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INTRODUCTION: WHY IT MATTERS 

Innovation, an ability to provide creative solutions to problems or constraints, often plays a fundamental role in the values of  

design firms. Design innovation, and the fresh perspectives that it brings, becomes a point of  pride. However, this philosophy that 

is commonplace in the work architects produce, often does not extend to how they produce that work. Most firms still operate on 

a business model rooted in the late 19th century, with slight revisions from the middle 20th century.  

This document urges architecture firms to apply their spirit of  innovation to the management of  our practices, revising 

the ways we operate our businesses to respond to the demands of  life in the early 21st century. Thoughtful re-evaluation 

of  human resource practices and policies, juxtaposed against the demands of  contemporary society, leads to innovation that will 

sustain the health of  architectural practice.    

Innovative human resource policies are an essential part of  addressing one of  architecture’s greatest challenges today – women 

are leaving the profession of  architecture at high rates. While women earn architecture degrees at rates nearly equal to men, only 

18 percent of  American Institute of  Architects (AIA) members are women.1  The percentage of  women who become licensed 

architects and AIA members has slowly increased over the last two decades, but continues to lag behind the numbers of  women 

who graduate with accredited degrees in architecture. This basic fact leads to many complex questions: What accounts for this 

discrepancy?  How does gender imbalance impact our work?  How do these issues affect all emerging professionals and the 

evolving role of  design practitioners in the 21st century?  If  the architecture profession cannot retain its female workers, can it 

survive?  

As we, Iowa Women in Architecture (iaWia), delved further into the context for this work, it became clear that this is not just 

about women. We discovered broad trends that support a critical look at work-life balance practices in all disciplines and for all 

genders. Until the 1960s, two-thirds of  the households in the US had a working husband and stay-at-home wife. Today, only 

17 percent of  households are considered “traditional.”2   Even in these households, the demands of  contemporary life change 

the context of  the traditional arrangement. Men are spending more time on childcare and housework, and US households are 

increasingly responsible for the care of  older relatives.3  More women are in the workforce. Nationwide, 70% of  families with 

children have a working mother.4  In Iowa, 74 percent of  families with children under six have all parents in the household in the 

labor force.5 

The bottom line is that households increasingly juggle varied and complex, often competing, demands that affect 

all ages and multiple generations. Thus, it is no surprise that “Almost two-thirds…of  baby boomers and 92 percent of  

Millennials…cite career-life fit as a top priority.”6  For many employees, “career-life balance is second only to compensation” 

when considering a new job, and for younger demographics, “work-life balance is the most important factor when deciding 

whether to join or remain at an employer.”7  Studies in work-life balance issues make it clear that these are not just women’s issues. 

A 2013 article in Bloomberg BusinessWeek cited a Pew Research study in which twice as many fathers as mothers said they had 
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“too little time with kids”.8  Men “now cite more work-life conflict than women do” when in a “dual-career, dual-caregiver” 

couple.9  Further, men may leave a company rather than address these conditions, due to a perceived “stigma associated with 

expressing a desire to better integrate career and life.”10  Work-life balance affects all employees. Evolving roles, societal 

change and shifting demographics add complexity to life demands. 

Addressing career-life integration for employees also makes business sense.  Engaged employees improve retention rates; 

companies with reputations for excellent work environment have stronger financial performance; and support for work-

life balance contributes to employee health. In 2013, CNBC reported that “Hay Group’s research found that more than one 

in four employees (27 percent) in organizations that are not perceived to support work-life balance plan to leave their companies 

within the next two years. That’s compared with only 17 percent of  employees within the work-life balance leaders.”11  So 

implementing policies that support work-life balance can save costs due to turnover, retraining, and lost expertise or institutional 

knowledge. Creating such policies also correlates to strong financial performance; in 2011, Fortune magazine noted that “Stocks 

of  firms listed in the Fortune 100 Best Companies to Work for List significantly outperformed market averages between 1998 

and 2010.”12  And finally, overwork can lead to significant health problems. A British study started in 1985 has found that “…

compared to people who worked seven hours a day, those who worked 10 to 12 hours a day had a 56 percent increased risk of  

heart disease, heart attack, or death.”13  

Based on this context, iaWia studied issues of  work-life balance through a series of  events held in 2012 and 2013. A task force 

developed a set of  best practice recommendations to support the development and implementation of  policies that address work-

life balance and career development challenges in order to enhance recruitment, retention, and engagement of  employees at all 

career stages. Recommendations are action-oriented, research-based and draw from the following activities and events:

• Work-Life Balance Panel Discussion with Human Resources Experts [June 2012]

• Iowa Human Resources Trends Survey [November-December 2012]

• Firm Leader Roundtables [December 2012-January 2013]

• Best Practices Member Workshop [March 2013]

• Best Practices Task Force: Research and Documentation [April – December 2013]

iaWia presented preliminary best practices drafts at the AIA Iowa Convention (September 27, 2013) and in a public forum 

(November 12, 2013). The remainder of  this introduction provides a process overview, including summaries of  each activity; 

and a guide for navigating the full document. The full report includes: a complete list of  best practice recommendations, with 

questions to help guide discussion and development; a two-page detailed description for each best practice recommendation, 

including background statements, key considerations, and references; and supporting materials. 
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PROCESS: PROJECT OVERVIEW
Panel Discussion
In June 2012, iaWia invited human resources experts to discuss work-life balance, including policies and practices used in their 

industries. The goal of  the event was to understand human resources best practices in industries outside of  architecture, and to 

begin the conversation about how design practices might be able to improve work-life balance. Panelists included: Deb Tharnish, 

The Davis Brown Law Firm; Elizabeth Nigut, EMC Insurance; Lisa Mullan, Kemin Industries; Bob Sobiech, retired from 

Deloitte and Touche; and Cindy Axne, Iowa Department of  Natural Resources. The group represented perspectives from legal, 

financial, insurance, manufacturing, and government sectors; they included local and national human resources executives from 

small client-service firms, medium and large corporations, and public organizations. Fifty-nine people attended the two-hour 

discussion, including at least six architecture/engineering firm owners or leaders.

The discussion raised several questions and began to define a number of  broad ideas that define this project. Some basic 

principles emerged:

• Good benefits and family-friendly policies can result in low employee turnover (women and men).

• If  people are your commodity, try to adjust the work environment to ensure you can keep them.

• Promote open and honest communication. Be realistic. Articulate what is needed. Discuss work-life balance.

• Recognize that there need not be only one, single career path. Allow employees to customize their careers.

• Avoid benevolent stereotyping.

• The company culture and perception of  policies is as important, or more important, than the policies themselves.

• Cultivate an environment where you are open to change and new ways of  doing things. The Millennial generation’s 

expectations may force employers to be more flexible.

• Encourage mentorship relationships among your employees.

• Many businesses are moving to a results-based organization. It is not about face-time at work, but whether you are 

producing good work.

• Fairness isn’t sameness. Utilize a consistent framework and criteria for making decisions about work-life balance for different 

employees. Document why decisions were made based on the criteria.

Panelists provided a number of  specific examples of  human resources best practices, many of  which appear in the full 

descriptions of  the best practice recommendations. Key concepts presented at the panel discussion, such as the “lattice” career 

framework and “benevolent stereotyping,” resurfaced throughout the task force’s research and played significant roles in the 

development of  the best practice recommendations.
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The panel discussion raised questions about whether design disciplines rely upon specific modes of  working that inherently 

make work-life balance policies more difficult. Architecture firms tend to be small; they rely on collaboration. These questions 

led to important research for iaWia’s best practice recommendations: a survey to gauge trends in human resources policies and 

perceptions within Iowa design firms, and roundtable discussions with firm leaders at Iowa firms.

TRENDS SURVEY
After the panel discussion, the iaWia Education and Programs Committee developed a survey to explore human resources trends 

in Iowa firms whose work involves design and construction of  the built environment. The survey was distributed through the 

iaWia email contact list and through the AIA Iowa weekly e-newsletter; it was available via Survey Monkey for three weeks in 

November 2012. 

A total of  151 responses had the following characteristics:

• Mixed gender: Both men and women responded to the survey; 93 (61%) female and 57 (38%) male. 

• The overwhelming majority of  respondents – 90% – were design professionals; the other 10% were marketing or human 

resources administrators.

• Owners: 14% were firm principal/partner/owners. 

• Experience: The respondents skewed to the early career side, though all experience levels were represented; over half  of  the 

respondents had up to 10 years of  experience; a third had 10-20 years; and 13% had over twenty years.

The most emphatic results from the survey did not vary based on gender. At similar rates, both male and female respondents 

ranked flexible working hours and effective feedback as the policies/practices that “do or could make the greatest 

positive difference in your career choices/satisfaction”.14  92% of  all respondents ranked flexible working hours as four or 

five, with five = most difference; effective feedback followed closely behind at 83%. 

Career Satisfaction

All Respondents

1-2 3 4-5

Rate how the following policies/practices do or could make the greatest positive difference in your 
career choices/satisfaction (1 = least difference, 5 = most difference):

30% 29%

50%

40%

92%

83%

49%

66%

50%

21%

31%

49%

59%
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In most categories, there was minimal difference in response based on gender. However, while maternity/paternity leave and 

part-time work options were rated as high priorities by all respondents, these did rank significantly higher for women than men. 

Women also reported difficulty or discomfort communicating with supervisors at greater rates than men; this may be exacerbated 

by the fact that supervisors are more likely to be male. Finally, women (58%) reported experiencing or witnessing discrimination 

more often than men (28%). Additional survey information may be found at the end of  this document, in Appendix A.

FIRM LEADER ROUNDTABLES
At the initial panel discussion, some firm leaders began to discuss business challenges that may be specific to architecture. 

iaWia invited firm decision-makers to join roundtable discussions about human resources issues specific to architecture and 

environmental design businesses. All firm leaders who had attended the panel discussion were invited to participate, along with 

others who had expressed interest. Leaders from five Iowa firms, ranging in size from under 20 to over 100 employees, attended 

at least one of  two roundtable sessions held in December 2012 and January 2013. Roundtables were not open to the public; two 

iaWia members attended each session to facilitate and record notes.

These discussions raised a number of  questions and offered a range of  examples for handling various types of  benefits and 

policies. Key topics included:

Work Options
• Collaboration and mentoring are key traits of  practicing architecture. Do we have to be in the same location to collaborate?

• How do firms value people so that they are most productive vs. the culture of  billable hours?

 - Treat people as autonomous, or self-directed, professionals

 - The employee knows what he/she needs to do and knows the firm’s quality standards - in other words, expectations are 

clearly communicated and understood

 - Employee may determine work level/hours based on work load, standards, and expectations

• Policies of  condensed work weeks/flex time based on firm culture and/or impact on economy.

• Is architecture really conducive to these policies – or is it more about firm culture and support for it? 

Women and Career Development
• Family requirements, time constraints and paths to leadership

Reviews
• Employees need venue for communication

• Provide firm with insight into employees’ challenges, successes, goals, and activity outside the office

• Several examples provided, from annual informal meetings to peer-review and self-evaluative models
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Aligning Values with Policies
• Example: registration (licensure) value and engagement/motivation. For instance, if  a firm values its employees attaining 

professional licensure and provides payment for exams, employees may be more motivated to achieve the goal.

• Example: maternity policy in relationship to firm’s diversity goals. For instance, if  a firm values women but does not have a 

maternity leave policy, there is dissonance between the value and the policy.

• Policies don’t “sell” a job, but may prevent someone from taking a position

Perception of Policies 
• “Reverse discrimination” and inequity of  benefits [actual or perceived] as offered to women and not men or to “families” 

but not single individuals

The discussions were held concurrent with but independent of  survey analysis. 

MEMBER WORKSHOP
In March 2013, iaWia members attended a workshop to process the information collected through the panel discussion, the 

survey, and the firm roundtable discussions. At this workshop, iaWia launched the best practices task force, the group who would 

develop and research the best practices recommendations. After an overview of  the survey results and roundtable topics, 28 

members participated in small group discussions related to specific topic areas.  This feedback was collected and organized into 

five overall categories: communication, work options, career development, discrimination and inclusion, and benefits.

TASK FORCE
Following the member workshop, task force co-chairs organized task force members into five topical areas: career development, 

work options, communication, discrimination and inclusion, and benefits. Working in small groups of  2-3 participants, task 

force members developed specific, actionable best practice recommendations related to their topic area. This included additional 

research to obtain reference data and supporting materials, along with identifying key questions related to each best practice 

recommendations. Drafts of  the recommendations were reviewed by the full task force and the iaWia board of  directors. 

Preliminary findings, including a draft of  the full best practice list and samples of  the two-page descriptions, were presented at the 

AIA Iowa Convention (September 27, 2013) and in a public forum (November 12, 2013) prior to completion and distribution of  

this final document.
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DOCUMENT: A USER’S GUIDE
This document represents the culmination of  the efforts described above. It represents a starting point. As iaWia continues to 

present the material and collect feedback, the organization envisions additional and ongoing research, along with a segment of  the 

iaWia website dedicated to presenting results, current trends, case study examples, and modified or additional best practices. For 

now, this collection of  best practice recommendations aims to help both employees and employers enact policies and 

grow cultures that support healthy work-life integration and sound business practices.

For employees, this list of  recommendations provides an outline of  possible practices and policies. Employees may use this to 

evaluate potential employers and to ask questions during a job search process. Employees already working within an organization 

may use this to focus on specific issues relevant to their life stage or circumstances. The two-page descriptions in particular 

address very specific types of  policies, and they list supporting materials that may be useful as employees develop conversations 

with their supervisors and firm owners.

For employers, firm leaders, and owners, this document summarizes a minimum standard for support of  work-life balance and 

provides tools to aid firm leaders in developing policies, practices, and organizational cultures that align with their firm’s values. 

The full list of  best practice recommendations includes questions related to each recommendation to assist firms in a self-

evaluation process. The two-page descriptions include background information, specific research to support the recommendation, 

key considerations or questions to be addressed as a policy is developed, and supporting materials.

You will find the best practice information divided into three sections, organized according to level of  detail. 

• Recommendations: This includes all best practice recommendations, along with questions associated with each best 

practice to help users evaluate existing or proposed approaches to the issues. This five-page summary organizes the best 

practices by general topic area: Career Development, Work Options, Communications, Discrimination and Inclusion, and 

Benefits. Within each topic area, there are four to seven bulleted best practice recommendations, each with two or three 

guiding questions. Use this as a summary, overview, or checklist, or as an index to the more detailed descriptions of  each best 

practice recommendation. 

• Descriptions: These are two-page detailed descriptions for each best practice recommendation. Use these to delve further 

into the issues raised by the recommendation, or for assistance in revising existing practices or developing new ones. These 

descriptions include the following: background statement for context, key aspects and/or key considerations of  the practice 

or policy, definitions of  key terms, supporting information for the recommendation, and reference materials.

• Appendix: At the end of  the document, supporting materials have been appended. These additional materials are referenced 

in the document or provide supplemental information. These may be used to explore specific aspects of  this project.

Ultimately, this document will evolve as firms do. Several of  the recommendations bolster engagement and motivation, thus 

retaining talent and knowledge within organizations and within our profession. This is a first step in re-considering a culture of  

design practice that allows for a broader group of  practitioners to grow, contribute, and thrive. As such, it represents a vital step in 

the ongoing health of  our disciplines and all of  those engaged in their practice.
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Disclaimer: Iowa Women in Architecture is not qualified to provide legal consult on this matter. Research is ongoing and feedback is welcome. Visit 

www.iawomenarch.org to download updates or obtain feedback contact. 

SOURCES/ REFERENCES
1 18% of  architect members are female (AIA website, Facts and Figures 20120); 41% of  architecture students are female (NAAB 

2010 Accreditation Report); 50.8% of  the US population is female (US Census Bureau 2010).
2 Cathleen Benko and Molly Anderson, The Corporate Lattice: Achieving High Performance in the Changing World of  Work 

(Harvard Business Review Press, 2010). Page 2. 
3 Benko and Anderson, Page 31, 33.
4 Benko and Anderson, Page 32.
5 US Census 2010/Iowa Data Center.
6 Benko and Anderson, Page 2.
7 Benko and Anderson, Page 54.
8 “Alpha Dads: Men Get Serious About Work-Life Balance” by Sheelah Kolhatkar, Bloomberg BusinessWeek, May 30, 2013. Mothers: 

23% - too little time with kids, 68% - right amount, 8% - too much. Fathers: 46% - too little time with kids, 50% - right 
amount, 3% - too much.

9 Benko and Anderson, Page 2.  Referencing the 2008 Study of  the Changing Workforce by Ellen Galinsky, Kerstin Aumann, and 
James Bond. 31% men and 18% women in medium or large size companies.

10 Benko and Anderson, Page 61.
11CNBC, Everybody Wins With a Healthy Work-Life Balance,
 http://www.cnbc.com/id/100720414, 2013
12 Robert Levering and Milton Moskowitz, Fortune, Jan 20, 2011
13  CNN, Working overtime may harm the heart, study says
 http://www.cnn.com/2010/HEALTH/05/11/overtime.heart.work/index.html, 2011
14  Survey; see Appendix A for a copy of  survey questions and a longer summary of  survey results.
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FACILITATE A DEVELOPMENT PROGRAM THAT PROVIDES LATTICE CAREER PATH OPPORTUNITIES.
• How does your firm account for varied career-life needs and motivations held by different generations, cultures, genders and 

life circumstances? 
• What career path alternatives could be made available and promoted in your organization? For example, does your firm 

provide advancement opportunities to employees who choose to gain deep expertise in an industry-specific area rather than 
follow traditional ladder career moves from architect to manager to principal?

• How is your organization ensuring that career-life fit discussions are occurring regularly? 

SPONSOR LEADERSHIP DEVELOPMENT THROUGH TRAINING, COACHING, AND EDUCATION.
• What leadership areas are needed within the firm?
• What skills, assets, and leadership types will provide the necessary leadership?
• How does the firm cultivate the needed leadership characteristics in a manner that is productive, inclusive, and measurable?
• What leadership education opportunities are provided to ensure the success of  both the employee and the firm?

ENCOURAGE AND ASSIST EMPLOYEES TO DEVELOP CLEAR PROFESSIONAL GOALS.
• How are the development goals of  each employee taken into consideration for assignments and project teams?
• How often are employee goals reviewed?
• What process is used to track and measure goal achievement?
 

ORGANIZE AND FACILITATE A MENTORSHIP PROGRAM FOR ALL EMPLOYEES AT ALL CAREER 
STAGES.

• What is the process for matching mentors and mentees? Does this process include input from the participants?
• How is the mentorship program evaluated? How is program quality maintained?

ADVOCATE FOR EMPLOYEE INVOLVEMENT IN VOLUNTEERING AND COMMUNITY-BUILDING 
WITH SUPPORTIVE POLICIES.

• How does the firm acknowledge that volunteer activities will grow the employee’s professional network and build skills that 
enhance the employee’s work?

• What written policies are in place to encourage volunteer activities?

CAREER DEVELOPMENT
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WORK OPTIONS

FOSTER A CULTURE OF SUPPORT AND RESPECT FOR A VARIETY OF WORK SCHEDULES.
• Does the firm allow employees to use any of  the following: Flex hours for occasional work-life balance conflicts? Condensed 

work weeks? Regular flexible schedules? Part-time schedules?
• Does the firm provide regular reviews of  employer/employee expectations regarding work schedule?
• How does the firm maintain open lines of  communication and a culture of  acceptance for flexible work options among co-

workers?

CREATE AND CLEARLY COMMUNICATE POLICIES FOR ALL WORK OPTIONS.
• Are work options polices in a handbook and clearly communicated to all employees?
• Do the implementation and perception of  work options coincide with written policies?
• Are there opportunities to provide feedback on the work option polices?

SUPPORT WORK AWAY FROM THE OFFICE.
• What telecommuting capabilities are currently in place? What are the requirements for granting telecommuting access?
• Is a trial period required to prove efficiency and productivity?

ACCOMMODATE TRANSITION TIME FOR EMPLOYEES RETURNING FROM PERIODS OF 
EXTENDED LEAVE.

• How do policies support transition time after leave?
• Are pre and post-leave meetings conducted to discuss return-to-work expectations and limits?

PROVIDE FLEXIBLE SCHEDULES AND FACILITIES FOR MOTHERS WHO ARE BREASTFEEDING AND 
RESERVING BREASTMILK. 

• What methods are used to support a mother’s pumping schedule?
• Is a comfortable, private and sanitary lactation room provided?

CREATE A TRAVEL-FOR-WORK POLICY AND PROVIDE OPTIONS FOR PERSONAL LIFE.
• How does the firm effectively set and communicate travel expectations that allow employees to make necessary home-life 

arrangements?
• What policies are in place to consider family needs when an employee must travel for work?
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COMMUNICATIONS

COMMUNICATE POSITIVE OR CONSTRUCTIVE FEEDBACK WITHIN ONE WEEK OF THE ACTION 
IN QUESTION.

•  How is positive feedback used to encourage employee engagement and reinforce quality work?
•  What strategies are used to ensure that feedback is objective, targeted to the action, specific, backed up with facts, and 

includes a possible solution or action plan?

HOLD FORMAL PERFORMANCE REVIEWS AT LEAST ONCE ANNUALLY.
•  How is two-way communication incorporated into the performance review process?
•  What is the relationship between an individual’s career development goals and the firm’s business development goals? Is the 

employee informed of  this relationship?

MEASURE SUCCESS BASED ON AN INDIVIDUAL’S PERFORMANCE AND QUALITY OF WORK.
•  Do the metrics used to measure employee performance take into account added value to the firm beyond revenue-based 

performance?  Is the evaluation process fair and unbiased?
•  Are the metrics used for performance evaluation communicated to employees?

 TRACK EMPLOYEE WORKLOAD AND ASSIST IN [RE]BALANCING WHEN NECESSARY.
•  What methods are used to track employee workload? Are tasks that don’t produce billable hours included in workflow?
•  When an employee reports being overwhelmed, do you acknowledge and validate their perspective? Is workload adjusted?

PUBLISH AND COMMUNICATE THE FIRM’S VALUES, GOALS, AND VISION. ALIGN POLICIES TO 
THEM.

•  How are the firm’s values, goals, and vision communicated to all employees? Does this communication occur at least once 
annually?

•  How does the firm assess if  firm policies align with goals and vision?
•  Are employees informed of  goals and empowered to achieve them?

MAINTAIN A WRITTEN EMPLOYEE HANDBOOK/PERSONNEL MANUAL.
•  How does the firm gauge employee perception of  policies and policy implementation to ensure that perception matches the 

intent of  the policy?
•  What is the process for evaluating unique policy situations? Is the process fair and consistent?

IMPLEMENT AN EMPLOYEE ON-BOARDING PROGRAM TO EFFECTIVELY INTEGRATE NEW 
EMPLOYEES.

•  Do new employees feel welcomed and prepared for their positions? How do new employees connect with their colleagues?
•  What existing procedures give new employees the resources to be successful? How does this relate to and coordinate with an 

orientation or mentorship program?
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DISCRIMINATION & INCLUSION

IMPLEMENT CLEAR POLICIES REGARDING DISCRIMINATION AND SEXUAL HARASSMENT. 
DISCUSS POLICIES OPENLY AND REGULARLY.

• Does the firm have clearly written and communicated ‘zero tolerance’ policies regarding discrimination and harassment? 
• Does your firm regularly review office policies with employees (at hiring and/or annually), including discrimination and 

harassment policies?
• Are the challenges associated with benevolent stereotyping considered?

EDUCATE EMPLOYEES ON HOW TO RECOGNIZE AND RESPOND TO DISCRIMINATION.
• What types of  education are provided for discrimination and harassment issues?
• What directives/guidelines are in place for employees to recognize, report, and correct discrimination or harassment if  it 

occurs in your workplace?

SUPPORT A POSITIVE CONSTRUCTION JOBSITE CULTURE AND PROVIDE EQUAL ACCESS 
TO PROFESSIONAL DEVELOPMENT OPPORTUNITIES THAT INCLUDE EXPERIENCES ON 
CONSTRUCTION SITES.

• Are discrimination policies and resources available to construction workers and other consultants in the field? If  so, how are 
they made available and implemented?

• How do firm leaders improve and support positive, professional culture on jobsites? 
• What directives/guidelines are in place for employees to recognize, report, and address discrimination or harassment that 

could occur in work settings outside the workplace, such as construction sites or client settings?

CONDUCT A SALARY AUDIT EACH YEAR.
• How often does a firm perform a comprehensive review of  employees’ salaries? Is the review based on position, 

responsibilities and experience?
• What mechanisms are in place to avoid inadvertent salary differentials between employees with similar skills, expertise, and 

responsibilities?
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BENEFITS

PROVIDE A MINIMUM OF SIX TO EIGHT WEEKS PAID MATERNITY LEAVE.
• How does the firm provide support for an employee with a new child?
• How is this benefit communicated and what are the procedures for requesting/implementing the policy?

PROVIDE A MINIMUM OF THREE WEEKS PAID TIME OFF (INCLUDING SICK, VACATION, AND 
PERSONAL TIME).

• Are employees compensated with adequate paid time off  (excluding holidays)?
• How is this benefit communicated and what procedures are in place for implementation, such as requirements for scheduling 

or reporting time off?
• Is proportional time off  provided for part-time employees?

CLEARLY STATE PROCEDURES FOR DEPENDENT CARE LEAVE.
• Are employees able to care for dependents and family members with support of  the firm, in both a short and long-term 

instances?
• How are processes structured and communicated?

PROVIDE PAID MEDICAL INSURANCE FOR EMPLOYEES.
• What types of  insurance and insurance-related benefits are offered for employees and their dependents?
• What are the enrollment requirements?
• How does this benefit apply to part-time employees in a fair and equitable way?

SUPPORT PROFESSIONAL DEVELOPMENT WITH AN ANNUAL ALLOWANCE OF TIME AND 
MONEY.

• How is professional development supported at all stages of  an employee’s career?
• How do these policies align with the value your firm places on licensure, continuing education, certification, knowledge and 

expertise?

IMPLEMENT A RETIREMENT SAVINGS PLAN FOR EMPLOYEES.
• What are requirements for participation in the firm’s retirement savings plan?
• What resources are provided to assist and encourage planning and saving for retirement?


