CUSHMAN AND \WAKEFIELD EMPLOYEE HANDBOOK

CUSHMAN AND W AKEFIELD EMPLOYEE HANDBOOK SERVES AS A COMPREHENSIVE GUIDE FOR EMPLOYEES, OUTLINING THE POLICIES,
PROCEDURES, AND EXPECTATIONS THAT GOVERN THEIR ROLES WITHIN THE ORGANIZATION. AS A LEADING GLOBAL REAL ESTATE
SERVICES FIRM, CUSHMAN AND W/ AKEFIELD RECOGNIZES THE IMPORTANCE OF CLEAR COMMUNICATION AND TRANSPARENT
GUIDELINES TO FOSTER A PRODUCTIVE WORK ENVIRONMENT. THIS ARTICLE WILL DELVE INTO THE SIGNIFICANCE OF THE EMPLOYEE
HANDBOOK, KEY COMPONENTS IT INCLUDES, AND HOW IT BENEFITS BOTH THE EMPLOYEES AND THE ORGANIZATION.

WHAT IS THE CUSHMAN AND W AKEFIELD EMPLOYEE HANDBOOK?

THe CUSHMAN AND W/ AKEFIELD EMPLOYEE HANDBOOK IS A CRUCIAL DOCUMENT THAT PROVIDES EMPLOYEES WITH ESSENTIAL
INFORMATION ABOUT THEIR RIGHTS, RESPONSIBILITIES, AND THE COMPANY CULTURE. IT ACTS AS A REFERENCE POINT FOR
NAVIGATING VARIOUS WORKPLACE SCENARIOS, ENSURING THAT ALL EMPLOYEES ARE INFORMED AND ALIGNED WITH THE
COMPANY’S VALUES AND OPERATIONAL GUIDELINES.

IMPORTANCE OF THE EMPLOYEE HANDBOOK

THE EMPLOYEE HANDBOOK PLAYS A VITAL ROLE IN THE OVERALL FUNCTIONING OF CUSHMAN AND W/ AKEFIELD. HERE ARE SOME OF
THE KEY REASONS WHY IT IS IMPORTANT!

o CLARIFIES EXPECTATIONS: THE HANDBOOK OUTLINES THE EXPECTATIONS FOR EMPLOYEE CONDUCT, PERFORMANCE, AND
ENGAGEMENT, WHICH HELPS TO CREATE A CLEAR UNDERSTANDING OF WHAT IS REQUIRED TO SUCCEED WITHIN THE
COMPANY.

® LEGAL PROTECTION: BY DOCUMENTING POLICIES AND PROCEDURES, THE HANDBOOK SERVES AS A LEGAL SAFEGUARD FOR
BOTH THE ORGANIZATION AND ITS EMPLOYEES. |T ENSURES COMPLIANCE WITH LABOR LAWS AND REDUCES THE RISK OF

POTENTIAL DISPUTES.

* PRoMOTES CONSISTENCY: THE HANDBOOK ENSURES THAT ALL EMPLOYEES ARE TREATED FAIRLY AND CONSISTENTLY,
FOSTERING A SENSE OF EQUALITY AND INCLUSIVITY WITHIN THE \WORKPLACE.

o SuPPORTS ONBOARDING: NEW EMPLOYEES CAN FAMILIARIZE THEMSELVES WITH COMPANY POLICIES AND CULTURE, MAKING
THE ONBOARDING PROCESS SMOOTHER AND MORE EFFICIENT.

Key CoMPONENTS oF THE CUSHMAN AND W/ AKEFIELD EMPLOYEE HANDBOOK

THE CUSHMAN AND \W/ AKEFIELD EMPLOYEE HANDBOOK IS STRUCTURED TO COVER VARIOUS ESSENTIAL TOPICS. HERE ARE SOME
OF THE KEY COMPONENTS TYPICALLY INCLUDED:

CoMPANY OVERVIEW

THE HANDBOOK USUALLY BEGINS WITH AN INTRODUCTION TO CUSHMAN AND \X/AKEFIELD/ INCLUDING ITS HISTORY, MISSION
STATEMENT, AND CORE VALUES. THIS SECTION HELPS EMPLOYEES UNDERSTAND THE ORGANIZATION’S IDENTITY AND STRATEGIC
GOALS.



EMPLOYMENT POLICIES

THIS SECTION OUTLINES IMPORTANT EMPLOYMENT POLICIES, INCLUDING:
¢ EQUAL EMPLOYMENT OPPORTUNITY: CUSHMAN AND W/ AKEFIELD IS COMMITTED TO PROVIDING EQUAL EMPLOYMENT
OPPORTUNITIES REGARDLESS OF RACE, GENDER/ AGE, OR OTHER PROTECTED CHARACTERISTICS.

o EMPLOYMENT CLASSIFICATION: EMPLOYEES ARE CLASSIFIED AS FULL-TIME, PART-TIME, OR TEMPORARY, WHICH AFFECTS
THEIR ELIGIBILITY FOR BENEFITS.

o AT-WILL EMPLOYMENT: THE HANDBOOK CLARIFIES THAT EMPLOYMENT IS AT-WILL, MEANING EITHER THE EMPLOYEE OR
EMPLOYER CAN TERMINATE THE EMPLOYMENT RELATIONSHIP AT ANY TIME, WITH OR WITHOUT CAUSE.

\W orkPLACE CONDUCT AND EXPECTATIONS
|N THIS SECTION, THE HANDBOOK PROVIDES GUIDELINES ON \WORKPLACE BEHAVIOR, INCLUDING:

o CobEe oF CONDUCT: EXPECTATIONS REGARDING PROFESSIONALISM, RESPECT, AND INTEGRITY IN THE ¥ ORKPLACE.

o Dress Cope: GUIDELINES ON APPROPRIATE ATTIRE FOR VARIOUS WORKPLACE SETTINGS, INCLUDING BUSINESS FORMAL,
BUSINESS CASUAL, OR CASUAL ATTIRE.

e ATTENDANCE AND PUNCTUALITY: POLICIES REGARDING \WORK HOURS, ATTENDANCE, AND THE IMPORTANCE OF
PUNCTUALITY IN MAINTAINING TEAM EFFICIENCY.

COMPENSATION AND BENEFITS

THE HANDBOOK OUTLINES COMPENSATION STRUCTURES AND AVAILABLE BENEFITS, INCLUDING:

o SALARY AND PAY SCHEDULE: INFORMATION ON HOW SALARIES ARE DETERMINED AND THE FREQUENCY OF PAY PERIODS.

® HeEALTH AND WELLNESS BENEFITS: DETAILS ABOUT MEDICAL, DENTAL, AND VISION INSURANCE OPTIONS, AS WELL AS
\WELLNESS PROGRAMS.

® RETIREMENT PLANS: INFORMATION ON 40 1 (K) PLANS AND OTHER RETIREMENT SAVINGS OPTIONS AVAILABLE TO
EMPLOYEES.

LeAavVE PoLICIES

CUSHMAN AND W/ AKEFIELD’S EMPLOYEE HANDBOOK TYPICALLY INCLUDES INFORMATION ON VARIOUS LEAVE POLICIES, SUCH AS!

* VACATION LEAVE: GUIDELINES ON VACATION ACCRUAL, REQUEST PROCEDURES, AND BLACKOUT PERIODS.



o Sick LEAVE: POLICIES REGARDING THE USE OF SICK LEAVE, NOTIFICATION REQUIREMENTS, AND DOCUMENTATION NEEDED
FOR EXTENDED ABSENCES.

e FAMILY AND MEeDICAL LEAVE: INFORMATION ON THE FAMILY AND MepicaL Leave AcT (FMLA) AND HOW IT APPLIES TO
EMPLOYEES.

PERFORMANCE MANAGEMENT

THIS SECTION DISCUSSES THE PERFORMANCE EVALUATION PROCESS, INCLUDING!:

* PERFORMANCE REVIEWS: FREQUENCY AND PROCESS OF PERFORMANCE EVALUATIONS, INCLUDING SELF-ASSESSMENT AND
FEEDBACK MECHANISMS.

o GOAL SETTING: IMPORTANCE OF SETTING MEASURABLE GOALS AND OBJECTIVES FOR PROFESSIONAL DEVELOPMENT.

o CAREER DEVELOPMENT: OPPORTUNITIES FOR TRAINING AND ADVANCEMENT WITHIN THE COMPANY.

HeALTH AND SAFETY PoOLICIES

CUSHMAN AND W/ AKEFIELD PRIORITIZES THE HEALTH AND SAFETY OF ITS EMPLOYEES. THIS SECTION OUTLINES:

o W ORKPLACE SAFETY: GUIDELINES FOR MAINTAINING A SAFE WORK ENVIRONMENT AND REPORTING SAFETY HAZARDS.

® EMERGENCY PROCEDURES: PROTOCOLS FOR RESPONDING TO EMERGENCIES, INCLUDING EVACUATION PLANS AND REPORTING
INCIDENTS.

DiscIPLINARY PROCEDURES

THE HANDBOOK ALSO INCLUDES INFORMATION ON DISCIPLINARY PROCEDURES, DETAILING:

® PROGRESSIVE DISCIPLINE: STEPS TAKEN FOR ADDRESSING EMPLOYEE MISCONDUCT, INCLUDING VERBAL W ARNINGS,
WRITTEN W ARNINGS, AND POTENTIAL TERMINATION.

o GRIEVANCE PROCEDURES: STEPS EMPLOYEES CAN TAKE TO RAISE CONCERNS OR APPEAL DISCIPLINARY ACTIONS.

BENEFITS OF THE EMPLOYEE HANDBOOK

THe CUSHMAN AND W AKEFIELD EMPLOYEE HANDBOOK NOT ONLY SERVES AS A GUIDE FOR EMPLOYEES BUT ALSO OFFERS SEVERAL
BENEFITS TO THE ORGANIZATION AS A \WHOLE:



o ENHANCED COMMUNICATION: CLEAR COMMUNICATION OF POLICIES FOSTERS A CULTURE OF TRANSPARENCY AND TRUST
BET\WEEN EMPLOYEES AND MANAGEMENT.

® EMPLOYEE ENGAGEMENT: INFORMED EMPLOYEES ARE MORE LIKELY TO FEEL VALUED AND ENGAGED, CONTRIBUTING
POSITIVELY TO WORKPLACE MORALE.

* RepUCED TURNOVER: A WELL-INFORMED WORKFORCE THAT UNDERSTANDS THEIR RIGHTS AND RESPONSIBILITIES IS LESS
LIKELY TO LEAVE THE ORGANIZATION.

COoNCLUSION

IN CONCLUSION, THE CUSHMAN AND W/ AKEFIELD EMPLOYEE HANDBOOK IS AN ESSENTIAL TOOL THAT PROVIDES EMPLOYEES WITH
GUIDANCE ON VARIOUS ASPECTS OF THEIR EMPLOYMENT. FROM OUTLINING COMPANY POLICIES TO DETAILING EMPLOYEE BENEFITS,
THE HANDBOOK PLAYS A CRITICAL ROLE IN ENSURING A COHESIVE AND PRODUCTIVE WORK ENVIRONMENT. BY UNDERSTANDING
AND EMBRACING THE CONTENT OF THE HANDBOOK, EMPLOYEES CAN NAVIGATE THEIR CAREERS AT CUSHMAN AND W AKEFIELD
WITH CONFIDENCE AND CLARITY. |T IS A TESTAMENT TO THE COMPANY’S COMMITMENT TO FOSTERING A POSITIVE WORKPLACE
CULTURE WHERE EVERYONE CAN THRIVE.

FREQUENTLY ASkeD QUESTIONS

WHAT IS THE PURPOSE OF THE CUSHMAN AND W/ AKEFIELD EMPLOYEE HANDBOOK?

THE EMPLOYEE HANDBOOK SERVES AS A COMPREHENSIVE GUIDE OUTLINING COMPANY POLICIES, PROCEDURES, AND EMPLOYEE
RIGHTS, HELPING TO ENSURE A CLEAR UNDERSTANDING OF WORKPLACE EXPECTATIONS.

How ofFTeN IS THE CUSHMAN AND W/ AKEFIELD EMPLOYEE HANDBOOK UPDATED?

THE EMPLOYEE HANDBOOK IS TYPICALLY REVIEWED AND UPDATED ANNUALLY OR AS NEEDED TO REFLECT CHANGES IN COMPANY
POLICY, LAWS, OR INDUSTRY STANDARDS.

\W/HERE CAN EMPLOYEES ACCESS THE CUSHMAN AND \W/ AKEFIELD EMPLOYEE HANDBOOK?

EMPLOYEES CAN ACCESS THE HANDBOOK THROUGH THE COMPANY'S INTERNAL PORTAL OR BY REQUESTING A PRINTED COPY FROM
THEIR HR REPRESENTATIVE.

WHAT TOPICS ARE COVERED IN THE CUSHMAN AND W/ AKEFIELD EMPLOYEE HANDBOOK?

THE HANDBOOK COVERS A RANGE OF TOPICS INCLUDING COMPANY VALUES, CODE OF CONDUCT, BENEFITS, ATTENDANCE
POLICIES, AND PROCEDURES FOR REPORTING GRIEV ANCES.

ARE EMPLOYEES REQUIRED TO SIGN AN ACKNOWLEDGMENT OF THE EMPLOYEE HANDBOOK?

YES/ EMPLOYEES ARE USUALLY REQUIRED TO SIGN AN ACKNOWLEDGMENT FORM INDICATING THAT THEY HAVE RECEIVED, READ,
AND UNDERSTAND THE POLICIES OUTLINED IN THE HANDBOOK.

WHAT SHOULD AN EMPLOYEE DO IF THEY HAVE QUESTIONS ABOUT THE EMPLOYEE
HANDBOOK?

EMPLOYEES SHOULD REACH OUT TO THEIR DIRECT SUPERVISOR OR THE HR DEPARTMENT FOR CLARIFICATION ON ANY QUESTIONS



OR CONCERNS REGARDING THE HANDBOOK.

Does THE CUSHMAN AND W/ AKEFIELD EMPLOYEE HANDBOOK INCLUDE GUIDELINES FOR
REMOTE WORK?

YES, THE HANDBOOK INCLUDES GUIDELINES FOR REMOTE WORK, OUTLINING EXPECTATIONS FOR COMMUNICATION, PRODUCTIVITY,
AND AVAILABILITY WHILE WORKING FROM HOME.

\W/HAT ACTIONS MIGHT BE TAKEN IF AN EMPLOYEE VIOLATES A POLICY IN THE EMPLOYEE
HANDBOOK?

VIOLATIONS OF HANDBOOK POLICIES MAY RESULT IN DISCIPLINARY ACTION, RANGING FROM VERBAL W ARNINGS TO TERMINATION,
DEPENDING ON THE SEVERITY OF THE INFRACTION.

ARE THERE RESOURCES FOR EMPLOYEE DEVELOPMENT MENTIONED IN THE CUSHMAN AND
\X/ AKEFIELD EMPLOYEE HANDBOOK?

YES/ THE HANDBOOK TYPICALLY OUTLINES RESOURCES FOR EMPLOYEE DEVELOPMENT, INCLUDING TRAINING PROGRAMS,
\WORKSHOPS, AND OPPORTUNITIES FOR CAREER ADV ANCEMENT.

How poEes THE CUSHMAN AND W/ AKEFIELD EMPLOYEE HANDBOOK ADDRESS DIVERSITY
AND INCLUSION?

THE HANDBOOK EMPHASIZES THE COMPANY'S COMMITMENT TO DIVERSITY AND INCLUSION, OUTLINING POLICIES THAT PROMOTE A
RESPECTFUL AND EQUITABLE WORKPLACE FOR ALL EMPLOYEES.
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