cushman and wakefield employee handbook

cushman and wakefield employee handbook serves as a comprehensive guide designed to help
employees understand the company’s policies, procedures, and expectations. This handbook plays a
crucial role in fostering a professional work environment and ensuring consistency across all Cushman
& Wakefield offices worldwide. It outlines essential topics such as workplace conduct, employee
benefits, health and safety protocols, and compliance with legal regulations. By providing clear
guidelines, the handbook supports both new hires and long-standing employees in navigating their
roles effectively. Additionally, it emphasizes Cushman & Wakefield’s commitment to diversity, inclusion,
and ethical business practices. The following article explores the key components of the Cushman and
Wakefield employee handbook, highlighting its structure, content, and significance within the corporate

culture.
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Overview of the Cushman and Wakefield Employee Handbook

The Cushman and Wakefield employee handbook is an essential document that outlines the
company’s values, mission, and operational standards. It serves as a reference point for employees to
understand their rights and responsibilities within the organization. The handbook is regularly updated
to reflect changes in employment laws and company policies, ensuring that employees have access to
the most current information. It is designed to promote transparency and consistency in workplace

practices, supporting a positive and productive working environment.

Purpose and Scope

The primary purpose of the handbook is to establish clear expectations for behavior and performance
among Cushman & Wakefield employees. It covers a wide range of topics including attendance, dress
code, use of company resources, and communication protocols. The scope extends to all employees
across different departments and regions, reinforcing uniform standards irrespective of job role or

location.

Accessibility and Updates

Cushman and Wakefield ensures that the employee handbook is easily accessible, typically through
the company’s intranet or employee portal. Employees are encouraged to review the handbook
periodically, especially when notified of updates. These updates may include revisions to policies
related to remote work, diversity initiatives, or regulatory compliance, reflecting the company’s adaptive

approach to evolving workplace dynamics.

Company Policies and Code of Conduct

A critical section of the Cushman and Wakefield employee handbook addresses company policies and

the code of conduct, which dictate the ethical framework within which employees operate. This



ensures that all staff members adhere to high standards of professionalism, integrity, and respect in

their interactions both internally and externally.

Workplace Behavior and Ethics

The handbook details expectations around respectful communication, anti-discrimination measures,
and harassment prevention. Employees are provided with guidelines on maintaining professionalism
and resolving conflicts constructively. Upholding these standards helps safeguard a workplace culture

that values diversity and inclusion.

Attendance and Punctuality

Attendance policies are clearly outlined to support operational efficiency and fairness. The handbook
specifies procedures for reporting absences, requesting leave, and consequences of tardiness or
unexcused absences. This framework helps in managing workforce productivity while also

accommodating legitimate employee needs.

Use of Company Resources

Employees receive instructions on the appropriate use of company assets such as computers, email
systems, and proprietary information. The handbook emphasizes data security and confidentiality,

reflecting Cushman & Wakefield’s commitment to protecting client and company information.

Employee Benefits and Compensation

The Cushman and Wakefield employee handbook provides detailed information about the
comprehensive benefits package available to employees. This section is designed to inform staff about
their compensation structure, health and wellness programs, and additional perks that contribute to

employee satisfaction and retention.



Salary and Payroll

Information on salary grades, pay schedules, and bonus eligibility is included, ensuring transparency in
compensation practices. The handbook explains payroll processing and avenues for employees to

address payroll concerns or discrepancies.

Health Insurance and Wellness Programs

Cushman & Wakefield offers a range of health insurance options, including medical, dental, and vision
coverage. Wellness initiatives such as mental health resources, fitness programs, and employee

assistance plans are also outlined to promote overall well-being.

Retirement and Financial Benefits

Retirement plans, including 401(k) options, are described with details on company contributions and
vesting schedules. Other financial benefits like tuition reimbursement and stock purchase plans may

also be included to support long-term financial security and career growth.

Health, Safety, and Security Guidelines

Ensuring a safe and secure work environment is a fundamental aspect of the Cushman and Wakefield
employee handbook. It establishes protocols designed to protect employees from workplace hazards

and emergencies.

Workplace Safety Procedures

The handbook outlines safety practices including proper ergonomic setups, emergency evacuation
plans, and reporting mechanisms for unsafe conditions. Employees are encouraged to participate in

safety training sessions and comply with OSHA regulations.



Security Measures

Security protocols cover access control, visitor management, and data protection. The handbook
emphasizes the importance of vigilance and reporting suspicious activities to maintain a secure

workplace for all.

Professional Development and Training

The Cushman and Wakefield employee handbook highlights the company’s commitment to continuous
learning and career advancement. It provides information on available training programs and

development resources designed to enhance employee skills and knowledge.

Onboarding and Orientation

New employees undergo a structured onboarding process that introduces them to the company
culture, policies, and job-specific training. This helps facilitate a smooth transition into their roles and

promotes early engagement.

Ongoing Training Opportunities

The company offers various learning modules, workshops, and certification programs aimed at
professional growth. Employees are encouraged to take advantage of these opportunities to stay

current with industry trends and improve performance.

Performance Management

The handbook explains the performance review cycle, goal setting, and feedback mechanisms. This
structured approach helps employees align their objectives with organizational goals and receive

constructive evaluations.



Compliance and Legal Considerations

The Cushman and Wakefield employee handbook ensures that all employees understand the
importance of adhering to legal and regulatory requirements. This section covers compliance with labor

laws, anti-corruption policies, and ethical standards governing business conduct.

Equal Employment Opportunity

The handbook affirms the company’s dedication to providing an inclusive workplace free from
discrimination based on race, gender, age, disability, or other protected characteristics. It outlines

complaint procedures and the company’s commitment to fair treatment.

Confidentiality and Data Privacy

Employees are informed about their responsibilities in protecting sensitive information, including client
data and proprietary business information. The handbook specifies guidelines for data handling and

consequences for breaches.

Reporting Violations and Whistleblower Protections

Procedures for reporting unethical behavior or policy violations are clearly stated. Cushman &
Wakefield promotes a culture where employees can safely raise concerns without fear of retaliation,

supporting transparency and accountability.

¢ Establishes clear employee expectations and company standards
e Supports legal compliance and risk management

¢ Promotes a safe, respectful, and productive workplace



¢ Provides detailed information on benefits and career development

¢ Ensures consistency across global operations

Frequently Asked Questions

What is the purpose of the Cushman and Wakefield employee

handbook?

The Cushman and Wakefield employee handbook serves as a comprehensive guide outlining
company policies, procedures, employee rights, and responsibilities to ensure a consistent and fair

work environment.

Where can Cushman and Wakefield employees access the employee

handbook?

Employees can typically access the Cushman and Wakefield employee handbook through the
company’s internal HR portal or intranet, or by requesting a copy from the Human Resources

department.

Does the Cushman and Wakefield employee handbook include
information about workplace conduct?
Yes, the employee handbook includes detailed policies regarding workplace conduct, including

standards for professionalism, anti-discrimination, harassment prevention, and ethical behavior.

Are updates to the Cushman and Wakefield employee handbook



communicated to employees?

Yes, Cushman and Wakefield regularly updates the employee handbook and communicates these
changes to employees via email notifications, internal announcements, or during team meetings to

ensure everyone is informed.

What topics are covered in the Cushman and Wakefield employee

handbook?

The handbook covers a range of topics including company values, attendance policies, compensation
and benefits, workplace safety, employee development, disciplinary procedures, and grievance

mechanisms.

Is the Cushman and Wakefield employee handbook legally binding?

While the handbook outlines company policies and expectations, it is generally considered a guideline
rather than a legally binding contract; however, employees are expected to comply with the policies

stated within.

How does Cushman and Wakefield handle confidentiality according to
the employee handbook?

The employee handbook emphasizes the importance of confidentiality, requiring employees to protect

sensitive company and client information and outlining consequences for breaches of confidentiality.

Are there resources for employees who have questions about the

handbook at Cushman and Wakefield?

Yes, employees are encouraged to reach out to the Human Resources department or their supervisors

if they have any questions or require clarification regarding policies in the employee handbook.



Does the Cushman and Wakefield employee handbook address remote
work policies?

Given the evolving work environment, the handbook includes guidelines on remote work arrangements,
outlining eligibility, expectations, communication protocols, and security measures for employees

working remotely.

Additional Resources

1. The Cushman & Wakefield Employee Handbook: Policies and Procedures

This comprehensive handbook provides detailed guidelines on company policies, workplace ethics,
and employee responsibilities at Cushman & Wakefield. It serves as an essential resource for new
hires and seasoned employees to understand the organizational culture and expectations. Topics
include code of conduct, attendance, benefits, and safety protocols, ensuring a well-informed

workforce.

2. Cushman & Wakefield Workplace Culture and Values

This book delves into the core values and cultural principles that define Cushman & Wakefield as a
leading global real estate services firm. It highlights how these values influence employee behavior,
client relations, and business strategies. Readers gain insight into fostering an inclusive and dynamic

workplace environment.

3. Effective Onboarding at Cushman & Wakefield

Focused on the onboarding process, this guide outlines best practices for integrating new employees
into Cushman & Wakefield. It covers orientation programs, mentorship initiatives, and training modules
designed to accelerate productivity and engagement. The book emphasizes the importance of clear

communication and support during the initial employment phase.

4. Employee Benefits and Compensation at Cushman & Wakefield

This title explores the comprehensive benefits packages and compensation structures offered by



Cushman & Wakefield. It explains health insurance options, retirement plans, performance incentives,
and wellness programs. Employees can use this resource to maximize their benefits and understand

compensation policies.

5. Leadership Development within Cushman & Wakefield

This publication examines the leadership training and career advancement opportunities available to
Cushman & Wakefield employees. It discusses skill-building workshops, leadership competencies, and
succession planning to cultivate future leaders. The book is a valuable tool for those aspiring to grow

their careers within the company.

6. Compliance and Ethics: Navigating Cushman & Wakefield’s Standards

Detailing the company’s compliance framework, this book explains legal and ethical standards
employees must adhere to. Topics include anti-corruption policies, confidentiality agreements, and
reporting mechanisms for unethical behavior. It reinforces the importance of integrity and accountability

in the workplace.

7. Health and Safety Guidelines at Cushman & Wakefield

This guidebook outlines the safety protocols and health regulations implemented by Cushman &
Wakefield to protect employees. It covers emergency procedures, workplace ergonomics, and mental
health resources. The book aims to promote a safe and supportive work environment for all staff

members.

8. Performance Management and Feedback at Cushman & Wakefield

Focusing on performance appraisal systems, this book details the processes for goal setting, regular
evaluations, and constructive feedback within Cushman & Wakefield. It helps employees and
managers align expectations and improve productivity through effective communication. The resource

encourages continuous professional development.

9. Diversity and Inclusion Initiatives at Cushman & Wakefield
This publication highlights the company’s commitment to fostering diversity and inclusion across all

levels. It describes programs, employee resource groups, and policies aimed at creating an equitable



workplace. Readers learn how embracing diverse perspectives drives innovation and business

success.
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