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The CBRE Employee Handbook for 2023 serves as a foundational document for all employees at
CBRE Group, Inc., outlining the company's policies, procedures, values, and expectations. This
handbook is designed to create a cohesive work environment, ensuring that every employee
understands their rights and responsibilities while fostering a culture of respect, integrity, and
excellence. The handbook is not just a set of rules but also a reflection of CBRE's commitment to its
workforce, promoting inclusivity, diversity, and professional growth.

Introduction to CBRE

CBRE, or CB Richard Ellis, is a globally recognized leader in commercial real estate services and
investments. Founded in 1906, the company has expanded its operations to include various sectors,
such as property management, investment management, and project management. With a mission to
provide exceptional service and innovative solutions, CBRE employs thousands of professionals
worldwide, making it essential to have a well-structured employee handbook.

Purpose of the Employee Handbook

The primary purpose of the CBRE Employee Handbook is to:

1. Provide clear guidelines on company policies and procedures.

2. Ensure compliance with legal and regulatory requirements.

3. Foster a positive workplace culture.

4. Encourage open communication between employees and management.

5. Outline the resources available for employee development and well-being.

Core Values of CBRE

CBRE's core values form the foundation of its corporate culture. Employees are encouraged to
embrace these values in their daily interactions and decision-making processes:

- Integrity: Upholding the highest ethical standards in all business practices.

- Service: Delivering exceptional service to clients and colleagues alike.

- Collaboration: Working together across teams and regions to achieve common goals.

- Respect: Fostering an inclusive environment that values diverse perspectives.

- Excellence: Striving for excellence in all aspects of work, from client service to operational
efficiency.



Employment Policies

Equal Employment Opportunity

CBRE is committed to providing equal employment opportunities to all employees and applicants.
The company prohibits discrimination based on race, color, religion, sex, national origin, age,
disability, or any other legally protected characteristic. This commitment extends to recruitment,
hiring, training, promotions, compensation, and other employment-related decisions.

Employment Classification

Employees are classified into various categories that determine their eligibility for benefits and work
conditions:

- Full-Time Employees: Work 30 hours or more per week and are eligible for benefits.
- Part-Time Employees: Work less than 30 hours per week and may have limited benefits.

- Temporary Employees: Hired for a specific period or project and typically ineligible for benefits.
- Interns: Students or recent graduates engaged in temporary work to gain experience.

Work Hours and Attendance

Employees are expected to adhere to their scheduled work hours and maintain consistent
attendance. The following guidelines apply:

- Regular work hours are typically 9:00 AM to 5:00 PM, Monday to Friday.
- Employees should notify their supervisor in advance if they are unable to attend work.
- Excessive absenteeism or tardiness may lead to disciplinary action.

Compensation and Benefits

Salary and Pay Structure

CBRE offers competitive salaries based on industry standards and individual qualifications.
Employees receive paychecks bi-weekly, and any discrepancies should be reported to the HR
department immediately.

Benefits Overview



The company offers a comprehensive benefits package, which includes:

- Health Insurance: Medical, dental, and vision plans.

- Retirement Plans: 401 (k) plans with employer matching.

- Paid Time Off (PTO): Vacation days, sick leave, and holidays.

- Life and Disability Insurance: Coverage for employees and their dependents.

- Employee Assistance Program (EAP): Resources for mental health and well-being.

Professional Development

CBRE believes in the continuous development of its employees. The company offers various
resources and opportunities for professional growth:

- Training Programs: Regularly scheduled training sessions on relevant topics.
- Mentorship Opportunities: Pairing employees with experienced mentors.

- Tuition Reimbursement: Financial assistance for employees pursuing further education.
- Career Advancement: Clear pathways for promotion and career development.

Workplace Conduct

Code of Conduct

All employees are expected to adhere to the CBRE Code of Conduct, which emphasizes
professionalism, respect, and integrity. Key expectations include:

- Treating colleagues and clients with respect and courtesy.

- Maintaining confidentiality regarding sensitive company information.
- Avoiding conflicts of interest and disclosing any potential conflicts to management.

Harassment and Discrimination Policy

CBRE is dedicated to providing a work environment free from harassment and discrimination.
Employees are encouraged to report any incidents of harassment or discrimination to their
supervisor or HR. The company will investigate all complaints promptly and take appropriate action.

Health and Safety

CBRE prioritizes the health and safety of its employees. The company follows all applicable health
and safety regulations and encourages employees to report hazards or unsafe conditions.



Workplace Safety Guidelines

- Familiarize yourself with emergency procedures and evacuation routes.
- Use personal protective equipment (PPE) as required.
- Report any accidents or injuries to your supervisor immediately.

Employee Resources

CBRE offers several resources to support employee well-being and work-life balance:

- Flexible Work Arrangements: Options for telecommuting or flexible hours.
- Wellness Programs: Initiatives promoting physical and mental health.
- Diversity and Inclusion Initiatives: Programs to promote a diverse workforce and inclusive culture.

Conclusion

The CBRE Employee Handbook 2023 is a vital resource for all employees, providing essential
information about the company's policies, values, and benefits. By understanding and adhering to
the guidelines outlined in the handbook, employees can contribute to a positive work environment
that aligns with CBRE's mission of excellence in commercial real estate services. This handbook not
only serves as a guide but also reflects CBRE's commitment to its employees' growth, well-being,
and success. As the company continues to evolve, employees are encouraged to stay informed and
engaged, helping to shape the future of CBRE together.

Frequently Asked Questions

What are the key updates in the CBRE employee handbook for
2023?

The 2023 CBRE employee handbook includes updates on remote work policies, diversity and
inclusion initiatives, and enhanced health and wellness programs.

How does the 2023 CBRE employee handbook address remote
work?

The handbook outlines flexible remote work options, guidelines for maintaining productivity, and
expectations for communication and collaboration.

What new benefits are introduced in the CBRE employee



handbook for 2023?

New benefits include expanded parental leave, mental health support resources, and a wellness
stipend for employees.

Are there any changes to the code of conduct in the CBRE
employee handbook for 2023?

Yes, the code of conduct has been revised to include clearer guidelines on ethical behavior,
reporting misconduct, and handling conflicts of interest.

How does the 2023 employee handbook promote diversity and
inclusion?

The handbook emphasizes the importance of diversity and inclusion through training programs,
recruitment practices, and employee resource groups.

What are the expectations for employee performance reviews
in 2023 according to the CBRE handbook?

Performance reviews in 2023 will focus on continuous feedback, goal setting, and personal
development plans, moving away from traditional annual reviews.

Does the 2023 CBRE employee handbook provide information
on professional development?

Yes, it includes resources for training, mentorship opportunities, and tuition reimbursement
programs to support employee growth.

What resources are available for employee well-being in the
2023 handbook?

The handbook lists resources such as mental health services, fitness programs, and work-life balance
initiatives to promote overall well-being.

How can employees provide feedback on the policies outlined
in the 2023 CBRE handbook?

Employees can provide feedback through designated channels such as employee surveys, suggestion
boxes, or direct communication with HR representatives.
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