[bookmark: _Toc381876608]Family Forum Handbook

[bookmark: _Toc381876609]Name
The organization consisting of the shareholders and spouses will be called the “Family Forum.”

The organization consisting of family members and spouses will be called the “Family Assembly.”

[bookmark: _Toc381876610] Mission Statement
The Mission Statement for the Family Forum is:

“To discuss business/ownership/family issues and concerns and to insure that Family traditions, values, and goals are consistently maintained and enhanced in all Family enterprises.”

[bookmark: _Toc381876611]Meeting Schedule
The Family Forum will meet a minimum of once each calendar year.  One meeting will take place at the same time as the Shareholder’s Annual Meeting (presently set in July). Other meetings will be scheduled on an as-needed basis.

[bookmark: _Toc381876612]Membership and Attendance
4.1	Membership
The membership of the Family Forum will consist of XXXX and the direct descendants of XXXX and XXXX. The spouses of the direct descendants are also members of the Family Forum.

4.2	Attendance
It is expected that all members of the Family Forum who are blood relatives will attend all Family Forum meetings.  Spouses are encouraged to attend 

4.3  Participation
Additional participants include spouses of the Xth generation and members of the Yth generation. Their participation is encouraged for the Family Assembly. They are also invited to participate in all recreational activities during Family Forum retreats.

[bookmark: _Toc381876613]Standing Meeting Agenda Topics
The Family Forum has agreed on the following topics as standard agenda topics to be included in each meeting:

6.1	Family Assembly
· Family News
· Business Update

6.2	Family Forum 
· Review of Minutes from Previous Meetings
· Handbook Update (as appropriate)
· Charitable Contributions (as appropriate)
· Review of Outstanding Items (from previous meetings)
· New Roles (to be selected)
· Future Agenda Items

[bookmark: _Toc381876614]Communication
The Family Forum agrees that the following communication will be distributed on a continuous basis:

· Company Annual Report
· Summary of each Board Meeting
· Quarterly Letter (from the CEO or the Chairman of the Board)
· Major Policy Documents (as appropriate)
· Monthly Letter (from the CEO)

[bookmark: _Toc381876615]Purpose Statement 
The purpose of the Family Forum has been identified as the following:

exists as a family-owned, -based manufacturer to:

· Conduct business in an ethical manner
· Contribute significantly to the communities in which it operates
· Provide quality products and services that enhance the welfare of communities
· Provide lasting value to customers and shareholders

[bookmark: _Toc381876616]Board of Director Nomination and Membership
10.1	Nominating Committee
A nominating committee will be established when there is a vacancy on the Board of Directors. The committee will consist of 2 Family Board members and 1 non-Director Family member.



10.2  Family 
On the occasion of an open seat (Family) on the Board of Directors, the following process will establish the new Board member:

A) Members of the Family Forum can recommend a family member, or
B) Members of the Family Forum can express their own interest in the position.

10.3	Non-Family 
On the occasion of an open seat (non-Family) on the Board of Directors, the Nominating Committee will develop a search and present two fully qualified candidates and their references to the Family Forum.

[bookmark: _Toc381876617]Media Communication

The goal of the Family Forum is to have a consistent and neutral message that is distributed to the public. The following will guide the public communications:

A) The spokesperson of the Company and of the Family Forum is XXXX.
B) It is expected that any member of the Forum approached by the media will consult with XXXX prior to any communications.
C) Extreme discretion is required when individuals of the Forum are asked questions about the Company in a public setting.

[bookmark: _Toc381876618]Decision Making
It is a goal of the Family Forum to create a safe and open environment with participation from all members.  

The Family Forum will operate, as much as possible, on the philosophy of consensus. We will work to seek consensus on all issues.

[bookmark: _Toc381876619]Communication & Expectations to the Board of Directors 
Each year the Family Forum will state expectations for the Board of Directors. The Family Forum may change these expectations as required due to business or economic environments.

[bookmark: _Toc381876620]Board of Directors Evaluation
When an external Board Member is up for re-election by the Family Forum (see membership 4.1), the Family Board members will provide an evaluation to the Family Forum members. 

[bookmark: _Toc381876621]Compensation for Family Members on the Board of Directors
Any family member, serving on the Board, who is not otherwise receiving compensation due to employment from the Company, will receive the same compensation as deemed appropriate for outside Board members. Travel expenses will be covered by the Company.

[bookmark: _Toc381876622]Family Responsibility Code
Background - To be a family member working in a family business carries extra responsibility with it. There is greater visibility, and more scrutiny of one’s behavior, actions, and values. For family members working at XXXX, whether for temporary summer employment or full-time employment, there are expectations for behavior and responsibility, to uphold the legacy values of the family.

Responsibility Code
1. I will be on time with excellent attendance.
2. I will show courtesy and respect to my supervisor and my co-workers. I will not work with an attitude of entitlement.
3. I will work the “extra mile” and do more than is asked of me.
4. I will work with complete honesty and integrity, doing what I say I will do.
5. I will honor confidentiality, and not share inappropriate family or business information.
6. I will strive to uphold the Company’s Core Values at all times.
Signed: ______________________		Date: ________  

[bookmark: _Toc381876623]Core Values

· We are a family business in it for the long run
· We operate with honesty and integrity
· We care about the people we work with

[bookmark: _Toc381876624]Summer Intern Policy
	Purpose - To establish policies and ground rules for summer and part-time employment for the family.
	Eligibility - All family members who are descendants of XXXX. This program applies to kids who are at least 16 years old at time of employment at the Company, and carries through college summers and vacation periods.
	Intent - It is the intent of this Program to encourage the children and young adults to experience the Company from the perspective of an employee, as they develop their own career interests and engage in summer or vacation employment. As the legacy of the business has been so intertwined with the family, it is considered healthy for the youngest generation to understand the business and what makes it go – and working there part-time is a good means to do so. This is also a means for them to experience what the actual work is, and gives them some exposure to consider employment at as a career objective.
	Application - Anyone who will be at least 16 years of age, and still in high school or college attendance, and who has interest in summer employment, shall notify the Human Resources Director by April 15th.
	Placement / Hiring - As this is an internship program for children of the owners, every reasonable effort will be made to place the applicant in a suitable position for the summer. These are most likely to be “entry-level” positions, and compensation will be at normal pay rates for such positions.
	Children under the age of 18 will not be allowed to work on machinery. Work permits and consent for drug screening will be needed for all those under age 18.
	Supervisor/Mentor - Each person who is employed at the Company will have a supervisor/mentor assigned to them, who will guide and coach them in their work assignments and their employment.  
	Responsibility Code - Each person will sign and abide by a Responsibility Code that spells out expectations for family members. This will include strong work ethic, attendance, and positive attitudes while employed at the Company.  


