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1. Introduction 

1.1 Welcome Message 

Welcome to Solar Tech! We are thrilled to have you join our team. As a leading innovator in the 

renewable energy sector, we specialize in the design, manufacture, and distribution of high-

efficiency solar panels and advanced Electric Vehicle (EV) charging infrastructure. 

Our mission is to power a sustainable future. Whether you are on the manufacturing floor, driving 

innovation in Research & Development, or supporting our sales and administrative teams, your 

work contributes to a greener tomorrow. We believe in a culture of collaboration, continuous 

improvement, and safety. We look forward to achieving our goals together. 

1.2 Company History 

Solar Tech began with a vision of making renewable energy accessible and efficient. Since our 

founding in [Year], we have grown from a small laboratory into a robust manufacturing and 

technology hub in Europe. Today, our team is dedicated to pushing the boundaries of battery storage 

and energy conversion. Your role is vital in our journey to set the industry standard for sustainable 

energy solutions. 

 

2. Employment Policies 

2.1 Employment Eligibility 

Solar Tech is committed to compliance with the labor laws of our European jurisdiction. 

• Eligibility: You must hold the legal right to work in our jurisdiction to be employed. This 

includes providing proof of identity and work authorization. 

• Employment Type: Please be aware that all positions at Solar Tech are classified as 

Salaried employment. This means you are paid a fixed annual salary rather than hourly 

wages, regardless of the specific hours worked per day (subject to policy exceptions noted 

below). 

2.2 Code of Conduct 

All employees are expected to uphold the highest standards of professional conduct. 

• Professionalism: Treat colleagues, clients, and partners with respect and courtesy. 

• Confidentiality: Protect sensitive company information and customer data. 

• Compliance: Adhere to all company policies and local laws regarding safety and business 

practices. 



 

3. Code of Conduct 

3.1 Behavior Expectations 

• Respect: Harassment, discrimination, or bullying of any kind is strictly prohibited. 

• Dress Code: Employees should maintain professional attire appropriate to their role. 

• Manufacturing & Operations: Personal Protective Equipment (PPE) is mandatory in 

designated areas (safety gear, hard hats, non-slip footwear). 

• Corporate & Office: Business casual attire is standard. 

• Social Media: Representatives of Solar Tech should avoid posting company confidential 

information on public platforms. Always think before posting about Solar Tech or 

representing the brand. 

3.2 Anti-Harassment and Anti-Discrimination Policies 

Solar Tech provides a safe and inclusive workplace free from harassment and discrimination based 

on race, color, religion, gender, sexual orientation, age, disability, or other protected status. 

• Zero Tolerance: Any form of intimidation, retaliation, or inappropriate behavior will be 

addressed promptly and seriously. 

• Reporting: If you experience or witness harassment, you may report it to a Manager, HR 

Representative, or via our anonymous complaint hotline. 

 

4. Compensation and Benefits 

4.1 Salary and Wages 

As a Salaried Employee, you receive a fixed annual salary. While pay bands are reviewed annually 

based on performance and market conditions, the current structure for Solar Tech is as follows: 

Band Range Primary Departments / Roles 

T1 60,000 - 72,000 Business Services, Support 

T2 68,000 - 87,000 Marketing & Sales 

T3 85,000 - 107,000 Research & Development 

T4 98,000 - 122,000 Operations 

T5 115,000 - 138,000 Senior Management, Expert 

T6 130,000 - 155,000 Executive Leadership 

 

• Adjustments: Salary changes are only made upon promotion or periodic review cycles. 

• Payslip: You will receive a monthly payslip detailing your earnings, deductions (taxes, 

insurance), and payments. 



4.2 Overtime Policy (Operations Specific) 

• Eligibility: Please note that only employees within the Operations Department are eligible 

to work overtime. All other departments are on a standard fixed schedule. 

• Compensation: Overtime is calculated for any hour worked above 8 hours in a single day. 

• Rate: Overtime hours are compensated at 125% of your regular rate of pay. 

• Exclusion: All employees must take weekends off. No one, including Operations staff, is 

authorized to work on weekends unless in a declared emergency (see Emergency 

Procedures). 

4.3 Employee Benefits 

• Health Insurance: Comprehensive medical, dental, and vision coverage for eligible 

employees and dependents. 

• Retirement Plan: Participation in a company-sponsored pension/retirement scheme with 

employer contributions. 

• Leave: See Section 7 for detailed leave policies. 

 

5. Work Schedule and Attendance 

5.1 Attendance Expectations 

• Standard Work Week: Employees work a standard Monday through Friday schedule. 

• Weekend Policy: As a strict rule, no one works on weekends. 

• Punctuality: You are expected to start your shift on time. Frequent late arrivals may impact 

performance reviews. 

• Timekeeping: Operations staff must record their arrival and departure times accurately. 

5.2 Remote Work Policies 

• Hybrid or remote work may be available for Corporate (Admin, HR, Finance, Legal) roles 

upon manager approval and based on job requirements. 

• Manufacturing and Operations staff are required to be physically present on site. 

• Remote work is subject to the same attendance, dress code (if applicable), and 

confidentiality standards. 

 

6. Performance Evaluation 

6.1 Review Process 

• Frequency: All employees will participate in formal Performance Reviews annually. 



• Process: Reviews include a meeting with your Manager to discuss goals, achievements, and 

development needs. 

6.2 Promotion Criteria 

Promotions are based on performance, tenure, and career progression within the organizational 

structure. 

• Levels 1-2 (Entry): Focus on mastering core responsibilities. 

• Level 3-4 (Intermediate to Senior): Focus on expertise, independence, and mentoring 

others. 

• Level 5-6 (Manager/Director): Focus on team leadership, strategy, and decision-making. 

• Level 7-9 (VP/Executive): Focus on organizational vision, high-level strategy, and overall 

leadership. 

• Employees in the lower levels are eligible for advancement based on readiness to handle 

higher complexity roles. 

 

7. Leave Policies 

7.1 Types of Leave 

• Annual Vacation: 25 working days per year. 

• Sick Leave: Employees may take sick leave with prior notification to their Manager. A 

doctor's note may be required for extended absences. 

• Parental Leave: Eligible employees (typically those with 12+ months tenure) are entitled to 

parental leave upon the birth or adoption of a child. Specific duration is governed by local 

jurisdiction. 

• Public Holidays: All official European public holidays recognized in our location are 

observed. 

7.2 Accrual and Carryover 

• Vacation time is accrued monthly (approx. [Insert Daily Accrual] days per month). 

• Unvacationed time generally carries over up to a maximum of [X] days, subject to company 

approval. 

 

8. Health and Safety 

8.1 Safety Policies 

Safety is our top priority, especially regarding manufacturing equipment and electrical components. 

• PPE: You must wear and maintain required Personal Protective Equipment (safety glasses, 

ear protection, gloves) in hazardous zones. 



• Electrical Safety: Strict adherence to Lockout/Tagout procedures when handling machinery 

or high-voltage panels. 

• Reporting: Report all near-misses, injuries, or unsafe conditions immediately to your 

Supervisor. 

8.2 Emergency Procedures 

• Evacuation: Familiarize yourself with the location of fire extinguishers, first aid kits, and 

emergency exits upon your first day. 

• Incident: In case of fire, gas leak, or severe electrical fault, activate the alarm and follow the 

evacuation route. 

 

9. Additional Considerations 

9.1 Conflict Resolution Procedures 

If you have a conflict with a colleague or a management issue: 

1. Direct Communication: Attempt to resolve the issue calmly with the other party. 

2. Management Escalation: If unresolved, contact your immediate Manager. 

3. HR/Faculty Escalation: If unresolved, contact HR or the CHRO for mediation. 

4. Final Review: HR will conduct a formal review. Retaliation against any party involved in 

the process is prohibited. 

 

10. Acknowledgment of Receipt 

I, [Employee Name], acknowledge that I have received, read, and understood this Employee 

Handbook. 

I understand that: 

1. Solar Tech has the right to revise this handbook from time to time. 

2. If I have concerns regarding a conflict or my rights, I will follow the established grievance 

procedures outlined in this document. 

3. I understand the policies regarding overtime (restricted to Operations) and weekend 

closures. 

Employee Name Signature Date 

   

 

Signature Date 

  

 



Please return this signed acknowledgment to Human Resources. 

 

Disclaimer: This handbook is intended to summarize the terms of employment at Solar Tech. It does 

not constitute a contract of employment, and Solar Tech reserves the right to modify the policies 

herein as necessary, subject to local European labor laws. 

 


