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CODE OF CONDUCT
CERTIFIED COURTESY TECHNICIAN (CT)

As a Certified Courtesy Technician, I unconditionally agree to the following:

1. Honesty:  I will maintain 100% honesty with customers, my fellow employees and supervisors.

2. Focus:  I will always place quality first.

3. Respect:  I will respect my supervisors and fellow employees.

4. Responsibility:  I will take full responsibility for my own work.

5. Integrity:  I will complete all my assigned tasks in accordance with JTSS.  If task cannot be completed or there is a problem, I will immediately notify my supervisor.  I will never try to cover up or hide a problem and I will never omit any task assigned by my supervisor or detailed in JTSS.

6. Company Representative:  I understand that I am a representative of the company in the customers’ eyes and as such will always represent the company well.

7. Critical Procedures:  Among others, I agree to follow these procedures:

a. JTSS:  I will follow all JTSS procedures and calls.
b. Vacuuming:  I will thoroughly vacuum every customer’s car.  I will not remove any valuables from the customer’s car.  If valuables are present, I will notify my manager.
c. Windows:  I will thoroughly wash the windows of every customer’s car.  I will inform the TL if the windshield is damaged.
d. Completing the Service:  I will safely drive the vehicle from the bay obeying the instructions of the guide out.

8. Safety:  I will always wear the required Personal Protective Equipment for my position, without exception. 

Name: _____________________________________________________

Signature: __________________________________________________      Date: 


Manager Verification: _________________________________________     Date:  


Manager Instructions: Complete Form.  Keep a copy in the store’s employee file and provide the employee with a copy. The original will be sent in the bills bag.

