your job.

Technology and
Privacy

Modern retail relies heavily on
technology. The handbook covers
acceptable use of company devices,
email, and internet. It also clarifies that
employees should not use personal
phones while on the clock unless it is an
emergency and approved by a manager.
Additionally, the company monitors its
systems and may access employee
communications. Understanding these
policies protects your privacy and helps
you maintain appropriate boundaries.

HOW TO ACCESS YOUR DOLLAR
GENERAL EMPLOYEE HANDBOOK

Most Dollar General employees receive a
physical copy of the handbook during
new hire orientation. However, the most
up-to-date version is often available
online through the Dollar General
employee portal. The portal, known as
DGME (Dollar General Management
Environment) for store managers and
associates, contains a digital library of
policies, forms, and training materials.
You can log in using your employee ID
and password. If you cannot find the
handbook, ask your store manager or
call the employee help line. Keeping
access to the digital version is especially
helpful if you lose the printed copy or if
policies are updated.

WHY THE HANDBOOK MATTERS
FOR YOUR CAREER

Reading the Dollar General employee
handbook may seem like a chore, but it
is actually a smart career move. When
you understand the rules, you can focus
on performing your job well without
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worrying about unintentionally breaking
a policy. It also helps you advocate for
yourself—for example, if you know your
break rights under state law and
company policy, you can politely request
a break when needed. Moreover, the
handbook provides insight into how
promotions and transfers work within the
company. Many successful store
managers started as sales associates
who learned the ropes through the
handbook.

COMMON QUESTIONS ABOUT THE
DOLLAR GENERAL EMPLOYEE
HANDBOOK

Is the handbook
a contract?

No. The handbook explicitly states that it
is not a contract of employment. Dollar
General is an at-will employer, meaning
either party can end the employment
relationship at any time. The handbook
is a guide, not a legally binding
agreement.

Can policies
change?

Yes. Dollar General reserves the right to
change policies at any time. When
changes occur, the company typically
notifies employees through updated
handbook versions, memos, or
announcements on the employee portal.
It is your responsibility to stay informed.

What if | see a

mistake in the
handbook?

If you notice an error—for instance, an
incorrect pay date or a missing state-
specific rule—you should bring it to the
attention of your manager or human
resources. Dollar General strives for
accuracy, but local or state laws may
vary.

Do part-time
employees have
different rules?

Some policies, such as benefit eligibility
and overtime, may differ for part-time
and full-time employees. The handbook
clearly distinguishes between the two
groups. Always check your classification
and the corresponding policies.

TIPS FOR MAKING THE MOST OF
THE HANDBOOK

Here are a few practical suggestions to
get the most out of the Dollar General
employee handbook:

* Read it during your first week -
Don’t wait until a problem arises.
Spend time reviewing the entire
document early in your
employment.

e Bookmark the online version -
Save the DGME portal link and
bookmark the handbook page for
quick reference.

e Ask questions - If something is



unclear, ask your manager or HR
representative. They are there to
help.

¢ Use the handbook for training
- If you are training a new
employee, refer to the handbook
as a reliable source of information.

* Keep a personal copy - Even if
you prefer digital, having a printed
copy at home can be useful when
you are not at work.

CONCLUSION

The Dollar General employee
handbook is much more than a stack of
paper or a PDF file—it is a foundation for
a positive and productive work
experience. By taking the time to

understand its contents, you equip
yourself with the knowledge to perform
your duties confidently, stay safe on the
job, and build a career within the
company. Whether you are stocking
shelves, ringing up customers, or
managing a store, the handbook serves
as your go-to reference for navigating
the policies and culture of Dollar
General. Remember that the company’s
values of respect, integrity, and
teamwork are not just words on a
page—they are principles you can live
out every day. So keep your handbook
accessible, revisit it when needed, and
never hesitate to reach out for
clarification. Your success at Dollar
General starts with knowing the rules,
and the handbook is your guide.
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