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 Welcome to Runway Group 

 

Welcome to the Runway Group!  Buckle up—or strap on your helmets—we’re on a journey to make our 
region one of the best in the nation and we couldn’t be happier you’re with us! 
 
We have a big job in front of us. Whether you’ve been tasked with market-moving decisions or you’re 
just starting out in your career—we need you to dream big, move fast and fight complacency at every 
turn. Runway Group is committed to giving you the tools and resources you need to be successful, and 
we’re excited to see what you can accomplish as part of our team. 
 
Creating, building and enhancing outdoor amenities are an important part of the work we do. From 
cycling to aviation to greenspaces, having access to the outdoors builds strong and healthy communities. 
Your Runway benefits reflect that belief and we’re thrilled to offer cycling and health benefits that 
encourage you and your family to enjoy cycling for fitness, transportation and for fun.  
 
Our job is to push the boundaries of what’s possible and to get results. It’s requires collaboration at every 
turn—it’s the foundation of our culture. We share ideas, help each other solve challenges, and celebrate 
our successes together. Every day in this job, you will learn something new which makes our work 
exciting and challenging. We encourage you to embrace that and share it so we can move faster as a 
team! 
 
You are critical to our mission and we want you to begin your work here knowing how much we 
appreciate your contribution! 
 
Once again, welcome to the Runway Group team!  
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                                  Introduction 
 

  
  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
At the Runway Group, we’re building an organization of people with great skills and the ability to get 
things done. We believe in you and trust that you’ll wholeheartedly join our team effort to make 
Northwest Arkansas and our organization even better. 
  
We encourage a fun, inclusive, and relaxed environment at Runway Group. We have tried hard to 
minimize unnecessary policies and simply ask that you use good, sound judgment to avoid doing things 
that could compromise our reputation as a fair and objective organization. Please know that we hired 
you because we have faith in your judgment and in your ability to accomplish great things on behalf of 
the organization. We’re glad to have you along for the ride!   
  

  

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Our Values 

We believe in creating a healthy, outdoor-focused lifestyle for all 
those who live here; in building world-class downtown 
environments with unique cultural scenes; in offering mobility 
opportunities beyond automobiles; in becoming known for a 
welcoming and diverse culture; and in supporting bold civic and 
community leaders who fight complacency and advocate for a better 
future. 
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Runway and Entities Culture to Model and Live By 
 
1. Runway is an expression of our love for and commitment to place and people – we care deeply 

for NWA and are committed to its economic and cultural transformation, we care deeply for the 
natural world and are committed to creating transformative greenspace, we care deeply for 
people and are committed to making transformative investments in quality of life.   

2. Our people make the difference and our differences make us stronger – our commitments:  we 
respect and honor each person for who he/she is and we recognize and value the unique 
perspectives, skills, experiences and talents that each person brings to Runway.   

3. We are making a unique impact on our Region. We should be very proud of this and have fun 
while doing it. Enjoy what we’ve built, are building, and will build. 

4. Maintain life-work balance. If you are getting stressed or tired, raise your hand. Your mental 
health is as important as your physical health. 

5. Push decision making as far down in the organization as possible. Ensure people have the 
freedom to make decisions appropriate with their role. Ensure managers have the autonomy to 
manage their area of responsibility. 

6. There are no sacred cows. If you think something should change, is not working, is ineffective, 
could be more effective, then bring it up. Be outcome focused. 

7. We are committed to employee growth and development. If there is a professional class, 
course, or otherwise something that will make you more valuable in the long run, then bring it 
forward. We are committed to investing in you. 

8. Much of what we’re doing is new or hasn’t been done before. That also means that if you think 
of it, then own developing the idea and fleshing it out, create it, and present it to ownership. 

9. A high functioning org requires high trust, and transparency. It also requires its members to be 
open to receiving feedback and giving feedback, even when it is hard. Assume positive intent 
from others. 

10. Collaborate and avoid silos. Work together. Succeed as a team. Have a culture of appreciation. 
11. Information has to be shared ACTIVELY. That means if you possess it, you cannot assume anyone 

else knows, and you are obligated to share it. 
12. Leadership sometimes means standing to the side and ensuring your team has what they need 

to do their job, and simply provide air cover when needed. That means team members have lots 
of freedom to figure it out. 

13. Focus on KPIs and managing your business to be cash flow neutral or profitable.  
14. If it’s not a “hell yes” then it should be a “no”.  Empower the team to say no to allow them to 

focus and deliver better results on the “hell yesses”. 
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The Workday 

 

Attendance and Hours of Work 
 
Generally, Runway Group’s workday is from 8:00am to 5:00pm.  We support a results-oriented 
environment and we encourage you to get your job done and use good judgment on your work schedule 
if you need to deviate from the regular office schedule.  Communication with your manager and team is 
the key here. 
 
What to Wear to Work 
 

Our guideline here is simple: dress for the day.  If you’re meeting with guests, dress appropriately.  
 
Conduct and Disciplinary Guidelines 
 

Runway Group has a more casual work environment; however, we want all Associates to understand our 
position on conduct.  We are committed to providing the best possible work environment for all 
Associates and conduct is a part of that.  The goal is for all our Associates to feel safe, comfortable and 
productive when coming to work each day. 
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The behaviors listed below are examples of unacceptable behavior that will result in disciplinary action, 
up to and including termination of employment. It’s impossible to foresee every situation and 
unreasonable associate conduct not specifically covered in these guidelines may warrant discipline, up to 
and including immediate termination of employment. 
  

• Excessive absenteeism or any absence without notice 

• Unsatisfactory work performance, failure to follow job procedure or directives - written or verbal 

• Insubordination or other disrespectful conduct 

• Using Runway Group time/resources for personal gain 

• Inappropriate use of resources (e.g., time, material, equipment, supplies, personnel) 

• Willfully misusing, damaging, or destroying Runway Group or Associate property  

• Theft or inappropriate possession of Runway Group property 

• Inappropriate use of Runway Group’s e-mail, social media, or Internet 

• Violating Runway Group’s Workplace Harassment policy 

• Improper or unauthorized release of confidential information 

• Working under the influence of alcohol or illegal drugs 

• Violation of safety rules including threatening behavior  

 
Electronic Communication and Internet Use 
 

Everyone at Runway Group relies heavily on the Internet to get our work done. The following guidelines 
have been established for using the Internet and e-mail in an appropriate, ethical and professional 
manner: 
 
Internet, company-provided equipment (e.g., laptops) and services may not be used for transmitting, 
retrieving or storing any communications of a defamatory, discriminatory, harassing, or pornographic 
nature.  
  
The following actions are strictly prohibited: using disparaging, abusive language; creating, viewing or 
displaying materials that might adversely or negatively reflect upon Runway Group or be contrary to 
Runway Group’s best interests; and engaging in any illegal activities, including piracy, extortion, 
blackmail, copyright infringement, and unauthorized access of any computers and company-provided 
equipment such as cell phones and laptops. 
  
Associates may not copy, retrieve, modify or forward copyrighted materials, except with permission or as 
a single copy to reference only. 
  
Associates must not use the system in a way that disrupts its use by others. Associates should not open 
suspicious e-mails, pop-ups or downloads. Contact your manager with any questions or concerns to 
reduce the release of viruses or to contain viruses immediately. 
 
Internal and external e-mails are company property. As such, Runway Group has the right to access, 
read, print and report on them. They could also be subject to discovery in the event of litigation. Be 
aware of these possibilities when sending e-mail within and outside the company. 
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Right to Monitor  
 

All company-supplied technology and company-related work records belong to Runway Group and not 
to the Associate. Runway Group routinely monitors use of company-supplied technology. Inappropriate 
or illegal use or communications will be subject to disciplinary action up to and including termination of 
employment.  
 
Social Media — Acceptable Use 
 
We’re all working to make Northwest Arkansas the best place to live, play, and work and we want the 
Runway Group to be known as a fair and objective organization among our community.  Here are some 
general guidelines for social media use so no one accidentally makes a big misstep that would reflect 
poorly on our organization. 
 
Post only Appropriate and Respectful Content 

While we encourage expression of your personal opinions, please avoid posting content or comments 
that might be construed as negative regarding our affiliates and potential project partners. When in doubt, 
do not post. Our reputation as a business partner is at stake here so we take this very seriously and is 
grounds for disciplinary action up to and including termination of employment. 
 
Maintain the confidentiality of Runway Group’s trade secrets and private or confidential information. 
Trade secrets may include information regarding the development of ideas, future plans, processes, 
products, know-how and technology. Do not post internal reports, policies, procedures or other internal 
business-related confidential communications. 
 
Express only your personal opinions. Never represent yourself as a spokesperson for Runway Group 
unless that is your job. If Runway Group is a subject of the content you are creating, be clear and open 
about the fact that you are an associate and make it clear that your views do not represent those of 
Runway Group, fellow associates, members, clients, suppliers or people working on behalf of Runway 
Group. If you do publish a blog or post online related to the work you do or subjects associated with 
Runway Group, make it clear that you are not speaking on behalf of the company. It is best to include a 
disclaimer such as “The postings on this site are my own and do not necessarily reflect the views of 
Runway Group.”  
  
As we all know, social media channels are a way for people to keep up with you, both personally and 
professionally.  We ask you to post responsibly.  As a general rule of thumb, don’t post anything you 
wouldn’t want your boss, spouse, co-workers, clients, and, perhaps especially, your mother to read.  
 
Runway Group may monitor your activity on the Internet. Policy violations may result in discipline up 
to and including termination of employment.  
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Traveling for Work 

  

A manager’s approval and budget allocation for a trip is required before any travel is booked.  Use sound 
judgment for all expenses when traveling including hotel, transportation and meals.  Travel expenses 
should be submitted for payment within 30 days and receipts are required.  If the expenses are 
determined to be excessive, managers reserve the right to deny reimbursement. 
  

Meals and Events 

Business meals should be appropriate to the occasion and the importance of the situation.  According to 
IRS requirements, expenditures for business meals “must directly precede, include, or follow a substantial 
and bona fide business discussion” and “a business benefit must be derived, or is expected to be derived, 
from the business discussion.”  When alcohol is available at work-related events and meals, associates are 
expected to act responsibly at all times. 
  
  
  



10 
 

 
Air Travel 
 
Associates should obtain the lowest fare that reasonably meets business needs and should book as far in 
advance as possible.  Coach class or economy tickets should be purchased for flights totaling less than 
four consecutive hours, excluding layovers. Associates may retain their frequent flyer benefits associated 
with work-related travel but should always seek the lowest fare available rather than choosing a flight 
based on frequent flyer programs.  We have a Cirrus aricraft available for travel, with manager approval.  
Please see the Runway office manager for more details. 

  
Rental Vehicles 
 
Runway Group will pay for use of an economical rental vehicle when traveling for business-related 
purposes. Associates should list Runway Group on the application, use a corporate credit card for 
payment and always purchase car rental loss insurance.  Tickets received while using a rental vehicle are 
the Associate’s personal responsibility. 
 
 Personally Owned Vehicles 
 
An associate may utilize their personal vehicle for business purposes from time-to-time.  You should 
carry adequate insurance coverage for you and your passengers, as well as a valid driver’s license issued 
within the United States.  Use of electronic devices while operating a personally owned motor vehicle for 
work-related purposes is expressly prohibited.  Reimbursement of mileage for local work-related travel is 
at the published IRS rate at the time the expense is incurred. 
 
 Ground Transportation 

Reasonable expenses for taxis, public transportation and personal automobiles to get to and from airports 
are reimbursable.  Associates should seek economical options and avoid parking in higher-cost, short-
term lots. 
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Protecting Company Opportunities & Resources 
 

Business opportunities and resources must not be taken or used for personal gain.  During employment 
with the Runway Group, all Associates are prohibited from: 
  
Personally taking advantage of any opportunities that are discovered through the use of the 
organization’s property, information, or your position; 
 

• Using Runway Group and affiliate organization’s property, information, resources, or your 
position for personal gain; and 

• Competing economically with the Runway Group and affiliate organizations directly or 
indirectly. 

 
• Additionally, you have a responsibility for safeguarding and making proper and efficient use of 

Runway Group’s resources.  Your obligation is to protect from fraud, theft, loss, misuse and 
waste of Runway Group’s assets.  Please notify your manager or WEI’s Director of HR if 
instances come to your attention.   

 

Confidentiality 

Confidential information is very important to the effectiveness of this organization and the pace at which 
we want to work to achieve our goals. Associates should not disclose or use confidential information 
other than in connection with your employment and for the benefit of the Runway Group and affiliate 
organizations.  We trust your ability to exercise good judgment involving disclosure of confidential 
information.  Please consult your manager if you uncertain about what should or should not be disclosed. 
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Time Off 
Holidays: 

Runway Group recognizes the following paid holidays: 

• New Year’s Day 

• Martin Luther King, Jr. Day 

• Presidents Day 

• Memorial Day 

• Juneteenth 

• Independence Day 

• Labor Day 

• Thanksgiving Day 

• Friday After Thanksgiving 

• Christmas Eve 

• Christmas Day 

• Sporting Day (please coordinate with your manager) 
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Paid holidays are in addition to PTO. 

Paid Time Off (PTO) 

Our Associates are critical to our success. We believe a combination of work and life experiences are 
necessary for everyone to achieve at a high level and associates are encouraged to take full advantage of 
Paid Time Off. 
 
Runway Group Associates accrue PTO annually, on a pro-rated basis, over the course of each calendar 
year.  This is offered in lieu of sick pay, vacation, bereavement leave and other paid benefit 
programs.  The number of PTO days to which Associates are entitled is dependent on continuous years 
of service. 
  

• Less than 5 years of continuous service: up to 4 weeks of PTO (accrues at 13.34 hours per month) 

• 5 - 15 years continuous service: up to 5 weeks of PTO (16.67 hours per month) 

• More than 15 years of continuous service: up to 6 weeks of PTO (20 hours per month) 

  
Associates may carry over unused, accrued PTO from one calendar year into the next to a maximum of 
320 hours.  
 
Accrued, unused PTO will be paid out upon the termination of employment. No payments will be made 
for any accrued, unused PTO at the end of any calendar year.  
 
All PTO is to be scheduled with, and approved by, the associate’s manager as far in advance as possible 
to avoid disruption of business.  We will attempt to grant your PTO request; however, business needs and 
staffing issues may require denial on occasion. 
 
Parental Leave 

Many companies base their maternity leave policies on a combination of FMLA and short-term 
disability.  Runway Group is not subject to the Family & Medical Leave Act (FMLA) as it only applies 
to companies of 50 or more Associates.  For reference, FMLA requires 12 weeks of unpaid leave with a 
guaranteed reinstatement to the same or equivalent role.  Runway Group firmly believes in supporting 
new parents with both time off and flexibility upon return to work. 
 

Time Off: 

• Maternity - 12 weeks total leave (fully paid if employed for more than one year; 6 weeks paid if 
employed for less than one year) 

• Paternity - Up to 8 weeks total paid leave 

• You also may use available PTO in order to receive compensation for any unpaid portion of an 
approved leave 

 
Flexibility Upon Return to Work: 

We believe in flexibility and understand that no two situations are exactly the same.  We encourage each 
Associate to discuss his/her needs for flexibility during the 30 (or 60) days upon returning to 
work.  Flexibility could include easing back to work with a part-time schedule and/or a partial work from 
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home schedule. Please work with your manager to develop a flexible work arrangement that will assist 
with your needs and circumstances and can be agreed upon by your team. The new schedule should be 
provided to the Payroll Manager in WEI HR before it can go into effect. 
 
Jury Duty/Court Duty/Voting Leave 

Runway Group expects Associates to fulfill their civic responsibilities by performing jury duty.  An 
Associate called for jury duty will be granted paid leave.  Associates are responsible for submitting 
verification of jury duty, which can be obtained from the court clerk.  Associates on jury duty must report 
for work if the Associate’s presence is not required at court and if the Associate is released for the day 
before the end of the workday. 
 
Associates are strongly encouraged to vote in elections.  Volunteering on election day at the voting polls 
is also encouraged.  Please coordinate in advance with your manager, as needed, to ensure you have time 
to vote in each election 
 
Leave for Military Service 

Runway Group complies fully with laws concerning leaves of absence for military service and employee’ 
rights with respect to reemployment following such service.  If you are in the military or join the military, 
please contact WEI’s HR Director for more information. 
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Benefits 

 
Insurance and 401(k) Benefits 

Associate benefits are an important part of the total compensation package that Runway Group 
offers.  Benefits may be modified, added or terminated at any time by the insurance company or benefit 
provider, per the terms of the plan, or by Runway Group, at its discretion. A WEI HR representative will 
meet with Associates to aid in the enrollment process and explain each benefit and associated cost in 
detail. 
 
The following is a summary list of benefits that are available to eligible Associates. See your plan 
documentation for specifics.   
  

• Health insurance is available for enrollment for eligible full time Associates on the first day of 
full-time employment 

• Runway Group contributes to the premiums for health insurance for both Associate and 
dependents 

• Dental Insurance is available on the first day of the month following employment 

• Vision insurance is available for enrollment for eligible full time Associates on the first of the 
month following full-time employment.  All premiums for vision insurance are paid for by the 
Associate on a pre-tax basis 

• Basic life insurance is available for enrollment for eligible full-time Associates on the first of the 
month following 45-days of full-time employment 

• Short-term and Long-term disability coverage is provided by the company for all eligible full-time 
employees 

• Associates are eligible to enroll in our 401(k) plan upon employment with a 1:1 match for the 
first 3 percent and 50% match for the next 2 percent 
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Each full-time Runway Group Associate will be reimbursed up to $750 for wellness benefits during their 
first calendar year of employment.  This can be used to purchase bikes, for bike tune-ups and equipment, 
cycling event entry fees, for gym memberships and other wellness-related activities, as pre-approved by 
Runway’s CFO. 
 
Following your first year with the Runway Group, you are eligible to participate in the Bicycle Incentives 
Program.  
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2021 Bicycle Incentives Program 

 

We believe in the importance of cycling for recreation, fitness, and transportation and strive to create a 
bike-friendly workplace.  Associates are encouraged to regularly take advantage of the available bike 
benefits. 

 
At the beginning of each year associates can choose from one of the following tiers. Associates are 
responsible for tracking cycling miles via Strava or the Love to Ride app and must fulfill all requirements 
in the tier to be eligible for rewards. Associates may choose a higher tier if they reach their goal before the 
year ends. 
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Bronze Tier | $400 gift card to Phat Tire Bike Shop 

• Ride 400+ miles  

• Replace a car trip with a bike ride 10 times  

• Choose and Complete 2 Activities from the Extras Bank 

Silver Tier | $800 added to payroll at end of year 

• Ride 800+ miles  

• Replace a car trip with a bike ride 25 times  

• Choose and Complete 4 Activities from the Extras Bank 

Gold Tier | $1,400 added to payroll at end of year 

• Ride 1,400+ miles  

• Replace a car trip with a bike ride 50 times 

• Choose and Complete 6 Activities from the Extras Bank 

Extras Bank 

You may complete an activity multiple times (i.e. Participating in 3 “Registered Events” will count as 3 
activities) 

• Register and attend a regional cycling event (Square to Square, Coler Enduro Race, etc.) 

• Complete 4 volunteer hours associated with bikes/trails/biking events 

• Become a ride mentor by doing one of the following:  

• Help plan a commute 

• Help someone learn a cycling discipline (MTB, CX, Road, Gravel, Commuting, Riding in 
General, etc.) 

• Lead a group ride 

• Attend 1 bike maintenance class presented by Runway 

• Attend 1 bike skills class presented by Runway 

• Join a STRAVA Group (May only be used once) 

• Become a Rapha Cycling Club Member: https://www.rapha.cc/us/en_US/rcc  

• Register as a FAST/IMBA/NICA member/supporter  
 (Membership is reimbursable and can count for up to 2 activities 

  

  

  

https://www.rapha.cc/us/en_US/rcc
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Runway Wellness Program 
 

At Runway, we believe our best investment is in our Associates. We are committed to supporting a 
healthy workforce through our Wellness Benefit Program.  Employees can choose one of the following 
wellness incentives each month and receive up to $50 in reimbursement on a future paycheck. 
 
Pedometer Based Wellness 

Use an app to track 10,000+ steps at least five (5) days per week, each week for a month. 
 
Gym Membership/Fitness Classes  

Visit a gym or fitness studio 8+ times per month. 
 
Cycling  

Track and submit 60+ verifiable miles via Strava or similar tracking app during the month. Alternatively, 
employees can opt to participate in the “standard Runway Cycling incentive.”  Participating in the 
Runway Cycling Incentive will not impact employee’s ability to participate in one of the other wellness 
incentives. 
 
Smoking Cessation Programs  

Submit verification of enrollment and active participation in an approved Smoking Cessation Program. 
 
Holistic Practices  

Submit valid, verifiable receipt(s) for holistic services such as acupuncture, cupping, etc., for a maximum 
benefit of $50 monthly. Additional Holistic Practices can be discussed with HR to see if the benefit meets 
the requirement and is reimbursable. 
 
Onsite Yoga  

During Spring and Summer months, Associates can opt-in to free Employer Sponsored Yoga at the 
Greenway offices and attend weekly 30-minute classes as part of the Wellness Benefit.  
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Additional Benefits 

 
Unplanned Rides Home 

Because emergencies or inclement weather may arise on bike commute days, consult your manager for 
alternative ride options that could include Uber if another ride is not available. 
 
Workday Rides 
 
 In addition to occasional group rides that will be organized, Associates are allowed two hours per month 
to ride during a regular workday.  Scheduling of any workday rides needs to be coordinated with the 
manager in advance. 
 
Sporting Day  
 
Full-time Associates at the Runway Group are eligible for one sporting day per year to participate in a 
sporting event or ride. It doesn’t need to be an official event, but Associates should choose something 
challenging that is outside of their usual workout or exercise routine.  Scheduling should be coordinated 
with the manager in advance. 

 
Usage of Eureka Springs property  

See Office Manager for details 
 
Buddy Pegs  

A cycling class is offered to children ages 2-7: 
 

• Three level options:  

• Bicycle Play Dates 

• Learn to Pedal 

• Family Bike Clubs 

• These are 60-minute classes that meet once a week for 4-6 weeks 

• Each course costs approximately $20/class per week. Runway will reimburse you for the 
program following the completion of the course. 

• All components of the class: bikes, helmets, & safety gear are provided by the program 

• Classes, schedules, and locations can be found online: https://buddypegs.com/  

• Runway encourages its associates to sign up and participate with their kids for up to two (2) 4-6 
week classes per annual year. 

• See Office Manager for more details 

 

https://buddypegs.com/
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Volunteer Time Off  

At Runway Group, we share a strong focus on our community. In an effort to continually serve our 
region and its residents, Tom and Steuart encourage the team to consider community service and 
volunteer opportunities.  
 

• To qualify for Volunteer Time Off, the following rules apply:  

• Three (3) or more Runway associates must volunteer together.  

• The volunteer hours must be completed in four (4) hour increments. 

• For every four (4) hours of community service or volunteer hours served, the associate receives a 
reciprocal four (4) hours of undocked paid time off. 

• Full-time associates can volunteer up to eight (8) hours per calendar year while still receiving 
corresponding Volunteer Time Off.  

Working remotely  

Working remotely up to 5 days is an option for Runway associates.  The request requires advanced 
approval from the associate’s supervisor.   
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Compensation 
  

Runway Group has a bi-weekly payroll schedule.  

To comply with federal law, all nonexempt (including hourly) Associates are required to record their 
hours worked and paid time off on time sheets or electronic time entry. It is the intent of Runway Group 
to comply with the Fair Labor Standards Act (FLSA) and other applicable wage and hour 
laws.  Therefore, individual Associates whose position is designated as non-exempt, i.e. covered by the 
FLSA, will be paid time and one half for hours worked in excess of 40 hours in a workweek. A non-
exempt Associate must obtain prior authorization from his/her manager before working any overtime.  
 
A work week is defined as Sunday through Saturday. This is the timeframe that determines if overtime is 
due for extra hours worked. Overtime must be pre-approved by your manager. Pay statements are 
available through the self-service module of the payroll system. Paper pay statements may be requested. 
 
Deductions 
 
Runway Group is required by law to withhold part of your pay from each paycheck for federal and state 
income taxes and for social security and Medicare taxes. It is your responsibility to ensure the proper 
income tax withholding is deducted from your check.  If you experience a change in marital status or the 
number of dependents you may claim, it is your responsibility to submit a revised W-4. By January 31st 
of each year, you will receive your W-2 form showing your earnings for the previous calendar year and 
the amounts withheld for income and social security taxes.  
 
Please carefully review each pay statement and the deductions to ensure that your paycheck has been 
properly calculated. Please communicate to your manager and WEI HR any change in your mailing 
address or phone number. 
 
In addition to the required withholding from your check, Runway Group will also comply with any 
Garnishment Orders, Child Support Orders, or Medical Support Orders received. 
 
Performance Reviews 
 
Performance conversations should happen between you and your manager on a regular basis. We 
encourage you to initiate these conversations and to discuss your performance with your manager often.   
A more formal performance evaluation will be conducted annually. Performance discussions are a time 
to discuss your performance achievements, aspirations for the future, and any problems you may have 
encountered during the review period. 
 
While personal and career development is ultimately your responsibility, personal growth and 
opportunity is an important value of the Runway Group. You are encouraged to aggressively pursue 
growth opportunities for yourself and the organization. We are proud to offer the following benefit for 
our Runway Associates. 
 
Tuition Reimbursement Plan 
 
Runway Group recognizes the importance of education and promotes professional development of 
associates by providing financial assistance to associates who choose to further their education. The 
tuition reimbursement plan is established to provide a financial resource for associates enrolling in 
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educational programs that would enhance growth opportunities or increase skill levels in his/her present 
position.  
 
Associates will submit a Tuition Assistance Application form for approval before enrolling in the course. 
Once approved, the Associate must maintain at least a “C” average and complete the course to be eligible 
for the benefit (maximum reimbursement of $5,250). 
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Runway Group’s Expectations and Policies 
 

Equal Employment Opportunity Statement 

Runway Group provides equal employment opportunities (EEO) to all Associates and applicants for 
employment without regard to race, color, religion, gender, sexual orientation, gender identity, national 
origin, pregnancy, age, disability, marital status, veteran status or any other basis, which now or in the 
future may be specified by federal, state and local laws. This policy applies to all terms and conditions of 
employment, including recruiting, hiring, evaluating, promoting, coaching and compensating. 
 
Reasonable Accommodation(s) for the Disabled  
 
Runway Group will make reasonable accommodations consistent with applicable law to the known 
disabilities of any associate who is able to perform the essential functions of the position. Runway Group 
cannot make an accommodation unless it is aware of the need, so it’s important that the associate inform 
Runway Group that an accommodation is needed to perform essential job functions, or to receive equal 
benefits and privileges of employment. If you feel you need a reasonable accommodation, please submit 
the request to your manager or WEI Human Resources. 
 
Religious Accommodations  

Runway Group respects the religious beliefs of each individual associate and will attempt to make 
reasonable accommodations for religious practices unless such accommodations result in an undue 
hardship on the conduct of our business. 
 
Anti-Harassment Policy and Complaint Procedure 

Runway Group expressly prohibits any form of harassment based on race, color, religion, gender, sexual 
orientation, national origin, pregnancy, age, disability, veteran status, or any other legally protected 
characteristic. Improper interference with the ability of Runway Group associates to perform their 
expected job duties is absolutely not tolerated. 
 
Runway Group is committed to a work environment in which all individuals are treated with respect and 
dignity. Each individual has the right to work in a professional atmosphere that promotes positive 
business and professional practices and prohibits discriminatory practices, including harassment. 
Therefore, we expect that all relationships among people in the office will be business-like and free of 
bias, prejudice and harassment.  
 
Runway Group requires all associates to report any instances of harassment, regardless of who the 
offending party may be. Runway Group will immediately and thoroughly review all complaints of 
harassment. Violation of this policy will result in discipline, up to and including immediate termination. 
Runway Group prohibits retaliation against any individual who reports discrimination or harassment or 
who participates in an investigation of such reports. 
 
Harassment Defined 

Sexual harassment constitutes discrimination and is illegal under federal, state and local laws. For the 
purposes of this policy, sexual harassment is defined as unwelcome sexual advances, requests for sexual 
favors and other verbal or physical conduct of a sexual nature when, for example: a) submission to such 
conduct is made either explicitly or implicitly a term or condition of an individuals’ employment; b) 
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submission to or rejection of such conduct by an individual is used as the basis for employment decisions 
affecting such individual; or c) such conduct has the purpose or effect of unreasonably interfering with an 
individual’s work performance or creating an intimidating, hostile or offensive working environment.  
 
Sexual harassment may include a range of subtle and not-so-subtle behaviors and may involve 
individuals of the same or different gender. Depending on the circumstances, these behaviors may 
include unwanted sexual advances or requests for sexual favors; sexual jokes and innuendo; verbal abuse 
of a sexual nature; commentary about an individual’s body, sexual prowess or sexual deficiencies; 
leering, whistling or touching; insulting or obscene comments or gestures; display in the workplace of 
sexually suggestive objects or pictures; and other physical, verbal or visual conduct of a sexual nature.  
 
Harassment on the basis of any other protected characteristic is also strictly prohibited. Under this policy, 
harassment is verbal, written or physical conduct that denigrates or shows hostility or aversion toward an 
individual because of his/her race, color, religion, gender, sexual orientation, national origin, age, 
disability, marital status, citizenship, genetic information or any other characteristic protected by law or 
that of his/her relatives, friends or associates, and that a) has the purpose or effect of creating an 
intimidating, hostile or offensive work environment; b) has the purpose or effect of unreasonably 
interfering with an individual’s work performance; or c) otherwise adversely affects an individual’s 
employment opportunities.  
 
Harassing conduct includes epithets, slurs or negative stereotyping; threatening, intimidating or hostile 
acts; denigrating jokes; and written or graphic material that denigrates or shows hostility or aversion 
toward an individual or group and that is placed on walls or elsewhere on the employer’s premises or 
circulated in the workplace, on company time or using company equipment via e-mail, phone (including 
voice messages), text messages, tweets, blogs, social networking sites or other means. 
 
Individuals and Conduct Covered  

These policies apply to all applicants and Associates, whether related to conduct engaged in by fellow 
Associates or someone not directly connected to Runway Group (e.g., an outside vendor, consultant or 
client).  
 
Conduct prohibited by these policies is unacceptable in the workplace and in any work-related setting 
outside the workplace, such as during business trips, business meetings and business-related social events. 
 
Complaint Procedure 

Individuals who believe they have been the victims of conduct prohibited by this policy statement or who 
believe they have witnessed such conduct should discuss their concerns with their immediate manager, 
WEI HR, or Runway’s CEO.  
 
Runway Group encourages individuals who believe they are being subjected to such conduct to promptly 
tell the offender that his or her behavior is unwelcome and request that it stop. Often this action alone 
will resolve the problem. Runway Group recognizes, however, that an individual may prefer to pursue 
the matter through complaint procedures.  
 
Runway Group encourages the prompt reporting of complaints or concerns so that rapid and constructive 
action can be taken before relationships become irreparably strained. Therefore, although no fixed 
reporting period has been established, early reporting and intervention have proven to be the most 
effective method of resolving actual or perceived incidents of harassment.  
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Any reported allegations of harassment, discrimination or retaliation will be investigated promptly. The 
investigation may include individual interviews with the parties involved and, where necessary, with 
individuals who may have observed the alleged conduct or may have other relevant knowledge.  
Confidentiality will be maintained throughout the investigatory process to the extent consistent with 
adequate investigation and appropriate corrective action.  
 
Retaliation against an individual for reporting harassment or discrimination or for participating in an 
investigation of a claim of harassment or discrimination is a serious violation of this policy and, like 
harassment or discrimination itself, will be subject to disciplinary action. Acts of retaliation should be 
reported immediately and will be promptly investigated and addressed. Misconduct constituting 
harassment, discrimination or retaliation will be dealt with appropriately.   
 
If a party to a complaint does not agree with the resolution, that party may appeal to Runway Group’s 
CEO. 
 
Management Responsibilities 

In the event that a manager becomes aware, either through his or her own observation or through a 
complaint, that discriminatory conduct—including harassment—may have occurred, the manager is to 
report this immediately to HR or the NWA Coordinator.  Managers who are aware of discriminatory 
conduct and fail to report it will be subject to disciplinary action. False and malicious complaints of 
harassment, discrimination or retaliation may be the subject of appropriate disciplinary action.  
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Government Entity Interactions 
 
 
Protocol – Coordinate Governmental Entity Interactions through Public Affairs Team 
 
Within and for the Runway ecosystem entities, the Public Affairs team is responsible for establishing, 
coordinating and tracking all interactions with local, municipal, county and regional public and quasi-
public entities. All Runway ecosystem entities (and their team members) are asked to proactively 
coordinate any and all governmental entity interactions with and through the Public Affairs team so that 
the Public Affairs team can assist you in establishing, developing and maintaining collaborative, 
responsible and fair relationships with our governmental partners. 
 
 
Protocol Supporting Rationale 
 
Given the scope and magnitude of the Runway’s philanthropic and economic investments in Northwest 
Arkansas and given the responsibilities that accompany the privileges of Runway ownership’s prominence, 
capital resources and substantial business interests, it is imperative that Runway establishes and maintains 
cordial, responsible and fair relationships with public officials and governmental entities (whether a local 
quasi-municipal organization, a municipality, county or regional entities, the State of Arkansas or one of 
its many subdivisions or the United States government or one of its many subdivisions) who and that are 
entrusted as public stewards of the communities in which Runway invests and operates. 
 
The Public Affairs team is the central repository (to establish, coordinate and track) of interactions with 
presiding public officials and all applicable governmental entities.  Accordingly, the Public Affairs team is 
to facilitate Runway ecosystem entities in navigating governmental processes and to offer guidance in 
negotiating matters that may arise with governmental entities from time to time. 
 
Many Runway entities (such as Blue Crane) have normal course of business interactions with public entities 
and are already communicating to and coordinating with the Public Affairs team through a weekly or a 
monthly meeting cadence; accordingly, nothing in this protocol modifies these normal course of business 
practices/interactions with public entities or public officials. Rather, this protocol is intended to cover 
prospective interactions with public entities or public officials for such matters as, but not limited to, the 
anticipated use of public property, the proposed placement of art installations or placement of or 
repurposing of  private assets for public display or consumption or use, special events (such as might be 
required for live music venues or festivals), meetings with public officials outside of the normal course of 
business, requests for special permits (such as variances from noise ordinances or temporary construction 
permits (such as might be required for the fabrication and public use of the Tulip Barn) or unique projects 
or initiatives requiring special board, commission or council approval.  
  
 
Public Affairs Team 
 

Mike Malone: Chief Community Officer and interim Director of State and Federal Affairs (state 
and federal liaison) 

 
 Katie Howe: Director of Municipal Affairs (city and county liaison).   
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Communications and Political Protocols 
Media  
 
If you are contacted by a member of the media, please refer to Krista Cupp, Communications Director, 
directly. She will work with the reporter to identify the nature of the request, spokesperson, and timing. 
We have A LOT going on and there are multiple factors to be included. The request may seem 
straightforward (e.g. can you confirm that X building is owned by your company, did you discuss with 
the City, etc.) but there may be issues you’re not aware of that could cause us to step on our own feet. 
  
Social Media  
 
Please be mindful that everything you say or do on social media could be construed as speaking on behalf 
of the company. For that reason, always assume anything you post, comment, or like is public. Our 
unique position in the community makes us a target for critics and detractors. If you feel like an online 
discussion needs an official voice, please pass it along and we will either provide you with the right 
information to use or will respond ourselves on behalf of our business interests. 
 
Additionally, be aware that you MUST disclose that you are a Runway/Ropeswing/Aviation employee 
whenever you are endorsing, recommending, or posting reviews of our businesses. This can be as simple 
as saying “I am a Ropeswing employee,” or “I’m proud to work here.” The Federal Trade Commission 
is very clear on this subject, and there is no scenario where you would be exempt from this disclosure 
requirement when using your personal accounts. 
 
As always, please reach out if you have questions.  
 
Political/Policy 
We encourage you to participate in the political process and get to know those who represent you. In 
your official Runway capacity, if you are approached by a state, local or federal political candidate or an 
elected/appointed official regarding Runway or Family member policy positions,  contribution requests, 
opportunities for partnership or meeting requests/contact information of leadership, please direct to Mike 
Malone, Chief Community Officer, and Katie Howe, Director of Municipal Affairs. This will keep you 
out of awkward situations and only pertains to when the topic or engagement is Runway related. Also 
please be mindful of FOIA when engaging with public officials. 
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Workplace Safety 
  

Violence in the Workplace 

All Associates, clients, vendors and business associates must be treated with courtesy and respect at all 
times. Associates are expected to refrain from conduct that may be dangerous to others.  
 
Conduct that threatens, intimidates or coerces another associate, client, vendor or business associate will 
not be tolerated. Runway Group’s resources may not be used to threaten, stalk, or harass anyone at the 
workplace or outside the workplace.  
 
Indirect or direct threats of violence, incidents of actual violence and suspicious individuals, or activities 
should be reported immediately to your manager or to any member of senior management.  
 
Runway Group will promptly and thoroughly investigate all reports of threats of violence, or incidents of 
actual violence, and of suspicious individuals or activities. The identity of the individual making a report 
will be protected as much as possible. Runway Group will not retaliate against Associates making good-
faith reports of violence, threats or suspicious individuals or activities. In order to maintain workplace 
safety and the integrity of its investigation, Runway Group may suspend associates suspected of 
workplace violence or threats of violence, either with or without pay, pending investigation. 
 
Any associate found to be responsible for threats, actual violence, or other conduct that is in violation of 
these guidelines will be subject to prompt disciplinary action up to and including termination of 
employment. 
 
Runway Group encourages associates to bring their disputes to the attention of their manager or WEI 
Human Resources before the situation escalates. 
 
Safety and Security 

Each Associate is expected to follow workplace safety and health rules as established by Runway Group. 
In the case of accidents, regardless of how insignificant the injury may appear, immediately notify your 
manager or WEI Human Resources. At a minimum, an accident report will be required. If there is an 
injury, a workers’ compensation claim will be initiated. 
 
Substance Abuse Policy 

It is Runway Group’s intention to provide a drug-free, healthy and safe workplace. Associates are 
required to report to work in appropriate mental and physical condition to perform their jobs in a 
satisfactory manner.  
 
While on Runway Group’s premises and while conducting business related activities off our premises, no 
associate may use, possess, distribute, sell or be under the influence of illegal drugs. The legal use of 
prescribed drugs is permitted on the job only if it does not impair an associate’s ability to perform the job 
effectively and in a manner that is safe for the associate and all other individuals in the workplace. 
 
Violations of this policy will lead to disciplinary action, up to and including immediate termination of 
employment.  Such violations may also have legal consequences. 
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 HANDBOOK ACKNOWLEDGEMENT AND RECEIPT 
 

I acknowledge that the purpose of this Handbook is to provide general information about the policies, 
procedures and services provided by Runway Group.  I understand that I am obligated to read and 
familiarize myself with this Handbook and refer to it when questions arise.  I further understand that I 
should consult my manager regarding any questions not answered by the Handbook. 
 
I understand that this Handbook is not intended to create an employment contract, express or implied, 
and that nothing contained herein should be considered a contractual obligation, promise or other legal 
right regarding employment or any other benefit of employment or terms for separation of 
employment.  I further understand that my employment is for no definite period of time. All Associates 
of Runway Group are at-will Associates and the employment relationship can be terminated at any time 
and for any reason by either the Associate or Runway Group, with or without notice.  Any question on 
policy is ultimately decided upon by the NWA Coordinator.  Your responsibility as an Associate is to 
raise the question and get an answer. The NWA Coordinator’s interpretation of policies and practices 
will prevail if there are any differences in opinion between the Associate and the company.  
 
From time to time certain benefits, policies and procedures, as explained in this Handbook, may change  
as business, employment legislation and economic conditions dictate.  Thus, Runway Group reserves the 
right to modify, revoke, suspend, change or eliminate any of the policies, procedures or benefit plans as 
described in this Handbook at any time, with or without prior notice to its Associates.  No Company 
representative other than the NWA Coordinator has the authority to make any representation contrary to 
the foregoing paragraphs.  Accordingly, no statement or promise made by your manager, or any other 
management level Associate may be interpreted as a change in policy, nor will it constitute an agreement 
with an Associate.  
 
By signing below, I acknowledge that I have received a copy of the Handbook, read the Handbook in its 
entirety, and understand its provisions.  I also agree to follow the rules and procedures described in the  
Handbook as well as any revisions made in the future.  By signing this acknowledgement I also verify 
that I have read, understand and will abide by Runway Group’s policies on Equal Employment 
Opportunity, Harassment, and Substance Abuse.  
 
I have received the handbook, and I understand that it is my responsibility to read and comply with the 
policies contained in this handbook and any revisions made to it. 
 
Please remove this acknowledgment receipt and return it to Runway office manager. 
 

ASSOCIATE NAME (please print):          

 

SIGNATURE/ DATE:           

 


