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Introduction

PSMJ believes that a well written handbook can be used to communicate your firm’s principles
and effectively manage your employees, and to attract and retain the best people. With that in
mind, this book’s purpose is to offer you, the principal or human resource manager of an A/E
firm, practical help for implementing or updating an employee handbook by providing
examples of what other firms have put into use regarding their policies. It has been produced
from contributions from A/E firms of all sizes, and compiled to meet the needs of small,
medium, and large firms.

With clearly written policies, you can generally minimize legal pitfalls and maximize employee
performance, but many laws and regulations vary from state to state. You should be aware of
your state’s employment laws, as well as federal laws. If legal advice or other expert assistance
is required, you should retain the services of an attorney and/or other competent professional.

Please note: while this reference guide is intended to provide examples of reasonably accurate
and clear human resource policies used by firms of all sizes today, it is sold with the
understanding that PSMJ is not engaged in rendering legal or other professional services to the
reader.

For more than 30 years, PSMJ Resources has been helping A/E principals to manage the
business side of their operations. Even so, we don’t know every firm, and we can’t anticipate
every situation. So use this book to help you develop your firm’s policies by adapting these
suggestions to your firm’s needs, and always use your professional judgment.

You'll find at the beginning of each section of the book a set of checklists developed for PSMJ
by consultant Harriet Rifkin to aid you in your decision-making process in structuring the best
set of policies for your firm. The originals have been adapted to reflect what firms are actually
putting in their handbooks. Please feel free to use these checklists and policies to amend or
create your own handbook.

If you need further help, we’re always available.

PSMJ would like to thank the firms who contributed to this book.
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ChecKlist for Introducing Your Firm

Use this checklist as a tool to assist in identifying and organizing the various topics the firm
wants to include in its employee handbook. There are sample statements for many of these
items.

1.

About the Firm (individualized by each Firm)

U Goals of the firm

U Mission statement

O Firm philosophy

U History of the firm

U Areas of specialization

U Organization chart

O What staff member can expect from the firm
Welcome message from the President and purpose of handbook
Intent of handbook

U Employment at will

U The Handbook is not a binding contract

U Right of management to amend or revise handbook




A/E EMPLOYEE HANDBOOKS

Welcome

Welcome to [COMPANY NAME]

We're happy to welcome you to [COMPANY NAME]. Thank you for joining us! We want you to
feel that your association with [COMPANY NAME] will be a mutually beneficial and pleasant
one.

You have joined on organization that has established an outstanding reputation for quality
products/services. Credit for this goes to every one of our employees. We hope you, too, will
find satisfaction and take pride in your work here.

As a member of the [COMPANY NAME] team, you will be expected to contribute your talents
and energies to improve the environment and quality of the company, as well as the
company’s products or services. In return, you will be given opportunities to grow and be
enhanced in your career.

This Manual provides answers to most of the questions you may have about [COMPANY
NAME] benefit programs, as well as the company policies and procedures we abide by — our
responsibilities to you and your responsibilities to [COMPANY NAME]. If anything is unclear,
please discuss the matter with your manager. You are responsible for reading and
understanding this Employee Manual, and your performance evaluations will reflect your
adherence to [COMPANY NAME] policies. In addition to clarifying responsibilities, we hope this
Employee Manual also gives you an indication of our interest in the welfare of all who work
here.

[COMPANY NAME] is dedicated to providing our clients with the highest quality services, using
the best technology available to us for competitive fees.

[COMPANY NAME] is committed to doing its part to assure you of a fulfilling work experience,
compensation commensurate with performance, pleasant relationships, good working
conditions, career development, and promotion opportunities.

Welcome

Whether you have just joined our staff or are a long term employee, we are confident that you
will find [COMPANY NAME] a dynamic and rewarding place to work and we look forward to a
productive and successful relationship together.

We consider our employees to be one of its most valuable resources and are very pleased to
have you as a member of the team. We believe that you have a valuable contribution to
provide our team and believe that you will find your experience at [COMPANY NAME] equally
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as valuable. We look forward to the opportunity to work together to create a more successful,
lucrative company.

You have joined an organization that has established an outstanding reputation for quality.
Everyone in the organization deserves credit for achieving such reputability, and we strongly
believe in the value of teamwork.

We hope you find satisfaction and take pride in your work here. As a member of the team, you
are expected to contribute your talents and energies to further improve the environment and
quality of the firm.

If, at any time, you need assistance or guidance, please do not hesitate to ask any of the
members of our team.

Welcome
A Note from the President

The leadership of [COMPANY NAME] would like to thank every member of our team for
choosing to work at [COMPANY NAME]. It is our intention to provide each member of a safe,
rewarding, professional, and comfortable environment in which everyone on the team may be
capable of achieving success and fulfillment in their career.

WELCOME TO OUR TEAM

We welcome you to our team and wish you every success here. We believe that each team
member contributes directly to [COMPANY NAME]’s growth and success, and we hope you will
take pride in being a member of our team. The success of the Company depends on each team
member’s skills, cooperation, courtesy, and public appearance.

This handbook has been prepared to help you understand the organization and objectives of
[COMPANY NAME], to familiarize you with [COMPANY NAME] policies and procedures, explain
[COMPANY NAME] benefits, and to ensure that all employees are treated equitably and fairly.
There will be special circumstances where the best solution to an issue will be to deviate from
these policies. Management reserves the right to do so without notice or discussion; however,
our intent is to treat all employees in a fair, respectful, and appropriate manner. Employees
are expected to familiarize themselves with the contents of the handbook, for it will answer
many questions about employment with [COMPANY NAME].

We hope that your experience here will be challenging, enjoyable, and rewarding.
Sincerely,
President
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Welcome to [COMPANY NAME]

You have joined an organization committed to growth through hard work and good
engineering, and through services of unmatched value in the industry. You and your talents
are assets we consider essential to our continued business success. Because we place such
value on our employees, we maintain sound personnel policies requiring that all employees be
treated fairly. We continuously strive to provide a positive working environment, competitive
compensation, and open channels of communication.

As a leader in the field of engineering we set high standards for both the individual and the
corporation. Accordingly, we reward employees annually on the basis of individual merit and
accomplishment. We encourage staff to work productively and creatively, and to uphold a
tradition of excellence in service and performance.

[COMPANY NAME] was established in 1998 to provide engineering services to the
telecommunications industry. [COMPANY NAME] gained more experience and grew by leaps
and grounds.

Welcome to [COMPANY NAME]
Dear Employee:

You and [COMPANY NAME] have made an important decision: The Company has decided you
can contribute to our success, and you've decided that [COMPANY NAME] is the organization
where you can pursue your career productively and enjoyably.

We believe we've each made the right decision, one that will result in a profitable relationship.
The minute you start working here, you become an integral part of [COMPANY NAME] and its
future. Every job in our company is important, and you will play a key role in the continued
growth of our company.

As you will quickly discover, our success is based on delivering high quality products and
providing unsurpassed customer service. How do we do it? By working very hard, thinking
about our customers' needs, and doing whatever it takes. We do it by treating each other and
customers with respect. We do it by acting as a team.

Should you have any questions concerning this handbook, your employment or benefits,
please feel free to discuss them with your supervisor or manager.

Again, welcome!
Welcome

Welcome to [COMPANY NAME]! We pride ourselves on providing an excellent experience for
our clients and each other, and we are excited to have you as part of our team. We hope to
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provide an exciting, challenging and rewarding work experience. Each employee is important
to our success, and we hope you will take pride in being a part of our Company.

We provide this Employee Handbook to help you get to know our Company, culture,
expectations, the way we work, and the benefits of working with us. It contains important
information about [COMPANY NAME] and our daily operations, work and safety rules, your
pay and benefits, and the personal responsibilities that are a part of any job with us.

Read this Handbook closely and refer to it when you have questions about your employment.
If you are uncertain about something you have read in this Handbook, please do not hesitate
to ask about it. If you need assistance in using this Handbook, for example, you need a large
print version, please ask us. You are responsible for knowing and understanding the content of
this Handbook, so please let us know if you have questions or need assistance.

We are glad you have joined us, and we hope you will find your work to be both challenging
and rewarding. It is a pleasure to have you on our team.

Welcome!

Welcome to Our Firm
Dear ,

Welcome to (our firm)!

We are excited to have you as part of our progressive team. You were hired because we
believe you can contribute to the firm by helping us achieve our mutual goals.

We are committed to providing quality and unparalleled professional service to our clients in
all aspects of our business. As part of the team, you will discover that the pursuit of excellence
is truly a rewarding aspect of your career with us.

This employee handbook contains our key policies, procedures, benefits, and guidelines. You
should use this handbook as a ready reference as you pursue your career goals with us.
Additionally, the handbook should assure good management and consistent treatment of all
employees. We strive to recognize the contributions of all employees.

Welcome aboard. We look forward to working with you.

Sincerely,
Managing Principal




A/E EMPLOYEE HANDBOOKS

Welcome
Welcome New Employee!

On behalf of your colleagues, | welcome you to [COMPANY NAME] and wish you every success
here.

We believe that each employee contributes directly to [COMPANY NAME]'s growth and
success, and we hope you will take pride in being a member of our team.

This handbook was developed to describe some of the expectations of our employees and to
outline the policies, programs, and benefits available to eligible employees. Employees should
familiarize themselves with the contents of the Policy Manual as soon as possible, for it will
answer many questions about employment with [COMPANY NAME].

We hope that your experience here will be challenging, enjoyable, and rewarding. Again,
welcome!
Sincerely,

[COMPANY NAME]
[NAME]
President

WELCOME!

Thank you for joining [COMPANY NAME]! We look forward to making a difference in our
community with you, and trust that you will find your employment with us a rewarding and
gratifying experience.

[COMPANY NAME]! prides itself on its outstanding reputation for professionalism and quality.
Each person in the organization is treated as a valued team member who takes pride in his/her
work. As a member of this team, you will be expected to contribute your talents and energies
to further improve the environment and quality of [COMPANY NAME]!

When people gather together to achieve goals, some standards of conduct are needed to help
everyone work together efficiently and harmoniously. By accepting employment with us, you
have a responsibility to the company and to your fellow employees to adhere to certain rules
of behavior and conduct. The purpose of these rules is not to restrict your rights, but rather to
be certain that you understand what conduct is expected and necessary. When each person is
aware that he or she can fully depend upon fellow workers to follow the rules of conduct, then
our organization will be a better place to work for everyone.

This Employee Manual will provide answers to most of the questions you may have about the
benefit programs, as well as [COMPANY NAME]! policies and procedures. You are responsible
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for reading and understanding this Employee Manual. If anything is unclear, please discuss the
matter with your manager and/or your Human Resources representative.

I look forward to this mutually beneficial experience.
Sincerely,

WELCOME

We are pleased to welcome you to our staff and are happy that you have chosen to work here.
We hope that you will find personal satisfaction and enjoyment in your work. Our staff is
committed to creating a warm, friendly atmosphere

Please take the time to familiarize yourself with this manual. If you have any questions
regarding any of the benefits, policies or procedures, please do not hesitate to ask your
Supervisor or Business Manager for an explanation.

All employees, in representing [COMPANY NAME], are expected to exemplify and act in accord
with the philosophy and mission of the company.

Welcome

Welcome to [COMPANY NAME] We are glad that you are here and a part of the [COMPANY
NAME] team. The firm has prepared this handbook to provide you with an overview of the
firm’s policies, benefits, and rules. It is intended to familiarize you with important information
about the firm, as well as provide guidelines for your employment experience with us in an
effort to foster a safe and healthy work environment.

Please understand that this handbook only highlights company policies, practices, and benefits
for your personal understanding and cannot, therefore, be construed as a legal document. It is
intended to provide general information about the policies, benefits, and regulations
governing the employees of the firm, and is not intended to be an express or implied contract.
The guidelines presented in this handbook are not intended to be a substitute for sound
management, judgment, and discretion.

A copy of this Handbook is made available to all employees. Each employee is requested to
sign and return the acknowledgment on the last page of this Handbook.

It is obviously not possible to anticipate every situation that may arise in the workplace or to
provide information that answers every possible question. In addition, circumstances will

undoubtedly require that policies, practices, and benefits described in this handbook change
from time to time. Accordingly, the firm reserves the right to modify, supplement, rescind, or
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revise any provision of this handbook as it deems necessary or appropriate in its sole
discretion with or without notice to you.

Any and all exceptions to the policies contained in this Handbook must be submitted in
writing, signed by a principal of the firm, with a copy maintained on file with the firm. In the
absence of any documented, approved exceptions, the policies contained within the current
Handbook will be adhered to. Any known violations of office policies should be brought to the
immediate attention of the CFO of the firm. Violation of these policies will be addressed for
resolution by a Principal or the CFO and may be considered grounds for termination.

No business is free from day-to-day problems, but we believe our personnel policies and
practices will help resolve such problems. All of us must work together to make the firm a
viable, healthy, and profitable organization. This is the only way we can provide a satisfactory
working environment that promotes genuine concern and respect for others including all
employees and our clients. If any statements in this handbook are not clear to you, please
contact the Managing Principal or CFO for clarification. This handbook supersedes any and all
prior policies, procedures, and handbooks of the firm.

Welcome

Welcome! You have just joined a dedicated team of employees and managers. We hope that
your employment with the Company will be rewarding and challenging. We take pride in our
employees as well as the products and services we provide. We consider ourselves leaders in
the field of structural engineering.

Please take the time now to read this employee handbook carefully. Sign the acknowledgment
at the end to show that you have read, understood, and agree to the contents of this
handbook, which sets out the basic rules and guidelines concerning your employment. This
handbook supersedes any previously issued handbooks or policy statements dealing with the
subjects discussed herein. The Company reserves the right to interpret, modify, or supplement
the provisions of this handbook at any time.

Please understand that no employee handbook can address every situation in the work place.
If you ever have questions about your employment, you are encouraged to ask them. If you
have any difficulty reading or understanding any of the provisions of this handbook, please
contact Human Resources. Likewise, if you have any suggestions related to Company policies
or procedures, please let us know.

We wish you success in your employment here at [COMPANY NAME]! All the best,
Human Resources Department

[COMPANY NAME]






