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MESSAGE FROM
OUR CEO &
PRESIDENT
Les Schwab and its employees enjoy a genuine reputation for honesty, integrity and fairness. This reputation is our heritage. It is built on
a solid foundation of ethical behavior and straightforward business
dealings. Maintaining our reputation is important to the continued
success of Les Schwab and every employee.
This Code of Conduct describes how the values of honesty, integrity and respect apply in our day-to-day business dealings. All Les
Schwab business must be conducted consistently with the Code and
the values it represents.
If you have questions about the Code, you can talk to your manager
or supervisor, Human Resources, or our Compliance Officer. You can
also contact our Employee Helpline, EthicsPoint. You can reach
EthicsPoint at 800-441-9629, and at www.ethicspoint.com.
Thank you for your hard work and dedication to Les Schwab’s
values and heritage.

CEO

President
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OUR
VALUES
At Les Schwab, our values are simple and straightforward:
• Honesty and integrity
• Respect for our co-workers, our customers and our
community
• Growth to create employee opportunity
Our values are who we are and what we believe in. We live our values every time we interact with customers, co-workers, vendors and
our communities. We live our values when we provide World Class
Customer Service, when we look customers in the eye, shake their
hands and do what we say we’ll do. We live our values when we do
the right thing, no matter what. Our values are our heritage.
The Code outlines our commitment to these values. It is a guide for
how we treat our customers, our vendors, and each other.
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OUR
STANDARDS
The Code is a guide to how we apply our values to our day-to-day

work. It is not intended to outline every Les Schwab policy, procedure
or guideline. We are all expected to use common sense and good
judgment, and get advice when we’re unsure of the right response to a
particular situation. We are also expected to be accountable for our own
actions and the actions of the employees we supervise.
Every employee, regardless of position, must follow the Code. Failing to
live up to these standards could damage the reputation of Les Schwab,
our brand and our employees.
If you don’t know whether something is okay, ask yourself:
•

Is it consistent with Les Schwab’s values?

•

Would it look good to our customers?

•
•

Am I comfortable taking part or knowing about it?
Would most people agree it should not be reported?

If the answer to any of these questions is “no,” you need to report your
concerns.
Reports will be investigated under the Compliance Officer’s supervision
and employees are expected to cooperate with investigations.
The Compliance Officer will protect the identity of the reporter and any
employees who participate in an investigation unless doing so will interfere with a complete investigation.
Les Schwab prohibits retaliation against any person who makes a good
faith report of a violation of the Code or participates in the investigation
of a report. If you are aware of any act of retaliation, you need to report it.
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HOW TO REPORT A CONCERN:
To report a concern, the best place to start is by talking to your manager or
supervisor. If this makes you uncomfortable, use one of these options:
•

Contact your Regional Manager, Area Manager or the Compliance
Officer at Headquarters at 541-447-4136

•

Contact the Employee Helpline to make an anonymous report
800-441-9629 (available 24 hours a day) OR
www.ethicspoint.com

The Employee Helpline is operated independently of Les Schwab.
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DOING THE
RIGHT THING
for our employees

Being Respectful at Work

At the heart of Les Schwab’s success is the focus on “building people.”
Our programs and policies provide opportunities for employees to
share in our business success. Building people and helping them to be
successful has made Les Schwab the tremendous organization you work
for today.
Part of building people is making sure every employee has the opportunity to work in a respectful, professional and positive environment.
For our managers and supervisors, this means setting the right Tone at
the Top and leading by example. Bullying,
intimidation and lack of professionalism
by any employee will not be tolerated. Les
At the heart of
Schwab will enforce its policies to make
sure our workplaces are free from unlawful
Les Schwab’s
discrimination and harassment, providing
every employee the opportunity to sucsuccess is the
ceed. All policies can be found at your
store or on the intranet.

Being Safe at Work

focus on

building people
Les Schwab is committed to providing
a safe workplace for our employees.
Violence or any other conduct that threatens employee safety is prohibited. This includes physical assaults, fighting, intimidation, destruction
of Les Schwab property or any other behavior that reasonably makes
another person feel afraid or intimidated.
If you are aware of any violent or threatening behavior, you must report
it to your manager or supervisor or through the Employee Helpline.
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DOING THE
RIGHT THING
for our company

Conflicts of Interest

A conflict of interest may come up when an employee’s loyalty is split
between personal interests and the interests of Les Schwab. These conflicts need to be avoided. Any business decisions you make need to be
in the best interests of Les Schwab and not for your own personal gain
or benefit. If you ever have questions or concerns about whether a situation creates a conflict of interest, contact the Compliance Officer.
Here are some examples of potential conflicts of interest and how they
should be handled:

Improper Gifts or Favors

Gifts or favors can look like an attempt
to improperly influence employees, customers, suppliers or vendors. To avoid
even the appearance of improper dealings with customers, suppliers or vendors, you should never:
•
•

Solicit or give gifts or favors of any
kind

REMINDER:
Always follow

Policy 12 when
receiving cash

Barter or trade using Les Schwab products or services

If you get an unsolicited gift, favor or offer of entertainment (like prepaid visa cards, meals, golf, or event tickets), follow these guidelines:
•
•
•

Tell the Compliance Officer about any gift, favor or offer of entertainment worth $200 or more
Tell your manager or supervisor about any gift, favor or offer of entertainment worth $50 or more

It’s not necessary to report a gift that comes as part of a sponsorship
package that’s already in place
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Remember, you aren’t prohibited from accepting unsolicited gifts or
favors. You are simply required to tell management or the Compliance
Officer (depending on the value) about the gift to make sure everything
is above board.

Friends, Relatives and Other Employees

Be very careful when doing business with friends, relatives or other employees. Unless allowed by Les Schwab Policy #3, no one may receive
special treatment based on their relationship with a Les Schwab employee. Examples of special treatment are business opportunities and discounts or deals better than those available to the public.
Hiring relatives to work for you can create problems, so we strongly discourage this practice. Before deciding to hire a relative you will manage
or supervise, check with Human Resources.

Outside Activities or Business Interests

Les Schwab provides great careers for its employees. In exchange,
full-time employees are expected to devote full-time efforts to their job
responsibilities. You should discuss any outside opportunities with your
manager or supervisor to make sure they won’t have a negative impact
on your work at Les Schwab. Activities to avoid are those that could:
•
•
•
•
•

Interfere with the time and effort needed to do your job at Les
Schwab
Impact the quality of your work for Les Schwab
Compete with Les Schwab’s business
Imply Les Schwab sponsorship
or support
Involve the Les Schwab brand

Unless approved in advance by the Compliance Officer, you may not
have a direct or indirect financial interest in a privately-owned:
•

Competitor

•

Supplier you or your employees deal with at work

•

Customer you or your employees deal with at work

Timely and Accurate Records

Timely and accurate records are critical to Les Schwab’s continued
success. The integrity of our great programs depends on valid, accu9

rate and complete records. Each employee involved with records must
maintain them in a timely manner, with reasonable detail that accurately reflects transactions and is in line with our policies and procedures,
outside accounting standards and internal controls. No employee may
make false or intentionally misleading records. Expectations for timely,
accurate records apply to all areas of our business, including matters
relating to:
•

Accounting and finance (like payables and paid outs)

•

Employees (like time cards and performance documentation)

•
•
•
•

Inventory (like inventory count sheets)

Customers (like quotes, work orders, invoices, and credits)

Credit (like credit applications and customer account ledgers)
Vendors (like written agreements)

Employees must also provide complete and accurate information in
response to questions from any Les Schwab department or our independent auditor.

Use of Les Schwab Property and Information

We are all responsible for the proper use of our property, including
physical property and buildings, electronic devices and confidential or
proprietary information. Reasonable personal use of Les Schwab equipment and systems, like computers, telephones and mobile phones, is
permitted as long as it does not interfere with your work and complies
with our policies.

Property

Theft, sale, or bartering (trading for other items of value) of any Les
Schwab property regardless of value is prohibited. If you know about
any theft, attempted theft, sale or bartering of Les Schwab property, you
need to report it.

Confidential and Proprietary Information

Employees are responsible for protecting Les Schwab’s proprietary or
confidential information. This means using confidential and proprietary
information only if it is required to do your job. If you learn confidential
or proprietary information in the course of your work, you may not share
it with others, including other employees, unless they need to know
the information to do their jobs. Proprietary or confidential information
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includes pricing, product, services, financial and customer information.
Be careful not to unintentionally disclose proprietary or confidential
information. Situations where this could happen include talking about
confidential or proprietary information in public, like in restaurants,
elevators or on a mobile phone, working in public on mobile devices
or sending information electronically on a public network. Your responsibility to protect Les Schwab’s confidential or proprietary information
applies even if you leave employment.

Our Brands or Other Intellectual Property

You may not use Les Schwab’s brands or other intellectual property without approval. If you have questions about whether it is okay to copy or
use Les Schwab’s brands (like the pole sign, logos or taglines) or other
intellectual property (like our website or training materials), contact the
Legal or Marketing Department.
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DOING THE
RIGHT THING
for our customers

Customer Property and Information

Les Schwab is successful because we earn and keep the trust of our
customers. Part of keeping our customers’ trust is protecting the property and information they entrust to
us. Selling, trading or bartering property belonging to a customer without
their approval is not allowed. Using
Les Schwab
customer information (like an email
address or phone number) for anyis successful
thing other than Les Schwab business
is also not allowed.
because we earn

Fair Competition

and keep the

There are many different kinds of
laws against unfair competition in
trust of our
the marketplace, sometimes called
“antitrust” laws. These laws prohibit
customers
certain conduct involving competitors, customers or suppliers in the
marketplace. Employees must avoid
even the appearance of prohibited conduct. Examples of prohibited
conduct include agreements with any competitor to:
•

Set prices

•

Divide up customers or markets

•
•
•

Rig bids

Boycott customers or suppliers

Exclude other competitors from the market
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These laws are complicated. If you have questions about how they could
apply to a specific situation, contact the Compliance Officer or the Legal
Department.

Bribery, Improper Influence and Fraud

Les Schwab employees must do business in a way that supports our reputation for honesty and integrity. Bribes, kickbacks, or other payments
designed to influence someone’s conduct are strictly prohibited. No Les
Schwab employee may accept any money or other property for helping get business or for securing special deals. In the course of your job,
fraud is any effort to deceive someone you are doing business with and
is not allowed.
Here are some examples of what to avoid:
•

Payment or receipt of money, gifts, loans or other favors which could
influence business decisions or compromise independent judgment

•

Payment or receipt of rebates or kickbacks for obtaining business for
or from Les Schwab

•

Payment of bribes to government officials to obtain favorable treatment for Les Schwab or any of its employees

•

Any fraudulent activity that would hurt our reputation, like charging a
customer for parts they don’t receive or services we don’t perform

If you know of or suspect any actual or attempted bribery, kickback or
fraud, you need to report it.

HOW TO REPORT A CONCERN:
To report a concern, the best place to start is by talking to your manager or
supervisor. If this makes you uncomfortable, use one of these options:
•

Contact your Regional Manager, Area Manager or the Compliance
Officer at Headquarters at 541-447-4136

•

Contact the Employee Helpline to make an anonymous report
800-441-9629 (available 24 hours a day) OR
www.ethicspoint.com

The Employee Helpline is operated independently of Les Schwab.
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ourvalues@lesschwab.com

541 447 4136
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