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Welcome to the Company
This Staff Handbook contains our current policies and rules and has been designed to help you
understand how the Company is organised, what standards and procedures you are expected to
follow and what you can expect from us in return. The policies and procedures contained within this
handbook are non-contractual. We hope this will help our new staff to feel part of the team more
quickly and be a gentle reminder to us all of the right way to work here. As a multinational business,
we have created this document to cover as many policies as possible which cover all our workplaces.
Where there is specific employment legislation to your country of work, we have highlighted this or
further information should be sought from your line manager.

As a Company we want to provide a working environment that is both challenging and enjoyable. On
occasions you may need personal assistance for a variety of reasons, please talk to a Director about
any problems you may have that affect your work.

Changes
From time to time the Company will need to make changes to the Handbook. You will be notified in
writing of any changes.

History

Climate17

Climate17 was founded at the beginning of 2018 by David Blake and Tom Wolsey in order to offer a
truly quality driven approach to recruitment across Sustainability and Renewable Energy markets.

We have deep roots in these markets, having worked in them since 2007. In joining us, you are now
part of a highly experienced team of recruitment specialists.

Our name relates to climate change mitigation and the 17 Sustainable Development Goals issued by
the UN. Climate Change is an issue affecting every country on every continent, disrupting economies,
communities and people greatly.

Climate17’s services support organisations working toward delivering these goals for the benefit of
our global economy. We consider ourselves to be a high-quality, innovative recruitment company
when it comes to delivering value-for-money solutions for our clients.
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As Directors, we have dedicated our careers to going above and beyond providing just a ‘basic’
recruitment process. We care about doing a good job and want to ensure people see our unique
value propositions in our service. We want you to share our passion for what we do and demonstrate
these Values in the service you deliver to clients and candidates alike.

Eolo Renewables

Eolo Renewables was founded in September 2019 by Carlos Soria Villegas with the aim of introducing
real talent into Renewable Energy companies, to fight together against climate change, creating a
greener future for our planet.

With more than a decade of experience in Recruitment, Carlos believes in adding real value to the
recruitment processes of the clients by implementing new procedures and always going the extra
mile to find the right person for each role.

The company name, Eolo, is the God of the wind in Greek mythology, representing one of the most
important Renewable Energy technologies.

Every member of Eolo Renewables shares the same work ethic and values. Our commitment, our hard
work, our passion and our knowledge in the sector allows us to advise our clients in the most efficient
way during every stage of the selection process.

Carlos Soria believes ordinary people are capable of doing extraordinary things and strives to inspire
young people to follow their dreams to create a positive impact in the world.

Coming together

Climate17 have announced a merger with Valencia-based Eolo Renewables, allowing the specialist
Renewable Energy & Sustainability recruiter a platform for continued growth and expansion into
international markets, to deliver greater scale and impact.

The new firm will come under the existing Climate17 brand, which was established by Renewable
Energy & Sustainability recruitment veterans David Blake and Tom Wolsey. Carlos Soria Villegas,
Director of Eolo, will join the board of Climate17 and head up the international arm of the business.
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Following the merger, the combined business now employs a growing team based between
Bournemouth and Valencia.

The merger will deliver a unique combination of skills and expertise which will allow Climate17 to
deliver the increasing global demand for Renewable Energy & Sustainability professionals.

Climate17 has shown an average of 50% YoY growth over the past 4 years and continues to expand
in line with increased demand across the markets it serves.

“This merger represents a unique opportunity for both companies to continue their expansion,” said
Carlos. “Joining the Climate17 team will allow us to exploit synergies between our two businesses
and better service the needs of new and existing clients, whilst also creating new career and mobility
opportunities for our staff.”

Tom said: “We are thrilled to welcome Carlos and the Eolo team on board. They bring valuable
experience in international markets and have deep knowledge of the sectors in which we operate.”

“We look forward to working with them closely, as Climate17 enters the next phase of our
development, deepening our presence in the UK, while expanding into new markets internationally,
as we execute our mission to bring together purpose-driven people and organisations seeking to
bridge the gap between ‘business as usual’ and a regenerative world.”

David added: “I have known Carlos for almost 10 years now, initially employing him at a previous
company, and have watched him establish Eolo as an exciting and rapidly expanding name in the
renewables industry. Their business complements and further strengthens our existing work
throughout the Renewable Energy sector, which makes this merger an ideal fit for us, our clients, and
our staff. We also add Carlos to further strengthen our management team at a critical time in our
growth.”

Who are we and our goals
We are recruitment specialists across Renewable Energy & Sustainability markets.
Our name relates to climate change mitigation and the 17 Sustainable Development Goals issued by
the UN. Climate change is an issue affecting every country on every continent, disrupting economies,
communities and people greatly.
Climate17’s services support organisations working toward delivering these goals for the benefit of
our global economy.
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Our Purpose
To power nature positive impact.

Our Mission
Bringing together purpose driven people and organisations seeking to bridge the gap between
‘business as usual’ and a regenerative world.

Our Values
Knowledgeable
The foundation of our success lies in the depth of our knowledge, which has been built up over 15
years specialising in Energy and Sustainability. We continually expand on this knowledge to ensure
we remain at the forefront of these crucial and ever evolving markets.
Passionate
We care about what we do and the impact we have. We collaborate with purpose-driven
organisations focused on making a positive impact in the ongoing fight against Climate Change,
supporting them in achieving the common goals we share.
Effective
We offer an unparalleled service and deliver market leading results. Our solutions have been refined
over many years, to ensure we are adding maximum value.
Transparent
We are open and honest. We believe in transparent communication and building sustainable
relationships. We focus on impacting our clients and candidates in a positive way.

Our Commitments
Preserving our planet and leading positive social impact.

Our environmental and social commitment starts with our name and continues with our purpose.

Our name reflects our deep commitment towards our planet and people. Our purpose is to power
a nature positive impact.

We are working towards a zero-carbon footprint; for our offices to be energy independent,
encouraging staff to uptake EV through incentive schemes and with the support of our offsetting
partners, we currently offset our Scope 1 & 2 emissions.
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We also commit to bring social value to communities local to our offices. In the UK, we have
partnered with Michael House (Michael House : Supporting the Homeless Since 1992), a mixed
gender hostel which provides for the needs of the homelessness in our local community.

In Spain, we are partnering with La Casa de la Caridad (Inicio - Casa Caridad), an NGO that takes
care of homeless people who are at high risk of social exclusion, with the aim of reintegrating them
into society, reorientating their lives and providing them with resources to prevent them from social
exclusion.

On a global level, we also contribute to the Renewable World (renewable-world.org) mission to end
poverty and look after our planet, by making Renewable Energy sources available to marginalised
communities around the world.

In addition, we are working with Kertabumi (Kertabumi Recycling Center | Jakarta) who are a
community-based social enterprise that’s focused on finding solutions to environmental problems in
Indonesia through research, campaigns and training.

The Company as part of its induction and ongoing training provides specific education and training
to staff and managers on the social and environmental principles and practices which we have
adopted and promote.

Climate17 Governance
As an organisation, we are governed by our values, Climate17 competencies, and our
environmental and social responsibility. These values and commitments determine and inspire the
way we conduct our business with honesty, respect, and integrity.
• We make every effort to be inclusive and make sure that we positively impact the wider
community, the society, and the environment.
• We commit to giving 1% of our profit, 1% of our time and 1% of our resources to power nature
positive impact.
• We are working with Seismic toward becoming a Certified B Corporation, to be verified by B
Lab to meet high standards of social and environmental performance, transparency, and
accountability.
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Everyone is welcome
Climate 17 is an equal opportunities company and actively supports Human Rights, and all Equality
legislation in the country it operates in. Our ethos is to respect and value people’s differences, to help
everyone achieve more at work as well as in their personal lives so that they feel proud of the part they
play in our success. Our Grievance Procedures ensure sympathetic handling, and hopefully
satisfactory resolution, for all aspects of employee concerns or dissatisfaction.

We believe that all decisions about people at work should be based on the individual’s abilities, skills,
performance and behaviour and our business requirements.

This policy and principles must be strictly adhered to by all of our team. Discrimination, abuse or
harassment will result in disciplinary action being taken including dismissal for serious cases.

Human Rights
As outlined in our opening statement ‘everyone is welcome’, the Company recognises our
responsibility to operate with respect to human rights.

Everybody deserves to be treated equally, and with respect and dignity. This policy applies to our
Directors, employees, independent contractors, and our stakeholders.

The Company’s policy recognises and is developed in line with UN Declaration of Human Rights
and UN Guiding Principles on Business and Human Rights.

As a Company we will seek to commit to and prevent any human rights impacts that are linked to
any Company business activities and/or services we provide.

We would encourage any employees to raise any dissatisfaction or concerns regarding breaches of
this policy via our grievance policy.

As part of our commitment to transparency as part of our values we will ensure the Human Right
Policy for the Company is reviewed annually by the Directors.

The Company commits to publishing this Human Rights Policy on its Company website.
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From the Start
Recruitment and Selection
Recruitment, promotion and other selection exercises such as redundancy selection will be
conducted on the basis of merit, against objective criteria that avoid discrimination. Where possible,
we will look to train and promote internally but may on occasion look for direct external candidates
depending on the role and skills required. We always aim to recruit the person who is most suited to
each particular job. We recruit solely on the basis of the applicant's abilities and individual merit as
measured against the predetermined criteria for the job. Qualifications, experience and skills are
assessed at the level that is relevant to the job.
The Company commits to advertising all job vacancies internally prior to posting to the open job
marketplace.
Advertisements will avoid stereotyping/jargon or using wording that may discourage particular
groups from applying. We are committed to applying our equality, diversity and inclusion policy at all
stages of recruitment and selection. We will always carry out shortlisting, interviewing and selection
without regard to an applicant's sex, gender identity, sexual orientation, marital or civil partnership
status, skin colour, race, nationality, ethnic or national origins, religion or belief, age, pregnancy or
maternity leave or trade union membership.
All advertisements content will be checked to ensure the information and structure of job
advertisements are as accessible as possible to include a font which is easy to read, be clear on our
equal opportunities policy and offer alternative completion formats or contact details to assist
applicants.
Potential candidates will not be asked about health or disability before a job offer is made, except in
the very limited circumstances allowed by law: for example, to check that the candidate is able
perform an intrinsic part of the job (taking account of any reasonable adjustments), or to establish any
reasonable adjustments that may be required at interview because of a disability.
Health or disability questions may be included in equal opportunities monitoring forms but will not
be used for selection or decision-making purposes.
We ask every successful candidate to give their consent for us to obtain two written references and
to provide us with documentary proof of qualifications. Any offer of employment will be conditional
on these requirements being satisfactory.
We only recruit individuals with a legal right to work in the country they are employed in. All offers of
employment will be subject to the candidate providing the required original documents or our
organisation being able to carry out a check on their right to work and any restrictions.
As part of our commitment to ensure no child labour exists in our operations your age will be
verified as part of the legal right to work check. As Company we undertake assessments and audits
on our workforce and supply chain to ensure compliance. The Company through its Modern Slavery
Policy and commitments undertakes to educate and provide further information to its staff and
suppliers on child labour and modern slavery.
We have the requirement to provide evidence of the right to work to all new recruits, regardless of
their race, nationality or ethnic or national origins.
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In the UK & Spain we process all personal data collected during the recruitment process in
accordance with our Data Protection Policy and our non-contractual Privacy Notice which is
available upon request.
Please note that we will adopt and support all principles of recruitment and selection that are
applicable in within the Country we are operating in.

Flexibility
You will be provided with a Job Description containing details of your day-to-day duties; however we
all have to be flexible in the work we do, and you are required to comply with any reasonable request
to promote the smooth running of the business.

References
Your employment is subject to the receipt of two references. One should be from your most recent
Company or Head Teacher in the case of school leavers.

Receipt of unsatisfactory references will result in withdrawal of an offer of employment or dismissal
should the candidate have commenced working.

The Company generally owes a duty of confidence to the author of any reference. Each reference
given or received will therefore be confidential, whether or not it is marked as such, and will not
normally be disclosed to the person who is the subject of the reference.

Dress Code
Our dress code in the office is casual and relaxed with the expectation of being able to be smart and
presentable should any unexpected client meeting or virtual candidate interview arises.

You will be required to dress in smart casual attire for personal or virtual meetings with clients or
candidates at any of our offices.

You will be required to dress in smart professional business attire when visiting clients, attending
exhibitions and where you are going to be representing the Company at another business premises.

In hot weather, whilst we understand the need to be cool we would ask that generally accepted
standards of modesty be preserved at all times.

The Company is the sole judge of what is, and what is not, appropriate attire for the purposes of this
policy. This dress code policy is not exhaustive in defining acceptable standards of dress and
appearance and employees should use common sense in order to adhere to the principles
underpinning the policy.
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Working hours
Your working hours are detailed in your contract of employment, but full-time hours are 37.5 hours
per week – the Company believes you do not need to work beyond your contracted hours. We
operate a core hours policy for being in the office which is between 10am – 4pm. Where you have a
personal appointment such as a doctor or dentist appointment (which cannot reasonably be
scheduled outside of working hours) it should be undertaken outside of these core hours and ensure
any missed hours of work are made up. You should inform your Line Manager about any time off.
The Company provides paid rest periods during your working day; therefore, you should ensure have
a break during the working day for leisure activities and meals.
The Company monitors working hours to ensure you have as a minimum the local regulatory
mandatory rest periods on a daily and weekly basis.

Induction
The Company will provide all new permanent and temporary employees, whether employed on a
full-time or part-time basis, with a programme of induction training.
The purpose of induction is to integrate a new employee into the organisation so that they are
encouraged to become an effective and motivated member of the team. Effective induction is a
major contributory factor in retaining newly appointed staff.
As part of the induction process the Company will be clear to all any new staff member not only our
working practices, their role, the achievements and goals we are seeking from them but its
environmental and social principles and the Company’s commitments to its values.
We want all staff to be able to articulate, follow and promote our commitments as they continue
their employment journey with the Company.

Induction programme
An effective induction programme is not a one-off event but takes place over a period of some
weeks and is an ongoing process to ensure that the new employee settles well into the organisation
and is confident carrying out the full scope of their duties. Essential information should be supplied
to the new employee in a planned and systematic way to avoid information overload and to ensure
that they are able to absorb it.
Although all new employees should be supplied with the core information set out under
the induction checklist, the design and content of the induction programme will depend on factors
such as the new employee's role, level of responsibility and previous work experience. Line
Managers should therefore be prepared to vary the induction programme to suit the particular
needs of the new employee and the role specification.
The induction programme should involve input from the managers and work colleagues who are
best placed to supply the new employee with the full range of relevant information and assistance.

Personal Mobile Phones
Personal mobile phones must be kept on silent mode while in the office or while on Company
business. We do not want these to be a distraction for you whilst working.

Medical Examination
In the case of persistent or long-term sickness absences, the Company will consult with you and
reserves the right to require you to undergo a medical examination. The Company will pay the cost
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of any such examination and all information given in connection with it and any report upon it will be
fully disclosed to the Company.

Disability
Where you have or develop a condition that would be classified as a disability you have a duty to
inform the Company. Any information will be treated in the strictest confidence but will allow the
Company to support and make any reasonable adjustments necessary, and you will not be subjected
to any form of discrimination because of your disclosure.

Health and Safety
The Company recognises and accepts their responsibilities to provide a safe and healthy environment
for staff. As an employee you have a duty to take reasonable care of yourself and others who may be
affected by your acts whilst at work.

Security
The Company may check, record and review telephone calls, computer files, CCTV film, records and
emails and any other compliance including security or risk analysis checks the Company considers
reasonably necessary.

Building Security
You may be provided with a key to a Company office, it is paramount that you ensure when you leave
that the building is secured. Should you lose your key you should inform a Director immediately. You
may be charged for a loss/replacement key.

Personal property
Please do not bring valuables or large sums of money to work with you as we cannot accept
responsibility for your money, clothing or other property on our premises.

Training and Qualifications
All employees are expected to attend training that the Company considers essential to meet the
statutory or contractual obligations of the Company.

Our training policy has been developed in line with the Company’s overall vision and strategy and
reflects a belief in the need to develop all permanent and temporary employees, whether employed
on a full-time or part-time basis. It is based on the principles that the Company:
•

thinks of its workforce as an asset as well as a cost, and believes that it should invest in that
asset;

•

believes that all its employees have the potential to grow, both in their work role and
personally, and it shall endeavour to provide opportunities for this growth;

•

considers it appropriate to base such training and development opportunities on the
requirements of the business, and decisions about investment in staff training and
development will be made accordingly;
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•

believes that responsibility for training and development should be shared between the
Company and its workforce;

•

will ensure that appropriate procedures are in place to plan, deliver and evaluate training and
development activity;

•

wants to empower its staff members to take some ownership of their own development, with
support from their managers and the Company as a whole;

•

believes that its line managers have a key role to play in people development;

•

regularly reviews its overall level of investment in staff training and development to ensure
that adequate and appropriate resources are provided;

•

regularly reviews its training programs to ensure our social and environmental principles and
practices are incorporated and understood by participants; and

•

plans its training and development activities in line with industry standards, and therefore
maintains relationships with relevant bodies.

Training and development initiatives
The Company provides a range of training and development opportunities to staff. These fall into
four broad categories:
•

Programmes relating to the enhancement of skills for an employee's current position. These
include internal and external courses providing technical training, for example on the use of
software packages, and specialist training relating to the skills that employees require for their
job.

•

Programmes leading to a professional or academic qualification. The Company encourages
employees who wish to do so to pursue continuous professional development and where
appropriate to gain further qualifications.

•

Programmes that have a specific management or supervisory focus. These include internal
and external courses on manager development, supervisory skills for line managers, and
leadership development programmes.

•

Health and safety training. This includes courses in manual handling, risk assessment, fire
safety, first aid, and food and hygiene regulations.

Decisions on the suitability and applicability of programmes will be determined through the
performance review process, during which individual training and development needs are identified
within a personal development plan. Progress on the acquisition of new skills and knowledge will be
monitored throughout this process.
Roles and responsibilities for implementation
Both line managers and employees have a responsibility to implement training and development
initiatives. There will be an opportunity to discuss development needs through the performance
review process and agree appropriate courses of training or study. Line managers should encourage
their staff to undertake relevant programmes. Employees are expected to take up the opportunities
provided and report back to their line manager on their applicability once completed.
Line managers have a responsibility to monitor and evaluate the effectiveness of learning for
employees who have undergone training and development. Line managers can contact the
management team to give feedback on internal and external training programmes, including their
quality and cost effectiveness. Line managers should ensure that employees implement the skills that
they have gained through training.
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The Company will provide opportunities to undertake non career specific training, we recognise the
support, help and confidence this can contribute for an employee. All applications for such courses
should be made to your Line manager.
Planning and implementing new initiatives
Any new training initiatives will be planned as a result of training needs analysis activities, which in
turn are part of the organisation's performance review process. In addition, the organisation is
committed to reviewing training initiatives so that relevant training and development is provided for
skills in specific job areas, where work procedures have changed, or where new standards are
introduced. Any new training and development programmes offered to staff will be publicised
through the Company's normal communication channels, including the intranet, staff notices and
departmental meetings. The Company will make use, where appropriate, of e-learning,
and training will be provided to staff in how to access materials while at work and from home.
Individual requests for training and development
Employees can request training and development at any time, but this will usually be done within the
performance review process, as outlined above. Employees should channel requests through their
line manager.
Monitoring and evaluating investment in training and development
The Company firmly believes that it is critical to the success of both the planning and delivery
of training and development activities that the resources invested are monitored and the outcomes
achieved are measured. Such outcomes may be demonstrated at an individual, departmental and
corporate level. Senior managers have an important role to play in this process. The Company uses
its evaluation findings for future business planning and the planning of continued investment in
staff training and development. Accordingly, the evaluation findings are regularly shared with the
senior management team.
The Company is committed to ensuring that line managers receive training on how they should
communicate our social and environmental goals to their staff and how to measure the accountability
of the impact of these goals.
Coaching and mentoring
The Company encourages line managers to provide coaching and mentoring support for staff who
are undergoing training and development. Managers have a responsibility to ensure that the skills
and knowledge of more experienced staff members are shared with more junior employees to ensure
that learning occurs in a planned way.

Pay, hours of work, expenses and benefits
Pay
Your salary is detailed in your contract of employment. Any questions about pay should be directed
to your Line Manager in the first instance.

We ensure that as a Company we have salary bandings for roles, so we are transparent in potential
earnings for all employees, taking into account their locality.
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The Company is committed to reviewing its salary bandings on an annual basis, in conjunction with
the Company’s commitment to meet and exceed the Living Wage and a cost-of-living benefit
assessment as part of this review process.

You will be asked to supply your bank/building society account details when you start work with us. If
these details change you should let us know as soon as possible so your payments go through
smoothly.

Any overtime or TOIL will need to be agreed in advance with your line manager.

General Policy
We aim to maintain remuneration at all levels which:
•
•
•
•

Enables us to recruit and retain quality employees who will perform their roles effectively
Motivate employees to achieve the objectives set by their Line Managers so that the goals are
met
Provide progression for employees assuming greater responsibility and duties that are more
demanding
Is non-discriminatory.

Real Living Wage
As a Company we support and work with the principles of a Living Wage.
We believe that everyone working at Climate17 in the UK, regardless of whether they are an
employee or contractor should receive at least the real Living Wage. We feel that this is the right
thing to do to create a stronger and more diverse workforce.
The way we will consider this is by adhering to principles and recommendations of the Living Wage
Foundation and will review its findings on an annual basis to ensure that our salary payments
continue to be current and in line with the real Living Wage costs.
For all of our staff that work outside of the UK, we pledge to ensure that we will support those
equivalent national initiatives within the countries that we operate in, and have a commitment to
meet and exceed a Living Wage for staff to ensure it is sufficient to meet basic food, clothing and
housing needs and provide some discretionary income for themselves and their dependents.
The Company commits to ensuring any independent contractors are paid at least a living wage
calculated for an individual and for a family.

Hours of work and time keeping
It is your responsibility to attend work punctually. This means that you should be ready to commence
work at the start of your start time, not arrive then.

You may not leave work before your normal finishing time without the permission of your immediate
Line Manager.
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Pensions
Subject to eligibility and local laws you have the right to join a Company pension. When you join a
pension, the Company will contribute to the scheme.

In the UK you will be auto enrolled into our company NEST pension scheme which is in accordance
with the Pensions Act 2008. Subject to eligibility, you will be enrolled after three months continuous
service. Full details of this, including details of how to opt out will be sent to you separately.

Under the NEST scheme you have the option to switch to the NEST Ethical Pension. Click here for
more information, and the Company would encourage you to explore this ethical investment option
as it cannot be made the default fund.

In Spain the Company will pay into the state pension according to the statutory guidance and
payment requirements.

Private Health Insurance
Following the successful completion of your probationary period you will invited to join the
Company’s private medical healthcare scheme where applicable in the UK and Spain. Details will be
provided to you at the time.

We provide a wide-ranging private health insurance scheme which does not discriminate in terms of
coverage due to gender or gender identification.

We will review, in line with policy renewal date, with our employees to ensure the services and
coverage meets our employee’s needs.

The Company recognises it responsibilities to aim to provide information, coverage and resources
through its health insurance plan on the specific health needs of women and how to access resources
about reproductive healthcare benefits and support.

Expenses
The Company will reimburse all business expenses reasonably and properly incurred, provided that
the expenditure has been approved by a Director in advance and that VAT receipts are submitted
according to Company rules in place at the time.

In the UK, Business mileage will be reimbursed at the current HMRC rate per mile.

Page 16 of 76
P U R PO S E

D R I V E N

T A L E N T

All costs (including but not limited to travel, accommodation and food/drink) for client entertainment,
any exhibitions and conferences must be pre-approved. Outstanding expenses of more than 3
months will not be paid.

Working Outside of Climate17
During the continuance of your employment, you shall not without the prior consent of a
Director whether paid or unpaid, directly or indirectly:

a) undertake, be engaged or concerned in the conduct of;
b) be or become an employee, agent, partner, consultant or Director of; or
c) assist or have any financial interest in any other business, trade, profession or occupation,
whether actual or prospective.
You agree to disclose to the Company any matters relating to your spouse or civil partner (or
anyone living as such), children or parents which may, in the reasonable opinion of the Company,
be considered to interfere, conflict or compete with the proper performance of your obligations
under this agreement.

Working from Home
The Company wishes to provide a collaborative and flexible work environment and recognises a
shift in culture since the start of the Covid pandemic in respect of home working.

Any employee (who has passed their probationary period) can request to work from home 1 day a
week. The request must be booked at least one week in advance of the date requested, not have a
detrimental impact on the work they need to undertake, and the Company reserves the right to
cancel the work from home date at short notice due to a reasonable business requirement. The
Company has the final decision on any working from home request.

Driving on Company Business
As part of your duties, you may have to use your own vehicle to undertake Company business. The
Company will as part of its induction process ensure you are aware of your responsibilities when
driving on Company business.

The vehicle you use should be insured for business usage and a copy of the policy provided to the
Company annually.

You will provide a copy of your driving licence and driver check code; this will be checked annually.

All employees are reminded that it is against Company policy, as well as being illegal, to use a mobile
phone to make or receive telephone calls, send or read text or image/picture messages, send or
receive facsimiles or to access the internet or e-mail whilst driving in the course of their employment
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with the Company and any breach of this instruction will result in disciplinary action (up to and
including summary dismissal). You are permitted to use a phone through the car Bluetooth system
and handsfree equipment for calls only.

If you do wish to use a mobile phone whilst driving in these circumstances, and you don’t have access
to Bluetooth or hands free equipment (whether your own personal mobile phone or a company
mobile phone), you must pull over and stop the vehicle in a safe place and completely turn off the
vehicle’s engine before using the mobile phone.

Whilst driving in the course of your employment with the Company, if you can’t access handsfree or
Bluetooth equipment safely, you should make use of any voicemail or call divert facility available on
your mobile phone.

Safe Standards of Driving

When driving the vehicle, you must drive within the law and abide by all requirements of road traffic
law and the Highway Code, including ensuring that:

•
•

Traffic signs and statutory speed limits are observed.
The vehicle is properly parked and not in breach of any road traffic regulations.

You can find out more practicable information about the road traffic law and the Highway Code by
visiting Think! .

You are responsible for your own safety, for any passengers or loads carrying in the vehicle and for
ensuring that the vehicle is safe to use. When carrying passengers, ensure you comply with the vehicle
manufacturer's design specification. There should be enough seats for all passengers and only one
person per seat. The driver and any passengers must wear seat belts on all journeys.

You are prohibited from driving the vehicle whilst under the influence of any intoxicating substances
such as alcohol or drugs. If you are taking any prescription drugs or other medication which may
cause drowsiness, you should inform your line manager prior to driving on Company-related business
as this may affect your ability to drive.

While driving on Company-related business, it is important that you take regular breaks because
driving when tired can result in accidents. In any event, you should not drive for more than 10 hours
per day and both business travel and work time should not exceed 11 hours per day.
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Maintenance
Your vehicles should be kept clean and well maintained and must be roadworthy at all times. It is
your responsibility to ensure that the car is roadworthy (i.e., check tyre pressure, oil level and water
level regularly) and safe to operate.

Accidents
Any driver involved in an accident whilst on Company business must stop at once and give the
following to any person having reasonable grounds for requesting it:
•
•
•
•
•

The employee's name and address.
The Company name and address.
The vehicle registration number.
The name and address of the insurance company.
If any person is injured in the accident, the police must be informed.

You must:
•
•
•
•
•

Make no admission of liability to any person, however in the wrong you may be.
Obtain the name and address of any other driver or drivers involved and details of their
vehicle(s).
Obtain names and addresses of any witnesses.
Report the accident as soon as possible to your line manager.
Where required complete a full accident report within 48 hours and give it to your line manager.

Driving offences and other motoring incidents
You must immediately inform the Company if:
•

you are prosecuted or to be prosecuted for or convicted of any road traffic offence;

•

while driving in the course of your employment you are involved in any motoring accident or
incident potentially giving rise to a claim (whether by you or a third party) or which is otherwise
required to be notified to the insurers by the Company under the terms of any insurance policy
held by it;

•

your driving licence is endorsed; or

•

you are disqualified from holding a driving licence.

As a Company we promote safe driving practices and aim for 0% accidents involving work driving
related activities and will provide support, training and guidance to all staff on safe driving practices.

Flexible Working
In the UK, Employees who have more than 26 weeks continuous service have the right to make a
formal flexible working request. The Company will consider request in line with this policy for
employees not based in the UK.

Eligible employees can request:
•
•
•

A change in hours i.e. working less than normal hours and/or fewer days
A change to the times when they are required to work
A change to the place of work i.e. to work from home
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•
•

A different pattern of work
Job sharing.

To make an application you must submit a written request setting out the change to the working
conditions you want, when this change would be effective from and how you believe it could work.
An accepted application will mean a permanent change to your contract of employment.

A Director will hold a meeting with you and complete the process including any appeal within three
months of your request unless you both agree to extend this period. You are entitled to be
accompanied at the meeting by a work colleague.

At this meeting a practical business assessment of how the proposed arrangement can work will be
undertaken. The changes you have proposed, the effect of the proposed changes and any possible
alternative work patterns that might suit both parties, will be discussed.

The Company will properly consider the request and will make a practical business assessment on
whether, and if so how, the flexible working request could be accommodated.

Following the meeting and consideration, the Company will write to you to either:
•
•

Accepting the request, setting out any action on which agreement is dependent and
establishing a start date
Rejecting the request and explaining the business reasons surrounding this and setting out
the appeals procedures.

If your request is accepted, you will receive either a new contract of employment or a contract
amendment detailing the new working pattern.

If the request is refused it will be for a business reason for example:

•
•
•
•
•
•
•

The burden of additional costs
Detrimental effect on ability to meet customer/service user/member demand
Inability to reorganise work among existing staff
Inability to recruit additional staff
Detrimental impact on quality and/or performance
Lack of work during the period when the employee proposes to work
Planned structural or workforce changes.

Following any refusal, you may appeal in writing against the decision setting out the reasons for the
appeal. Your appeal letter should be sent within five working days. Should you appeal, you will be
invited to an appeal hearing. At the appeal meeting you will have the right to be accompanied by a
work colleague.

Following the appeal meeting an outcome will be given in writing.
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Each request for flexible working will be dealt with individually, taking into account the likely effects
the changes will have on the Company, the work of the department in which the employee making
the request is employed and the employee’s colleagues. This means that if the Company agrees to
one employee’s request, this does not set a precedent or create a right for another employee to be
granted the same or a similar change to their work pattern.

Further to submitting your request, regardless of whether your request was agreed or refused, you
must wait 12 months before making a new request.

Absence from work
Holiday Policy
Your holiday entitlement is detailed in your contract of employment.

You will also be entitled to 1 extra day’s holiday for your birthday and the date will be agreed for the
specific date to take.

The holiday year runs from 1st January to 31st December. Holiday must be taken, and unused holiday
entitlement cannot be carried forward to the following year. Holiday must be taken at a time
convenient to the Company and no more than 10 days may be taken at any one time unless express
permission is given by a Director. You may be asked to reserve a proportion of your holiday for
periods where an office may be closed, such as Christmas and New Year.

All holiday requests should be made using Staff Circle.

When requesting a holiday period of five days or more you are required to request the leave with a
minimum of four weeks’ notice. If you are seeking holiday of less than five days, you must make the
request for leave with a minimum of one weeks’ notice.

Holiday Pay on termination
Where required by local laws, on termination of employment, employees shall be entitled to receive
a payment representing holiday accrued but as yet untaken. If you have taken more than your holiday
entitlement when you leave, a sum representing the amount of additional holiday will be deducted
from your final salary.

Sickness Absence Policy
In the event of any absence, you must personally contact your line manager by telephone (not text or
email) as early as possible on the first day of absence and certainly by your normal start time of 9am.
Regular contact during your absence is essential.
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The rules relating to proof of absence you must provide during any period of sickness absence and
any payment due to you for any period of sickness absence will be outlined in your contract of
employment.

After the successful completion of your six-month probationary period, the Company will pay
Company Sick Pay benefit of full pay for the five days of sickness absence in any rolling twelve-month
period.

The Company will allow an employee to use up to two days of their Company Sick Pay days as mental
health days. The goal with this allowance is to allow you help to heal your mind if you are overwhelmed
or stressed, and this will allow you to return to work more relaxed, positive and ready for a productive
return and improvement in your wellbeing.

The Company may at any time require you to have a medical examination at the Company’s expense.
In cases of persistent repetition of, or prolonged absence due to sickness or injury, the Company
reserves the right to terminate your employment.

As lessons learned from the Covid pandemic, the Company will provide staff where possible which
public health and health related information based on their local/country environment and context.
This also includes a commitment to do so when a public health issue could disproportionately affect
one gender or another.

Jury Service
In the UK, if you have to attend Court for jury service or as a witness, please let us know as soon as
possible and provide a copy of the court summons to support your request for time off work. Payment
of salary during this period is at the absolute discretion of the Company. You will be able to claim an
amount for loss of earnings and we need you to provide this to us, so that this amount can be
deducted from any discretionary pay that may be paid.

If you attend court and are told your services are not required that day, you must telephone us
immediately and then return to work.

For other public duties for example being a Justice of the Peace (JP) or a School Governor the
employee will be allowed unpaid time off.

Time off for dependant emergencies
We recognise the right of all employees to reasonable amounts of unpaid leave to deal with incidents
involving a dependant. This is defined as any person who reasonably relies on you to make provision
of care. The type of situations when this leave may be taken would be when a dependant:
•

Is ill, injured, gives birth or is assaulted
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•
•
•

When care arrangements unexpectedly break down
When a dependant dies
To deal with an unexpected incident involving a child at school.

Employees wishing to take leave to deal with any of the above must telephone their Line Manager
personally prior to the start of their working day. They must give the reason for the absence and the
expected duration of the absence.

Compassionate Leave
Compassionate leave is designed to help you cope with the death of a close relative, deal with
necessary arrangements and attend their funeral. It may also be granted where a close relative is
seriously or critically ill. Naturally we would want to support an employee during this difficult time
and will consider any adjustments to working requirements to assist.

You can request to take paid compassionate leave of up to 2 days in respect of a spouse or partner,
child, stepchild, grandchild or parent.

We may exercise our discretion to grant a period of compassionate leave in respect of any other
relative or close friend, depending on the circumstances of each case.

Falsifying claims
In the event of an employee taking time off fraudulently under any of the above sickness and absence
policies, we will investigate, and disciplinary action may be taken.

Severe Weather and Disruptions to Travel
The Company acknowledges that you may occasionally have problems travelling to and from work
due to either severe weather conditions or major disruptions to public transport (for example, train
strikes or accidents on the roads). Whilst we understand and are committed to protecting the health
and safety of all our employees, we must also ensure that the business and our clients are not unduly
disrupted by external factors.

Reporting for work
We expect you to report for work regardless of the situation. You should therefore make every effort
to attend work in all circumstances. When severe weather conditions occur or where there are major
disruptions to public transport, you should take steps to obtain advice on the position from the
appropriate external agencies and allow extra time for your journey, making alternative travel
arrangements where appropriate. You will still be expected to attend work on time.

Unjustified or unacceptable absence or lateness may give rise to disciplinary action under the
Company’s disciplinary procedure.
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Accepted absence and lateness
If you are unable to attend work or are going to be delayed by the weather conditions or public
transport disruptions, you should contact a Director as soon as possible to discuss the position.

Where the Company accepts that you have used your best endeavours to attend work, but you are
unable to do so or you are late because of the severe weather conditions or the major disruptions to
public transport, a Director will discuss the various options potentially available. At the Company’s
discretion, you may be required or permitted to:
•
•
•
•
•

Make up the time at a later date.
Take any absence from work as part of your annual leave entitlement.
Take any absence from work as special unpaid leave (in this case, your pay will reduce
accordingly to take account of the hours/days you have not worked).
Be paid as if you had attended work on the day(s) of absence.
Work from home or otherwise work remotely.

The Company will base its decision on your individual circumstances, for example your distance from
home to work, your mode of transport and how viable it is for you to work from home, and on the
needs of the Company.

Leaving work early
If severe weather conditions or major disruptions to public transport occur during the working day
which will cause problems for you in travelling home, a Director will decide whether to allow you to
leave work early (and to make up the time at a later date if necessary). The Company will again base
its decision on your individual circumstances for example, your distance from home to work, your
mode of transport and how viable it is for you to take work with you and work from home for the rest
of the day, and on the needs of the Company.

Health and safety
The Company is committed to protecting the health and safety of all its employees and this includes
during severe weather conditions and where there are major disruptions to public transport and
therefore a reasonable approach will be taken to the situation. You also have a duty to take
reasonable care of your own health and safety and that of other persons who may be affected by your
acts or omissions. This includes taking extra care when travelling to and from work in severe weather
conditions and allowing more time for your journey, including making alternative travel arrangements
where appropriate.
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Family Friendly Policies
The Company will foster a culture which supports working families and carers through its family
friendly policies.
The Company can signpost employees to local and national resources which may help with such
matters as childcare costs, schooling, tax benefits and parenting/careers help and guidance.
There are different statutory rules for policies with regards to maternity, adoption, paternity and
other family friendly policies for different countries. You can find out more about the rules and
eligibility to the policies for:

UK based employees by clicking here

Spain based employees by clicking here

Equality and Diversity
We are an equal opportunities Company and actively support human rights and all equality
legislation and promote diversity and inclusion throughout the company. Our ethos is to respect
and value people’s differences, and to help everyone achieve more at work as well as in their
personal lives so that they feel proud of who they are and of the part they play in our success.

We believe that all decisions about people at work should be based on the individual’s abilities,
skills, performance and behaviour and our business requirements.

We are proud to be a multi-cultural business and will always be open to ideas/suggestions to
support this further and help employees integrate to their workplace and country of work.

In the UK we accept our legal obligations under the Equalities Act 2010 and, which makes it
generally unlawful to discriminate directly or indirectly in recruitment, employment or after
employment on the grounds of:
•
•
•
•
•
•
•
•
•

Age.
Disability.
Gender Reassignment.
Marriage & Civil Partnership.
Pregnancy and Maternity.
Race (which includes colour, nationality and ethnic or national origins).
Sexual orientation.
Sex.
Religion or belief.
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The Company recognises the right for any member of staff to be part of or join a trade union and
should not suffer any detriment as result. Though the Company does not have any affiliation or
collective bargaining agreements with a union, the Company is always keen to engage with its staff
directly on working practices, issues, and ideas to improve our business.

The Company recognises that your social origin has no bearing on any aspect of your employment.

Upon joining, employees will be informed of our Equality and Diversity policy and that they are
obligated to comply with its requirements and promote fairness in the workplace. We expect
everyone in our team to adhere to our policy.

In any circumstance any form of discrimination, abuse or harassment will result in disciplinary action
being taken, including dismissal for serious cases. The policy will also be drawn to the attention of
visitors.

Cultural & Religious events
We recognise that you may wish to take holiday to enable your participation in religious or cultural
events. In these circumstances we will endeavour to approve holiday where possible, but ask that
holiday is submitted as far in advance as possible.

Should you require support at work to enable participation in religious or cultural events (i.e.,
fasting, private prayer, meditation, etc.) please speak to your line manager.

Transgender Employees/Gender Reassignment
If you inform us of any changes in your personal circumstances and/or intention to transition, we will
discuss any support that may be required and adjustments that we could make to ensure that you
are supported.

Your employee records will be updated upon request from yourself, though we may need a legal
name change for certain records (payroll, pension, etc.).

Names/Pronouns
Employees will be addressed by the name and pronoun that they choose.

Complaints
If you feel that you have been subjected to any form of harassment or discrimination, please raise
this with your line manager immediately. Should you require it, our formal grievance procedures
ensure sympathetic handling, and hopefully satisfactory resolution, for all aspects of employee
concerns or dissatisfaction.
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Equal Pay
The Company is committed to the principle of equal opportunities for all employees and
employees, regardless of sex, race, religion or belief, age, marriage and civil partnership, pregnancy
and maternity, sexual orientation, gender reassignment, or disability.
This policy is intended to set out how the Company will demonstrate its commitment to equal pay.
Naturally the Company is committed to all national regulations governing and addressing equal pay
for work of equal value.
Our commitment
As part of its commitment to equal opportunities, the Company believes that its male and female
employees should receive equal pay for:
•
•
•

the same or similar work;
work rated as equivalent under a job evaluation study; or
work of equal value.

Equal pay means all forms of contractual remuneration (including contractual bonus payments,
overtime rates, pension benefits and holiday pay) and non-cash contractual benefits.
The Company aims to ensure that it operates a fair and transparent pay system based on objective
criteria and free from gender bias. The Company will do this by:
•
•
•
•
•
•

carrying out yearly audits of pay and benefits for existing employees and initial pay and
benefits for new employees within the Company, including those on maternity leave, sick
leave, considering the findings and taking action to address any pay discrimination;
preparing an annual gender pay gap report to identify any differences in the average pay
between male and female employees, and publishing that information on our website;
providing training for all managers and those members of staff who are involved in salary
reviews on equal pay issues;
aiming to publicly disclose our gender ratios, basic salaries and benefits by employee level
and gender.
informing employees how their pay and contractual bonus has been determined in each
salary review; and
treating any grievance in relation to equal pay as a priority.

The Company is committed to publishing gender pay gap findings via its Company website.
Data protection
The Company processes personal data collected during pay audits and the preparation of gender
pay gap reports in accordance with its data protection policy. In particular, data collected as part of
a pay audit, job evaluation or in the preparation of a gender pay gap report is held securely and
accessed by, and disclosed to, individuals only for the purposes of operating a fair and transparent
pay system. Inappropriate access or disclosure of employee data constitutes a data breach and
should be reported in accordance with the Company's data protection policy immediately. It may
also constitute a disciplinary offence, which will be dealt with under the Company's disciplinary
procedure.
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Complaints
If an employee considers that they are not being paid equally to another employee of the opposite
sex for the same or similar work, for work rated as equivalent (following a job evaluation study) or for
work of equal value, they should raise their concerns informally with their line manager.
If informal discussions do not resolve the matter to the employee's satisfaction, they should write to
a Director setting out their concerns in accordance with the Company's grievance procedure,
contained in the Company’s grievance policy.
Details of any complaints regarding equal pay will be retained confidentially for monitoring
purposes.

Smoking, Drug and Alcohol Policy
Smoking Policy
The Company has a strict no smoking policy whilst on Company business. For clarity, this includes
the use of electronic cigarettes or similar devices. Smoking is permitted on authorised breaks. You
must be considerate of clients at all times and the impact the smell of cigarette, electronic cigarette
or similar smoke may have on clients and our professional image.

Smoking is permitted outside the offices in designated areas; please ensure you do not smoke in
sight of the front of any Company offices.

Drugs and Alcohol
It is the responsibility of the Company to ensure, so far as is reasonably practicable, the health, safety
and wellbeing of all employees. Employees who are under the influence of drugs and/or alcohol
whilst at work may adversely influence their own safety and that of their colleagues. By establishing
clear and comprehensive rules, which apply to all employees we also aim to provide a supportive
environment to those with a drug or alcohol related problem, who are committed to changing their
behaviour.

Definition
Alcohol covers all alcoholic beverages. Drugs include all Class A, B and C substances; ‘legal highs’ or
psychoactive drugs; drugs which are only legally available on prescription; solvents which are misused
and any other drug that has an adverse effect on your ability to carry out your work in a safe and
effective way.

Rules
The taking of alcohol and drugs is strictly prohibited before working hours where appropriate
functioning at work would be adversely affected, and at all times during working hours. For the
avoidance of doubt, working hours include meal and other breaks.
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Special circumstances
Where employees are entertaining clients or attend social functions or work-related activities outside
of the normal working day, we accept that moderate amounts of alcohol may be consumed. However,
we insist that employees stay within the legal limit whilst driving a car and would strongly advise that
no alcohol at all should be taken if driving.

Medication
Where employees are taking medication for a pre-diagnosed condition, the type of drug and its
possible contra-indications must be reported to a Director. This sensitive information will be treated
confidentially.

Confidentiality
An employee who has a drug or alcohol related problem may approach a Director in confidence,
within the provisions of the law, and receive help and support. Any absence during a rehabilitation
period will be treated as normal sickness absence.

Disciplinary action
Any employee who is found to be under the influence of drugs and/or alcohol during working hours
will be suspended on full pay pending a disciplinary hearing. This may result in the employee’s
dismissal for Gross Misconduct.
Any employee found to be in possession of, or dealing in, illegal substances will be suspended on
full pay pending a disciplinary hearing. This may result in the employee's dismissal for Gross
Misconduct. In all instances of this kind, the employee will be reported immediately to the police.

Resolving Problems Policy
We believe that by having clear, open and fair procedures for the resolution of problems, we create
a basis for the fair treatment of all our team.

Disciplinary and grievance procedure
We expect our staff to meet high standards of conduct. Minor departures from our standards may be
dealt with informally to avoid the need to engage this procedure. Nevertheless, we recognise that
there will be occasions when informal action is not appropriate, and in such cases this Policy will be
implemented. During the first 2 years of employment the full Disciplinary and Grievance procedure
will not apply.

This Policy does not form part of your contract of employment and may be altered or amended at the
absolute discretion of the Company. We may start this procedure at any stage.

For disciplinary and grievance issues we may, at our absolute discretion, use an external third party to
carry out any part or parts of this procedure.
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Procedure
•

Investigation
o
An investigation may be undertaken prior to any disciplinary action
o
You must fully co-operate with any investigation
o
If you are invited to an investigation meeting, there is no right to be accompanied.

•
o

•
o
o
o
o
o
o
•

Suspension
If appropriate, we may suspend you on full pay. If you are suspended, your contract of
employment will remain in force, but you will not be entitled to access any of our
premises except at our prior request, or with our prior consent, and subject to such
conditions that we may impose.
Disciplinary hearing
If it is decided that there is a disciplinary case to answer, you will be informed of this,
normally in writing
You will be invited to attend a disciplinary hearing
You are entitled to be accompanied to a disciplinary hearing by a workplace colleague
or a trade union representative (according to local employment laws)
You will be given the opportunity to state your case before any decision is made
The chair of the hearing may decide the issue at the hearing or adjourn the hearing to
consider their findings
You will be informed of the decision. This will normally be in writing.

Appeals
If you are dissatisfied with the outcome of the disciplinary hearing, you may appeal. If you
wish to appeal you must do so within five days of the date of the outcome letter (or where
no letter is issued, the date you are informed of the decision)
o
An appeal should be in writing and must set out the grounds for your appeal along with
any accompanying documentation
o
At an appeal hearing, you are entitled to be accompanied by either a workplace
colleague or a trade union representative (according to local employment laws)
o
The outcome of the appeal will be conveyed to you, normally in writing. The appeal
decision will be final.
o

•
o

Misconduct
Examples of misconduct are:
▪
Occasional and minor poor timekeeping
▪
Minor breaches of our rules
▪
Minor failure to observe our procedures.
These examples are not exhaustive or exclusive. Offences of a similar nature will also be
dealt with under this procedure.
Misconduct, short of gross misconduct, will, depending on severity, normally result in a
written warning. This would normally last for six months. If it is a final written warning, this
would normally last for 12 months.

•
o

Gross Misconduct
Examples of gross misconduct are:
▪
Unauthorised absence
▪
Theft, fraud and bribery (giving and receiving)
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▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪

▪
▪
▪
o

Falsification of records
Breaches of confidentiality or trust
Fighting or assault
Insubordination
Failure to obey a reasonable management order
Deliberate or reckless acts of damaging Company property or property of
another person
Serious breaches of Company policies or procedures
Bringing yourself or the Company into disrepute
Acting in a manner which undermines the trust and confidence in the
employment relationship
Bullying, victimisation and/or harassment towards an employee, or external
representative of another organisation
Being under the influence of alcohol (including below the drink drive limit)
or drugs and/or consuming alcohol or drugs during working hours
Acts of verbal abuse and/or acts of violence or threats of violence towards
either an employee, customer/client or representative of another
organisation
Possession and/or use/being under the influence of illegal drugs or legal
highs
Negligence or incompetence that causes loss, damage or injury, or a serious
risk of injury
Breaches of health and safety regulations.

These examples are not exhaustive or exclusive and offences of a similar nature may be
dealt with as gross misconduct. Gross Misconduct will normally result in dismissal without
notice or payment in lieu of notice.

Grievance Procedure
Where you have a grievance relating to any aspect of your employment, you should have no hesitation
in raising the matter informally with a Director.
If the grievance cannot be resolved informally and you wish to make a formal grievance, this must be
set out in writing to a Director.
Where it is not possible to raise the matter with a Director, for example if they are absent for a
significant period of time or if the grievance relates to them, then you should raise your concerns with
another Director.
You will usually be invited to attend a meeting to discuss your grievance. You are entitled to be
accompanied by a workplace colleague or trade union representative at the grievance meeting
(according to local employment laws).
After the meeting, the meeting Chair will inform you of their decision in writing. You have the right to
appeal against the decision.
If you wish to appeal, you must do so in writing within five days of the date of the outcome letter. You
will then be invited to attend another meeting, after which you will be informed of the final decision
in writing.
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Colleagues
We are pleased for colleagues to support each other through these proceedings but you are not
obliged to do so. Having a colleague present helps to ensure that matters are dealt with fairly and we
appreciate your assistance. You are asked to respect the confidentiality of these proceedings and
sometimes where there is sensitive information about individuals or the Company; we may ask you to
sign confirming this.

Bullying and Harassment
The Company actively encourages an environment in which everyone is entitled to work without
harassment, victimisation and bullying.

Harassment may be described broadly as "unwanted conduct affecting the dignity of men and
women". Where a particular form of conduct has the effect of making a person feel humiliated,
threatened or that their Privacy is being invaded, then that conduct will constitute harassment and
should cease immediately.

We will not condone harassment and the procedure for dealing with complaints is set out below.

The Policy applies to employee's conduct in or out of office hours, when entertaining clients, or at
work events.

All employees have a responsibility for complying with this Policy and treating all colleagues with
dignity and respect. If you believe that you have been subject to, or witnessed harassment,
victimisation or bullying, you must inform your Line Manager so that we can keep our workplace free
from unacceptable behaviour and we take a zero-tolerance approach to such matters.

The procedure for dealing with cases of harassment is set out below:
If you believe you are being subjected to any harassment then, in the first instance you should ask the
offender to stop or make it clear that such attention is unwelcome. If necessary, ask a friend or
colleague to help you do this.

Such an informal approach may be all that is needed, but you should make a note of the details and
keep them.

If your request is ignored and the harassment continues, or you feel unable to make the informal
approach, please contact your Line Manager or Directors immediately. Details will be taken and
should be confirmed in writing by the victim. This constitutes a formal complaint.
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Anonymous Reporting
If you feel unable to raise the matter with your line manager or a Director, you are able to anonymously
report concerns through our staff portal Staff Circle. The report will be anonymous (and will not
identify you unless you specify this) and will be sent to the Directors and Office Managers.

Either a Manager nominated by the Manager who took the complaint, or a Director or an independent
consultant, will investigate the complaint. Allegations will be dealt with seriously and confidentially
and there will be no victimisation of any employee making, or being involved in, a complaint.

In cases of serious alleged harassment, any employee directly involved may be suspended on full pay
pending investigation.

If the harassment has taken place, then the accused will be dealt with in accordance with the
disciplinary and grievance procedures.

It is hoped that the implementation of this Policy will ensure that all our employees work in an
atmosphere of mutual trust, dignity and respect.

The Company commits to reviewing this policy after any cases are reported and concluded to ensure
that if it can identify any improvements in the policy or process it will do so.

Dealing with poor performance
The success of the Company depends on all employees working together to achieve the best possible
standards of performance. We aim to provide support and training to enable all employees to fulfil
their potential and deal with any changes that the Company may require.

However sometimes people perform below the standard that the job requires, although they are not
doing anything deliberately wrong.

In these cases, we believe that it is best to deal with these problems openly and fairly and to provide
clarity and practical support to improve performance.

Monitoring performance
We monitor performance formally and informally through regular discussions that your Line Manager
will have with you about your job, at the end of projects and through the appraisal process.
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Dealing with poor performance
Initially your Line Manager will discuss any concerns about your performance informally with you.
Often raising issues promptly helps to solve them by identifying acceptable standards and any
support that may be needed.

If your performance continues to fall short of that required, your Line Manager will arrange a formal
meeting to discuss this with you. You will have the right to be accompanied by a work colleague or a
trade union representative. The letter inviting you to this meeting will outline what the potential
sanction of the meeting may be.

At this meeting your Line Manager will explain specific areas of your performance that aren’t
acceptable, and you will have the chance to give reasons for this. You and your Manager will agree a
plan, covering ways in which you can be supported to achieve acceptable standards, a date for review
and a clear indication of what will happen if there is no improvement e.g. transfers, dismissal. Where
a formal performance plan is implemented, a disciplinary sanction may also be issued as an outcome
of any formal capability meeting.

The timescale for improvement, with formal reviews, will vary depending on the nature of the problem
and the role that the employee has within the Company. However, there will normally be a minimum
of two formal capability meetings prior to any dismissal meetings.

At the final review, overall performance will be assessed and in most cases this will be the end of the
matter, as performance will have improved as agreed.

If sufficient improvements have not been made, consideration should be given to whether you should
be transferred to another role better suited to your skills set, or as a last resort, dismissed.

Appeal procedure
If you are dismissed because you are not capable of performing your job to an acceptable standard,
you have the right of appeal against this decision. Your appeal should be in writing and sent to the
nominated individual within five working days of the decision and state the reasons for your appeal.
The decision from the appeal hearing will be final.
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How we do business
The Company from its inception has strived hard to build a good reputation over the years. This Policy
sets out requirements for employees, which are designed to maintain the reputation for integrity and
protect employees from accusations of impartiality in commercial matters.

Conflict of Interest
The requirements are based on three principles and relate to the activities of all employees.
• Employees will not allow their outside activities to interfere with their work, or allow any conflict
between their duties and their private interests to affect their ability to carry out these duties
effectively
• Employees will not make use of, or exploit, the Company, or brand names associated with
Climate17, their connection with the Company or information obtained in the course of their
duties, to further their own private interests or those of any outside organisation, to the detriment
of the Company
• Employees will not act in a manner likely to bring the Company, its Directors and shareholders
into disrepute or to affect its reputation for integrity.

Ethical Policy
The Company has documented quality standards for levels of service given to clients. We monitor
these standards and always seek to improve. Similarly, we have high expectations of all our employees
about the way in which they conduct their business transactions.

The Company does not support the offering or acceptance of personal gifts. Any gifts, favour or
hospitality offered to a member of the Company must be declared to a Director. Where it would be
offensive to refuse, gifts will be raffled, and the proceeds donated to charity.

The Company has a designated representative in the Finance Team for creating, monitoring and
conducting internal financial control and ethically focused risk assessments.

Bribery Policy
The Company is committed to ensuring that all our commercial dealings meet the highest
professional standards. It would never be acceptable for anyone to accept or offer bribes in any
business transaction.
Bribes may come in a variety of forms such as corporate hospitality, charitable donations and personal
gifts, as well as money. Any employee being offered any of these must report this to a Director who
will advise how to manage the situation. Breaches of this rule will result in disciplinary action up to and
including dismissal.
This Policy applies to the Directors, our employees throughout the business, suppliers, outsource
partners, consultants and to all markets in which we do business.
The Company’s position on bribery
Involvement in bribery and corruption exposes the Company to a criminal offence. It will also
damage our reputation and the confidence of our clients, customers, suppliers and business
partners.
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The Company’s position is simple: the Company conducts its business to the highest legal and
ethical standards. The Company will not be party to corruption or bribery in any form. Such acts
would damage the Company’s reputation and expose the Company, and its employees and
representatives, to the risk of fines and imprisonment.

The Company takes a zero-tolerance approach to bribery and corruption by its people and its thirdparty representatives.

Bribery may be more widespread in some countries, and business sectors, than others. In some
cases, you may be told that unless the Company pay bribes it will not win business or be able to
complete contracts. That does not matter.

This ethical stance is good for our business and is non-negotiable.

What are indicators of bribery and corruption?

Common indicators of bribery and corruption include those listed below but there may well be
others. Examples include:

Payments are for abnormal amounts or purposes (e.g. ‘commission’), or made in an unusual way
(e.g. what would normally be a single payment is made in stages, through a bank account never
previously used, and/or in a currency or via a country which has no connection with the transaction);

Process is bypassed for approval or sign-off of terms or submission of tender documents, payments,
or other commercial matters; those whose job it is to monitor commercial processes may be
prevented from or hindered in doing so;

Individuals are secretive about certain matters or relationships and/or insist on dealing with
particular customers or contacts personally; they may make trips at short notice without explanation,
or have a more lavish lifestyle than expected;

Decisions are taken for which there is no clear rationale; and/or
Records are incomplete or missing.

Your responsibility

Everyone in the Company’s business is responsible:
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•
•
•
•

for reading and being aware of the contents of this policy and complying with it;
for keeping full and accurate records of all cases where bribery is suspected; and
for reporting cases where the individual knows, or has a reasonable suspicion, that bribery
has occurred or is likely to occur in the business.
We will not penalise anyone who loses business as a result of not engaging in bribery or
corruption.

Corporate hospitality

Corporate hospitality that is proportionate and offered as part of building business relationships
that is open and transparent and approved by your line manager is permitted by this policy.

What to do if you think something is wrong

Each of us has a responsibility to speak out if we discover anything corrupt or otherwise improper
occurring in relation to the business. The Company cannot maintain its integrity unless we do that. If
you are offered a bribe, or are asked to make one, or if you discover or suspect that any bribery or
corruption has occurred or may occur, you must tell your line manager.

You must make your report as soon as reasonably practicable. You may be required to explain any
delays.

Compliance with this policy

The Company takes compliance with this policy very seriously. Failure to comply puts both
individuals and the Company at risk.

Individuals may commit a criminal offence if they fail to comply with this policy. The criminal law
relating to bribery and corruption carries severe penalties.

Because of the importance of this policy, failure to comply with any requirement of it may lead to
disciplinary action under our procedures, and this action may result in dismissal for gross
misconduct. Any non-employee who breaches this policy is liable to have their contract terminated
with immediate effect.

The Company will ensure as part of its induction process all new employees are made aware of the
policy. The Company will ensure via StaffCircle any changes or updates to this policy are
communicated to all managers and employees.
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Modern Slavery Policy
The Company is committed to driving out acts of modern-day slavery and human trafficking within
its business and from within its supply chains, including sub-contractors, and partners.

The Company in the UK (and across the Countries is operates in) upholds the spirit and intentions of
the Modern Slavery Act 2015 through publication of a policy statement setting out the steps we take
to prevent modern slavery and related abuses.

We will ensure transparency within the Company and suppliers of goods and the larger supply
chain and services to the Company through steps which include:

•

Assessing and reducing the risk in the business of modern slavery practices occurring e.g.
checking the authenticity of right to work in the country an employee in employed in;

•

Having robust procurement policies that ensure our supply chain is scrutinised for
compliance and consequences of non-compliance are clear and actioned i.e. that
commercial relationships with suppliers, contractors and other business partners will not be
entered into (or terminated if existing)

•

Providing information to staff on the warning signs that might indicate that modern slavery is
taking place

•

Promoting to staff the importance of raising immediately any concerns they may have

•

Protecting staff who are ‘whistle blowers’ in respect of concerns they have about modern
slavery

Public Interest Disclosure Policy (Whistle Blowing policy)
We encourage an open culture in all our dealings with employees and all the people with whom we
come into contact. Effective and honest communication is essential if malpractice is to be effectively
dealt with. The procedure below provides guidelines to all our employees, casual, temporary agency
staff, freelancers, trainees, home workers and contractors, who feel they need to raise certain issues,
in confidence.
In the UK, The Public Interest Disclosure Act 1998 (commonly known as the ‘Whistle Blowing Act’)
protects workers who raise legitimate concerns about specified matters from being dismissed by the
Company or being subjected to detrimental treatment or victimised by either the Company or
colleagues as a result, provided certain criteria are met. Certain kinds of disclosures qualify for
protection and these are set out below. These are disclosures of information which a worker
reasonably believes are made in the public interest and tend to show one or more of the following
relevant failures is either happening now, took place in the past, or is likely to happen in the future.
•

A criminal offence has been committed including offences such as theft, fraud or acts of bribery
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•
•
•
•
•

A person has failed, is failing, or is likely to fail to comply with a legal obligation which they are
subject to
A miscarriage of justice
A danger to health and safety of any individual
Damage to the environment
Deliberate covering up of information tending to show any of the above five matters

The procedure is not a substitute for the Disciplinary and Grievance policy and is not a channel for
employees to raise matters in relation to their terms and conditions of employment. The procedure
allows individuals to have their concerns treated in confidence.

Your protection
If you raise a genuine concern, you will not be at risk of damaging your position as a result. Provided
you are acting in the public interest it does not matter whether or not your concern proves to be well
founded. You must however make your complaint to the right person and in the right way as detailed
in this policy. The Company does not of course extend this assurance to someone who acts from an
improper motive and raises a matter they know to be untrue.

Your confidence
The Company will not tolerate the victimisation of anyone raising a genuine concern and anyone
responsible for such conduct will be subject to disciplinary action. You may decide that you want to
raise a concern in confidence. Therefore, if you ask for your identity to be protected, it will not be
disclosed without your consent. If a situation arises where it is not possible to deal with the concern
without revealing your identity (for instance because your evidence is needed in court or a disciplinary
hearing), there will be a discussion as to whether and how we can proceed. This policy does not cover
the situation where information about malpractice is received anonymously; however discretion will
be used in the investigation of such information.

How to raise your concern
Stage 1: Internal Line Management
If you have a concern about malpractice, we hope you will feel able to raise it first with your line
manager or a Director. This should be done in writing. It will help if you state the facts of the matter
clearly. You can outline how you would like it to be investigated. If you have a direct or personal
interest in the matter, you should also tell us at this stage.
Stage 2:
Alternative Contacts
If you feel unable to raise the matter with someone in your line management, for whatever reason,
please speak to an or another Director.
If you want to raise the matter in confidence, we will ensure that practical measures are put in place
to protect your identity. We will contact you by the most secure means. We will not disclose your
identity without your consent, unless we are required to do so by law.

Anonymous Reporting
If you feel unable to raise the matter with your line manager or a Director, you are able to anonymously
report concerns through our staff portal Staff Circle. The report will be anonymous (and will not
identify you unless you specify this) and will be sent to the Directors and Operations Managers.
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Once you have reported your concern, the Company will look into it to assess initially what action
should be taken. If your concern falls more appropriately within other policies we will tell you. A
Director will be asked to carry out the investigation.

The disclosure will be treated seriously and promptly investigated and as part of the process the
worker will be interviewed and asked to provide a written statement.

Once the Company has finalised the investigation any necessary action will be taken.

While the purpose of this policy is to enable us to investigate possible malpractice and take
appropriate steps to deal with it, we will give you as much feedback as we properly can. If requested,
we will confirm our response to you in writing. Please note, however, that we may not be able to tell
you the precise action we take where this would infringe a duty of confidentiality owed by us to
someone else.

If you are dissatisfied
If you are unhappy with the Company’s response, the worker may then go to the proper authority.
However we do ask that matters are reported to the Company in the first instance. While we cannot
guarantee that we will respond to all matters in the way that you might wish, the matter will be handled
fairly and properly. By using this policy, you will help us to achieve this.

Wellbeing Policy
We have a duty of care to look after your health, safety, and wellbeing and believe that protecting
this is of the utmost importance for us as your Company.

We aim, so far as is reasonably practicable, to create a supportive workplace culture, which reduces
negative impacts on wellbeing and ensures managers have the right skills to support staff. In
addition to reducing safety risks, this means operating the business in a way that minimises harm to
employees' mental health.

We want all our employees to be aware of their responsibilities in implementing this policy,
including raising concerns and seeking help from line managers.

We believe that by addressing mental health issues we can improve employee’s general wellbeing
as well as reducing absenteeism, presenteeism and staff turnover and thus increase productivity. We
will monitor the policy effectiveness through:
•
•
•

Providing pro-active information about general wellbeing and mental health
Providing support and guidance to employees who disclose any mental health issues
Providing a safe and welcoming environment to have open and transparent conversation
about general wellbeing and mental health
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How we will achieve this:
We aim to support and develop a positive mental health workplace by assisting those with mental
ill-health and raising awareness of mental and physical wellbeing across the business. As an
employee we welcome your contributions to creating a culture that supports the wellbeing of all
employees.

If you or one of the team need support we will offer non-judgemental help, support and guidance.
We can offer counselling via our healthcare scheme, and meditation /relaxation spaces in our
offices.

Work-related stress/mental ill-health
Identifying workplace stressors/mental ill-health triggers is a health and safety issue. We will aim to
identify all foreseeable workplace stress/mental ill-health factors/scenarios and carry out risk
assessments, aiming to apply suitable and sufficient support to mitigate and reduce the likelihood
and harm.

With all roles we will aim to recruit and develop the right people for the job and provide training to
enable good performance and foster a positive team focus. When we are aware that there is a
concern with mental health or wellbeing, we will aim to reduce the impact of work-related
stress/mental ill-health by:
•
•
•
•
•
•
•
•
•
•
•
•
•

Completing a workplace stress and mental health risk assessment and suitably controlling risks
when practicable to do so.
Encouraging stress-reducing activities (walks, breaks, meditation, etc.).
Discussing employees flexible working hours requests.
Setting (SMART) targets and deadlines for staff to avoid prolonged working hours.
Managing holiday to ensure employees take their allotted time away.
Dealing with any conflict quickly and make sure the workplace is free from other pressure and
harassment, bullying and discrimination.
Ensuring that the demands of the job are not unacceptable.
Ensuring good communication between line managers, staff and teams.
Ensuring a safe, clean working environment.
Ensuring staff members with mental health issues are treated fairly and without
judgement/bias.
Encouraging staff to talk to about their mental health and ensuring that this is dealt with in
confidence.
Giving a positive attitude to employees and job applicants with mental health issues.
Signpost to counselling services available via our Company healthcare scheme.

Physical activity and healthy eating/ drinking
Promoting physical activity and encouraging healthy eating can contribute to positive mental health
and help employees manage stress and physical health whilst also improving alertness and
concentration. The Company will encourage its employees to be healthy and active by:

•
•
•

Raising awareness on the importance of physical activity in relation to mental and physical
wellbeing.
Promoting physical activity across the business.
Providing a cycle to work scheme and cycling facilities at our offices.
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•
•

Providing a discounted gym memberships via our healthcare scheme.
Providing Company health insurance to protect employees.

Our Commitment to Wellbeing
The Company is committed to be able to support and signpost employees to further information
about healthcare and support either through its own private medical insurance scheme and/or local
healthcare professional and/or charities. This includes but not limited to:

•
•
•
•
•

Mental health
Physical health
Healthy nutrition and benefits of living a healthier lifestyle
Sexual and reproductive health support services
Substance abuse support

We will also provide training and awareness events periodically on wider health and wellbeing
topics for employees including the above topics.

Your contribution
We encourage you to take responsibility for managing your own health and wellbeing, by adopting
good health behaviours (for example in relation to diet, alcohol consumption and smoking) and
informing us if you believe work or the work environment poses a risk to your health. Any healthrelated information disclosed by you during discussions with managers, the HR department or the
occupational health service is treated in confidence.

Corporate Social Responsibility
Corporate Social Responsibility (CSR) is the concept whereby The Company integrates social and
environmental concerns into their business operations and into their interaction with their
stakeholders on a voluntary basis. The Company is committed to adopting best practice in this area.
The Company is fully committed to the principle of CSR and intends that CSR should become
embedded, where appropriate, into its policies and practices, to the benefit of staff, people we
support, as well as the wider community.
We aim to ensure our marketing of services is inclusive of the ethical marketing principles in the
communities we operate in.
The Company aims to be recognised as an organisation that is transparent and ethical in all its
dealings as well as making a positive contribution to the community in which it operates. It is
committed to the following core values in all aspects of its work, including the fulfilment of its social
responsibility:

• Clear direction and strong leadership
• Customer focus
• Respect for people
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• Open communication
• Working to deliver best value
• Openness and transparency
• Equality
• Probity
• Development of positive working relationships with others
• Commitment to the highest ethical standards of service; and
• Valuing and harnessing the diversity of The Company staff.

CSR Strategies
The Company will seek to achieve corporate and social objectives by focusing on five strategic
areas:
• Equal Opportunities - maintaining and promoting our commitment to the fulfilment of and on
the promotion of equal opportunities.
• Good Relations – The Company has developed and maintained good relations with other
• providers and professionals.
• Workplace – addressing the needs and aspirations of staff through the continuing development
of diversity, work-life balance and health and well-being and initiatives.
• Community Impact – encouraging and assisting staff to greater involvement in team/individual
projects in support of the wider community.
• Environment – further developing environmental management practices that minimise waste and
maximise efficiencies.

Environmental Policy
The Company is committed to limiting the effects of climate change. As such staff should make
every effort to reduce any negative impact on the environment they may make as a result of the
Company activities. Staff should also encourage the people we support, stakeholders and suppliers
to consider the environment in their work, activities and choices. All effort should be made
whenever possible to recycle, re-use, switch off and limit our driving during the Company’s business
in line with this policy and the following procedures.

The following procedures include useful guidance on ways to reduce our personal impact on the
environment.

General tips for office staff:
•
•
•
•
•

If you have to print a document or email, just print the text you need;
Turn off your monitor when you go for lunch, a meeting or even a tea break;
Turn off your PC if you're not going to be using it for a few hours;
Make the most of natural lighting - open the blinds!
Use hand-dryers rather than paper towels.
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Energy:
To save energy, we:
•
•
•
•

Measure and reduce our carbon emissions annually, and we offset the rest of our emissions
via our offsetting partner, ClimateCare;
Buy our energy from a Renewable Energy supplier;
Are installing solar panels on the roof of our offices in the UK;
Turn off appliances and lights when they're not needed.

Environment:
To help the environment, we are:
•
•
•

Recycling and encouraging as many recycling practices as possible;
Encouraging no single use plastics are in or from our offices;
Shopping from a green supply chain. This means we will only be purchasing ethical
products, such as soap, cleaning supplies and promotional materials.

Personal Computer Monitors:
•
•
•
•
•
•

Leaving your monitor or computer on stand-by mode still consumes significant amounts of
electricity, as much as 30% of normal use in some cases
Switch off your monitor every time you are away from your desk for a few minutes
Shut down your PC every time you are away from your desk for more than a couple of hours
Change the settings (Start > Control panel > Display) to automatically switch off monitors
and/or shut down when not in use
A light flashing on your monitor shows that it is still on and is wasting energy
Note that setting-up a screen saver does not save any energy. (They are there to stop the image
of a static screen from being imprinted on the monitor glass.)

Lighting:
•
•
•
•

Make the most of natural light. Don't block it with filing cabinets, plants or blinds that are
permanently shut!
Switch off lights when you are last to leave rooms and when they are not needed
Turn off lights in the toilets, kitchen, meeting rooms etc. when not needed
Flickering fluorescent tubes use up more energy. If you see one, report it!

Heating and Other Equipment:
•
•
•
•

Keep doors and windows shut (and avoid opening them to cool a room if the heating is still on)
Water coolers, vending machines and boilers can be connected to timer switches so that they
are not constantly in use over evenings and weekends
Never turn on A/C units for cooling purposes if the heating is on. The systems end up working
against each other, wasting energy in the process
If you feel the cold, consider wearing a thicker shirt or blouse, a jumper or a fleece to work. It is
not necessary to continually turn the heating thermostat up and down from minimum to
maximum. Thermostats work by stabilising the local temperature to that set by the switch.
Generally, once set, they do not need to be touched again.

Photocopying:
•
•
•
•
•

Use the size reduction feature offered on many copiers. Two pages of a book or periodical can
often be copied onto one standard sheet
Photocopy double sided
Put a paper recycling box beside the photocopier
Recycle all toner cartridges.
Switch off the copier overnight (a photocopier left on overnight wastes enough energy to make
5,300 A4 copies).
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Paper:
•
•
•
•
•
•
•

Re-use paper that's already printed on one side by manually feeding it into copiers and printers
for draft documents
Once-used paper can also be reused in plain paper fax machines — they only need one clean
side
Re-use old paper for notes
Re-use internal and external envelopes by using re-use stickers
Recycle all paper including white and coloured stationary, stapled paper, magazines and
cardboard that cannot be re-used again (if possible)
A box containing paper that has only be used once can be placed at printers
Do this by using the manual feed tray on the machine.

Printing:
•
•
•
•
•
•
•
•
•
•
•
•

Do you really need a hard copy of it? Can you save the message/attachments instead?
Instead of printing a web page, bookmark it or save the page
Proof the document on screen before printing
Consider changing the margin sizes, especially on drafts
Reducing the point size of your text may save lots of paper
Check margins when printing on headed paper
If you only need the page you are working on, go File > Print > and click on 'Current Page' on
the 'Page range' section
If you only need a specific number of pages, go File > Print > and put the page numbers in on
the 'Page range' section
Check if your printer will print multiple pages on an A4 sheet (2, 4, 6, 9 or 16 pages)
Check if your printer can print double sided (most larger laser printers can
If you do print something, retrieve it immediately. This helps to avoid the need for printing it
again (because it has gone walkabout etc.)
Switch the printer off at night - the last person to leave the office should do this.

Ink and toner cartridges:
•
•
•

Recycle all ink and toner cartridges
When replying to e-mail messages most users have Outlook set to 'Include original message
text'. A long exchange can lead to several pages of text and unnecessary use of ink/toner. Only
include the original text if necessary
You can run meetings electronically by using LCD equipment to project agendas and papers
rather than having everyone bring hard copies. You can also take notes on scrap paper or
record minutes directly into your laptop (if you have one).

Meetings:
Use this meetings 'hierarchy' to decide the most appropriate choice when organising a meeting:
•
•
•

If a meeting is necessary, can some people take part by video or telephone conference?
Can anyone travel by public transport to and from the meeting venue? When organising the
meeting, take account of the extra time needed for people to make public transport
connections
If you must take your own car, can you share with a colleague(s) to and from the meeting
venues? Organise a pool vehicle.

Marketing
As a Company we recognise our responsibility to ensure we have accurate, ethical and positive
marketing and advertising practices as part of our CSR strategy. As part of that commitment, we
have formal policies in place to ensure the ethics and accuracy of our marketing and advertising
activities.
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The Company recognises it operates in different marketplaces and will always ensure it comply with
independent marketing/advertising standards relevant to our sectors, industries and areas of
operations.
As a business committed to the environment and social wellbeing, we actively promote our
commitment to these causes through our work and marketing/advertising platforms, such as
LinkedIn and our Company website.
Where possible and given that we operate in a number of different countries as a business, we will
ensure we get input on the Company’s messaging and advertising campaigns to ensure inclusivity
of the culture of those communities, and would actively encourage that engagement from all team
members.

Finance/Tax
The Company recognises that it has an obligation to ensure is pays tax fairly and commits to ensure
the most transparent accounts of its activities are made available via portals such as Companies
House to show its tax positions and payments.

Volunteering Policy
The Company supports employees who are undertaking community or charitable activities,
including:
•
•
•
•

community care work;
environmental and climate work and conservation projects;
fundraising for community projects or charities; and
the administration of public events.

The types of volunteering that will be supported are entirely at the discretion of the Company.

Volunteering undertaken outside work
The Company recognises that employees may wish to undertake volunteer work in their free time.
Where possible, the Company will support employees by:
•

giving optional 1 days’ paid leave per year for them to do outside volunteer work.

Applications to change working arrangements to undertake outside volunteer work
Employees who wish to be given paid leave or work flexible hours to undertake outside volunteer
work should apply in writing to their line manager.
The line manager will consider whether or not the employee's request for paid leave should be
granted. Employees must be able to demonstrate that they will be doing genuine volunteer work
that requires them to have extra leave or work flexible hours, and that their absence from work will
not have an adverse effect on the business.
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Refusing requests to change working arrangements to undertake outside volunteer
work
The Company reserves the right to refuse employees' requests to change their working
arrangements to do volunteering outside work. A request may be refused if it is believed, for
example, that:
•
•
•
•

there will be a detrimental impact on the business needs of the employee's department;
work within the department cannot be rearranged to accommodate the employee's varied
hours;
the employee's individual performance levels are likely to suffer; or
the costs of the new arrangements will be too great.

Other support
The Company will endeavour to provide any further support that can be given to volunteers. Where
practical, this will include making the Company's facilities - including office space, telephones,
computers and stationery - available to them to assist with their work.

Oversight
The Company has a formal oversight policy administered by its Directors and finance team to
ensure there is scrutiny and discussion on all indirect and direct charitable and sponsorship activities
to ensure they fit with our values and commitments. The Company does not and will not make any
political donations or contributions. The Company commits to publicly disclosing its charitable
donations and promote the good causes it supports.

IT Security Policy
This applies to the use of all onsite facilities, and to facilities provided by the Company to its
employees for use at home or offsite. Please note that breaches of this policy will be considered as a
disciplinary issue resulting in sanctions up to and including dismissal for Gross Misconduct.

Hardware owned, leased, rented or otherwise by Company employees or third parties approved by
the Company may only be directly connected to the network by arrangement with, and with the
explicit approval of a Director. Such equipment may access the network or other facilities only in
accordance with the terms of these regulations.

The facilities may be used only in connection with employees’ work for the Company. They must not
be used for work of undeclared financial benefit to employees, or the transmission of unsolicited
commercial material without the express permission, in writing, of the Director.

Laptop/Computer and Password Rules and Management
You must not gain unauthorised access to or violate the privacy of other people’s files, corrupt or
destroy other people’s data or disrupt the work of other people.

You are responsible for the security of your computer terminal (whether desktop or laptop) and must
not allow the terminal to be used by anyone not employed by the Company.
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You will be issued with a login ID and password. You are required to give a copy of your log in and
password to a nominated Director where required to do so. You must keep these secure and you
must not disclose them to anyone other than the Directors. You must not:

•
•
•

permit anyone else to use your login ID or password (other than to a Director)
use any other person's login ID or password
change your login ID or password unless otherwise instructed by a Director.

If you leave your workstation for any period of time you should take appropriate action and, in
particular, you should log off and/or set your screen saver with an appropriate password.

It is your responsibility to prevent inappropriate access to your files.

Company Laptop, Company Mobile Phone, Email and Internet
These are provided for the better performance of your duties and during working hours should only
be used for that purpose. You may be provided with a Company laptop and mobile phone for
business use only. You are responsible for the security of any Company property issued to you. Any
costs of replacement or repair of lost or damaged Company property in your responsibility will be
deducted from your monthly salary payment.

Social Media
Introduction
The Company understands that the internet and mobile communications technology are increasingly
used as a means of communication both at work and at home. This policy outlines the standards we
require staff to observe when using social media, the circumstances in which the Company will
monitor use of social media and the action we will take if this policy is breached.
In this policy, ‘social media’ means internet-based applications which allow users to collaborate or
interact socially by creating and exchanging content, such as social networks, community sites, blogs,
microblogging sites, wikis, web forums, social bookmarking services and user rating services.
Examples include Facebook, LinkedIn, YouTube, Instagram, Reddit, Twitter, SnapChat, TikTok, Flickr
and Pinterest, the Company’s intranet sites and the review areas of e-commerce sites.
Social media platforms allow us to build connections and to share ideas and content more broadly
and quickly than ever before, and the Company supports their use. However, improper use of social
media may give rise to a breach of your employment contract and/or the Company’s policies, and/or
the following:
•

bullying, harassment and unlawful discrimination;

•

defamation (i.e. damaging the good reputation of another person or
organisation);

•

contempt of court (i.e. interfering with the administration of justice, e.g. by
revealing someone’s identity that had been protected by the courts);

•

misuse of confidential information belonging to the Company or to its
customers and/or clients and/or suppliers; and
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•

damage to the reputation of the user, the Company and/or its customers
and/or clients and/or its suppliers.

This policy does not seek to regulate how staff use social media in a purely private capacity, provided
that use has no bearing on the Company or its activities. This policy is intended to ensure that staff
understand the rules governing their use of social media in relation to their work for the Company, or
when referencing the Company, or which may affect the Company or its activities. It is designed to
help you use these platforms and services responsibly, so as to minimise the risks set out above and
to ensure consistent standards of use of social media. This policy therefore applies where:
•

your use of social media relates to the Company or its activities;

•

your use of social media relates to or is otherwise connected with your work,
whether the intended use is personal or professional; and

•

you represent yourself, or are otherwise identifiable, as someone employed
by, or otherwise associated with, the Company.

General rules for use of social media
You must not use your work email address to sign up for personal use of social media websites.
You should have no expectation of privacy or confidentiality in anything you create or share on social
media platforms. When you create or exchange content using social media you are making a public
statement. As such, your content will not be private and can be forwarded to third parties without your
consent. You should therefore consider the potential sensitivity of disclosing information (such as
health information) to the world. Once sensitive or confidential information (or offensive or
defamatory information) has been disclosed, it cannot be recovered and this may result in liability
both for the Company and also you personally.
Bear in mind that, even if you are using social media in a personal capacity, other users who are aware
of your association with the Company might reasonably think that you speak on behalf of the
Company. You should also bear in mind at all times any adverse impact your content might have on
the Company's reputation or client or customer or supplier relationships.
When creating or exchanging content on a social media platform, you must at all times comply with
your contract of employment (or other contractual relationship) with the Company, the Company’s
disciplinary rules and any of the Company’s policies that may be relevant. In particular you must:
•

not harass or bully other members of staff;

•

not discriminate against other members of staff;

•

not breach the Company’s policies;

•

respect any confidentiality obligations owed by you or the Company, and not
disclose commercially sensitive material or infringe any intellectual property
or privacy rights of the Company or any third party;

•

not make defamatory or disparaging statements about the Company, its
shareholders, employees, customers, clients, suppliers or competitors;

•

not create or exchange or link to abusive, obscene, discriminatory,
derogatory, defamatory or pornographic content;

•

not upload, post or forward any content belonging to a third party unless you
have that third party’s consent;

•

ensure that any quotes from third party material are accurate;

•

check that a third-party website permits you to link to it before including a link
and ensure that the link makes clear to the user that the link will take them to
the third party’s site; and

•

not post, upload, forward or post a link to chain mail, junk mail, cartoons,
jokes or gossip.
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You should regularly review the privacy settings on your personal social media accounts and
appropriately restrict the people who can read your comments. Review the content of your personal
social media accounts on a regular basis and delete anything that could reflect negatively on you in a
professional capacity or on the Company.

Using social media sites in the Company’s name
Before using social media platforms on behalf of the Company, you must obtain the approval from
the Company.
If you are permitted to use social media sites in the Company’s name, in addition to complying with
the general rules above, you must also:
•

clearly identify who you are, including your name and job title;

•

ensure that your communications are professional in tone rather than overly
informal; and

•

link back to Company communications and sites as appropriate to highlight
Company products and services.

Using work-related social media
The Company recognises the importance of the internet and social media in shaping public thinking
about the Company, our services, staff, clients, customers and other business partners. The Company
also acknowledges that our staff can have an important role to play in shaping industry/sector
conversation and direction through interaction in social media.
Our staff are therefore permitted to interact on approved social media platforms about
industry/sector developments.
When undertaking permitted work-related social media interaction, in addition to the general rules
above, you must:
•

ensure that all communications are of high quality (in terms of content and
form) including being grammatically correct, accurate, objectively justifiable,
reasonable and appropriate for the intended audience;

•

not provide references or recommendations for anyone else on social media
(whether employment or business recommendations) in any way that
suggests any endorsement or recommendation by the Company;

•

if you become aware of adverse criticism of the Company or of content you
have created or shared, inform your line manager;

•

comply with the terms and conditions and policies of the social media
platforms you use;

•

maintain good information security practices. Use strong passwords and
make appropriate use of security and privacy settings on social media
platforms;

•

before you begin communication on a social media platform, evaluate your
audience by gaining an insight into the type of content that is published and
note any unwritten rules that are followed in discussions.

Rights to social media accounts
If, in the course of undertaking your duties under your contract of employment with the Company,
you create or make use of a social media account (‘Company Account’):
•

to the extent that the rights to the Company Account do not belong to the
social media platform (e.g. LinkedIn, Twitter), they belong to the Company;
and
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•

the rights to any database of customer, client or other contact details created
or maintained in connection with the Company Account belong to the
Company and you must not create or maintain any separate database of
those contact details.

On termination of your employment for any reason, you must:
•

provide the Company with the login and password details for all Company
Accounts created by you; and

•

return to the Company any copies of the database relating to each Company
Account and refrain from using any contact details included on that database,
except to the extent that those contacts are personal to you or formed part of
a database that you created before you joined the Company.

Breaches of this policy
The Company considers this policy to be extremely important. If an employee is found to be in breach
of the policy, they will be disciplined in accordance with the Company’s disciplinary policy and access
to social media platforms may also be removed. In certain circumstances, breach of this policy may be
considered gross misconduct, which may lead to immediate termination of employment without
notice or payment in lieu of notice. If you are not an employee, breach of this policy may result in
termination of the Company’s contract with you.
You are also reminded that, in certain circumstances, breach of this policy may also constitute a
criminal offence.
You should note in particular that creating or sharing content on a social media platform may amount
to misconduct even if it takes place:
•

on a personal account with appropriate privacy settings;

•

outside normal working hours; and/or

•

without using the Company’s computers, systems and networks.

If, in the course of using social media, you become aware of any misconduct or wrongdoing by any
employee, officer, worker or agent of the Company, you must report it to your line manager.
You may be required to remove content created or shared by you which the Company deems to be
in breach of this policy.

Data Protection Policy
The security and privacy of your data is taken seriously by us, but we need to gather and use
information or ‘data’ about you as part of our business and to manage our relationship with you. We
are committed to complying with all our Data Protection legal obligations in any country we operate
in.

In the UK, this policy applies to current and former employees, workers, volunteers, interns,
apprentices and consultants. If you fall into one of these categories, then you are a ‘data subject’ for
the purposes of this policy. You should read this policy alongside your contract of employment (or
contract for services) and any other notice we issue to you from time to time in relation to your data.

The Company has separate policies and privacy notices in place in respect of job applicants, clients,
suppliers and other categories of data subject. A copy of these can be obtained from the person
responsible for Data in the Company.
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The Company has taken steps to protect the security of your data in accordance with our Data
Protection Policy and will train staff about their data protection responsibilities as part of the induction
process. We will only hold data for as long as necessary for the purposes for which we collected it.

The Company is a ‘data controller’ for the purposes of your personal data. This means that we
determine the purpose and means of the processing of your personal data.

This policy explains how the Company will hold and process your information. It explains your rights
as a data subject. It also explains your obligations when obtaining, handling, processing or storing
personal data in the course of working for, or on behalf of, the Company.

This policy does not form part of your contract of employment (or contract for services if relevant) and
can be amended by the Company at any time.

Data Protection Principles
Personal data must be processed in accordance with six ‘Data Protection Principles.’ It must:
•
•
•
•
•
•

be processed fairly, lawfully and transparently;
be collected and processed only for specified, explicit and legitimate purposes;
be adequate, relevant and limited to what is necessary for the purposes for which it is
processed;
be accurate and kept up to date. Any inaccurate data must be deleted or rectified without
delay;
not be kept for longer than is necessary for the purposes for which it is processed; and
be processed securely.

We are accountable for these principles and must be able to show that we are compliant.

How we define personal data
‘Personal data’ means information which relates to a living person who can be identified from that
data (a ‘data subject’) on its own, or when taken together with other information which is likely to come
into our possession. It includes any expression of opinion about the person and an indication of the
intentions of us or others, in respect of that person. It does not include anonymised data.

This policy applies to all personal data whether it is stored electronically, on paper or on other
materials.

This personal data might be provided to us by you, or someone else (such as a former Company, your
doctor, or a credit reference agency), or it could be created by us. It could be provided or created
during the recruitment process or during the course of the contract of employment (or services) or
after its termination. It could be created by a Director or other colleagues.
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The types of personal data we collect and use about you is included in the Privacy Notice that is issued
with your contract of employment.

How we define special categories of personal data
‘Special categories of personal data’ are types of personal data consisting of information as to:
•
•
•
•
•
•
•
•

your racial or ethnic origin;
your political opinions;
your religious or philosophical beliefs;
your trade union membership;
your genetic or biometric data;
your health;
your sex life and sexual orientation; and
any criminal convictions and offences.

We may hold and use any of these special categories of your personal data, as detailed in the Privacy
Notice, in accordance with the law.

How we define processing
‘Processing’ means any operation which is performed on personal data such as:
•
•
•
•
•
•

collection, recording, organisation, structuring or storage;
adaption or alteration;
retrieval, consultation or use;
disclosure by transmission, dissemination or otherwise making available;
alignment or combination; and
restriction, destruction or erasure.

This includes processing personal data which forms part of a filing system and any automated
processing.

How will we process your personal data
The Company will process your personal data (including special categories of personal data). We
will use your personal data for:
•
•
•

performing the contract of employment (or services) between us;
complying with any legal obligation; or
if it is necessary for our legitimate interests (or for the legitimate interests of someone else).
However, we can only do this if your interests and rights do not override ours (or theirs). You
have the right to challenge our legitimate interests and request that we stop this processing.

We can process your personal data for these purposes without your knowledge or consent. We will
not use your personal data for an unrelated purpose without telling you about it and the legal basis
that we intend to rely on for processing it.
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Examples of when we might process your personal data can be found in the Privacy Notice. We will
only process special categories of your personal data in certain situations in accordance with the law.
For example, we can do so if we have your explicit consent. If we asked for your consent to process a
special category of personal data then we would explain the reasons for our request. You do not need
to consent and can withdraw consent later if you choose by contacting the person for responsible for
Data in the Company.

We do not need your consent to process special categories of your personal data when we are
processing it for the following purposes, which we may do:
•
•
•
•
•

where it is necessary for carrying out rights and obligations under employment law;
where it is necessary to protect your vital interests or those of another person where you/they
are physically or legally incapable of giving consent;
where you have made the data public;
where processing is necessary for the establishment, exercise or defence of legal claims; and
where processing is necessary for the purposes of occupational medicine or for the
assessment of your working capacity.

We might process special categories of your personal data for the purposes stated in the Privacy
Notice; in particular, we may use information in relation to:
•
•

•

your race, ethnic origin, religion, sexual orientation or gender to monitor equal opportunities;
your sickness absence, health and medical conditions to monitor your absence, assess your
fitness for work, to pay you benefits, to comply with our legal obligations under employment
law including to make reasonable adjustments and to look after your health and safety; and
your trade union membership to pay any subscriptions and to comply with our legal
obligations in respect of trade union members.

We do not take automated decisions about you using your personal data or use profiling in relation
to you.

Sharing your personal data
Sometimes we might share your personal data with group companies or our business partners,
contractors and agents to carry out our obligations under our contract with you or for our legitimate
interests.

We require those companies to keep your personal data confidential and secure and to protect it in
accordance with the law and our policies. They are only permitted to process your data for the lawful
purpose for which it has been shared and in accordance with our instructions.

We do not send your personal data outside the European Economic Area. If this changes you will be
notified of this and the protections which are in place to protect the security of your data will be
explained.
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How should you process personal data for the Company
Everyone who works for, or on behalf of, the Company has some responsibility for ensuring data is
collected, stored and handled appropriately, in line with this policy and the Company’s IT Security
and Data Retention policies.
The Directors are responsible for reviewing this policy on the Company’s data protection
responsibilities and any risks in relation to the processing of data. You should direct any questions in
relation to this policy or data protection to this person and address any written requests to them.
You should only access personal data covered by this policy if you need it for the work you do for, or
on behalf of the Company and only if you are authorised to do so. You should only use the data for
the specified lawful purpose for which it was obtained.

•
•
•
•
•
•
•
•
•

•
•
•
•

•
•

You should not share personal data informally.
You should keep personal data secure and not share it with unauthorised people.
You should regularly review and update personal data which you have to deal with for work.
This includes telling us if your own contact details change.
You should not make unnecessary copies of personal data and should keep and dispose of
any copies securely.
You should use strong passwords.
You should lock your computer screens when not at your desk.
Consider anonymising data or using separate keys/codes so that the data subject cannot be
identified.
Do not save personal data to your own personal computers or other devices.
Personal data should never be transferred outside the European Economic Area except in
compliance with the law and authorisation of the person for responsible for Data in your
Company.
You should lock drawers and filing cabinets. Do not leave paper with personal data lying
about.
You should not take personal data away from Company’s premises without authorisation from
a Director or of the person for responsible for Data in your Company.
Personal data should be shredded and disposed of securely when you have finished with it.
You should ask for help from the person for responsible for Data in your Company if you are
unsure about data protection or if you notice any areas of data protection or security we can
improve upon.
Any deliberate or negligent breach of this policy by you may result in disciplinary action being
taken against you in accordance with our disciplinary procedure.
It is a criminal offence to conceal or destroy personal data which is part of a subject access
request (see below). This conduct would also amount to gross misconduct under our
disciplinary procedure, which could result in your dismissal.

How to deal with data breaches
We have robust measures in place to minimise and prevent data breaches from taking place. Should
a breach of personal data occur (whether in respect of you or someone else) then we must take notes
and keep evidence of that breach. If the breach is likely to result in a risk to the rights and freedoms
of individuals, then we must also notify the Information Commissioner’s Office within 72 hours.
If you are aware of a data breach you must contact the person for responsible for Data immediately
and keep any evidence you have in relation to the breach.
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Subject Access request
Data subjects can make a ‘subject access request’ (‘SAR’) to find out the information we hold about
them. This request must be made in writing. If you receive such a request, you should forward it
immediately the person for responsible for Data in your Company who will coordinate a response.

If you would like to make a SAR in relation to your own personal data, you should make this in writing
to the person for responsible for Data in the Company. We must respond within one month unless
the request is complex or numerous in which case the period in which we must respond can be
extended by a further two months.

There is no fee for making a SAR. However, if your request is manifestly unfounded or excessive, we
may charge a reasonable administrative fee or refuse to respond to your request.

Your data subject rights
•
•
•
•

•

•

•
•

•
•
•

•

You have the right to information about what personal data we process, how and on what
basis as set out in this policy.
You have the right to access your own personal data by way of a subject access request (see
above).
You can correct any inaccuracies in your personal data. To do you should contact of the
person for responsible for Data in the Company.
You have the right to request that we erase your personal data where we were not entitled
under the law to process it, or it is no longer necessary to process it for the purpose it was
collected. To do so you should contact the person for responsible for Data in the Company.
While you are requesting that your personal data is corrected or erased or are contesting the
lawfulness of our processing, you can apply for its use to be restricted while the application is
made. To do so you should contact the person for responsible for Data in the Company.
You have the right to object to data processing where we are relying on a legitimate interest
to do so, and you think that your rights and interests outweigh our own and you wish us to
stop.
You have the right to object if we process your personal data for the purposes of direct
marketing.
You have the right to receive a copy of your personal data and to transfer your personal data
to another data controller. We will not charge for this and will in most cases aim to do this
within one month.
With some exceptions, you have the right not to be subjected to automated decision-making.
You have the right to be notified of a data security breach concerning your personal data.
In most situations we will not rely on your consent as a lawful ground to process your data. If
we do however request your consent to the processing of your personal data for a specific
purpose, you have the right not to consent or to withdraw your consent later. To withdraw
your consent, you should contact the person for responsible for Data in the Company.
In the UK, you have the right to complain to the Information Commissioner. You can do this
be contacting the Information Commissioner’s Office directly. Full contact details including
a helpline number can be found on the Information Commissioner’s Office website
(www.ico.org.uk). This website has further information on your rights and our obligations.
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Leaving the business
Notice Period
To resign from the Company, you are required to give the relevant notice period as stated in your
contract of employment. A resignation letter should be addressed to a Director. Should there be
restrictive covenants within your contract; the restrictions apply for a period following the termination
of employment. During the notice period the Company may require you to continue to perform such
duties as the Company directs, or perform no duties. The Company will continue to pay salary and
provide all contractual benefits to which you are entitled up to the termination date. The Company
may also choose to give a payment of salary in lieu of notice.
On termination of employment, you must return all property, documentation, records, client lists,
client/prospect database information, magnetic discs, memory sticks, tapes or other software media
belonging to the Company which may be in your possession. Without the express written consent of
the Director, you may not retain any copies.
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Appendix One

UK Employees Family Friendly Policies –

Maternity
If you are pregnant, please do speak to us as early as possible so that we can discuss with you any
particular health and safety risks which may affect you or the baby. By the 15 th week before the baby
is due, you need to provide the following information to us (preferably in writing):

•
•

Your expected week of childbirth
The date on which you intend to start your Maternity Leave. You can start your Maternity Leave
anytime from 11 weeks before the baby is due.

We will then write to you to confirm all the details and state the date we will be expecting you to return
to work. You can change your mind about the date you wish to start your Maternity Leave, but you
must give us 28 days’ notice of the change.

All pregnant employees are entitled to 52 weeks’ Maternity Leave, and this is made up of 26 weeks
Ordinary Leave and 26 weeks Additional Leave. The first two weeks after the birth are compulsory.

Throughout the Maternity Leave you are entitled to all your non-pay related contractual benefits.

If you are not planning to take all your Maternity Leave, you must let us know when you will return.
You can change your mind but must give us eight weeks’ notice of a change.

If you decide not to return to work, you are required by law to give the correct notice if you are
resigning, but giving longer is helpful. You are still entitled to Statutory Maternity Pay or Maternity
Allowance even if you are not returning to work.

We reserve the right in any event to maintain reasonable contact with you from time to time during
your Maternity Leave. This may be to discuss your plans for return to work, to discuss any special
arrangements to be made or training to be given to ease your return to work, or simply to update you
on developments at work during your absence.

You are encouraged to take any outstanding annual leave due to you before the commencement of
your Maternity Leave. Generally, holiday should normally be taken in the year that it is earned and
therefore if the holiday year is due to end during Maternity Leave, you should try to take the full year’s
entitlement before starting your Maternity Leave.
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Health and safety
We have a duty to assess any risks that may affect you at work during your pregnancy. We will provide
you with information as to any risks identified in any risk assessment and look at ways in which we can
minimise the risk.

IVF
You will be entitled to paid time off for antenatal care only after the fertilised embryo has been
implanted. From that point onwards, all entitlements are the same.

Antenatal care
All pregnant employees are entitled to paid time off to receive antenatal care, provided such care is
on the advice of a Doctor, Midwife or Health Visitor. Where such appointments can be arranged to
take place outside of working hours you should do so. Copies of all appointment times should be
given to a Director.

Prospective fathers to be and partners of pregnant women, as well as surrogacy parents and the
secondary adopter, are allowed unpaid time off to attend two antenatal appointments. The main
adopter is allowed up to five paid adoption appointments.

We need you to provide us with your MATB1 Maternity Certificate which your midwife will give you
when you are about 25 weeks pregnant.

Adoptive parents must give us the matching certificate or notification that one is being issued within
seven days of having been matched with a child or as soon as is practicable.

Pay & benefits during Maternity Leave
To receive Statutory Maternity Pay (SMP) you must have been:
•
•

Earning before tax an average that is no less than the lower earnings limit, which applies to
National Insurance (NI). This is the amount you must earn to qualify for benefits. You must earn
more than this amount before you actually start paying NI
Employed by the same Company continuously for at least 26 weeks up to and into the 15 th week
before the week your baby is due.

The earliest date that SMP can start is from the 11th week before the week your baby is due and the
latest from the day following the birth.
If you continue to work after the 11th week before the week your baby is due, you can choose when
you want your SMP to start. SMP will start from any day you choose, once you have stopped work to
have your baby. This means that your SMP should start from the first day of your Maternity Leave.
The start of your SMP will change if:
•

Your baby is born before the start of the 11th week, or before the start of your SMP Pay period. If
this happens SMP will start from the day following the birth of your baby.
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•

You are off sick from work with a pregnancy-related illness at the start of, or in the four weeks
before your baby is due, SMP will start from the day following the first complete day you are off
sick from work for that reason.

If you are entitled to SMP and you leave your employment with us:
•
•

After the start of the 15th week before your baby is due but before the start of the 11th week –
SMP will start from the beginning of the 11th week before the week your baby is due.
At any time after the start of the 11th week before the week your baby is due and before the start
of your Maternity Pay period, your SMP will start from the day after you left employment.

SMP is paid for a continuous period of up to 39 weeks.
First six weeks

90% of your average weekly earnings with no upper limit

Remaining 33 weeks

Standard rate or a rate equal to 90% of your average weekly
earnings. You will get whichever rate is lower.

Maternity Allowance
If you are not eligible for Statutory Maternity Pay you may be entitled to Maternity Allowance if:

•
•

You have worked (including self-employment) for 26 weeks during the 66 weeks before your baby
is due
You can find 13 weeks in which you earned over £30 a week or paid Class 2 (self-employed)
National Insurance contributions or held a certificate of small earnings exception.

To claim Maternity Allowance (MA), ask your local Jobcentre Plus for form MA1.

Pension
Pension contributions will continue to be made during the period when you are receiving SMP, but
not during any period of unpaid Additional Maternity Leave. Your contributions will be based on your
actual pay whilst the Company’s contributions will be based on the salary you would have received
had you not gone on Maternity Leave.

Enhanced maternity pay
Enhanced maternity pay is payable for staff and employee will qualify for enhanced maternity pay if:
•

you have a certain period of continuous service at the end of your qualifying week*, **;

•

you are still pregnant 11 weeks before the start of your expected week of childbirth (or have
already given birth);

•

you have provided us with a MAT B1 form confirming your expected week of childbirth;
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•

you have stopped working; and

•

you undertake to return to work for a minimum period of 12 months after the end of
your maternity leave. If you do not return to work for this minimum period, you will be
required to repay any enhanced maternity pay, excluding statutory maternity pay, that you
have received.

*If you have over two years continuous service the Company will pay up to 13 weeks enhanced
maternity pay. This is paid at your normal rate of basic salary.
**If you have over four years continuous service the Company will pay up to 26 weeks enhanced
maternity pay. This is paid at your normal rate of basic salary.
Any payment of enhanced maternity pay includes any entitlement to statutory maternity pay that
may be due to you for the same period.

Keeping in Touch Days
Whilst you are on Maternity Leave we will try to keep you up to date with all that is happening here.
This may be to let you know about any changes; invite you to attend a particular event or to offer a
training opportunity. You do have the right to refuse to attend.

If we offer and you wish to accept, you can work up to 10 days during your Leave without this affecting
your Statutory Maternity Pay.

Returning to work
Whilst you are under no obligation to do so, it would assist us if you could confirm as soon as
convenient during your Maternity Leave that you will be returning to work as expected.

If you plan to return to work before the end of your Additional Maternity Leave you must give us eight
weeks’ notice. If you come back to work after the Ordinary Maternity Leave, you may return to the
same job with the same terms and conditions as you had before your leave. If you return after
Additional Leave, you are entitled to return to the same job on the same terms and conditions. But if
for a good reason we cannot do this, we will find a position which is at the same level and with terms
and conditions at least as good as your previous role.

If you are planning to breast feed when you return to work, please let us know so that we can carry
out a risk assessment and provide suitable rest facilities for you.

Pregnancy and Breast-Feeding Policy
The Company wants to ensure the health and safety of all its employees. In particular, employees who
are pregnant or breastfeeding or who have recently given birth have the right to be supported and
protected against any risks to their health or safety.
The Company is dedicated to providing all possible support and facilities to employees who are
pregnant or who have returned to work after a period of maternity leave, to assist their transition back
to work. With this in mind, the Company provides a dedicated rest area for pregnant employees and
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new mothers. These facilities may be particularly useful for employees whose babies are at a nursery
nearby or where the employee's home is close to the workplace. Employees can use this room to:
•

rest when they feel tired - comfortable chairs together with a couch are provided;

•

breastfeed or bottle-feed their babies - sterilising equipment, heating facilities for bottled
milk and a refrigerator are provided;

•

express milk; and

•

change their babies - suitable facilities including a supply of fresh hot and cold running water,
soap and clean towels are provided.

Whilst we do not have the facilities for a permanent rest room, for any period it is required, we will
convert a room into a private and safe space which will be used only for this purpose. Whilst it is
dedicated for this purpose, the room will normally be locked and employees who are pregnant or
have recently given birth and who wish to use it will be provided with a key on request from a Director.
Toilets are located nearby.
Employees who are pregnant should inform their line manager of their pregnancy as soon as possible
so that their needs can be accommodated, and support provided. Similarly, an employee who returns
to work after maternity leave should inform her manager if they wish to use the dedicated rest room.
Employees should also let the Company know of any recommendation that their doctor has made in
relation to their health and wellbeing during pregnancy or during the period following the birth of
the baby.
We will ensure (while also taking the needs of the business into account) that pregnant employees
and new mothers are allowed reasonable flexibility in their working hours and rest breaks to allow
them to make use of the Company's facilities. An employee who wishes to request flexibility to, for
example, go home to feed their baby (if they live close to the workplace), should speak to her
manager. While we cannot guarantee that we will be able to agree to every request for flexibility, we
will give favourable consideration to requests and endeavour, within reason, to accommodate
employees' wishes.
The Company is committed to providing all reasonable support to employees who are pregnant or
new mothers. Colleagues should be sensitive to this issue and should also adopt a supportive attitude
towards such employees. Every employee has the right to be treated with dignity at work and this
requirement is particularly relevant and important to employees who are pregnant or who have
recently given birth. It is a requirement of this policy that all employees of the Company respect this
principle.

Adoption Leave
To qualify for the right to take Adoption Leave, you must be adopting a child through an approved
UK adoption agency. Surrogacy parents may be entitled to Adoption Leave if they fulfil eligibility
requirements.

If you are jointly adopting a child with your spouse, partner or civil partner, only one of you will be
entitled to take Adoption Leave. You can choose which adopter will take Adoption Leave. The other
adoptive parent will normally be entitled to take Ordinary Paternity Leave. The right to Adoption
Leave is not available to a step-parent who adopts their partner’s child.
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Assuming you are eligible, you may take up to 26 weeks’ Ordinary Adoption Leave and up to 26
weeks’ Additional Adoption Leave, making a total of 52 weeks.

If you wish to take Adoption Leave, you must inform a Director in writing of your request no later than
seven days after the date on which notification of the match with the child is provided to you by the
adoption agency. You must provide written details of the date on which you were notified of having
been matched with the child, the date the child is expected to be placed with you for adoption and
when you want your Adoption Leave to start.

Adoption Leave can start on the day the child is placed with you for adoption (whether this is earlier
or later than expected) or on a date that is up to 14 days before the expected date of placement.

As evidence of your entitlement to Adoption Leave, you will also be required to provide a copy of the
relevant matching certificate and adoption papers from the adoption agency.

You can change your mind about the date you wish to start your Adoption Leave but you must give
us 28 days’ notice of the change.

Throughout the Adoption Leave you are entitled to all your non-pay related contractual benefits.

If you are not planning to take all your Adoption Leave you must let us know when you will return. You
can change your mind but must give us 8 weeks’ notice of a change.

If you return after Additional Leave you are entitled to return to the same job on the same terms and
conditions. But if for a good reason we cannot do this, we will find a position which is at the same level
and with terms and conditions at least as good as your previous role.

If you decide not to return to work, you are required by law to give the correct notice if you are
resigning. But giving longer is helpful. You are still entitled to Statutory Adoption Pay even if you are
not returning to work.

We reserve the right in any event to maintain reasonable contact with you from time to time during
your Adoption Leave. This may be to discuss your plans for return to work, to discuss any special
arrangements to be made or training to be given to ease your return to work or simply to update you
on developments at work during your absence.

You are encouraged to take any outstanding annual leave due to you before the commencement of
Adoption Leave. Generally, holiday should normally be taken in the year that it is earned and therefore
if the holiday year is due to end during Adoption Leave, you should try to take the full year’s
entitlement before starting your Adoption Leave.
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Statutory Adoption Pay
Paid Adoption Leave is available for a child adopted under UK law - but some details may vary for
parents adopting outside the UK.

To receive Statutory Adoption Pay (SAP) you must:
•
•
•
•

Be the child’s adopter
Earn before tax an average that is no less than the lower earnings limit which applies to National
Insurance (NI). This is the amount you must earn to qualify for benefits. You must earn more than
this amount before you start paying NI
Be employed for a continuous period of at least 26 weeks ending before the placement of the
child
Have received the official matching certificate or notification that it is being issued.

Statutory Adoption Pay is paid for up to 39 weeks.
Statutory Adoption Pay is paid as 90% of your average weekly earnings for the first six weeks
followed by the Statutory rate or 90% of your average weekly earnings (whichever is lower) for the
remaining 33 weeks.

Pension
Pension contributions will continue to be made during the period when you are receiving SAP but
not during any period of unpaid Additional Adoption Leave. Your contributions will be based on your
actual pay whilst the Company’s contributions will be based on the salary you would have received
had you not gone on Additional Adoption Leave.

Enhanced adoption pay
Enhanced adoption pay is payable for staff and employee will qualify for enhanced adoption pay if:
•

you have a certain period of continuous service at the end of the week in which you were
notified of being matched with the child for adoption (or in a surrogacy arrangement, at the
end of the 15th week before the expected week of childbirth)*,**;

•

you have stopped working; and

•

you undertake to return to work for a minimum period of 12 months after the end of
your adoption leave. If you do not return to work for this minimum period, you will be
required to repay any enhanced adoption pay, excluding statutory maternity pay, that you
have received.

*If you have over two years continuous service the Company will pay up to 13 weeks enhanced
adoption pay. This is paid at your normal rate of basic salary.
**If you have over four years continuous service the Company will pay up to 26 weeks enhanced
adoption pay. This is paid at your normal rate of basic salary.
Payment of enhanced adoption pay includes any entitlement to statutory adoption pay that may be
due to you for the same period.
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Keeping in Touch Days
Whilst you are on Adoption Leave, we will try to keep you up to date with all that is happening here.
This may be to let you know about any changes; invite you to attend a particular event or to offer a
training opportunity. You do have the right to refuse to attend.

If we offer and you wish to accept, you can work up to 10 days during your Leave without this affecting
your Statutory Adoption Pay.

Return to work
Whilst you are under no obligation to do so, it would assist us if you could confirm as soon as
convenient during your Adoption Leave that you will be returning to work as expected.

If you are intending to return earlier than the return date you stated, then you must give the Company
at least eight weeks’ written notice of your intention. Failure to do so may mean the Company
postpones your return to work for up to eight weeks, provided of course this is not later than your
originally stated return to work date.

Paternity Leave
To qualify for the right to take Paternity Leave, you must meet each of the following eligibility criteria:
•
•
•
•

You have, or expect to have, responsibility for the upbringing of the child
You are either the biological father of the child. Or you are married to, are the civil partner or the
cohabiting partner of the child's mother; or you are married to, are the civil partner or the
cohabiting partner of the child's adopter; or you are one of a couple jointly adopting a child.
You are taking the leave to care for the child or to support the child’s mother or adopter.
You have worked continuously for the Company for 26 weeks calculated as at the 15th week before
the expected week of childbirth, or, in respect of an adopted child, calculated as at the week in
which the child's adopter is notified of having been matched with the child.

A cohabiting partner is a person, whether of a different sex or the same sex, who lives with the mother
or adopter and the child in an enduring family relationship but is not an immediate relative of the
mother or adopter.
If you wish to take Paternity Leave and are eligible, you are entitled to two weeks on the birth or
adoption of a child. You are entitled to take either one week or two consecutive weeks of Paternity
Leave. It cannot be taken as odd days.
You are required to inform the Company of your intention to take Paternity Leave by the end of the
15th week before the expected week of childbirth. Or in the case of an adopted child, no later than
seven days after the date on which notification of the match with the child was given by the adoption
agency, unless this is not reasonably practicable. You are required to provide the following
information in writing to the Company:
•
•
•

The date the child is expected to be born or adopted
Whether you wish to take one or two weeks’ Paternity Leave
When you want your Paternity Leave to start.
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In the case of an adopted child, your notice should also specify the date on which the adopter was
notified of having been matched with the child.
Paternity Leave can start on any day of the week on or following the child’s birth or placement for
adoption. But it must be completed either within 56 days of the actual date of childbirth or adoption
or, if the child is born early, within the period from the actual date of childbirth up to 56 days after the
first day of the expected week of childbirth.
In the case of multiple births from the same pregnancy, only one period of Paternity Leave is available.
On resuming work after Paternity Leave, you are entitled to return to the same job on the same terms
and conditions of employment as if you had not been absent.

Statutory Paternity Pay
During the period of Paternity Leave you will receive Statutory Paternity Pay (SPP) if you are eligible to
receive it. Your contract of employment continues in force and you are entitled to receive all your
contractual benefits, except for salary.

Shared Parental Leave
This Policy applies to a parent wishing to share traditional Maternity or Adoption Leave. Unpaid
Parental Leave remains, as does the right to take 52 weeks’ Maternity or Adoption Leave. Surrogacy
parents may be able to take Shared Parental Leave if they fulfil the eligibility requirements.

To take advantage of this provision the mother must commit, in writing, to ending their
Maternity/Adoption Leave and Pay at a set date, and to share the untaken balance of Leave and Pay
as Shared Parental Leave and Pay with their partner. Or to return to work early from Maternity or
Adoption Leave and opt in to Shared Parental Leave and Pay at a later date.

The timescales and process to plan Shared Parental Leave is quite complex, so please speak to a
Director if you have any queries or wish to discuss possible arrangements. Good communication
during the planning is the key to finding a workable plan for both employee and the Company.

To help understand this Policy we have listed the meaning of the following terms:

Mother: the woman who gives birth to a child, or the adopter.

Adopter: is the male or female who is eligible for Adoption Leave and or Pay.

Partner: the child’s biological father or the partner of the mother/adopter. This may be a spouse, civil
partner or a partner who is in an enduring relationship with the mother and the child.

SPL: Shared Parental Leave.
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ShPP: Statutory Parental Pay.

Continuous Leave: a period time of leave that is taken in one block for example four weeks’ leave.

Discontinuous Leave: a period of leave that is arranged around weeks where the employee will return
to work. For example, an arrangement where an employee will work every other week for a period of
three months.

SPLIT day: Shared Parental Leave in touch day.

Match: when an adopter is approved to adopt a named child or children.

Curtail: where an eligible mother brings their Maternity/Adoption Leave and, if appropriate, Pay or
Allowance entitlement to an end early.

This Policy applies to employees whether they are the mother or the partner. If it is the mother who is
employed by the Company, a partner must follow his/her own Company’s Policy if he/she wishes to
take a period of SPL. If it is the partner who is employed by us, then their partner must follow their
own Company Policy.

Good communication is essential with both Companies to ensure requests are dealt with properly.

Are you eligible?
There are some criteria which must be met for this Policy to apply. The mother is eligible for SPL if
they:
•
•
•
•

Have at least 26 weeks' continuous employment ending with the 15th week before the expected
week of childbirth or matching date of the child, and remains in continuous employment with the
organisation until the week before any period of SPL that is taken
Have, at the date of the child's birth or placement, the main responsibility, apart from the partner,
for the care of the child
Are entitled to Statutory Maternity/Adoption Leave in respect of the child
Comply with the relevant Leave curtailment requirements (or have returned to work before the
end of Statutory Maternity/Adoption Leave), and SPL notice and evidence requirements.

In addition, for the mother to be eligible for SPL, the partner must:
•
•
•

Have been employed, been a worker or been a self-employed earner in at least 26 of the 66 weeks
immediately preceding the expected week of childbirth
Have average weekly earnings meeting the lower earnings test for any 13 of those 66 weeks
Have, at the date of the child's birth or placement, the main responsibility, apart from the mother,
for the care of the child.
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Partner's eligibility for Shared Parental Leave
The partner is eligible for SPL if he/she:

•
•
•

Has at least 26 weeks' continuous employment ending with the 15th week before the expected
week of childbirth or placement of the child and remains in continuous employment with the
organisation until the week before any period of SPL that he/she takes
Has, at the date of the child's birth or placement, the main responsibility, apart from the mother,
for the care of the child
Complies with the relevant Shared Parental/Adoption Leave notice and evidence requirements.

In addition, for the partner to be eligible for SPL, the mother must:

•
•
•
•

Have been employed, been a worker or been a self-employed earner during at least 26 of the 66
weeks immediately preceding the expected week of childbirth or placement of the child
Have average weekly earnings meeting the lower earnings test for any 13 of those 66 weeks; and
Have, at the date of the child's birth or placement, the main responsibility, apart from the partner,
for the care of the child
Comply with the relevant Leave or Pay curtailment requirements (or have returned to work before
the end of Statutory Maternity/Adoption Leave).

How to calculate the amount of Leave available
The amount of SPL to which an individual is entitled will depend on when the mother brings her
Maternity/Adoption Leave period to an end and the amount of Leave that the other parent takes in
respect of the child.

SPL may only be taken in complete weeks but may start on any day of the week. An eligible employee
can request to take SPL in one continuous block in which case the Company is required to accept the
request as long as the correct notification has been given. Alternatively, she/he may request to take
the Leave as a number of discontinuous blocks, with breaks between the Leave where the employee
returns to work. In requests of continuous blocks, the Company must agree to these. A maximum of
three requests for Leave or amendments to Leave booked can be made by each parent.

The first two weeks following birth are the compulsory Maternity Leave period and may only be taken
by the mother. This means that the mother cannot curtail her Maternity Leave to take SPL until two
weeks after the birth and the absolute maximum period that the parents could take as SPL is 50 weeks
between them. In most cases, mothers commence their Maternity Leave before their expected due
date and so any time taken before the birth is also deducted from the available 50 weeks.

The mother's partner can begin a period of SPL at any time from the date of the child's birth or
placement. However, he/she would lose their entitlement to the two weeks paid Paternity Leave if this
has not been taken before the start of any SPL.
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Notice requirements for Shared Parental Leave
To take advantage of SPL it is important that the following notifications are given in the correct
timeframe.
An employee may only make three Leave notice requests or variations of Leave notices during a
period of SPL. A notice for discontinuous Leave that has been withdrawn before it is agreed does not
count towards the total number of requests for Leave that an employee can make.

If the mother wishes to take SPL, a curtailment notice must be provided stating the date the
Maternity/Adoption Leave is to end.

That date must be:

•
•
•

After the compulsory Maternity Leave period, which is the two weeks after birth
At least eight weeks after the date on which the mother gave the Maternity/Adoption Leave
curtailment notice to her Company
At least one week before what would be the end of the Additional Maternity/Adoption Leave
period.

Information required in any Shared Parental Leave notice of entitlement
With the curtailment notice the employee must also provide the Company with the following details:

•
•
•
•
•
•

The names of the mother and partner
The start and end date of any Statutory Maternity or Adoption Leave
The total amount of SPL available
The child’s expected week of birth, actual birth date or date of placement
How much SPL the mother and partner each intend to take
An indication as to when they intend to take the Leave, although this will not be binding.

A signed declaration to confirm that:

•
•
•
•

They will be taking the Leave to care for the child
The mother has given notice to end her Maternity/Adoption entitlement
The information they have given is true and accurate
Should, for whatever reason, they cease to be eligible for SPL they will inform the Company.

In addition, the mother's notice of entitlement must include a declaration signed by her partner
stating:

•
•

Their name, address, and National Insurance number
That they are the father of the child; or are married to, the civil partner of, or the partner of, the
mother or adopter.

If the employee is the partner, the partner's notice of entitlement and intention must set out:
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•
•
•
•
•
•

The names of the mother and partner
The start and end date of any Statutory Maternity or Adoption Leave
The total amount of SPL available
The child’s expected week of birth, actual birth date or date of placement
How much SPL the mother and partner each intend to take
An indication as to when they intend to take the Leave, although this will not be binding.
A signed declaration to confirm that:

•
•
•

They will be taking the Leave to care for the child
The mother has given notice to end her Maternity/Adoption entitlement
The information they have given is true and accurate.

Within 14 days of receiving a notice of entitlement and intention from the employee, whether the
mother or partner, the Company can request from the employee:

•
•

An MATB1 Certificate, a matching certificate or birth certificate
The name and address of the other parent's Company.

The employee has 14 days from the request to provide the information.

How to book
To take a period of SPL, the employee must write to the Company giving not less than eight weeks’
notice before the start date of the first period of Leave.

The employee must set out the start and end dates of each period of SPL requested in that notice.
This written notification may be given at the same time as a notice of entitlement. It can be a request
for a continuous period of Leave or discontinuous periods of Leave.

Continuous period of Shared Parental Leave
If an eligible employee gives a period of Leave notice requesting one continuous period of Leave,
he/she will be automatically entitled to take that period of Leave.

Discontinuous periods of Shared Parental Leave
An employee may submit a period of Leave notice requesting discontinuous periods of Leave. For
example, the mother and partner could request a pattern of Leave from their respective Companies
that allows them to alternate childcare responsibilities.

If the employee submits a period of Leave notice requesting discontinuous periods of Leave, the
Company, in the two weeks beginning with the date the period of Leave notice was given, can:
•
•
•

Consent to the pattern requested
Propose an alternative pattern
Refuse the pattern of Leave requested.
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The Company will have to consider what impact the arrangements would have on the business. If
agreement is reached within those two weeks, the employee is entitled to take the Leave on the dates
agreed.

If no agreement has been reached within that two-week discussion period, the employee is entitled
to take the Leave as one continuous period of Leave (the default provision). In that event, the
employee can choose a start date for when this Leave period will begin within 19 days of the date the
notification was given. But the Leave cannot start sooner than the initial notified start date. If no date
is notified within this time period, the Leave will begin on the start date stated in the original
notification.

Alternatively, if the Company has refused the request or no agreement has been reached during the
two-week discussion period, the employee may withdraw a period of Leave notice requesting
discontinuous periods of Leave. The employee can withdraw a period of Leave notice at any time on
or before the 15th day after the period of Leave notice was given.

Cancelling or varying curtailment notice or booked Shared Parental Leave
In certain circumstances the employee may wish to withdraw a Maternity or Adoption Leave
curtailment notice. In this case the request must be in writing and can be given only if the mother
has not returned to work. It could only be withdrawn in the following circumstances:

•
•
•

The mother and partner cease to be eligible for SPL or ShPP and the mother withdraws her
Maternity Leave curtailment notice within eight weeks of the date on which the notice was given
If the notice was given before the birth, and the mother revokes the Maternity or Adoption Leave
curtailment notice in the six weeks following the birth (for mothers only)
The partner has died.

Sometimes circumstances change, and the employee may need to change or cancel his/her
proposed SPL dates. To do this they must write to the Company at least eight weeks before the dates
varied begin and making clear what change they are seeking. This will count as a second notification.

The written notice must contain:
•
•
•
•

An indication as to when the employee intends to take SPL (including the start and end dates for
each period of Leave)
Details of any periods of SPL that have been notified through a period of Leave notice
Details of any periods of ShPP that have been notified in relation to periods where SPL was not to
be taken
A declaration signed by the mother and the partner that they agree to the variation.

Rights during Shared Parental Leave
During SPL, all terms and conditions of the employee's contract except remuneration will continue.
Pay will be replaced by ShPP if the employee is eligible for it.
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Communication and SPLIT Days
Whilst an employee is on SPL, the Company will try to keep them up to date with important changes
and developments within the Company. It is also helpful to discuss the employee’s plans to return to
work during this time.

An employee can agree to work for the Company (or to attend training) for up to 20 days during their
SPL without that work bringing the period of his/her SPL and Pay to an end. These are known as
"Shared Parental Leave in touch" (SPLIT) days. If you are entitled to receive ShPP for any week during
which you attend work for SPLIT days, you will still receive this in the usual way. In addition, we will
also pay you an agreed rate for the work you do during a SPLIT day.

There is no obligation on the Company to offer work or on the employee to accept it.

Enhanced Shared Parental Pay
You will be entitled to ShPP if you satisfy certain eligibility requirements. In addition, the Company
may in certain circumstances enhance ShPP. The amount of enhanced shared parental leave pay
you receive will depend on factors set out below:
•
•

Your length of service with the Company *, **;
How much statutory maternity or adoption pay you or your partner have already received
(this will be deducted from the overall entitlement);

The Company’s enhanced shared parental leave pay is in addition to any paternity pay you receive
(if entitled). If you (or your partner if they also work for the Company) receive any Company
enhanced maternity/adoption pay at any time up to the expiry of the first 18 weeks of the child’s life,
then this will be deducted from, and reduce, your entitlement to the Company’s enhanced shared
parental leave pay.

Full pay takes into account mother having two weeks’ compulsory maternity leave and then
returning to work.

*If you have over two years continuous service the Company will pay up to 13 weeks enhanced pay.
This is paid at your normal rate of basic salary and inclusive of ShPP.
**If you have over four years continuous service the Company will pay up to 26 weeks enhanced
pay. This is paid at your normal rate of basic salary and inclusive of ShPP.
The Company’s enhanced shared parental leave pay can only be paid in the first 26 weeks after the
birth of a child. If shared parental leave is taken after this time it will be paid at the ShPP rate only.

Enhanced parental pay will only be paid during periods in which you would also be entitled to ShPP
If an employee who has received enhanced shared parental pay does not return to the work for a
period of at least 12 months, s/he will be required to repay to the Company the difference between
the enhanced pay and ShPP.
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Returning to work following Shared Parental Leave
The employee has the right to return to the same job when returning to work from SPL if the period
of Leave is 26 weeks or less.

If the employee is returning to work from SPL and the period of Leave taken is more than 26 weeks,
they have the right to return to the same job unless this is not reasonably practicable. In these
circumstances the Company will find another job that is suitable and appropriate for him/her.

Parental Leave
Unpaid parental leave may be taken to look after a child or make arrangements for the good of the
child.
Eligible employees:
•
•
•

All employees employed by the Company for a minimum of one year.
Employees who have a child or children under the age of 18.
Employees who have become the adoptive parents of a child under the age of 18.

A maximum of 18 weeks per child (pro rata for part time employees) may be taken in total.
If you wish to take parental leave you should submit an application to your line manager. Leave should
normally be taken in one week blocks to a maximum of 4 weeks at any one time; requests for longer
periods will be dealt with on an individual basis. You should submit an application to take the time off
21 days prior to leave being taken. The Company must respond in two weeks. We will respond
sympathetically to all requests but on occasions may ask you to postpone the leave for business
reasons. However this cannot be for more than 6 months. Any leave at the time of childbirth or
adoption cannot be postponed.

We will keep a record of parental leave taken.

Statutory Parental Bereavement Leave and Pay
If, sadly, you lose a child under 18 and were the legal parents or had primary caring responsibilities,
you are entitled to two weeks bereavement leave. This also applies if you are a parent who has
suffered a still birth after 24 weeks. You will be paid Statutory Parental Bereavement Pay if you have
been continuously employed for 26 weeks up until the week preceding the death and meet the
qualifying criteria for National Insurance limits.

Leave must be taken in a block of two weeks, or two single weeks, and must be taken within 56 weeks
from the date of the child’s death. Notice in the first seven weeks after the death can be given before
you are due to start on the first day. From the eighth week up until 56 weeks, the notice required is
one week. You can cancel or change leave using the notice periods above.
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Appendix Two

Spanish based Employees Family Friendly Policies –

Maternity
If you are pregnant, please do speak to us as early as possible so that we can discuss with you any
particular health and safety risks which may affect you or the baby.

Permiso de Maternidad - entitles women to a 16-week period away from work. This rises to 18
weeks for twins and 20 weeks in the case of triplets. For children with disabilities there is an
additional two weeks.

If you have to take time off whilst pregnant for medical reasons, you are still entitled to the 16 weeks
maternity leave after your child is born.

It is possible to use the 16 weeks in combination with a part-time working timetable or even add
holiday time that you are due in order to extend your leave.

At least six uninterrupted weeks of leave must be taken immediately after the birth. You may take
the remaining 10 weeks of maternity leave in a single block, or in separate periods of one week or
more, in the period from four weeks before the expected date of birth up until the child’s first
birthday. You must give the employer at least 15 days’ notice of each period of leave.

By agreement between the company and you, maternity leave — excluding the mandatory six weeks
after the birth — may be taken on a part-time basis.

For mothers of premature babies or where a baby has to remain in hospital for more than seven
days following the birth, standard maternity leave can be extended for up to 13 weeks.

Breastfeeding Leave
La hora de lactancia - Mothers and fathers may exercise their right to invoke this leave. This
measure allows them to choose between staying away from the work place for one hour during the
working day or reducing 30 minutes of their working day until their child reaches 9 months old.

Additionally, they can accumulate the leave/allowance in full-time workdays and delay their
incorporation to the working activity 13 or 15 days more.
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The father has the same right as the mother to leave the work place, reduce the working day by half
an hour or accumulate this allowance in full.

Paternity
Employees who are parents but not the child’s biological mother — as well as fathers, this includes
individuals such as a mother’s same-sex partner — are entitled (under the Workers’ Statute) to take
16 weeks of paternity leave, which is increased by one week per baby in the event of a multiple
birth.

At least six uninterrupted weeks of leave must be taken immediately after the birth. You may take
the remaining eight weeks of leave in a single block, or in separate periods of one week or more, in
the period from the end of the mandatory leave until the child’s first birthday. You must give the
employer at least 15 days’ notice of each period of leave.

By agreement between the company and you, paternity leave — excluding the mandatory four
weeks after the birth — may be taken on a part-time basis.

In the event of the child’s death, the father or other relevant parent retains full paternity leave
entitlement. In the event of premature birth or the baby being kept in hospital for any other reasons,
the parent may choose to postpone taking paternity leave until after the baby leaves hospital. In the
event of the baby being hospitalised for a long period for reasons such as low weight, the paternity
leave may be extended by up to 13 weeks. If the baby has a disability, the leave entitlement is
increased by one week.

During paternity leave, the employment contract is suspended, and the Company is not required by
statute to pay you. You are generally entitled to receive social security paternity benefit, though you
must have a minimum contribution history to qualify. The benefit is set at 100% of your normal pay
(between a minimum and a maximum).

Adoption and fostering leave
You who are adoptive or fostering parents are each entitled to take six uninterrupted weeks of leave
immediately after the adoption or fostering decision. After this period, the two parents have a joint
entitlement of 16 weeks’ further leave to be taken in the period up until 12 months after the
adoption or fostering decision. Neither parent may take more than 10 weeks of this further leave.
The leave must be taken in a single block.

Each adoptive or fostering parent will have an individual, non-transferable entitlement to 16 weeks’
leave, of which six weeks must be taken immediately after the adoption or fostering decision. The
remaining 10 weeks of leave will be available to be taken in one or more periods of one or more
weeks in the period up until 12 months after the adoption or fostering decision. By agreement with
the Company, you will be able to take leave on a part-time basis.
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During adoption and fostering leave, the employment contract is suspended, and the Company is
not required by statute to pay you. You are generally entitled to receive a social security benefit, set
at 100% of the employee’s normal pay (between a minimum and a maximum).

Parental leave
You are entitled to take parental leave to bring up your biological or adopted child in the three-year
period after the birth or adoption. You can take a single period of leave of up to three years or a
number of shorter periods within the three-year deadline. Parental leave entitlement is an individual
right and both parents may take leave in respect of the same child. However, if you both work for
the same company, the Company can, for operational reasons, limit the extent to which they take
leave simultaneously.

If you take parental leave of no longer than one year (increased to 15–18 months if you have four or
more children), you are entitled to resume your former job after the leave. If you take a longer
period of leave, you are entitled only to return to a job in your occupational category or a similar
one. The period of leave counts towards your length of service with the Company.

During parental leave, the Company is not obliged to pay you, and you are not generally entitled to
any social security benefits (with some exceptions in a number of regions).

The Company commits to ensure all statutory rights are protected for employees in respect of family
friendly policies, please do discuss any questions with your line manager.
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