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The purp<:)se of this rranual is to present in clear and o::m~ise 
fonn the' information you nec.-'11 to re an effective employee--owner of 
The Solar Center. 

~'he Solar cP...nter is an exceptional O)rtpan.y. l'le have 
principles, a structure, a histocy and a misslon tJ'lt'li.: 8Xe different 
fran ~rost other ro-rpru1i.es. t<Je are proud of these exceptional 
qualities - and equally proud that wa are a sound, prof:i.~'iliJP­
bu!?iness. 

l'k:! expect you to ke ~familiar ~rl th the information contai.ned in 
this manual. If you have any qut!.stions, feel free to ask other 
employee-cr.v.ners, including Board mo..mbers., 

2. U[rlates 

This nt:lnual will be 'l.lf(lat.OO fran tirce to tirre as p:>licies. 
change. You should keep your copy and insert tbe up::lated !-'ages as 
they are issued. 

A rra.ster ropy is available fran the chah: of t..~e Board so- }''OU 

can be sure you have all the latest changes. 

Page I"":~ Purpose 

' ..... ,..~ .. __ ,.., ___ , _______ .,. .. ,. -~· .. 

~-~ ..... -~-~----~-· ------ ·----------



CU.WANY MISSION 

e our comnitm~nt to our cust.a:rers: 
==========~~===~ 

To provide enP.-rgy-saving systems that are gua.ro.r.rteed to 
P"'....rform. _ __...-

.. -
\ ·-.._ 

e OUr o:mnitment to each other: 

To Jl'aintain an employee"'C.Mnsii a:>rnpany that provides 
opport.uni ties for personal growth and :re'.>'arding \\O.tk c 

0 Our a:::mnitrrent to the ro.-rmunity: 
=-====== 

'1'0 hire and prarote wcm9n and minorities and to share our 
profits responsibly. 

. ., 
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'!he Solar Center 

~·· ... III -

CCOPERATJ.VE P~L~ 

As a cooPerative, '!he Sollu· Ce.nter ailheres to pr.ind.ples that.· 
are o:mron to coop2.ratives throughout the tt.urld. 'l'hese include: 

1 o OpP .. n ~rernb=>.rship 

Coope.rati ves are open to all persons regardless of race, . sex f 
ethnic origin, religious or r:cHtical beUefs. Tius 1s rP~lec..ted 
in our cnmU.trrent to affirmative action. 

2o.Democratic control 
==-== 

COOpe.rat:i ve 1.1"e!nbe.rs are equal o:r-cMnmz·s * This is reflected. ln 
oux policy of one person, one \lOte, in tr.e opportunity for any 
owner to SE>.rve on the Board of Dirators, and in our ccmni ta-erat to 
information-sharing and Employee participation. 

3. Sharing of profits 

Profits arising out of the operation of tbe enterprise belong 
to the errploy~-cwners and to oo one else. .Ea:h year we reinvest 
zrost of our profits 1 distribute s::rre am::mg · ou.csel ves , and 
contr5.bnt:e a portion to the a.xmmni ty. 

4. EX!ucation 

Coof:€Xatives help Iri:::mbers learn and practice r"21/ skills, 
inclu:Ung the techniques of cooperation. Cooperatives also ed.ucate 
the general pJ.blic ab:>ut the tenefits of OX)pe_ration. 

5 •. Cooperation arrong roope.ratives 

Cooperatives ~rk with local, regional, national a.fld inter­
national organizations to help strengthen tile role of oooperatives. 
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lo start-up 

Planning fr-··r 'l'he Solar Center began in late 1976., when there 
were just a handful of functioning oola.r s.ystems in the. Bny 1\.n:>.a. 

Tr.e cnnpar.ry cpened for business on Nay 1 P J.977. Ther-e were 
six original founders, each of whan invested· $5,000. He C:aL..cv 
bonortled. $70,000 fran b)1rp~thetic individu.als, al.rront all of which 
has reen re-paid as premised. (The balance is due in 1988 .. ) 

2. Objectives 
·---=--==== 

The objectives of the CXlTI'pal1y f as stated in its original 
prospectus, were: 

E) ~ pro--rote as rapidly as :rossibl$ b:'1e utilization of solar 
energy CE.ptured directly by oonsurrers; 

o ~b demonstrate that a humane business ~1terprise, 
de:rocratically Ire.naged by its e11ployee.s, can ro:.npete successfuJ.J.y 
\rlth conventional business enterprises. ·· 

We ha.ve cbne very weD. in a:::hieving ·those original obje...--ti ves. 

3. ~kets 

During the mrly years, ~ attempted to sell -a variety of 
solar-·related. prcrlocts and service..s, incltrling cb-it-yourself kits, 
greenhouses 1 b:::oks , classes 1 consulting services, and contracted 
installations. · 

sates l:egan slowly but rose steadily. W2 designed and built 
two passive additions to single family h:xres in San Francisco ~ 
and lost IIOney on t:oth. 1-i..'>St of our w::>rk · w:~.s installing &rail 
solar '\ofater heating systems, and occasionally a ~' pcx:;l or spa 
l'P...ating system. 
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'· 
In 1979, we found ll nru-ket niche - central oolar \:;liter 

he11ting systems for apartment OOildings · ....., ·that oo one elae had 
tried. We pioneered eeveral ingenious t*lys to finance these 
systems, including creation of a Safe Energy Fund at Continental 
Ssvings in San "Franciseo. In 1980 we decided to roncentrate all 
ow: efforts on CC!flll'lE!rcial mrk. 

In 1982, we ent..ered the tlmicro-ut.i.litytt field - selling 
energy to end users, with third-party financing of the 
energy-prodt~ing equiprent.. t\e also regan eli versifying into other 
energy-related services: sub-rretering, ro-gener.ation, waste h~at 
recover: i and energy managem:nt. 

4. Sales 
== 

· Sales have grCMn frcm year to year, a.c:.; can be &~ in the 
chart relow. Had We OOen incll.ldi:4d, \t'e w::>uld have rrade the· .11~. 
Magazine 500 in 1983 - a listing of the 500 fastest~re<,ving 
private ronpanies in the u.s. 

OOLM CENTER SALES 
Year Sales 

1977 
1978 
1979 
1980 
1981 * 

1981/8.2 
1982/83 

$ 50,664 
2271480 
469,903 
366,255 
580,954 

1,360,196 
1,557,200 

* Half year (January--June) ~ause 
~Je dla"lged our fiscal year that year. 

5. Political invo1verrent 

We have also reen very active p:>litical1y, playing a leading 
role in tbe fights for solar tax credits and utility rebates. 
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6. tccation and expansion 
.. 

In 1980 ~-e rroved to our current building at 1115 Irrliana 
Stroot, l'.mich is ab:lut four times larger than our original ftwil.i.ty 
at 62 'lb..msa,..nd Street. We also received a $118 r BOO expansion loan 
from the National Consurcer Cooperative Bank. 'Ih.ts is a ten-year 
loan that ~ are sti 11 paying b..~k. 

7. Aibption of Fl'rployee Stock ();..Tiership Plan 

Also in l.980, v;e adopted an Enployee -stock Ow11ership Trust 
(ESOT), -vmich is explai.ned nore fully in &ction VII. This 
eli.minated individual stock c:Mnership and put all the <rirpany e s 
stock in a trust on behalf of the employee-o;mers. 'rtle original 
owners tr<:·.~fered their stock to the tn~t at t:his tirre., 

8. Salaries and renefits 

In the ea.rly years, salaries \<lere low, J;eOple frequently ~•.'121lt 
on unerrployrnent, and \\-e distributed only token mrounts of profit. 
GradUally 1 l'.'e tve reen able to increaSe QUY salaries 1 benefitS afld 
pr.ofit-based bonuses. 

9. · Go.rernance changes 

As our tosiness grew larger and nore O.."!tplex, we d1at'1ged our 
In3.11agerrent strut.'ture accordingly. We rt::M have an eight-nanrer 
Board of Directors and a president \liDo serves as ch1ef executl ve 
officer. OUr governance system is explained nore fully in 
Se::tion XI. 

10. On--<;ping o::mni troent 

TOO Solar Center has grown· and changed CNer the years 1 but \'t'e 

renain ccmnitted to the essence of our original goals. We are 
widely known and respected as a leader in t:oth the energy 
conservation industry and the employee CMnership novement. 
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a~HIP PRIVILEGES AND RESPONSIBILI'!'IES 

L Concept of anployee-cwnership 

·The .Solar CE>..nter is an fltTployee~med business. l\'B wa.r1t you 
to unc'k::r&tand l:Jhat this reans. 

Usually, CNmership and ernploynent in Al!e-rica ru:e divided~ In 
most jobs r sorreb:x1y else OVtrns the bo.siness, f.;ets t.he rules cmd 
keeps the profits. WOrkers at'e employ~..s only., 

At The Solar Center, this d5. vision t resn •.t ~?)tis·t. ~'e b::>th 
\\Urk for and a·m the business • i'le rec:ei ve paycl.-teeks, tmd 't>:.e alSt.) 
share the resp::msibilities, risks and I\Swanls of ownership_e 

An a:.'ne.r is s:lln.:..~ne ~rno ooJces an .ilwestrrent - ·that ls , p.1t.s 
SCA'l'Bthing into a venture ~~ wi. th the e}q;x_""Ctation of earning a 
future reward. Along the \'lay, the c;.vz12r assurres or delegates 
resp::msibility for managing the E!.tlterprise. 

At 'Ib; Solar Center, we. invest noney 1 tirre and en2rgy. o Our 
expected rewards incl\.rle noney (regular p:lyche<" . .ks, profit-b3.sed. 
ron1.l.SE!s and appreciation in tlle value of our stock) , r:~ersonaJ. 
challenges, friendships, and the E?atisfactlons that ·(X)!'('e fran 
b.tilcling and sustaining a hurrane \\Ork env1ro.n.ment. 

3. The Eiiployee Stock. Otmership 'l"'rust (ESO'r) 

Th3 F.lrployee Stock Ownership Trost (F.Sal') is the .,Jcllicle 
throU]h \ruch arployees share atmership of the business • 

All stock in the coq:oration ls held by the ESOr. Within the · 
ESOT there is an account for each ooner.. Wh~n :you l::e."X>>l"e an 
owner, you rralce an initial investrrent. Sb:x'.k is added to your 
a:count for each year }'"'U w:>rk here. \men you leave the ~'1Y, 
you DX1Y cash out your stcck at its value at tllat ti.rre. 
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All full-time and regular part-tlrne Sll>lO}teeS are eit.her 
a..mers or "on the trackn t.o becoming owr1:erso You should oot cq~re 
to v.ork at 'I'he Solar Ce1ter tmless you are ooriously i.l1tel"est:.ed in 
sh~ing the risks, re...cq_xmsibilities and rewards of ownership. 

5. PD~ vi. leges 
=-

. --------· 
As an owner you are entitleCJ. to:. 

fj Run f-or the Board of Directors 
~ Serve on fOliCJ-itak.ing o::~umi ttees 

· e Vote on a ooe person, one vote basis 
~ Participate ln bi~nnual retreats that &~t <:X.'Il.Tpany oojectives 
o Hro.Te access to all infor.ma.tion (except other eroployees f files) 
e Share in the profits of th~ buslness 
o Receive annual d5.stributions of stock through· the ESOT 
& A pa.ld p2rsonal holiday every year 
e Sell back your . stock when you leave;, · · · 

Jcb secur.i ty is another important privilege of avnershi.p. By 
this we d.:> rot rreon fuJ.t you cannot oo laid off or fired. You can. 
(See SEction XIII.) We n-ean that, as an e-nployee-a'ln9d business, 

we rrake every effort to preserve the pbs of CM~ners o 

We do this by striving to minta.i.n a high sales volurre and adapt 
to a1anging rrarket oonditions. If our. \'-X>rk-load is xeduced., we· try , 
to share the available w.:>rk l:efore laying anyone off. If we !~'lUSt J.ay · 
off people, ron-owners are laid off b:=fore omers. If cmners must te 
laid off, they have first o:msideration \\hen ~ re-=bire. 

6. rk:lrkers' rights 

In addition to the privileges of a.mership described alx>ve, 
all \1:orkers have the .follort'ling basic rights: 

e Right to file grievances 
e Right to non-discriminatory treabrent. 

Pb;e V-:~ Olmership 
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7. Responsibill ties 
~ 

As an employee-owner, you are ultiuately m.'31J(>!l.':)ible - along 
\nth the other E!rQlo,yee..-.o..mers - for our FJU(,'Cesa or failure~ 

Your specific responsibilities include: 

@ Making a cash invest:ment of at least $3,000 
o Attending staff rreetings and retreats 
e Staying informed abotrt: business rretters 
® Contributing one hour a 1m nth of tlcr..mer. e s tin-en 
o Co::>peraHng with other .owners for t.he_good of the o:mpany 
® lmntaining a o::mni tment to errployee ownership 
o Giving the best rossible set-vice to our custOI~Brs 
e Performing your job conacientiously 
a Gbing the '1extra mile" without being asked • 

.. 
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· ~. Solar Center 

1., Probationary period 

You' and a11 f'Je\'i e:nplt:JYe€:B are probationaty for ·the f.i.rst 
t»?elve rronths of your a:rployrrent, and Mr'J t:i_me thereafter until you 
bero.-ne an ooner o ~ --

The :PJXJ.)Ose of the probational."'f pe.riod is to give you an 
opportunity to decide \'lhether you want to rrake a longer~·term 
CCilnnH:ment, and to allow existing O"Jinera to evaluate you-r abill ty 
and o::rnni trrent ~ 

2e Orientation 

lie periodically o::mduct orientation meetings for new employees 
at '\vh.tch our history and p:~licies are di.scnssro. If you are a ne\v 
employee, you must attend on orientation rreeting. 

Ths 0...7l1e.rship Cr.mni ttee also a.ssigns you an "advocate 71 
-- an 

existing CMner frcm a different ocpa.rtment vlho can help aruffi"er 
questions and provide ~rson."J.l orientation. To get things started, 
your advoec\te will take you out to dinner - on the house. S;he 
will be available for support and advice nntil you become an CMner •. 

3. 1-isn:>randum of understanding 

Every new atployee must read and sign the Marorandum of 
Urrlerstanding that is include:l in the Apt>endix. This rrarorandum 
sets forth rore of our irrportant p;>licies and principles, arxl 
authorizes us to set aside rroney for your future stock p.rrchase. 

4. Setting aside rroney f-or your downp:l'yn'ent 
• z == --- = ; : =-

During your probationary period I '$25 per reycheck will l::e 
deducted and set aside in an interest-bearlng escro~ account for 
fut~e stock purchase. Aftet<l2 nonths, there will be $600 plus 
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interest in l!OU'C' ~count.· This will be used as a di:x®paytm:Jnt 
tcwar.d your $3,000 min.tmum owre.rship inves:.anent.,- · 

If for any ~li z"'U cb rot becane an owner u tl'w set-asJ.de 
· money \'n 11 be returned to you along with ill the interest eJ:t:med t 

t-.'lot.e: Part-time employe-es or employees eaxnirig less i:lv.m 
$7, 25 per hour nay have a reduced arrotn1t· de-ducted~ 

5o Six-ID.:)nth araluation 
~:~·=== -----· 

Approxim<ately six m::mths &fter you ::;t...c-ut ~urk /~rem \<.7ill have a 
pre-ownership evaluation. This w.i.~l be held \v.i t11 your. iunw:diate 
supervisor, the pre.si&> .. nt r and a .tepresentati ve of the Of-me:cshi.p 
Corrmi ttc'e • 

'l'he purpose of th~ s.ix-rronth eNaluaUon is to die.cuss your 
performance and your longer~term O::'lfocn.i tn~nt - and to ans\4!.Br a:ay 
CJIJestJ.ons )'OU might have aOOUt the privileg·es t!!'i.d responsibilitieS 
~ ON'liership. 

6. Final ~~-rship decision 
=-=-----·--·-

Awroxiroately 12 oonths after you start v,;ork, you will o: '.e up 
for final ~~rshlp review. 

You will be asked to answer a qtlP-Sti.onna.:. re sta.ting your . 
interests, skills and future plans. Yow: answers will be p::>sted on 
the bulletin board so that other a-mers can lP_arn rrore l\.h:.)tlt you~ ' 
(See the Awendix for a copy of the Que...r.;t.lonnaire · for R.-:w owners.) 

Your supervisor will suhni t a written rep:>rt to the president 
recarrrrending \>Jhether or rot to accept you 8.£ an ovvn.er. Her;hir.i' ·'· 
reccrrmendation \<.11.1 be l:ase::1 on the follo:lling criteria: 

e Your ability to take direction 
e Your abiU t'i to ba self-dire=ted 
e Your reliabi.li ty. D:> you oo what you say you _will do? 
e EXtra effort. 1):) you go the extra mile? 
o Your proouctivity. IX> you oo accurate work with little 

waste in tirre and rna terials? 
& Your ability to give and receive criticisn 
~ Your. ability to ooopc--.-rate with· OO-\\orkers 
o Your skill level~ Is it appropriate to your job? 
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s Your o:trlittdtment. Ho:.; long will }'On f'Jtay here aft..e~ 
becoming an O'fi'ner'?· 

~ Your positive interest J.n anployee-o".mership and 
p;trticipating in gcr..rernru1oo~ 

other a-.mers will be invited by a notice on the bulletin ro:;trd 
to submit their written recam1endati.ons to the president o 

A rreeting \rill the--n be held wi t.h your supervisor, the 
president, a representative of the ~nership Carmi t.tee, a 
representative of the Board and any other OiVlle:CS tho.t wish to 
atteoo. 'I'his "review O:.llrmi tteen \'Jill then recomnen·.d \vhether to 
accept you as a .ne\'1 ow-ner, taking into acc:Ount the recorrmendatlons 
of your supervisor and other ~rs, your ansr,Je.rs to tlm 
questionnaire and tr~ discussion at b~e ueeting~ 

If the revi.ew ronrnittee unanirrously la.""'rO'IT!elrls accepto.nce, you 
\>lill be required to sign the stock purchase agr.eernent included in . 
the Appendix. uron signing and tmk.ing your downpayrrent (which can 
be the arrount that's already set aside for this po..rpos€) 1 you 
becane an o;qn •. : r: in good standing. 

If t11e revie:,q oomnittee is not unaninrotm, its rec.an:nendation 
\'lill te submi. tted to the Boa.rd. A decision by 2/3 of the p,oara 
rrembers is then needed for acceptance of ownership. 

In cases of hardship or exceptior.al circumstances, the revier! 
rorrmi ttee (if unaninous) or the Poa..rd (if 2/3 concur) rray grant a 
six rronth extension of your probationary period. At the end of the 
atended probationary p?Xiod, you must either l:ecorre an owner or re 
te1.1ninated a~ An ernployee. 

.. 
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... VII ... 

1. What ~ctly is the ESOT? 

~1f.! ESOT is a trust that owns all the stock of The Solar 
Center, Irx:. 

The ·Trust is adnunistered by a Trustee on behalf of 5.ts 
reneficiaries ~ the gnployee-cwners of The Solar Center. 'I'he 
Trustee is appointed by the Board and is instruct..ed on l~'l tc '\A1l:.e 
the ESOr 's stock by the e:rployee~rs 011 a one person 1 ooe vute 
basis. 

@ It assures continued employee O\n1Zrship ~ · 

® It equaJJ. zes the voting t;:ower Of the owners, regardless 
of h:M rrany shares are in their accounts. 

· · e . It is a tax shelter for the o::>l:nparJY, since oontributions 
of stock and cash are oonsidered t.ax-dedt¥.:t.ible expenses. 

e It is like a retirEm;nt plan for E:roployee-aq}Ers. You 
chip in during the early years of your e:ni?loyin:?nt r the company 
chips in too, and you oollect when you retire. OUr ESOr is in fact 
a qualified Irrlividual Retiren~nt Account· (IRA), and if you dloose 
you can get a tax ~u:tion for your p.lt'Chase of cacrpany ::.tock. 
(See Section· VIII, Stock Purchase and cash-OUt.) 

2. E<.w d:> you get st<Y'Jc? 

Within the Trust there is an account for each (1n'lner. You 
accu.rnu.late stock in your account in three W3.ys: 

·e By p.rrchasing stock at the prevailing price (a minimum of 
$3 1 000 IDrth of stock ItlU3t be purchased after you recare· afl owner). 

o By receiving a hsweat" stock distribution (n:ade to ~mers 
annually). 

Page Vll-1 



~ f.r:1 f,}inharit.ingr~ trtocJb from cthi:.!r owners~ Thle occln:s tv'hen 
~a l~ve and the ~t cashfl..;g ~.lt. their r;tock o Tbte c~sha1""0ut 
and u.nvested stock is distributed t®Ilg ~ining 0,.."001:'8 in 
proportion to their current holdings. 

As an owner, you .n.5Ceive a sto~it oortitl.cate 1:!!\rer.y lPetu:· 
listing the number of Ghare-B in your ~:::count, the Vdloo of the 
shares, ro."ld your uvesting 11 percenta~~o A szmple stock certificate· 
is incl wed in the l\_-cp€'.ndix. 

, 3 v.'fl... ~"'A you b ' ' ' iT teJ t .~1P? • miE'.n """'' ,eg1n rece.tv.tn<;1 swea s·c'U\. 

----·-
You begin :receiving ~>~sweat" stock (£<;;."> callf'~<d because lt ls 

allccated oo the basis of m:mths of s-ar:vice) in tl1e f.iscal year 
after you becorr~ an ~r o The rorrpa.ny 's fisc..al :x~0ax i.s 
July 1 to June 30 .. 

F'or ex'&nple, if :you begin vx:n:kir)9' at Tf..e Sole.x CrotP.x in 
January 1984 anq becare tm a;mgr in lTmmaty 1985, &!Xl axe still 
t«:>rldng at The Bolar Center after JUt'1e 30, 1985, you t..;ill rectrl ve 
your prop:>rtional share of the "sweat" stock c.li&tdJYJtion rrade 
after June 30, 198 5 to rover the fi sca.l year th.at uu1 frc.m July 1 , 
1984 to June 30, 1985. 

You' U also receive a retr'X'l.cti ve allo:;a.tion at this time to 
cover the nonths you \>iDrked ln the pr€!Vious fiscal year (that is r 
J<:muary to June 1984). In other \\:O:rds, you'll :receive n.s\-v>eat" 
stock for ALL the time you \trorked at Th'~ Solar Cent.E~r ,. even the 
tirre refore you became an o;..;ner. 

4. H<hV ~h "sweat" stock will you get? 

TOO total arrount of "SA'eat" stock di.str.ibuted vru..·ies from year 
to year, depending on h:>w the carrpany is Cbing _financially a11d "that 
its tax liabilities are. The B...rard decides on the 118\;?t?at" stO'"'-k 
allocation after the end of the fiscal ;r-ar on Jtma 30. 

Typically, tbe Boa.rd allocates retwetEm J. and. 4 &~.res of 
"sweat" stock p9r oonth of service& 'J.W.s, j£ the Beard distributes 
3 shares per rronth of service, and }"'U \'.;Orked all l2 rronths &;ring 
the fiscal year, you'll receive 36 shares tba.t year. If mch share 

. is w:>rth $16, that's a value of $576~ 
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5. V'-~n d.:> you becare eligible to purclwse stock? 
~~~"g'f=""~~g 

As ooon ru; you beco1Te an CJNne.r ~ In other words , you d-:>11 't 
have to \¥-aJ.t until the follt:.llr!ing fiscal year.~ 

As an o.<ir>.er, you l-it&~ prn:chase $3,000 w;:.rth of. stock rATJd you 
NAY purchase n:ore ~· Up to a na:d.riit'ilt1 of 20 percent of the 
outstanding shares. (See Section VIXI, Stock l?urch.E~E.e t-'nd · 
cash-out.,) 

You can purch.ase your $3,000 'hOrth r;.t once - .tn tr-ilich c:asc 
you receive a 20% discou.11t ~ or you rmy s.;pread your pu.rchaoo over 
up to 24 rcontbs 9 '\. 

You can r;RJIChase additional &tock {ah'J'\N~ tl1e $3,000 m:Lnhcruro) 
any tine after you become an owner~ 

6. t·h~.t' s the vo~ue of your stock? 
==~~~~==-==~ 

Since there is ro pttblic !Irll:'ket for our stock t '1'h2 So1a.r 
Center. hires an app:rai&='._r after the end of each fiscal year to 
determine the "fair rrarket value" of our cry;rpany. rl}-'Pically, the 

· appraiser stays very close to our b::ok val1..'!2 ~ that is, the 
difference l:ebvee.n all our assets and all our liabilities. 

The valoo of each share is thf'..n obtained r.;y dividing the val\E · 
of the oonpany by the total number of shares outstanding. 'l're nure . 
shares \-..B ffive 1 the leSS each share is \<.Urth • (TbiS is called 
"dilut...ion. "> 

All transactions involving the pzchase or sale of stock are 
rrade at the value set U.f t...he appraiser as of the previous Jun.e 30. 
The price does not fluctuate during- the yeor. 

7. vh:lt' s the "vesting" schedule? 
=- ---:::-

"Vesting" rreans b'le percentage of your stock that the a.'Y.rpany 
will buy back \<t1e11 you leave. 

PJfJ stock you've pai.d for is full.y Vl~ted that is~ the 
c::onpany (actually, the Trust) will buy b:"'lek 100 percent t'1f that 
stock, £tt \<thatever the rrarket value is when you leave. 
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"&t>~atta Btock and N!nheritF..:d" stock Me vested. ~-;.'Ording to 

the following schedvJ.e: 

Years of service 

Less than one 
One to two 
'1\,o to three 
Three to four 
Four. to five 
FiVB to six 
Six to seven 
Seven to eight 
FJ.ght to nine 
Nine or more 

10 
20 
30 
4{) 

·so 
60 
70 
80 --~-
~.(). 

100 

~short" years rount for vesting pUrfX)ses, as J.ong as you've 
~rked ~-00 hours during the fit~0a.l year~ 

8G Wi1:.1.t h4prr.>enS \\'h~ .. .n you leave Tb; Solar Center?_ 
~'-----='"'""--~-==--~~- . ··-~ 

If you are an ao;oor, \~<hen you leave The Solar Cmter (t.,het.her 
voluntarily or involuntarily) you may do one of two t.hingst 

~ cash out the vested p:Jrtion of your. stock at its t..hen 
appraised value; or 

e leave your stock :in the Trust for up to the total number 
of years you ~rked for 'I'm Solar Center. 

If you "rn.sh out" \\hen you leave, the Trust will IX\Y you a 
cbw.npayrrent of 20 percent of tL.: value of your stock, and the 
ranalnder in rrontl1ly che&.s CNer three years • You'll earn 10 
~...rcent interest on the balance due you. 

If you lP.-ave your stock in the Trust, you can cash out during 
any annual "winck:.>\.1" (De:::eml:er 1-uanuru:y 31) until fr,e year when you 
MU3T cash out {based on the total t.ima you lrorked for The Solar 
emter). 

By leaving . your stock in the Trust., you are rettlng that the 
val 00 of your stock will rise - and that you' n. therefore re...---ei ve 
nore dollars for your shares. Ti-e nurrber of shares in your .ecccunt 
w::m't giD:'-1 except by "inheritance., i and your vesting parcenr..age 
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If you are granted a leav-e of absence, yotrr st.ock will ~run 
in the Tntst. You \':On 't OOd to lJOur vesting pereentage \vhi le 011 
leave, and you w:>n't get any "~..atr.t shares, but you rr~jl' t'irthe:rit~ 
eone shares and you'll benefit if the value. of th-e st.o.."!k risese 

9. ttfuere does the rroney cone fran to c-:tsh out your stock? 
=~-- -- . -======= 

Every· m::mth the oonpany nakes a oont:ribution to t.he ESOT which 
oovers the p:iyrrents to forrrer c.wren:1. · 'I'he rroney to n"flke these 
paynt?.nts corres £rem two sources: the purchase of J~7 stock by 
incoming a...n1ers, and the profits of t.f}e company~ 

In efft."Ct, wz have a l-evolving equity (that isp OW'nership) 
base. The investments of incoming owners are useil to cash out tr.c. 
depai.ting CMners, a,nd if the OOTI\X"U'lJ has &me vJell, the depart..ing 
owners will get nnre than the :lnco..rn.ing CMners are investing. '!he 
differenoo will o::me fran the . cuty_?any' s profits. 

10. l'\hy it pays tO stick around 
----:.--==================~ 

Besides the fact that this is a great place to work, there are 
at least three stock-related incentives for 5ticking \•r.i th 'I'he Solar 
Center: 

· o Your vesting percentage increases u 

c You pick up ~e inherited" stock ctS other o..niers leave~ 

o 'Ite valre of your stock will rise (we t:cpe!} • 

. . 
P~e VII-S 



-=VIII-

S'.IOCK PURCHASE AND CASH..w!' . 

1 o r.finimun stock ptU.-che.se 

In o:r.oor to share the risks of cwnership~ f:!;lle:ty new employee, 
on becaning an at-mer, must purchase at least $3 Q 000 \\'O:r.th of stock. 

'!'he precise nv.mb..~r of shares you get. for $3,000 t-rill depend on 
the price per share at the titre you p9.y for your stock., (See 
Section VII for an e..xpla.na tion of h:.'1''f7 the val\l':?. of the stock ls 
ootermined • ) · 

2. ACkli tional stock purchase-.s 
.r~ == =.:·,... 

You may p.n:-chase rrore than $3,000 w,rtJ1 of stoc..l{ at any time 
after becoming an owner. The only limit .is that ro single crv.111er 
nay CMn m:>re than 20 percent of tlle total outstancli.ng· shaJ:e.s • . 

We encourage you to pu..rchase nore than the minimum arrount. of 
stock. It can be a gocxi investlrent for three r.ea..sons: 

<li 'n1e rrore stock you purchase, the greater your share of 
anm;al profit-based bonuses. {This is sare.ma:t like a dividend on 
your stcck,; ) 

e If the o:trpany cbes \\Bll, your stock can rise in value. 
(In fact t recause the carpany is still rather young, the stock can 
rise substantially if we achieve significant grav-rth in earn..i.ngs.) 

tD You can get a tax deduction on your rxtrchase of SolR:c 
Center stock. Toot's l::ecause our ESCJl' i.s a qualified Irrliv:l.dual 
Retirarent Accotm.t (IRA) o This means that you can invest up to 
$2,000 a Y""_ar and deduct your invesbrent fx:au taxable inCl'..ne. If 
you're in the 30% tax bracket &- as nost of' us are -- that • s like a 
30% cpvernrrent subsidy for investing in your own rorpany 1 The only 
catch is that, if you leave The Solar Center a..1d w;mt to cash out 
before you're 59-1/2 years old, you must either transfer the cash 
to another IRA or p3.y a 10% penalty tax.· 
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3. stock pm:ch-5\Be 6ptioris 
~'=~=~ 

If you don't have $3,000 avcli1.able, it'~ possible to bs.-xi!fe EU'l 
ClllOO't: 00. the instalJJ.rent plan. 

There are, in fact., eight cllfferent t;'C\Y:IT!i~nt pla.ns for 
purchasing your stock -- and you can C..hOOS-e tbe pla.fl .th-at t B OOSt 
for youe 

A graphir~ sunmary of the purchase options is inclui.ied in the 
Af:pe.ndi.x. Here are roue p.Jints to ke.-ep in mind: 

* By the tim'; you've ~rked here for l2~rn:mths., Y,JU \!nll rave 
built up at least $600 in you:c i,nt£:,rest=b?.-.':l.r.i.ng <"J¥lno....rship <;;CC'~'J:l.lnt. 
This wlll &utumtically l::e applioo to yout' do\.vr1payrrent. r lteanirtg 
tha.t yt.')u'll 1:'-..:"lVB a balance due of $2,.400., 

0 If you select the lunp sum option 9 you'll g-et a 20% 
discount. 'f.tus ITP.-ans tl18.t you '11 get $3? 000 mrth of stock ".or 
just $2,400. (St'Ch a do-Jll} Since you 7 ve ili~dy set aside $600, 
all you' 11 oc'€>1 at this point t..o take advanu•ge of tl'ie 20% disL"Y.>tmt 
is $1,1300~ . . 

0 If you select the u~--:ye.ar option I you \~n It get. a 
diS<.."'unt, but you ca11 spreo.d you'c $2, 400 ba1anc:e over 24 ra:mths. 
That works out. to $100 a nonth,. or $50 a. paycheck. 

o If you select any option in l.:etw-een, you' Lt get a part..iaJ. 
cUsc:ount and the ability to spread your p3.yrtBnts over ·IT~r:tny rr-onths. 
'!'he faster you pay, the ~rreater your <.llscount. 

. Whichever plan you choose, the m:rmber of shares you. recei \te 

· t-.rill depend on the price per share a.t the ture you J:.XiY. Tlus\ xre:u.1s· 
· that, if the price of the stock rises during your p.rrchase p2rioc1, 
you r:rlll get fer,·;er shares fm: your dollars. For ro~arrple, if tJw 
price of our si:.ock is $20 per share when you b2gin p;1yin.g $100 p>?r 
no nth, you' 11 r~i \re 5 shares a rronth. If. Jtt'le 30 {the end of our 
fiscal year) then arrives and our stock is re-valued clt $25 per :~ 
share, you '11 get only 4 shares a rronth for the i"J'-2-Xt 12 n.ur.t.hs. ' 
(On the other hand, if the value of o.ur stoc."l{ should faD., you•d .: 
get MJRE shares p<".....r rrontlt in .the later nonths.) 
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The answer will depend on your .i.ndividual f.i.fl.ancilll si.tuation 
- and whether you think our stock value \'!ill ri oo, or \-tl9 9ll be 
paying a hefty profit~-based bonus. 

If it sppears that, after the next June 30, our st.ock value 
will rise substantia~ly and thare might be a sizeable profit-based 
bonus, it makes sense to purchase as mUch stock as you p:lSsibly 
can. It may eve.'1 nuke sense tD ror.t'CI-H from t~elati ves or ct credit 
union to make your stock purchase o ___ 

'· 

To help ~u choose your best option , feel free to consult with 
tbe ESOT 'I'l:ustee or one of the Boo..rd nembers. 

So Cash-out ~n tennination or n~tir~rent 

Wten you leave The Solar Center I you rove ho.:ro ch.:>ices with 
regard tD your stock: 

0 You can cash out your vested stock at its current valt11-;; 
or 

E> You can leave it in the ESar for a tirre :rericd rot to 
exceed the time you worked for The Solar Center. 

If you choose to cash out irrt-nediately, you must rotify the 
corrpany in writing w.i thin 90 days after your unnination or 
retirere.1it. Too value of your stock will then tB the appraised 
value at the end of the fiscal year irrrrediately preceding your 
departure. · 

You' 11 .llrmediately receive 20 percent of that value in c>.-:tSh, 
with the mnainder raid in nonthly checks over ·three years. You'll 
earn 10 percent interest on the unpaid bilance. 
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6. Leaving··your Btock in the liSOl' 
-~~··~~~--==~ 

If you choose to oo ro, or if }'OU do not ootlfy the OOIIP.Dl1Y of 
your desire t,o cash out within 90 deyo after tt~rmination a.>: 
retlrelP-nt, yom: stock -v.d 11 remain in the Eror for up ~:o the m~ 
of years 1'nll w:>rkoo oore & You rray cash out dtrring any a111.1Ual 
~window" (December 1 to January 31) during tbis peri~ at the 
appraised value as of the end of the previous fiscal year. 

7. Retired o.mers and owners &eritus . 

If you've left your stock ln the ESOT.;·you are a "retired 
o;.;ner" and have the right to B.tt.e:nd and ~-ak at OJ'rrp-3-ny 1:et:ceats. 

If you've cashed out your stock rot are still ~~iving 
p::tyments, you remain an lil~_r emeritus 11 and also hsve the. right to 
attend and spe.ak at oonpany retreats $ 

Because Tre Solar Center is en arployee~.d oon1pany, reti.red 
Ckll1e!:S and ovmers emeri tu.s are not eligible to s.rn;~xe in am1u.al 
profits, rec--eive. aiklltion..::U "sweatw stock distributions 1 or \:JOt.e c 1 

matters reing cec.ided by the om1ers e Hcwever, the-y .remain p:'IJ:t of 
our e>..tended family G 

At its sole discretion, the OQT.pany may cash out or oomQlet~ 
the cash out of retired owners or o;.mers e-oeri tus at any ti.m.~. 

-. 
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We pay ourselves in bx:> ways at The. Solar Cent.en 
b..'ice·»a-m:>nth p:'!ychecks and year~--end oonuses 0 

Regular p9y days are the 15th and last day of each oonth • 

Regular pay is how:ly fo:r m:>st lX>n-sales en11,;>loyoos 'and 
conmissions for &:l.les peo'.t?le. The presidei1t. and ror.e oopartm~nt 
heads receive m:mt.hly salaries • 

A general J.X)liC'.'{ for ron-sales errployee.··owners is that ti1e 
range retween the highest and Jm1est pay rates shall oot exce-ed 
2-to-1. 

Bonuses are p:U.d after t.he €'-::nd of the fisca.l year and are 
based on the profits of the conpany (see Section X) and, in sorr~:; 

. cases, on individual perfonnance~ 

l\'e also :receive fringe renefits such as h=>-alth insurance, sick 
leave and paid vacation, which are described in the next section. 

Be::ause we are an enployee-oimed corrpany, we can inwrove our 
pay by irrproving our profits ~ and s..haring tl1e qdins via larger 
b::muses. 

2. Hours 

I·1Eml::.ers of the 'installation departrrent oon:rally w:>rk 40 h::mrs 
a week divided into four 10-hour days, ~nday through Thursday. 

If you are in t11e installation departrrent, you trill norrra.lly 
rep:>rt to work at 7: 30 AM- and leave W;)rk at 6 PM. ~re is a 30 
minu'ce break for lunch. 

Office \'-orkers oormally werk an average of 40 hours a ~. 

Sales pecple on COD'lJlission are expected to w::>rk 40 b:mrs a 
week. This nay inclooe e-venings and ~ds. HeM the time is 
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Mru1i:lgers, inclooing &pari..-rrer1t h·~ads and t.he presiderrt, Bre · 
expected to \<."ork as nany r10m:s M are need.ed to fulfill thei:c 
responsibilities. 

3 ~ OVertime and <nrp tilre 
~=--== 

Only \\\Jrkers who are paid on an hou:rly basis . 1-ecei ve ov~xt.Lrre 
pay for rrore than 40 hours a \'.'eek. Overtime pay· is 150 percent of 
nonlk.u pay. 

Salaried \>X)rkers have~ s:me discretion ~ \'l.l th the1 r 
Sllpr-'..XViSOr 'S approval - to take cx:tl"@ tire ru.llC'e they do not 92t 
IY:lid for overtime. 

In a ro;npany· that. is CY!med by its e:.r · lC'.rye:-es , tlw.-=e are 
inevitably a nurnbe.r of neetings tlmt invol.\iB overall ca:cprV1y 
policy. TlB Solar Cen~..r t s r:olicy on staff :t:.-eetings is ~.s folla.-ts! 

c; Dep-.-u.tme.nt rreetings or rcanagement rreetings that are 
concerned \'nth regular business operations are held Ci"l o:tfi~'lllY tirne 
and you are paid. 

G !'ontl1ly s+...aff neetings 1 carmi ttee rreetings and the 
twice-yearly retreats are reld on our o;m time and you axe rot 
paid. staff neetings are OOntB,lly held after work en the first 
»x&y of each :rronth. Retreats are usually reld on ~ends in 
FEbruary and AUJU.s'c. 

In addition to r;articipating in staff Ire"etings and,retreats 1 
owners are expected to "investu one rour a rronth of unpaid !'1o.vner•s· 
titre." This nee1 rot l::e Cbne every rronth, but should average one, 
hour per l!Dnth over the year. "CMner' s tirre" CO.t'1 ·be u....~ for ·,, 
conmittee n-eetings, organizing social or athletic events, fixing up 
our lounge area, CDOking 1 or doing anything that r.te1ps zrake Th2)· 
Solar Center a retter place to work. 

•. 
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5. Iootallu:a t pay .. 

MErooors of the installation department receive hol.t-cly pay 
based on skill level and responsibility. The levels and the.Lr 
oourly rates are- as follO'<'lB: 

(to be up-dated) 

6. Sales people 1 s pay 
= . ------- .-----

The normal o:man.ission ro.te for straight oolar sales is 8 
percent of the net oontract price.. 'I'rere l'!'ftY be lxmu...~s f.t"'m tirre 
to tine for sales people ~1o rreet spe.ci fie O:Jrn~~ny g;_')als (for 
exarrp le. , cash Bales.) o 

For :Pbs financed through third parties, the com.nission 
schedule is: 

6 percent of the first $100,000 
4.5 pexcent for the second $100,000 
3 parcent of the balance CNe.r $200,000. 

The policy on draws and advances is detenni.ned by the sales 
rranager and the president. 

7. T.irre mrds and o:xrmission di sburserent requests 

Tirre cards for hourly employees should be subrni tted to the 
field supervisor at the end of each ~"<Y period. 

Ccmnission clisbursement requests should be submitted to ti1e 
sales :rrana.ger. 

8. ExpenSes 

TOO use of your personal car ~rile on o::rrpany business will l:e 
reimbursed at 20 cents a 111i le. 

Rei.mbJ.rserrent reqoost forms are available fran the l;ook.keeper 
and In1lSt re signed by your supervisor. Requests must re submitted 
by the end of each rrenth. • 

Page IX-3 Pay and HOllrs 



~ . . -~ . 

.. 

'ftue Solar ~.nter 

L HEXilth insurance 
= • I 

You are entitled to Kaiser health insro::ance after one nont.h of 
errployrrent. 'l'he cash value will oo refunded to you .if you already 
have your cMn ooverage. Your depe.nc'l.ents axe not covered o 

2.. Sick leave \ 
'--.. 

You may use sick leave for persorru illne~;s, oodical 
trE>..atment, or illness or o.eath of.a .relative or close friena.. If 
you take sick leave for rrore t.h--J.n tlu:-ee days in a r:(xi, you mu..rrt: 
subrflit \-'1.dtten verification before you cxm be p-J.i.d. 

Full-time employees (except sales people) begin accruing sick 
leave after two lTDnths of ernployment. You acct-ue sick leave at the 
rate· of 56 hours per year < 4-2/3 hours per rronth) • 

If you are an hourly employee and at t:he end of a yetu.· you 
have not used all your accrued sick leave, you have ti'JO q:>t:ions: 

e Carty CNer your unused !X'rtion to the next year.; or 

~ Cash out. half your UI1ttsEd portion (at your average p:1y 
during the year) and ca,ny over the other hllf to the next year e 

If you choose to cash out mlf you.."t" unused sick lE>..ave 1 you IJ[;ly 
do so only on the "cash out. day" .i.mrediately foll<»Ting the, anni­
versary of your hiring. Cash out days are DecEmh~r 31 and June 30. 

For exanple, if you -v.:ere hired on April 1, 1983 1 your first 
cash out day w:>uld oo June 30 1 1984. At that ti.rne you could cash 
out half your unused sick pay for the p;>.rloo April 1, 1983 to 
April 1, 1984. 

- . 
If you are a salaried employee, you may carry for"WW.rd arry 

unused sick ~y to the following year but you cannot cash out. 

Wro211 you leave tile a:xrpany, you will be cashed out in full for 
your unused sick pay (except that any noney you. cme the carpany 
will be subtracted) • 
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Fttll-t:irrce erc,loye<:>.-a Nho have worker] here ~at le..ast one rront_l) 
are E' .. nti tled to the follO\'!lng paid holi&1ys: 

1-.~ Year's Day - ttfarorial Day ... Chrie'qu,:u:1- Dot 
4th of July - Labor Day ~ 'Ihanksgiving. 

Pay. is based on an S=hout' day~ There is no e,"{t.ra pay for 
holidays tha·t fall on a day off~ · 

In addition, C>"'l11e!'s are enti tlE..-d to one~ per£">Onal p;'lld hoJ.lday 
per year. You must arrange in advance with your sup;::>...rvi sor to t.:ake 
the personal holiday~ 

4. Vacations 

Except· if you're a sales person, you ()Ie ent:i t~oo to 'b'.\10 
weeks~ paid vacat1on J_:er yer:rr. If you are a new t'!irployoo, you nay 
take one W<:::.E'.k tlfter six m.:mths of erplO'Jlrent and the other week 
after your s-econd six m::mths. Or you may save up and take tr.te t:¥.'0 
weeks together after a ~..r. 

As schedhles and \\Urk-load permit, you rra.y be able .b:> t.cike ru1 ... 
additiona.l t.mpaid \•;eek of vacation (totalling three lcveeks p:;r year} 
with approval of your depar'cment hP...ad. (Winters are the rest tin-e, 
as \I."Ork is slowest t}y.:>__n.) After three years with the ~.any 1 you 
receive a third ~ of t:aid vacation. 

Vacations must te. approved in advcmce by your department head .. 
You must provide at least ~ n:onths advance notice. If t.here are 
oonflicts in vacation scheduling, priori t.-y goes to owners w'Do have 
worked here tbe longest. 

Unusoo vacation t.i.rre rray be carried :fonrard to subsequent 
years, but nay. not re cashed out. 

OWners who rE>.sign rray cash out up to three \\leeks 1 l<J:>rth of 
unused \7acation time. Owners who are involuntarily terntinabxl nay 
cash out half their unused vacation UJre, q> to a rrax.L-nun of one 
and a half \\'eeks 1 \\Drth. 

.. 
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6. Mat.-erni ty /p.."J.te:cni ty lP..ave. 
~~~~"'=-~~-----~~~= 

Maternity and paternity J..e.aves 'i.•Tlll te ~rranh'rl to all crl'!r"lers 
for up to three rronths. PD?r:Jfl-!lllt. E:\llploye<.:;s nay oork s.s 1ofB 6J5 

their health )?errnits "'ith approval of t~heir physiciru'lo All letiVC$ 
granted expire two m:mths after dBlive .. xy. 

l-1.-::tterni ty /paternity leave is without tBY except for acc.tut:d 
sick leave, 

7.. Military veserve and, jury·· duty 

You nay take e\ leave to pu.ticipate in· military reserve 
acti vi t.i.es as required by state and federal law, and for jury duty. 

8.. Unsn'!ployment compensation and W:)rk sharing 
=-<======.;;:::....=~-:----~-

If you are J.aid off or your tours are reduce:i bet.::ause · hlsiness · · 
is slew, you can receive tnerrployrrent .ca:rpr.:msation fran the · state 
of California.. This inchrles s:::rre payment for redtlL'ed rours un&r 
the state's ~ .. ~rk sharing program. There is rormally a roe 1>~-eek· 
\2itir1g period before b? .. nefits l:egin •• 
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t~ redtJ,ctioru~ are t-eqtured due t£:) U!C: .· of ~,ork t ron~'!/lerfl 
t'lill l~ve their hours reduced before a.meree Whenever pcrssible, ~1f'3 
try to cut hours across the board mther tht.m lay. €.i1<-2loyees c:ff 
entirely$ 

Note; People who volootarily leave the CX>rfpany ox· t?..Jte an 
unpaid leave of lilisence are oot entitled to .re<..--ei ve unerrploymant 
carpensation. 

9. Disabi~ ty insurance ru1d t•:orker' s ~.-nsation 
~ ;::: ... ---

·· The ronpo.ny pays for state disability insurance that can r;ay 
you up to $154 a week if. you are kept fro:n \',urking by a rDn""l«>:dt 
related lnjury or illness, inchrling pregnancy. '1ner.0 1s nm .. -rtally 
a seven day Wliting period before benefits begin. 

Tre oorrpo..ny $jpo P9-YS \'JOrker r s OO.'Tip0!1Sa'don insurance that 
provides hospi talizaticm, nedical and lost t.inte be.nefi ts for 

· injuries or diseases incurred. t'tihile oo the j-.)be To obtcl.in ,,x:>rker' s 
roapensatiOI'l renefi ts you i\11JSt ~..iliately l:eport. an injury to your 
&upervisor. Ti:Bn you must &-ee a doctor and ask her/him to file an 
accident report \ci th the state Depart.:rn.ent of Ir:tbor • · 

10. Joo-related Education 
= 

When you ·improve your :Pb-related kncMledge and skills, th2 
entire enterprise tenefi ts. Therefore, \>Je ho.ve an education bt.ld.get 
for anployee-o.mers out of which \'.'8 pay p3It of the rost of 
seminars, rourses and other outside training that lr.Jnefit.s the 
conpa.ny as a \mle. 

If you \!Tish to take a job-related seminar and receive 
reimbursarent for Cbing so, you must request authorization fro-n 
your departnBnt read. Your departrrent head will decide based on 
the l:xldget and the needs of the ~. 

If we pay for an outside seminar and you leave the carpany 
within 12 nnnths after oorrpleting the seminar, you are expected t.o 
reimburse us • 

.. 
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ll. Mated.als sales 

As a benefit to rranbers of 'the Solar Center. nfrunlly, ~ }"'U can 
purchase building or office materials tlu."'ugh th~ ('X)ITpa_ny under the· 
following tenus: 

@ CUrrently w:n:klng ovmers (C Js) buying rnate:r.ials for 
personal or rosiness 'IJSe With 00 ~f:lrk involved for pul"'Chasing &9ent 
or oontr91len l\b treu:k-up ova· our o:>st .. 

e !Zrployees, fo.rmer a.mers or n:m~urkin·:r Cf1,;n:?.rs ( E.FO}'Y\Os) 
for personal use with no \I.'Ork for purchasing· oJ:Jent or controller~ 
lol multiplier. 

~ OAOs, any we, ltl.ith w::>rk for ~rchasing agent or 
controller: Ll mLutiplie.:\':. 

e EFON''i\'OS, perr..onal use, with \•nrk for purchasing !'9'et1t or· 
controller: L 2 multiplier ... 

e EEON't\Us,, buslness use, 163 nmltipliero 

PayYrent is due seven days after you get our invoice o If you 
ron' t P=lY in seven days, the price rises to our co-- t times 1. 6 
multiplier, the price at which we sell to the public. 

J2 • Outside erpl oyrrent 

Outside emplo}'lrent is a:::ceptable as lo~~ as it 'bes rot. 
· interfere wi tl1 your performance or involve a ronflict of interest 
with Tte Solar Center. You should discuss art:f outside anpl.oyrre.nt 
with :'J"'Ur departrr.~nt tead to nake sure it is ronsistent with this 
p:>licy. 

13. Profit sharing: "sweat" stock 
=== ? ..... == = ==== 

After the end of each fiscal year, owners receive a 11 sr.>."eat~'~ 
stock b:>nus. 'Ihe value of the b:mus will vary frali Y€'.ar to y-ear, 
depending oo t.lte profitability of the a:npany ru1d h::M rrany m,')nths 
you w:>rked during the year. You may alSo 1-eceive rom "in.herite.dn 
stock. <See Section VII. > 
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You oon 't receive cash for your ~<~tJ~>\"3-at~'~ Btock or R.f.nherited" 
stock until you leave the eotrpa.ny and cash out~ 1~t that tune the 
cash you receive ~pends on the value of· the stock t:md your 
~vesting 11 psrce-..ntage. 

14. Profit shari.ng: cash 
=:z-7 = 

Att:P..r the end of each fiscal year,. the Beard d?cides how much 
of the year's profit t·li 11 be distributed in cash to O:li&er.:s ~ Under 
the ter.rns of our Crop Bank loanr we cannot di.stribJ.te rrore than 20 
percent of our profits. Tha rest must be reinvested .in the 
business o · ~~-

Or:ce the total anxmnt to be distributed is detetmi.ned by the 
Boa1:d, the stun is divided arong working 0\>IDers (including sales 
people and nanagers) aco'"...)rding to the fol:lr::Y.'lilig formula z 

0 1/3 based on the mrount of stock }UU v ve raid for; 
6) 1/3 based on the number of m:mths you \'.;orb: \ dtrrhig the 

p.~ fiscal year; 
e 1/3 based on the total nurnl:er of rronths you've w:>rked for 

The Solar Center. 

For example, suppose the rort'{)a.ny earns a profit of $100,000 
and $20,000 is distributed <tiTOng the o..mers. If there are 15 
,,~s.:n.·king o;.mers, the average oonu.s will l:e $1 1 333 1 but s::l.re CJHners 
will get rrore and sane will get less. Whether you get rrore or less 
than the average will &;pend on tow much stock YQU've paid for and 
row long you've reen with the a:mpany. 

Ncn"""WJrking cwners - that is 1 o.vne.rs M-D have left their 
stock in the ISO'l, but rn longer -work at The Solar Center - are not 
eligible to receive profit-based b::mu?eS. If you are an avner t .. oo 
has W?rJced one or nore nunths during the fiscal year, you are; 
eligible for the tonus, rot it will be pro-rated l:esecl on m:mths 
w:>rked during tl1e fiscal year that you w.::>rked. · 
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If the cor~ny ic profitable, the value of your stock Nill 
normally increase~ fJ."his is oot 1m it'rmediate b~nefit but will m~n 
nnre resh in your pxket ~hen you leave the m1{)any. 

16. Value of benefits· 

In a typical year t the v"a.J. ue of your l:enefi ts co.n be 
substantial o 

-------
As an ex..."Ulple, suppose you are ru1 installer em:T.l.i.ng $~ &'1 

h::>ur o SUppose you are also a fully-·paid a-mer \.-m h:..:1s "V..:o:rked here 
for· three years & Here is a ple.usible estimation of the v .. 1u2 of 
your annual benefits: 

Benefit 

Health insurance 
FICA (social security) 
Sick leave . · 
Paid hoHdays 
Paid vacation . 
Unemployrrt?..nt insurance 
Disability insurance 

- Worker's a:xrpen..sation insurance· 
Savings from rraterials p.rrchases, 
Job-related seminar 
PI SYreat" -and R inherited" stock 
cash fro:n profit sharing 
Rise in stock value 

'IOT.AL VALUE OF ·. BEtiD.i'ITS 

Value 

$ 650 
1,200 

504 
504 

1,080 
660 
184 
918 
100 
100 
500 

1,300 
720 

$8,420 

,-
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1. Who decides -.J.mt . 

A (X)Operative such as OUt'S is a self·~goveriting· organizat1on9 
\~it.hin the boundaries irrposed by law and the market., t'->B ('~ide hrN7 

our business is run. -· .. --·_,-

As with emy d=m.xratic governance S"j'stem .. _ think of om: city 
or state or federal govern~nts, for exarcpl(-) .,...,.. rules must be 
established to dete-1.'1fline who decides -wnat. If everyOOdy trioo to 
decide everything 1 the result oould be chaos. 

. The SOlar Center has developed a syste11 of rules .£\X'l.d 
procedures for runnil'lg our ~'iny derrocrati.cally, fairly ana 
efficientlye 'Ihese nlles are embodied in our E.SOT ag-.ceer.nent., our 
by-la\'JS, our :Pb descriptions , and thiG manual. 

·2. Division of resp:msibilities 

Req:onsibili ty for nmn1ng oUr business is eli vid.ed am:mg the 
following: 

o ~ timployee-o-.mers 
c The Board of Directors 
9 Ccm.-ni ttees 
e f.1anagerrent. 

~ionally 1 there is an overlap of resp;>nsibili ties. For 
exarrple, you can be a mrker, an C<li'tler, tmd a rrember of the Board 
of Directors. Scmetw..s you nay have to think or act differently 
depending on which '1lv.lt" you are \'learing at B.ny given :n::rrent. SU::h 
are the joys of self-governrrent! · 

· It: is to the emloyee-crtmers rolleqtively that tl~e Board, the 
carmi. ttees, the nanagers and all enployees as individuals are 
ulti.Ira.tely accountable .. 
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'.·., Because of oor Errpl.O';ee Stock O~rship Tlust (ESO:r), each 
employee~r has ore vote, regardless of hot-; marry shares of st<Y'_..k 
she or he my o..rn .. 

. Erployee-o\<mers elect four n>~nbers of the Board of Directors 
and are eligible to run for the Boord. 0Wr1ers alro tifirtid.pate in 
twice-yearly retreats at which canpany objectives axe Bet·, and 
BP~ on ccmnittees tlw.t assist in the g::>vern,1.1.1ce of the ca:npany. 

P.bj6r decisions - such 1 as a sale or liquidat.ion or a major 
change in structure of t.he ccrcpany - mlJSt be approved by tJ1e 
e:nployee~rs. 

-----·----

Generally, the o..mers delegate to th3 Board of Directors t:.1Y.:! 
responsibility anc1 author.t ty for governing the OOITpany on the 
m.trers ' behalf.. · 

'Ihe specific res{X)nsibilities of the P.toord are: 

€J Set ·£.ales, profit and other fil"l..ancial objectives. 

o Hire, fire and set the o:rnpensation of the president. 

@ Set prl.ori ties for nanagem=nt by oofining the neecls and 
go-.J.ls of the business with appropriate time frares. 

e D2cide the am:nmt of "sweat~'~ stock and profit-based cash 
bonuses to re distributed to owners at the end of the fisc.-ll year~ 

o Review and reo::m:nend to the cwners najor new directions, 
prcxltcts or markets. . 

e Revia.Y and reccm:rend to the mmers the sale, liquidation or 
transfer of the lY..lSiness. 

e Handle all issues relating to stock and corrpany o.vnership, 
incltrling stock evaluation, stock p.rrchase, stock CE~..sh out, 
appj;X)int:zrent. and rerroval of the ESOI' TrUstee I annual E>tockholders I 
rreetings and approval of new c:Mners. 

o Hear or appoint a designee to hear grievanoa appeals. 

Governance 
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® Perform MY other act.i vi ties necess.Etry r:tnd ~ppropriate to 
echieve the objectives of the catpariy. 

The Boord of Directors consists of eight persons chosen as 
follows: 

&> Four uembers f>..lected ·by the ~loyee~rs ·for &taggered 
two year terms. At least one of the four rroot be tm installer in 
the ffeld~ All must be curr0..nt €m,Ployee-"'0¥Iners. 

61 'Ihree additional rreml:x~:rs selected by the four' 
enplcyee-a..mer ID?lllbers and ratified. by all the o..mers. '.Ihese three 
need. not be erployee-owners and generally are cho&?J'l for their 
expertise and experience. They serve one j"ea.:r te!'111S i.md c-::m be 
re-app:>i.nted. -

~ The president is the eighth member of the !bard and se.:rves 
as long as s,lbe is president. 'It»? president do2:.:"B oot rot.<:e on 
Imtters having to oo with hiring l' firing, and. setting th~ 
oorrpen..~tion of b~ president, or on grievances involving the 
president. 

'!'he Beard apy;;oints fran rurong its nanbers a chair, a secret.<-1.r.y · 
and a treasurer, and may appoint one or nn:ce vice-pr€1SiC'tents. 

The chair is responsible for setting Bo:1rd agend.o.s, preparing 
and nailing info:anation to Beard rrembers ,· coordinating the 
conrnittees 1 and chairing Board meetings. 

The secretary is :te.S},X)nsible for Jr.£•eping ana r:osting b.'1e 
minutes of Board and shareholder rreetings, and seeing that. all 
notices are duly given. 

The treasurer is responsible for overseeing t.he lxoY-s and 
financial affairs of the corrpany. 

The Beard must rreet at least six tirres a year, though 
typically it :rreets once a zronth .. 

Elections to the Board are held at the annual shareholder's 
neeting in July. Hcwever 1 if vac.ancies occur 1 electi.ons rray · be 
held at ~rs' ueetings ca1le:1 for this purpose. 

Candidates for the Bortd way be naninated by any · 
employee-o:.mer or by than.selves. N:minations close seven days 
before an electionG 

All candidates are asked to fill out a questionnaire (prepared 
by the incumbent Bo9.rd) stating. their !X)si tlons on i.rrp:)rtant issues 



facing the l>usiness~ 'l"hei:r Ml!ilffe:Cs m:e clx:cuJat.OO.~m:mg the 
erttployee=c1.,.'oors prior to, the {".le-ction ~ 

5. Ca:rml ttees 

There are pel"'1rlallent <:ni:m5. tt.oos and t from t.irre to tin'e, ad 1'10':! 
car~1ti ttees • A Board rrenl::er usually· serves on each ci:mrd. ttoo, and 
the rorm.it~s as a whole are ccordinated b:i the :r. .. -:;ard chair .. 

Exanples of 0!.'.1-going c:x:mnti.ttt."'e--S and t11eir ftmctlons are: 

® 'Ihe. OWnership Co:rmi.t~") recomrn;;mds );1.1liciG>s having to do 
with ~...rship, oversees the orientation and a<n112rshJ .. p revie:A'S of 
ne\<l employees, und designates ~.n '~advtY·....atetl for f-'..a.ch r~1 employee" 

e '1m Car~nuni ty Contributi.ons Cauni ttoo oocick~s t.he CL-"'llpany 'g 
annual . oontribut.ions to non-pxofi t orgar1iz..~tions. 

In the pa.st, t11ere have· beP...n sr1 hoc crJmni tt&:::'1S on p:tufH:. 
slk1X1n<J, IJtock p..u:chase, finanoe, oow p:t:'Odu..."ts and dealing w.i. th 
'"hard tixres 11 

• NormaLly, oorrrni ttee.s are forJI(;rl tr.J help the Board 
organize the twice-yearly retreats. 

~hnica.lly, the comni. trees rreke rc~ndations to the Boc.lrd 
which is r.esp.Jnsible fo:c final dL:.ci sions., In nost cases, o:::t1¥l'li. t.tee 
reco.l'ill(;:mdations are a..dopt£rl. 

Camrl ttee service is uncarpen.sat;ed and voluntary. o.mers and 
employees are strongly urged to volunteer. It's a gTE'at t.;ay to 
leatn l1Pre aOOUt the business and to xrake a difference in the Wd.Y 

~ q:>erate. 

6. :P.i:magerrent 

The j:)b of rranagem::mt is to run the husiness on. a , day-to-day 
basis in accordance with o:rcpany p::>llcies and objectives as 
determined by the Board and the owners .. 

'lh9 president is the chief exa~tive officer. S;he is hired, 
and can re fired, by the Boord. 
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· . '!'he Bolar Center 

The specific' responsibilities of the presiderst aret 

e Achieving the goals and objectives of the oo1rpany., 

<Z~ Establl shing and rroni to ring budgets for each depart:J:nent 
based on nnnthly sales projections. 

@ Meeting \~tly \'lith deparb.nent heads to revl.a\' the past and 
plan for future. 

e · Establl shing m:mthly sales goals~ 

0 Writing and maintaining current job descriptions. 

0 Business planning, inclming Cctsh flow-, sales and 
production projecti.ons. 

o Establishing and ma.intaining relations with financial 
institutions and investors. 

e Haintain.ing ·records of all business transactions as 
property of ·the corrpa.ny. 

~ ALl legal matters. 

e Meeting \.vi th the Board of Directors for review of financial 
statel'i'Bnts, business ~1eti vi ties and job ~rformance. 

o Mnntaining a:mnunicat.ion, :rrora1.e and trust t..hrot1ghout th2 
business. 

6) Maintaining the financial integrity of the business., 

$ Representing the oonpany to governrrent and the general 
public. 

e Hearing grievanre appeals. 

The president nay delegate sorre of these resp:msibili ties to 
others, but is resp:msible for seeing t.h=tt they are properly 
carried out. 
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To carry out these !"'e:SPonsibili ties, the pr~.si&nt is 
specif:!cally authorized to: 

GJ Spend up to $1,000 per rront.h on projects or ronsult.:ation, 
and $100 on miscell.afi..."''U.S expendi tuxes .. 

' 
«J ~_nd or approve e:Jq?enditure'..S of up to 5% over t11e overall 

projected nnnthly ~~get. 

@ Hire, evaluate &"ld fire depar:t:J:'nant heads, provided. that 
s;he must consult. with the Boai:d before firing a depati:.<."tlent head 
\i'lO is also an owner. --

', 

& Ehforce depart:ment ho....a:d.s ', roupliance with budgets .. 

® l-1ake changes in organi za tlon.:U Etcruct.tu:e. 

e Do anything r.eeessary to C'Chieva the O:..:>'fll:>an;{ • s objectives, 
witrout specific approval of the Bo:lrd of Directors, except~ 

- ESOT decisions; 
- Oi'-me:rship issues; 
~ By-law· changes~ 
·- Encuro}.:er the business \'lith ;:.tdditional debt; 
._ Ir ..::rease or decrease the number of euployees by rrore 

than 30 perc:ent J??X year Q 

Other IIB..na9 rs are tJ:ze h2..ads of the proouction, sale_s 1 design 
and administrative c.!epartrrents. 'Ibey are apfOinted by, report to 
and rray l::e fired by the presidento 

'lbe depaxi:me.nt heads ar.:a resp::msible for the su.cce..ssful 
operation Of their OOpartrrentS 1 inClUding hiring and firing 1 

establishing j:)b descriptions, assigning \©rk, rreeting b.ldgt?ts and 
<pals, m.llntaining rrorale and carrnunieation f evaluating dep;u:tn~nt 
n-emlr>....rs, taking disciplinary actions l-'Jhen needed., and hearing 
grievances. 

Dep3rtrrent heads rray delegate and share scme of thsse 
res,p::>nsibili ties, but are responsible for seP.-ing tha.t they are 
pr~ly carrierl out. 
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7 e Pecislon~ng 
~ 

'l11e OO"rpacy has adopted the follcr..;ing process for 
decislot'l-rrrud.ng at ill meetings of the Board, the 01-mers or 
romnittees: 

Declsions shall be made by consensus w'.o-anever };Ossible. If 
consensus C' .. annot b3 reached after all vie\vs have bP...:en e.xpresseii 8nd 
ronsidered for a teasonable pet·iod of tirnr:. - and tJ:1.8re is 
oonsensus that all views have been expressed and considered -= then 
decisions rcay be rce.de by a txJO-thirds vote of those p;,.rticitA'!},.nts 
present and eligible to vote$ '· 

h~ieneve:r voting occurs, it shall be t')n the basis of one 
person, one votee Voting by proxy is not permitted unless 
specifically agreed to. 

'!he reason for this proeess is to assu.re that eve.r:yon<~ r s viE:Ms 
are heard and respect.ed before decisions at:'(~ rraae" lfJhile a.t the 
r.;arre tim~ assuring that decisions get nade in a t.im?.ly nJ.;mner.. If 
we respect each other's vi.ews BEFORE recisions ru:e na&!, it i.s 
easier to inplement them Jl,Pl'ER. they r re rrad~ ~ 

B. Annual s.l)areholder 's m'"~eting 

By law, every rorp:>ration must have an annual shareholder's 
m=eting. Legally, we h3.ve only one shareholder - the :ESOr - so 
we o:xnbine our annual shareholder's JTeeting <which is a bri ; 
formality) tdth an ·annual meeting of the votlng tr-..neficiar5.es of 
the ESOI' ~- that is~ tJ1e arployee-o.mers. 

This nBeting is held in July, after the end of the fiscal 
year. It ls the sarre rreeting at t.\'h.ich elections to the Board are · 
held. The Trustee of the ESOr attends this ueeting, and at the 
subsequent formal shareholder 1 s Ireeting, .casts the votes of the 
ESOT as eli rected by the aii>lcrtee-cr..mers 1 

• 

A quorum at the errployee-<:Mners 1 neeting is a n:ajority of ES01' 
p3.rti.cipants entitled to \'Ote. Decisions are rrade as descriOCd in 
Paragraph 7. · 

Tte nein p.ltiX)Se of the annual &iployee-cmners • rreeting is to 
fill vacancies on the Bo:ird and hear reports fran the president· and . 

· E30l' Trustee al:out the results of the previous fisr..:?..J · year. Other 
natters of inp:)rtance to owners nay also be discussed~ 
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9. Errployee pn11lcip~tion 
='l:..."'lel<<':l:ll,;l;l:>!::::>:!.===>~ 

We beHeve that atl_)loyee pattic.ips.tion is essential to 
assuring a sa tis,fying and prcdocti ve t•ndt. emrira.'1lW2!nt o 

.Besides electing Brerd nan.bers., serving on thE~ 13r.)B.n) tma 
corrmlttees, p:u:ticipating in staff 1neetings and ret.t~eats, and 
helping with oocial activities, en11;>loyee participation tif"..ans b::dng 
creative and resp::msible in J''Our job, tald.ng .tn,tt.iatJve to rolve 
problerns yoursel:f a11d to reco.,-rnend solt:tt:..ions to · p:roblet~S "'hen 
oth:ers are invol 'VOO. 

--· 
There axe several key ingre:Uents to 1raking E:U:plcyoo 

pa:tticipation \\'Orko One is goo1 comrrn.micf1Hcn~ We t.t·y "\lf:.ry' h\.u'"d 
to keep you inforrrw about all asj?el.."t.s of Urt~ business" v~~ dn this 
through d.epa>:.~tment nnd stc'lff rreetings, r!'.:.."Wslet:ters 1 !reln:.>s f J;X)St.J~<l 
financial statements and minutes, retreats, tul uopen file" po1Jcy, 
fu."'ld i.nform::tl da:y-to-day oontacts bebJeen ~t?loyees 11 11k1.M.gers end 
Boo.rd rrs:r~...r a • 

~;tc seek your input on ideas and solutions for maJd.11g ~the So.l~;u:: 
Center t..ork b::;tter • 
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1. Purpose 

. Performance evaluations ere a valuable tool for helping tiS 
achieve our goals • All xrernrers of The Solar C€-..nter - fran 
installer to president ._.. are evaluated 'id th the goal· of ixrp:roving 
r.ersonal and oonpany performance. 

Evaluations incltrle a revie11 of your p3,st perfonMJ1C:e r 
goal ""'Betting f-or the future, and· inforrnal discussion of mu.tl.'lal 
ooncerns. 

You will be re.oognized in a p:>si ti ve W?J.Y for the c:ontt.tbut.ions 
you have rrade, and informed of· areas where improvere.tit may be 
needed. 

2. ~"hen? 
--- ~ 

Your perfonnance - and that of all employees .is evaluated 
J?eriodically in accordance with fup:trtment p::>licies o There is at 
least one evaluation every Six IIDnths, generally in January and 
July~ 

3. By whcm? 
-==== 

Managers and depart:rrent ~rs r:articipate in evaluations of 
each other. · 

~t rranl:ers are evaluated l:rj their departrrent ho...ads. 
DEpartrnent ~1.ds are evaluated by the president and two ernployees 
\'Jho \'~rk closely with the depa.rtrrent head, one chosen by the 
depa.rtm=nt head and ooo by the president. 

Tie president is evaluated by the Beard. In conducting its 
evaluation, the Board oonsults with departrrent l'eads arrl other 
employees. 

P~e :>ai-l E.Valuations 



4. ~''Ti ttei1 r-e:port 
•·.~~~= 

The peroon(s) oonductJ.ng your e\"{UU.{'<tion \'illl \tirr.H:.e a report 
that inclooes t.rn assessnEnt of your y;ast r~rfonrL~""e and mutually 
agreed-upon goals for the next per1oo. 

You t-iill. be asked to s1gn your report f :f ... ndicating t~.grc-a:rent. 
If ·you do not agree \>lith }JOUr report, you may at tach your om 
oorrrt"ents.. If you e.er.iously diso,groo with your report, you may nEet 
with the president to discuss it. 

You may keep a copy of your evaluation rep:n:t.~ Anot.her. ropy 
is trade available to the president and is Jrept in 1J0U.l' r.erscmal 
fi~. . 

5. Progress revievlS 

At t11e teJ.~t of either. you or your· &'t1.peYV'isi.)r, a ttrogr~..ss 
review nay be held between fornal evalt..tations. 

If you axe not -working t:P. t.o st.and.r:trd, y.:mr su~....rv'ioor rmy 
reqt.1eSt. a progress .review and attewpt to pinp::>int the problems ana 
possible solutions. 

6. Exit eva1uo.tion 
====~-

l'Y'tEn you tenninate anployment at The Solar Center, your 
supervisor o::mducts an "exit evaluation" to assess the overall 
quality of your v.urk and p>. ?ide a record for future job 
reca:rmendations. 
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DISCIPLINE 

1. 'Self-discipline is bast, but •• c 

Discipline is necessary for cmy orga1U.zation to. acccrrpl.ish its 
objectives. At '!he Solar (',,enter~> "-'e rely to tl1e greatest possible 
extent on self-discipHne. ~--

We have trust in each other and assurre thc1.t all employees and 
c.Mners are serious and matJJ.re people who will normally d.o the best 
possible job and advance the interests of the enter.J;;:dse. 
~"e"vettheless, we rec."'Ogni ze that occaslons nay arise ~tlen we l;UUSt 
t.alre disciplinary &~tion in the interest Ctf all a1100rs. 

The follor.v'ing procedm::es are intende:i to cover such occasions~ 

2 s villD' s resp:>nsible? 

Depart.m3nt heads ar.e res].X)nsible and have the s.utb<.n:i t.-y to 
initiate di.sciplinar.y action if and when it beccrres necessary. The 
president h...!'\..s the resp:msibili ty and auth:>ri ty to do so for the 
departrrent heads, and the Board for the president. 

3. \'fuat you should not oo 
. =·-· -~=·=-=== 

Actions that nay result jn discipline incl!Xle: 

Refusal to ronply with mrk assignrrents or instructions; 
re:peuted al:senoz or lateness without authorization; rolligere..nt, 
abusive or threatening language or O:mdTh..'"t; obstructing other 
e:rployees fran doing their \\'Ork; nldeness or offensi ven..~s in 
c:1P...cu1ng \\>ith cJJ.ents; reckless conduct or willful negligenC"c which 
results in J_:hysical h9.rm or the risk of physical hann to people or 
property; sexual harrasSlll.ent: derrogator.y speech or treat:rr.ent 
related to race, reJlgion or lifestyle; una\Ith:)rized use of 
ca:rpany vehicles, tools or other property. 

Page XIII-i- Discipline 

. . 
~~~"":":""'--.:"'"~ .. ---~~--~~~. ..':"",_~...........,...~ .. -·..,·"'n;r1""-.:: ... ~~-~--_'f"""'~~~l'l·~~. -~~·~--:l"'~~':~,~~~~-~.....,.........~ .. -·-":"-·---.7,'~~ ...... ~~·~r,"_.,...,---.,.~---·--··r-• . ., - .~..-----·-·, 



' ( 

' i 

.. 
When a situation 1re.rite d.i~cipHna.ry action,. your supervisor 

ttrill det.ermine the appropriate action to be w.en. fJ.'ius rrey be a 
~n1ing, a suspension. '-"'i t .. hout pay, & fine to oo deducted fr0l11 pay, 
or t.E>.J.'ffii.nation. · 

' 
A written record of rurt vio1£<ti.on,· and the actkm tal>:t?.n, "t<rill 

be kept in your per. so~~ file. 

You have the right to submit a grievance if you l:elh·we your 
!:"'cl~rvioor' s action is .inetpp:ropriate. Se2! 8<'::1'.-"tJ.on XI\t .. 

5. D.wolunt.oxy te~nation 

Yesi, Virginia, you can oo firro. 

You ana any other employee or Cltlner rceLy be tex:rtl.:Lnated at. any 
tirre b-j the carpa.ny, in a.c..'COrdan~ \ci.t.h our PJllcies and 
proc.."edures • 

You nay be t.erminated bec.:ause of lack of \..-orkf serions 
infraction of cn-rpany rules f criminal convict:.ion, v11SCC~.tisfact.ory 
p.-;rfonr~nce or other rc-..asons. Nothing in tlti.s rra.nual or any other 
COt.!pany docurfent should be c.onstn1ed aB est.abli.shing an emplcr.Jn'lent 
contract or guarantee 1 xeal or irr:plie.d. 

You may be terminated imrediately and t-iithout se-.?e.ro . .IY.:!e t;ey in 
· · the event of serious misconduct.. Exc:ept for serious mi.sconc.1uc'c and 

lack of \'rork, h:::1tl2:Ver, you will oo.t'Inally rot. l:e te.rminated \cit.hout 
b.u warnings and the opp::n:tuni.ty to correct the problern. 

. TOO first "arrting will conr~ist of a rreet.i.ng betvx~.n you an¢1.·' 
your supervisor, during \llhich the supervisor will p:d.nt. out the· ·· 
unsatisfactory conduct .or performance and, in a p::>siti'\~ w::ty, set. 
forth the steps that can be taken to ccrr€Ct the probl-em. rl'he 
supervisor wiJ~ also establish a date for a sea.?nd :rreeting to 
review the problem again~ 

If the prcl?lem is not corrected by. the t.iJre of the sc-:e."'nd 
rreeting, your St.1p""-rllisor will ~int tlus out, s~t forth thf:; ·steps 
that Im.lf.i; te taken, and set a date for a third ueeting.. If the· 
indicated steps have oot l:ea.ll taken by the third rreet..ing, you nay 
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· · be terrnfna ted • 

If you are a11 a.-mer v your d-apa.rtment he,~d r :>t oonsul t \\ri. th 
the president oofore you t:JXe involuntad.ly ten:nii'iated. 'lhe 
prec:~ldent my at her or his discretion consult tha Boa:cd. 

Before a depa.rt.rrent head "-00 is also an owner can be 
involuntarily terminated by the presidentc lli~ pre..s.ident 1.nust 
ronsult with the Boord. 

r~one involuntarily terminated for cau.~ has a right to a 
grievance hearing. See Sect.ion XIV., --
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The Solar Centt~r 

1 ~ TI:y to WJrk it out 

A grievance is a complaint which qu.e~o;t.ions a supervisor 1 s or: 
manager§ 8 implementatiOn Of (1 policy Or pr()'OS(lure 1 flot th,e p015.cy 
or procedure itself. 

.--~··· 

Our J;:Olicy is to rerol w conflicts at t.he ].O(f-Jt?.St. p::>ssible 
lerel, but when this proves i.xq;;ossible, to provid:~. ~rou l'n th an 
opp:>rtuni ty to air your grievance and sook .t'EllT~t~die.s t'l.t higher. 
levels. 

Accordingly, it is your obligation to c1iscu.ss 8XAY grievance 
first with your brrrediate supervisor~ It. is C<JUa.l.ly your 
supervisor's obllgation to give fuLt and fair b-~ring 'i.:o .;my su.ch 
grievance. 

2. Put: i.t in writing 

Trer- must b? a l'lritten record of your grievance and your 
supervisor 1 s resp:mse. In the event of an appeal, . t11ere must again 
re a '«itten record of your grievance and the responseo . ' 

3. AB?ealing 

If in yol'lr opinion~ your grievance has not beP...n resolved by 
your supervisor, you may appeal to the president. In considering a 
grievance, the president shall m3ke every effort to ru:-~_xtain the 
facts inpartially. 

If, after appealin;:1 to the president, your grievance has still 
oot 1::een resolved., you have the right to a full and fair hearing 
before the Board or its designee, exoapt tllat its designee nay not 
be the president. '1he decision of the Bc:erd or its designee is 
final. 
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'l'he Solar Center 

If you w:t..nt, you may M.ve anot .. her en1pl<:Jj-•ee spook for you or 
assist you in filing a griE.·wmce & 

5. 1\b reprisals 

You \vill not be subjec'c to reprisals of any Ktnd for sooking 
redress of a grievan.ce6 Bo:>Jever, this should not l:e interpreted to 
mean that other disciplinary action may r:Jt be taken if justified 
~n grounds other than· fi :· tng the grievance. 

'-. 

6 ~ Time is of the essP.nce 

You and your supo..xvisors are encouraged to resolve arty 
grievance \<Vi thin 30 days of the incident. Hearings DJ &-upe...rvi Bors 
or the president should be held \>lithJ.n five d5iys of your re<..Jt1est. 
If you do oot file an appeal \vithin seven clays (:tfter a hsa:dng, it 
will be assurred that your grievance has reen resolved. 
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1. I have x.--eceivea,· reacl an.1 understand 'Ina Sol£\r Center 
Ettployee-O'.mer 's ~Jilliual. 

2. I unde!!stand that 'rhe Sok'U" Center is an €'i11ployE>..e-zy.med 
business, and tJ1at all mployees are expected to becorre at;~ners 
after a 12-rronth probation p~xiod ~ · · · 

3. I understand t.he risks, rest-'70nsibilitie.s sxl:d :ce.....ards of 
ownership at The Solar Center and arn seriously interested in 
bacn11ing an owner. 

4. I v.nderst.and I ttrlll h:.we a prel.bnimuy ownership revieH ln 
app:rmd.ma.tely six rronths and a final ~rship revie-v? in 
approximately 12 uonths. · 

5. I understand that during the probationary p-2riod 1 $25 per 
paycheck ($50 a rron.th) ~;i 11 be set aside in an interest ·4::>earing 
trust aceount. 'Ihe savings accumulated in thr! tru.st account will 
re used t.o\tlard the down_p:3.yrrent on too tnirtimun om~rship investrrent 
of $3, 000 • A $600 rrdnirm.\11 downpayn-ent is requirErl. If I cb rr>t 
beDX~B an CMrer, the savings in the trust accou.fit wiJ~ be retuxned 
to me with interest. 

6. During the probationary },)eriod, I 'i'lill attend a oorrpany 
orientation rreeting, a,q '\1~11 as staff rreetings, department rreetJ.n9s 
and ccrrpany retreatse I understand that I miy also serve en 
romni t tees • 

---~·--1 --- -~--
Drployee Date 

San Fra.ncisco CA 

', 
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EMPLOYEE STOCI< O'vV~~ERS~'i~P PLAf·..J 

To----------------------------------------------------------------------
ln accordance wittl provisi.ons of our Pian, your Accounts have b,..-:oen credited as 1oHows for t!-re pofioo 
ended 

1. COMPANY STOCK ACCOUNT 
Lszt yaer'! ba1ance 
This ye~r'! contribution 
Share of forfeiture 
Tmnsfers to/from Other lr.vestment!; Account 
~ew Va!u~ Thh: Ome 

Z OTHERINVESTMENTSACCOUNT 
last year's balance 
This year's contribution 
Share of forfeiture 
!nvestment earnings (ioss~:-'5} 
Tnmsfers to/from Company Stoc~ Acccun: 
New VeJiu~e Thi: Oat~ 

SHARES. 

3. VOLUNTARY COMPANY STOCK ACCOUNT (iq_OO!o VESTED} 
Last year's balance 

This year's contribution 
New VZ~!ue Thl$ D~~a 

Total \f$!ue !Emp~oy~ Stock Own~rn~!p Pl.sn 

';'Q~r Vestl:ici lnt~reg,t T."''!s D.flt~ 

PRiCE VALUE 
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1. The undersi.gned, hereafter referred to P...s the Put'ch<~er, has 
been ~oepted as an OJmer of The Solar Center, and hereby agrees to 
purchaSe n minimt:rn of $3,000 t-,orth of ocrornon stock in ~'he Solar 
o-::mter. 

2. The num.rer of shares credited to the Purcr,asf'x will be based on 
the appraised valoo of the stock at the tim:! p.;4ymemts axe zrade. 
For example, if the appra_ised value ls $16 c.1 S~.!llre at the tirYe & 

rronthly pl)'1fl3rk of $100 is trade, the Purchaser \er.i.ll be cr&"Jited 
with 6. 25 shares upon receipt of said payment & 

3. 'I'he Solar Center l'lP'-XE'by agrees to SP..ll s:tid stock to the 
Purchaser in the mnner stated he.r~-dn • 

. 4o The Purchaser agrees that ill pw:chasoo stock shall oo held by 
'lne SoL"''.r Center B:-rployee Stock O.me.rship Trust, hereafte.r called. 
tl1e ESOT, .and shall be &ubject to all the terms and conditions 
applicab:te to stock held by the ESOl'o 

5. 'Ihls stcr.Jc purchase agreerrent is for the arrount of $ 
(The minimum cunotm.t is $3,000. 7he nBX.i.mun is t..he highest mlntmt 
that \',:ould not cause the Purchaser to CY.•m nnre than 20 percent of 
the total shares outstanding. ) 

6. '!he signing of this purchase agreerrent does oot precltrle the 
purchase of additional st<X:k 1 provided. that the rraxirnun s'cat.ed 
arove is rot exceeded .. 

7. In accordance wi tb the discount schedule and installm~nt plan 
offere::l by the carpany 1 t.he Purchaser agrees to 1m.k.e a <'io,..mp;::.yn-ent 
of $ and receive a discocr1t of . percent against, 
.the total arrount stated in p::tragraph 5. ('J!he zninirm:m dr.JVmp.:tyrrent 
is $600.) 

8. '!be remaining balance of $ · $hall be paid in rronthly 
installrrents of $100 and one final r:;eynent of $ • HCJ'i'ever I 
payments nay be deferred during arrj rrorri:h when the Purchaser is 
involmtarily laid off for three or m::>re c}a'.{s .. 
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2. t<'-Slat do you have tO contribtite as em O'rmer? 

3. ~"lhat. do you hope to get out of being an '!>11'00r? 

\-
\ 

----

4. HeM long are you ~nking of \'.urking at The Solar Center? 

5. ~·mat is your background or interest in re.m::;w-c.lbla eoo:cgy or 
energy CCilSetvation? 

6. Based on your experience here oo far, what in yotll" opinlon are 
the strengths and ~esses of The Solar Center? 

7. In what direction \>~tlld you like to see the b1Siness grow? 

8. w:>uld you be intereste<l in running for the Boal."d or sa...rving on 
a o:rn:ni. ttee? 


