Disclaimer: This document is a template and requires legal review by counsel experienced in the
specific laws of your European country before implementation. It is crucial to fill in all bracketed
placeholders, especially those referencing specific compensation details from your spreadsheet.

Solar Tech Employee Handbook

Powering a Sustainable Future, Together

Section I: Introduction & Our Mission
Welcome from Management

Welcome to the Solar Tech family. We are thrilled to have you join us at this pivotal moment in the
transition toward sustainable energy. At Solar Tech, we don't just install panels; we are installing the
future. Our mission is driven by quality, innovation, and integrity—qualities that we believe extend
beyond the technical aspects of our work. We are committed to fostering a culture where every
employee feels valued, respected, and empowered to contribute their best thinking toward our
shared goals. Your dedication is the power source behind our success, and we are delighted to have
you drive that alongside us.

Our Journey: A Brief History

Founded [Year] in [Location], Solar Tech began with a small team passionate about making solar
energy accessible and reliable. Starting as [brief starting activity, e.g., specialized consultants], we
quickly identified the gap between high-quality installation and market need. Through relentless
dedication to engineering excellence and client relationships, we have grown into a leading provider
in the European market. We remain committed to our founding principles: technical mastery,
sustainable solutions, and unwavering commitment to our clients.

Section Il: Employment Policies & Conduct
Employment Eligibility

» Status: All roles covered by this handbook are salaried positions. You enter into an
employment relationship with Solar Tech based on the terms defined in your specific
contract and this handbook.

* Rights & Responsibilities: As a valued member of our team, you hold the right to work in
an environment that promotes equity and safety. In return, you have the responsibility to
uphold the company’s values, maintain professionalism, and execute your duties diligently.

* At-Will Employment: (If applicable in your country, use this disclaimer. If not, omit it.)
While we value loyalty, employment remains conditional upon the mutual agreement of both
employee and company.

The Code of Conduct

We expect all employees to conduct themselves with the highest level of professionalism, integrity,
and respect.



Professionalism: This includes punctuality, meeting deadlines, and maintaining a proactive
attitude toward problem-solving.

Appearance/Dress Code: Solar Tech’s work requires both office presence and field
readiness. Office staff are expected to maintain business professional attire, while field
service roles require appropriate safety gear and company-branded workwear.

Use of Company Property: All company property (laptops, vehicles, software, client lists)
must be used primarily for business purposes and protected from loss or theft.

Social Media: While we celebrate your personal voice, employees must exercise caution
when posting about Solar Tech or industry matters online. You must not disclose
confidential client information, proprietary company strategies, or derogatory comments
about the company or its clients. If you are discussing work-related topics on social media,
ensure your statement is professional and aligns with the company’s values.

Anti-Harassment and Non-Discrimination Policies

Solar Tech is an equal opportunity employer committed to maintaining a workplace free from
discrimination, bullying, and harassment.

Zero Tolerance: We have zero tolerance for acts of discrimination or harassment based on
race, color, religion, gender identity, sexual orientation, age, disability status, or any other
legally protected characteristic.

Definition of Harassment: This includes unwelcome conduct that creates an intimidating,
hostile, or offensive work environment.

Promoting Inclusion: We encourage all employees to contribute to a positive and inclusive
environment. If you witness behavior that breaches these policies, you have a responsibility
to address it appropriately using the Conflict Resolution Procedure.

¢ Section lll: Compensation and Benefits

Salary Structure

Pay Basis: Your base salary corresponds to the agreed-upon bracket for your role, as
detailed in your employment contract and referenced against our internal Salary Banding
document.

Review Cycle: Salaries are reviewed annually during the performance cycle to ensure
competitiveness and reward advancement.

Bonuses & Incentives: Solar Tech offers [mention specific bonus structures, e.g.,
performance-based bonuses, project completion incentives]. Eligibility and payment
schedules are outlined in the Compensation Plan specific to your department.

Work Time, Overtime, and Pay

Standard Week: The standard expectation is [e.g., 40 hours] per week, with business
operating during typical European office hours.



Weekend Rule: Unless explicitly required and approved by department management, no
work is expected or undertaken on weekends.

Overtime Policy (Crucial Detail): As a salaried employee, your base compensation covers
the standard work week. Overtime is compensated as follows:
+ Eligibility: Overtime pay applies only to employees within the Operations
Department.

» Compensation: Operations staff whose shifts exceed eight (8) hours in a single
workday are eligible to receive time-and-a-half compensation (125%) for all hours
worked beyond the eighth hour of that day.

» Approval: All overtime must be pre-approved by the direct supervisor to ensure
business necessity and proper tracking. Unauthorized overtime may not be
compensated.

Employee Benefits Package

We invest in your overall well-being:

Health Insurance: Comprehensive health coverage is provided through our partner,
[Provider Name], offering coverage details including family options.

Retirement Plan: We offer access to a company-sponsored retirement savings plan with a
matching contribution program upon meeting service requirements.

Wellness Initiatives: We promote employee wellness through [e.g., subsidized gym
memberships, mental health resources].

%% Section IV: Time, Attendance, and Leave

Attendance Expectations

Punctuality: Employees are expected to be ready to work at the scheduled start time. If you
anticipate any delay, please notify your manager immediately.

Absence Notification: In case of unexpected absence (illness, emergency), you must notify
your direct manager by [Specific Time/Method] on the day of absence.

Remote Work Policy: (Insert policy details here.) [Example: Remote work must be
managed via the formal agreement process, ensuring productivity and maintaining secure
company systems. |

Leave Policies

Annual Paid Vacation: All full-time employees accrue [25] paid vacation days annually.
These days must be scheduled and approved in advance with your manager to ensure
adequate team coverage.

Sick Leave: If you are unable to attend due to illness, follow the absence notification
protocol. For extended periods of sickness, please keep your manager informed and follow
procedures for medical certification as required by local law.



» Parental Leave: Solar Tech supports its employees through generous parental leave
policies, tailored to comply with local country norms. Full details on paid and unpaid leave
accrual are available from HR.

Accruals and Carryover

* Vacation: Vacation days accrue monthly/quarterly. The policy regarding the carryover of
unused vacation time into the next year is [Specify Policy: e.g., a maximum of 5 days may
be carried over, or unused time must be taken].

» Sick Leave: Sick leave is accrued and managed separately from annual vacation time.

Section V: Performance, Growth, and Safety

Performance Evaluation

We believe in continuous development. Our performance review process is designed to be
constructive and supportive.

* Review Cycle: Formal performance reviews occur annually in [Month]. These meetings
discuss accomplishments, identify areas for growth, and link performance to compensation
opportunities.

* Goal Setting: Throughout the year, managers and employees will engage in quarterly
check-ins to align goals with company objectives.

Career Progression

* Promotion Criteria: Advancement at Solar Tech is based on demonstrated mastery of
technical skills, consistent achievement of goals, ability to mentor others, and embodiment
of company values. The pathway for promotion is clearly defined by your manager and
outlined within our internal career matrix.

Health and Safety

The safety of our employees—in the office, at client sites, or in the field—is paramount.

* Workplace Safety: All employees must adhere to safety protocols, particularly when
working on solar installations or in operational environments. Equipment checks and safe
work procedures are mandatory before deployment.

* Emergency Procedures: In the event of a workplace emergency (e.g., fire, severe weather),
proceed calmly to [Designated Muster Point]. Follow the instructions of your supervisor or
the designated Emergency Response Team.

* Incident Reporting: All accidents, near misses, and safety hazards must be reported
immediately to your direct supervisor for investigation and corrective action.
Conflict Resolution Procedures

If you experience a conflict with a colleague, client, or management, we encourage open dialogue
before escalation.



1. Informal Dialogue: Attempt to resolve the issue directly with the colleague involved,
maintaining a professional and respectful tone.

2. Mediation: If unsuccessful, raise the concern confidentially with your direct supervisor or a
trusted manager.

3. HR Involvement: If the issue involves policy breach, harassment, or if the conflict remains
unresolved, please contact the Human Resources department. We commit to investigating all
concerns promptly and fairly.

Section VI: Employee Acknowledgment

I, [Employee Name], acknowledge that I have received, read, and understood the contents of the
Solar Tech Employee Handbook. I understand my role in adhering to these policies, including those
pertaining to professional conduct, compensation structure, attendance expectations, and safety
procedures.

My signature confirms my commitment to upholding the values of Solar Tech. My signature does
not necessarily imply that [ have read every detail, but rather that I accept the policies as they
govern my employment.

Employee Signature: Printed Name:
Date:




