
 

 
EP Friendly Firm Program: Survey Questions 
 
For all questions: 

● Policies may be established at the local (studio) level, or at the national (corporate) level. 
● If corporate policies, they must be available and applicable to the employees at the local studio. 
● Consider only policies that are equally applied to all design staff, and formalized via the 

Employee Manual or other written resource available to all employees continuously throughout 
the year.  

● Exclude any policies that do not provide equitable access. 
 
Emerging Professionals are defined as unlicensed architectural staff and licensed architects up 
to 10 years from licensure. 
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SECTION: AXP, Mentors and Supervisors  
 

1. Does the firm verify that all emerging professionals in the firm who are licensure-eligible have 
established an NCARB Record and are registered with the Architectural Experience Program 
(AXP).  

Yes (__) No (__) 
 

2. Does the firm assign an “office buddy” to each emerging professional upon hire, at either peer 
level or one level above/below?  

Yes (__) No (__) 
 

3. Does the firm assign a mentor (i.e. non-AXP) to each emerging professional?  
Yes (__) No (__) 

 
4. Does the firm assign an AXP supervisor to each of the emerging professionals?  

Yes, static through the year 
Yes, specific to each assignment 
No 

 
5. Are the mentor and AXP supervisor allowed to be the same person? 

Yes (__) No (__) 
 

6. Does the firm provide opportunities for licensure candidates to earn AXP experience hours in all 
required areas through exposure to projects at various stages?  

Yes (__) No (__) 
 

7. Does the firm have formal procedures for each emerging professional to request projects that 
will help meet the specific criteria of AXP? 

Yes (__) No (__) 
Please describe: (Blank Form) 

 
8. Does the firm provide opportunities for supplemental experience via activities in outside of 

emerging professionals’ routine work assignments? 
Yes (__) No (__) If Yes, which? ___________________ 

 
9. Do all AXP supervisors and mentors in the firm have knowledge of current AXP Guidelines and 

the requirements for registration in the jurisdiction?  
Yes (__) No (__) 
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10. Do AXP supervisors and mentors in the firm verify that records are accurate before signing each 

emerging professional’s experience report?  
Yes (__) No (__) 

 
11. Does the firm require each emerging professional to compile their AXP progress for the past 

year, and review during yearly employment reviews.  
Yes (__) No (__) 

 
12. Does the firm designate a registered architect as an in-house AXP coordinator for all emerging 

professionals?  
Yes (__) No (__) 

 
13. What position within the firm does the in-house AXP coordinator hold, and what is their 

interaction or influence over staffing decisions? 
Please Describe: (Blank Form) 

 
14. Does the firm formalize the provided overhead time commitment for the in-house AXP 

coordinator for all emerging professionals?  
Yes (__) No (__) 
How many hours per month? ____ 

 
15. Does the in-house AXP coordinator meet regularly (at least quarterly) with all the emerging 

professionals to review their progress and to help them compile Council Record updates to 
NCARB?  

Yes (__) No (__) 
 

SECTION: Work Culture 
 

16. Does the firm provide emerging professionals with a structured annual and comprehensive 
review.  

Yes (__) No (__) 
 

17. Does the firm work to engage emerging professionals in the entire project duration, from 
marketing through completion. 

Yes (__) No (__) 
 

18. Does the firm provide a variety of project experiences to expose emerging professionals to a 
broad range of responsibilities and challenges.  

Yes (__) No (__) 
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19. Does the firm include emerging professionals in all areas of practice, such as design, 

documentation, construction, presentations, client meetings, consultant coordination meetings, 
job site meetings, code reviews, etc. 

Yes (__) No (__) 
 

20. Does the firm provide internal leadership opportunities or training for emerging professionals?  
Yes (__) No (__) 

 
21. There is emerging professional representation at the firm leadership level / advisory council 

Yes (__) No (__) 
 

22. Does the firm introduce emerging professionals to the practice of architecture by including them 
in business planning, strategic planning, business operations, contracts and project cost 
conversations?  

Yes (__) No (__) 
 

23. Does the firm internally publicly recognize newly licensed architects upon successful completion 
of the ARE and fulfillment of state requirements. (Example: celebratory email, lunch on the 
company, new book of choice, Happy Hour, etc.) 

Yes (__) No (__) 
 

24. Does the firm externally publicly recognize newly licensed architects upon successful 
completion of the ARE and fulfillment of state requirements. (Example: AIA’s Member in the 
News, Social Media, Firm Website, etc) 

Yes (__) No (__) 
 

25. Does the firm allow EP’s flexibility of work hours within each pay period? (For example, working 
late to make up for a personal appointment, or closing out the week early after a deadline that 
caused overtime?).  
Yes (__) No (__) 
 

SECTION: Transparency & Communication 
 

26. Does your office openly share its salary structure with employees so that salaries are 
transparent and pay increases are based on quantifiable results?  

Yes (__) No (_) 
 

27. Does the firm reference the AIA Compensation Guidelines during annual performance and/or 
salary reviews for emerging professional staff to ensure equity within the workplace? 

Yes (__) No (_) 
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28. Does the firm share the AIA Compensation Guidelines with employees? 

Yes (__) No (_) 
 

29. Are basic benefits offered equally to emerging professionals and higher level 
design/professional staff? (Includes: Medical, dental and vision insurance; short term and long 
term disability; HSA and FSA’s, etc.) 

Yes (__) No (_) 
 

30. Are compensation benefits offered equally to emerging professionals and higher level 
design/professional staff? (Includes: Paid Time Off, profit sharing or stock buying, 401k) 

Yes (__) No (_) 
 

31. Does the firm make available to all employees clear and specific guidelines for career advancement, 

as well as project roles and titles?  

Yes (__) No (_) 
 

32. Does the firm perform audits (at least once a year) to identify inequity or disparities in pay or 
positions among staff? 

Yes (__) No (_) 
 

33. If yes, are the results of these audits shared with all employees and used to rectify disparities?  
Yes (__) No (_) Not Applicable (_) 
 

34. Does the firm have a written Disaster Management Plan that addresses communication with 
employees during natural emergencies, protocols for communication if primary channels are 
compromised, and employee welfare check-ins? 

Yes (__) No (_) 
 

SECTION: Licensure Support 
 

35. Does the firm provide reimbursement or cover the licensure fees for emerging professionals in 
one state, including NCARB record transmittal and application fees?  

Yes, with full reimbursement 
Yes, partial reimbursement 
No 
Other (fill in the blank) 
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36. Does the firm encourage and support additional training for other certifications, based on 

individual interest? 
Yes, with full reimbursement 
Yes, partial reimbursement 
Yes, but only for specific items (LEED, EDAC, WELL, etc) 
No 
Other (fill in the blank) 

 
37. If yes, does the firm provide reimbursement or cover the recurring dues for emerging 

professionals associated with the additional certification? 
Yes, with full reimbursement 
Yes, partial reimbursement 
Yes, but only for specific items (LEED, EDAC, WELL, etc) 
No 
Other (fill in the blank) 

 
38. Does the firm provide reimbursement or cover the AIA membership dues for emerging 

professionals (both licensed “AIA” and unlicensed “Associate AIA”)? 
Yes, covers 100% of all AIA membership categories 
Yes, covers 100% of licensed AIA membership 
No 
Other (fill in the blank) 
 

39. Does the firm cover 100% of the cost of NCARB Record fees? 
Yes (__) No (__)  

 
40. Does the firm cover 100% of the cost of NCARB Certificate fees? 

Yes (__) No (__) 
 

41. Does the firm cover the cost of all ARE exams? 
Yes, whether pass or fail 
Yes, for passed tests 
No 
Other (fill in the blank) 

 
42. Does the firm own or provide ARE 5.0 preparation/study materials?  

Check all that apply:  
(__) Yes, provided physically 
(__) Yes, provided digitally 
(__) Yes, subscriptions to material are provided 
(__) No 
Please describe the material types, brands and quantities? __________ 
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43. Does the firm cover the cost of ARE classes, online training courses, or other study resources 

through a stipend or other reimbursement? (Not including firm-owned study manuals, etc) 
Yes (__) No (__)  

 
44. Does the firm provide appropriate computer equipment in order to run the ARE Practice 

software and remote-proctoring software (this includes the required webcam equipment)? 
Yes (__) No (__) 

 
45. Does the firm provide emerging professionals a space that meets the requirements for 

remote-proctoring per NCARB and Prometric? 
Yes (__) No (__) 

 
46. Are emerging professionals compensated a full paid day to take each ARE exam?  

Yes (__) No (__) 
 

47. Does the firm compensate emerging professionals (by bonuses or increases in salary) 
recognizing their completion of the ARE and licensure.  

Yes (__) No (__) 
 

48. Does the firm have formalized, written standards that outline the benefits of salary increases 
upon completion of licensure.  

Yes (__) No (__) 

SECTION: Continuing Education 
 

49. Does the firm provide reimbursement or cover the registration fee for emerging professionals to 
attend the AIA Conference on Architecture?  

Yes, covering 100% registration 
Yes, but only for speakers 
No 
Other (fill in the blank) 
 

50. Does the firm provide paid time off and expense reimbursement for emerging professionals to 
attend the AIA Conference on Architecture?  

Yes, covering 100% registration 
Yes, but only for speakers 
No 
Other (fill in the blank) 
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51. Does the firm provide registration fee, paid time off and expense reimbursement for emerging 

professionals to attend conventions or conferences other than AIA?  
Yes, covering 100% registration 
Yes, but only for speakers 
No 
Other (fill in the blank) 

 
52. Does the firm provide reimbursement or a stipend for emerging professionals to attend 

continuing education seminars of their choosing, separate from conference funds?  
Yes, for all staff 
Yes, licensed staff only 
No 
Other (fill in the blank) 

 
53. Does the firm provide reimbursement or cover the registration for emerging professionals to 

attend non-CE AIA or field related events, separate from conference and CE funds? 
Yes, for all staff 
Yes, licensed staff only 
No 
Other (fill in the blank) 

 
54. Does the firm provide an annual stipend per employee for continuing education courses, 

workshops, books, etc.? 
Yes (__) No (__) 
If yes, how much? _________ 

 

SECTION: Leadership & Service to the Profession 
 

55. Does the firm support emerging professionals's involvement in a committee and/or professional 
affiliation within or outside the firm. Example: AIA, NOMA, ULI, NAIOP, etc 

Yes (__) No (__) 
 

56. Does the firm support community engagement by sponsoring programming for the community? 
Yes (__) No (__) 

 
57. Does the firm support emerging professionals to develop and lead new programs or committees 

within or outside the firm. 
Yes (__) No (__) 
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58. Do any emerging professionals hold leadership positions within the AIA or associated AEC 

Organizations? (Committee Chairs / Board of Directors / AIA National) 
Yes (__) No (__)  
Names & Positions______________ 

 
59. Does the firm provide time for emerging professionals to volunteer with the AIA or related field 

opportunities within the standard work week? 
Yes, and time is billable to overhead 
Yes, time is not billable and must be made up elsewhere 
No 
Other (fill in the blank) 
 

60. Does the firm provide support and provide assistance to emerging professionals when applying 
for AIA individual recognition and honors? (Example: help with assembling portfolios, graphic 
design, etc) 

Yes (__) No (__) 
 

SECTION: Equitable Practice 
 

61. Does the firm reference, utilize or otherwise distribute the AIA Guides for Equitable Practice? 
Yes (__) No (_) 

 
62. Provide the following percentages: (include only the local office / studio) 

● % of emerging professionals who are women 
● % of firm leadership (principals and/or shareowners) who are women 
● % of emerging professionals who are racial or ethnic minorities 
● % of firm leadership (principals and/or shareowners) who are racial or ethnic minorities  

 
63. Does the firm track progress regarding diversity (gender, ethnic, etc.)? 

Yes (__) No (__) 
 

64. Does the firm consider the structure of its leadership to be diverse and representative of a 
cross-section of its employees?  

Yes (__) No (__) 
 

65. Does the firm provide diversity training or similar programming for the firm and its emerging 
professional staff? 

Yes (__) No (__) 
 

66. Does the firm provide time off and reimbursement for emerging professionals to engage with 
and attend external equity events, seminars, or workshops? 

Yes (__) No (__) 
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67. Does the firm support or sponsor any external diversity and inclusion committees, or attend any 
programs or events geared toward education related to equity, diversity and inclusion?  

Yes (__) No (__)  
 

68. Does the firm have an internal equity committee or champion to provide diversity awareness 
and programming that includes a firm leader and an emerging professional employee? 

Yes (__) No (__) 
 

69. Does the firm offer flexible PTO and holidays that respond to a variety of religious observances?  
Yes (__) No (__) 

 
70. Does the firm have a written family leave policy applicable equally to all employees? If so, 

describe the policy.  
(Fill in the blank.) 

 
71. Does the firm have a written bereavement policy? If so, describe the policy.  

(Fill in the blank.) 
 

72. Does the firm have a written and distributed sexual harassment and discrimination policy?  
(Fill in the blank.) 
 

SECTION: Basic Firm Information  
For local offices of larger firms, include only the local office / studio. 
 

73. Does the firm provide any other benefits or programs for EP’s not covered in other questions?  
(Fill in the blank.) 
 

74. Firm Size  
(Fill in the blank) 
 

75. Number of principals/shareowners  
(Fill in the blank) 
 

76. Number of architects licensed less than 10 years  
(Fill in the blank) 
 

77. Number of unlicensed emerging professionals  
(Fill in the blank) 
 

78. Number of support staff (draftspeople, specs, admin & assistants, accounting, HR, etc)  
(Fill in the blank) 
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79. Number of student interns  
(Fill in the blank) 
 

80. Name of Leadership / Principal filling out this survey: 
(Fill in the blank) 
 

81. Phone number 
(Fill in the blank) 
 

82. Name of Emerging Professional filling out this survey: 
(Fill in the blank) 
 

83. Phone number 
(Fill in the blank) 
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