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ABOUT THIS HANDBOOK 
 
 
This handbook is intended for employees of Games Workshop based in the UK, including 
Retail and Head Office in Nottingham, UK.  

 
The contents of this handbook form part of your terms and conditions of employment, 
unless stated specifically otherwise. It should be read, understood and agreed in 
conjunction with your offer letter and contract of employment. 
 
Our handbook is designed to be a helpful guide for use during your employment with 

Games Workshop. Its aim is to inform you about company practices, procedures, values 
and behaviours, which should help make your time with Games Workshop enjoyable and 
productive in line with our people principles. Please note that it is a reference booklet 
only, as no single document could anticipate every issue that may arise during 
employment. 

 
From time to time it will be necessary to update the information in this handbook. Any 
amendments will be communicated to you and will take effect from that date. 
Furthermore, Games Workshop reserves the right to respond to each situation in the 
manner it feels best serves the interests of fair and responsible business management. 
 

This paper copy is correct at time of print and supersedes all prior versions that exist to this 
date. We intend to place the most up to date version of the employment handbook on 
the internet/intranet. Please speak to Human Resources (HR) for more information on 
how to access this. You can request a printed copy of the latest version from HR at any 
time. 
 

If you have any queries regarding any of the information contained on the following 
pages, please speak to your manager or contact (HR) at Head Office, Nottingham, for 
an explanation or clarification.  
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SECTION 1 

ABOUT GAMES WORKSHOP 
 
 
This section of the handbook describes what Games Workshop is all about: what we do, 
why we do it and how we do it. 

 
 

 

 

 

1.1 WELCOME 
 
Hello 
 

This is Games Workshop’s employment handbook. It tries to get across what it is like to 
work here, but also how to deal with a lot of technical and legal, fairly dry things. 
 
Games Workshop is global with businesses on nearly every continent. Where once the 
sun never set on the British Empire, now the sun never sets on a Games Workshop store. 
We have around 3,000 employees working in production, warehousing & distribution, 

studios, offices and shops worldwide. 
 
It's a great success story – and the thing that maintains that success story is the attitude 
all our staff have at work. The attitude you have. 
 
Games Workshop is a characterful and unusual place to work. And, being blunt, it 

doesn’t suit everybody. We’re enthusiastic about the company and the products we 
make. We love them and tell anyone who cares to listen just that. We have no time for 
cynics, whiners or time-wasters. We focus very hard on quality, both with our products 
and customer service. We never forget that the hobbyists who buy our products pay our 
wages. We like to solve problems our own way and we expect high standards of both 
work and effort. If a job needs doing, no one is too proud to muck in and help do it. This is 

true, or ought to be, no matter which division or country you work in. 
 
I truly hope you enjoy working at Games Workshop and that this handbook helps. 
 
 
 

 

Tom Kirby 

Chairman 
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1.2 OUR BUSINESS ACTIVITIES 
 

Games Workshop makes and sells the best fantasy miniatures in the world for a profit that 
allows us to employ all of you! 
 
From our global HQ in Nottingham we design, make and sell the vast range of plastic 
and metal miniature soldiers, along with detailed rulebooks and other support materials. 

Combined these products result in an almost infinite hobby, which is enjoyed by millions 
of gamers all around the world. These enthusiasts spend many of their waking hours 
collecting, assembling, converting and painting mighty armies which they will command 
on carefully prepared tabletop battlefields. Our core brands are Warhammer and 
Warhammer 40,000. We also have a licence to sell The Lord of the Rings miniatures. 

 
Games Workshop is truly global: our operation in Nottingham, UK, is complemented by 
manufacturing and distribution facilities in Memphis in the USA, and in Sydney, Australia. 
You can find our hobby centres all over the planet. 
 
Our products are sold through our own international chain of some 300 hobby centres, 

and by more than 4,500 independent toy and hobby shops around the world. These 
outlets are supported by Direct Sales and our Web store on www.games-workshop.com. 
 
Our sales are supported by Games Workshop’s monthly magazine, White Dwarf, which is 
distributed by major newsagents across the world. White Dwarf is currently published in 
five languages. 

 
Additionally, we have our own publishing wing, The Black Library, where novels are 
created that are set in the grim medieval fantasy world of Warhammer and in the Gothic 
war-torn science fiction universe of Warhammer 40,000. There is also our ForgeWorld 
business, which produces special resin models of key characters, battle tanks, terrain and 
all manner of extra material and models. Finally we are expanding into the world of PC 

and console games in partnership with suitable business partners. 
 
 

1.3 OUR BUSINESS MODEL 
 
Games Workshop is a vertically integrated niche business, overseeing every aspect of 
design, manufacture, distribution and retail of our models and our rulebooks.  
 
We try to do everything ourselves because this gives us great control over what we do 

and how we do it. Moreover, we do not really trust anyone else to do as good a job as 
we can ourselves. It is a lot of hard work but that is what we value! 
 
We know that what we do is not for everyone. As a niche business we appeal to a 
relatively small group of people – those who love to collect, paint, model and play with 
our miniatures. Our job is to find these people and supply them with the highest quality 

models, punctual delivery and superior service. This is because our customers’ main 
concern is with value and quality, not with price. In a business like ours respect for our 
customers is absolutely paramount.  
 
We also realise that mass-marketing is expensive and far less effective for a niche 

business than the power of word of mouth. People’s opinions play a vital role in our 
success and we do not only market our products, but also our business itself. 
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1.4 OUR MISSION 
 
Games Workshop’s mission is to remain as great as it is currently, only bigger! 
 
Games Workshop is a growing business. Our future growth is dependent upon 
introducing more people to the Hobby. We continue to do this by opening more stores 

and trade accounts and growing our web business by keeping people in the Hobby 
longer and by constantly improving our products and service worldwide. 
 
 

1.5 OUR CULTURE 
 
At Games Workshop we do business with honesty, which allows us to work in a 
harmonious, trusting and mutually beneficial way. We display courage to stick to the 
plans and convictions we have. We carry out actions with humility in the understanding 

that everything we do is for the good of the company, and thereby the good of our 
customers, colleagues and shareholders. This applies each time, every time, at all times. 
 
We would like our employees to behave with consistency, clarity, firmness, fairness, 

openness and integrity. These ‘muses’, or ‘ways of behaving’, further determine our 
business culture. 

 
Our successful business operation and reputation are built upon the principles of fair 
business and ethical conduct of our employees. This requires careful observance of all 
applicable legislation, as well as a scrupulous regard for the highest standards of 
conduct of our employees.  
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SECTION 2 

ABOUT YOUR EMPLOYMENT 
 
 
This section tells you about the things you can expect to receive from Games Workshop 
during your employment with us. You can find our full policies and processes in section 3, 

‘About duties & responsibilities’. 
 
 
 
 
 

2.1 YOUR INDUCTION 
 
All new employees joining Games Workshop will participate in an induction programme. 

Induction not only covers the scope and responsibilities of your role, but also provides you 
with information on the company, the essence of our core products, the structure of our 
business and our key strategies. Induction also covers Health, Safety & Environment 
subjects and basic training in this area in your department. 
 
Induction is a period of time when you can acquaint yourself with the business and your 

role as part of the Games Workshop business. The induction will include a thorough 
introduction to all aspects of how your department operates and meeting key people in 
and around your business area. Further details regarding the arrangement of your 
induction will be given to you before your first day where possible. 
 
 

2.2 YOUR PROBATIONARY PERIOD 
 
All employees undergo an initial probationary period. This period gives you the 

opportunity to assess whether Games Workshop is right for you, and it also allows Games 
Workshop to determine whether your employment satisfies our present needs. 
 
The length of your probationary period is stated in your offer letter and in your contract of 
employment. It could be extended at the discretion of Games Workshop. It is also 
possible that your employment ends at your choice, or ours, before the end of this 

period. 
 
During your probationary period you will receive training, guidance and support to assist 
you in meeting the standards required in your role. Your manager will keep you regularly 
informed of your progress and any areas you may need to improve in. At the end of the 
probationary period a review meeting will take place to discuss your performance to 

date and any further objectives. 
 
 

2.3 YOUR DETAILS 
 
It is your responsibility to ensure that we have the correct details for you at all times, 
including your name, contact details, emergency contacts, medical conditions, bank 
details and marital status. Any changes should be communicated immediately to HR.  
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As an employee you are entitled to view certain contents of your personnel file with 24 
hours advance notice during working hours to HR. This concerns documents relating to 

your recruitment, promotions, disciplinary action against you, signoff forms and training 
records. Please be aware that there will be an administrative charge of £2.50 for this 
service. Please also see paragraph 3.9, Data Protection. 
 
References 

Every new appointment is subject to Games Workshop receiving two satisfactory 

references from your most recent employers. If you do not have two previous employers, 
references from teachers may be accepted. We are unable to accept character 
references.  
 
If you require an employer’s reference concerning situations such as securing 
accommodation or opening a bank account, please contact the HR department. For 

references upon leaving the company, please refer to paragraph 2.12, ‘Leaving Games 
Workshop’. 
 
Criminal Records Bureau 

Employees in the UK who work with young people as part of their job at Games 
Workshop will also be asked to apply for ‘Disclosure Information’ from the Criminal 

Records Bureau (CRB) as a condition to their appointment. This information relates to any 
convictions (spent or otherwise), cautions, reprimands or records detailing if you are 
considered suitable to work with young children. Disclosure Information is dealt with in the 
strictest confidence. Similar procedures may apply in our overseas territories. See also 
paragraph 3.7, ‘Confidentiality’ and 3.4, ‘Safeguarding Young People’. 
 

 

2.4 YOUR HOURS 
 

Games Workshop is dedicated to providing high quality service and products at all times. 
To meet this commitment, we need you to attend work whenever you are scheduled to 
work. For our full attendance policy, please refer to paragraph 3.11. 
 
Working hours 

Your normal working hours are stated in your contract of employment. Games Workshop 

complies with the legal requirements in all our territories regarding the maximum number 
of hours someone can work over a specific period of time. This means that if you do any 
other work outside of Games Workshop, including work on a self-employed or freelance 
basis, you will need to notify HR. 
 

If you work over 6 hours per day, you are entitled to take an unpaid break of 20 minutes.  
We expect all our employees to start and finish on time. Your manager will inform you if 
you need to clock in and out during your employment. If you do, you should clock in 
directly before the start of your shift and clock out immediately after your normal shift has 
finished unless you work authorised overtime. 
 

Overtime and time in lieu 

You may be required to work additional hours to suit the needs of the business. In 
particular we may need you to work during Games Day. If we require you to work 
overtime, we will give you reasonable notice where possible and your manager will 
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discuss any reward you will receive in respect of this. Your manager may decide to give 
you time in lieu instead at their discretion. 
 

Please note that all overtime needs to be authorised beforehand by your manager. If 
they decide that you will get time in lieu for your overtime, you will also need to agree 
with them at that time when you will take this time off. 
 
Working evenings, on Sundays and/or on public holidays 

To support the needs of the business, you may be contractually required to work 

evenings, on Sundays and/or on public holidays. You can opt out of working Sundays. 
Please refer to your contract of employment for further details.  Please note that if you 
opt out of Sunday working, Games Workshop has no obligation to find alternative 
working hours during the remainder of the week to supplement those Sunday hours. If 
you cannot work any other day due to religious reasons, please refer to 3.11, Attendance 
and Absence. 

 
If we need you to work during public holidays in your country of residence, your manager 
will inform you about any compensation days and/or pay you are entitled to receive. We 
are closed on Christmas day and Easter Sunday in all our territories. 
 
In some of the Overseas Territories an enhanced rate is paid for working ‘unsociable 

hours’. Please contact your manager or HR if you want to know how this works in your 
country. 
 

Flexible working 

In line with employment legislation, Games Workshop will consider requests from all 
employees regarding flexible working patterns, taking into account the impact on the 

business and personal circumstances. Such a request should be made in writing to HR. 
 
Shortage of work 

If there is a shortage of work, the company reserves the right to place people on short 
time with reduced pay, or suspend them from work without pay, whilst we do our best to 

maintain continuity of employment. This will be done in line with current employment 
legislation in the relevant countries. 
 
 

2.5 YOUR TIME AWAY FROM WORK 
 
There will be occasions where you are away from work. Where possible we require you to 
get authorisation from your manager beforehand. Please also refer to paragraph 3.11 for 
further details on attendance and absence and the processes we expect you to follow. 

In that section we discuss 
• Annual leave and public holidays 
• Sickness 
• Other authorised absence 
• Unauthorised absence 
 

 

2.6 YOUR PAY 
 

Your pay will be confirmed to you in your offer letter. Any changes will be confirmed to 
you in writing. 
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All employees are paid on the last working day of each month at the latest. In 
December, salary payments may be made earlier than normal. In circumstances where 

a new starter has missed a particular month’s pay run, they will receive their first payment 
with the next payment run. 
 
To be able to pay you, we need your up-to-date personal details such as your name, 
marital status, address and your own bank details. It is your responsibility to ensure that 
we have the correct details for you at all times. Payments are paid directly into your own 

personal bank account. Your payslip will give you the details of your net and gross salary 
and any deductions made. 
 
In the unlikely event that a mistake has been made in the calculation and/or payment of 
your pay leading to an underpayment or overpayment, employees are expected to 
bring this matter to the attention of their manager at the earliest opportunity. Games 

Workshop reserves the right to deduct any overpayment from the next payment. 
Arrangements can be made to phase repayments where necessary. 
 
Expenses 

All employees must ensure that expenses claimed whilst on company business are in 
accordance with the company expenses and/or credit card policy. This is available from 

our Central Finance department. 
 
Final pay 

When you leave Games Workshop we will calculate and pay out all monies due to you. 
This includes any untaken holiday entitlement.  If you have taken more holidays than you 
have accrued at your time of leaving, we will deduct this from your final pay. 

 
 

2.7 STAFF DISCOUNT AND GIFTS 
 
When you are employed by Games Workshop you get staff discount, occasional gifts 
and ‘special edition’ items created exclusively for staff and veteran bonuses such as 
tankards, jackets and bags. This privilege comes with responsibilities. Please refer to 3.12 
for our full policy on staff discount and gifts. 
 

 

2.8 LONG SERVICE AWARDS 
 

Games Workshop respects loyalty from its employees. The company therefore rewards 
and celebrates hard work, dedication and length of service at several milestones in your 
career with us. 
 
As you achieve five years service you will become a ‘Five Year Veteran’ and you will 
receive a personalised Games Workshop gift. 

 
After ten years of service you become a Ten Year Veteran. At this time you will receive 
personalised Games Workshop gifts including an invitation to the exclusive Veteran’s 
black tie dinner. Ten Year Veterans also receive a one-off 10 days extra leave. You can 
take these days over a period of 2 consecutive calendar years, starting from the day 

after the dinner. 
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To determine if you are eligible for any Games Workshop Long Service Awards we take 
into account your original starting date and any breaks in service. We allow one break in 
service of up to 12 months, which we will add to your original start date. A break in 

service is considered any period during which you are not employed by Games 
Workshop before being re-hired. Apart from our Long Service Awards, a break in service 
affects your continuous employment.  Long service awards are not contractual. 
 

 

2.9 OTHER BENEFITS & FACILITIES 
 
Games Workshop is an exciting place to work and we have benefits to reflect this. Apart 
from staff discount and Long Service Awards we offer benefits such as a pension plan 

and access to a private healthcare scheme. For more information on our benefits and 
your eligibility, please speak to HR/ Payroll and to your manager. Information will also 
appear on our notice boards and in our newsletters. 
 
Our unusual Head Office in Nottingham, UK, is definitely worth a visit! Here you will find 
the world’s only Dwarven Drinking Hall, the famous Bugman’s Bar. It runs regular events 

and is a great place to meet colleagues and hobbyists. Head Office is also the home of 
our visitor centre Warhammer World and the museum. The site also has a sports & social 
society, a gym, a large staff restaurant and an Internet Café. 
 
 

2.10 YOUR PROGRESS AND DEVELOPMENT 
 
It is our goal to create a working environment that encourages all members of staff to 
develop themselves to the fullest extent. This means that although it is your own 

responsibility to develop yourself, the company aims to support you wherever possible. 
Various development solutions are available, from secondments to workshops and from 
external courses to job rotation. We have several departments that specifically support 
training and development. 
 
Subject to certain qualifying criteria, Games Workshop will consider course funding and 

offer study and exam leave. HR can provide you with further information as well as 
guidance on preparing a Development Agreement for external training and professional 
qualification courses. 
 
At least once per year you will agree your development with your manager, as part of 
our appraisal or review process. The appraisal process provides an opportunity for you 

and your manager to formally discuss your performance, your objectives and your 
training needs.  At this stage you will discuss and agree a Personal Development Plan 
(PDP).  This focuses on the development you need to grow in your current role and 
develop for the future. 
 
As our business continues to grow, we are highly committed to developing and investing 

in our workforce. We encourage and support appropriate job applications from all 
employees, both nationally and internationally. Additionally, we have a strong focus on 
secondments to give employees the opportunities to develop their skills in different areas. 
Our aim is to fill all our senior positions from within and we are currently working towards 
this in our business plan. 
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2.11 INVOLVEMENT & COMMUNICATION 
 
We believe that working in an environment that welcomes and promotes individual 
involvement and feedback can have a positive effect, increasing commitment and 
performance for both employees and the business. Games Workshop strives to operate 
within an environment that encourages open and honest communication. We value 
appropriate employee involvement and provide a framework that seeks to support this. 
 

Games Workshop has a variety of communication and involvement initiatives, each 

taking on different forms depending on the overall objective. These range from direct 
manager-to-employee communication to a more formalised representative 
involvement, as well as team briefs, newsletters and notice board information at Games 
Workshop. We encourage employee feedback and involvement. 
 
 

2.12 LEAVING GAMES WORKSHOP 
 
If you decide to leave employment with Games Workshop we may ask you to attend an 

exit interview before you leave the company. The purpose of this is to learn about 
circumstances surrounding your decision to leave, and to improve any situation for future 
employees. Your views do not affect any reference written about you to a new employer 
and therefore we encourage you to be as open and honest as possible. An exit interview 
is completely confidential and information will only be passed to your manager if you 
agree to this or if it is too serious to leave. 

 
It is your responsibility to return any Games Workshop property to your manager before or 
on your last day at work. This includes items such as mobile phones, tools, keys, access 
passes, paper and/or computer files, laptops, company credit cards and any other items 
provided to you. 
 

Any outstanding money, including untaken holidays, will be paid to you in your last pay. 
All financial debts you may have with Games Workshop will be deducted from your final 
pay subject to your written authorisation. This includes any overtaken holidays. 
 
All reference requests from new employers should be made to the HR department. We 

provide standard references only, containing your start date, leave date, job title and 
reason for leaving. 
 
Resignation 

You are always free to end your employment with Games Workshop at any time. We 
would request that you notify your manager in writing of your resignation following the 

notice period in your contract of employment or any letters superseding this. Games 
Workshop reserves the right to release you at the time of notification, or any time 
thereafter during your notice period. 
 
 
Retirement 

The Games Workshop policy on retirement reflects current employment legislation in 
each country. Please speak to your manager or HR for further details. 
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Redundancy 

If the need arises to reduce staffing levels, a selection may be made on the basis of 
objective criteria. Where possible, Games Workshop will make all efforts to assist in the 

appropriate redeployment of employees into other areas of the business during their 
redundancy consultation process. We fully adhere to the legislation in our territories. For 
further information, please refer to HR. 
 
It may sometimes be necessary to dismiss an employee, for example due to poor 
performance, conduct or timekeeping. You can find our full disciplinary and appeal 

procedure in paragraph 3.13. 
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SECTION 3 

ABOUT DUTIES AND RESPONSIBILITIES 
 
 
Games Workshop’s successful business operation and reputation are built upon the 
principles of dealing ethically, fairly and consistently with our employees. We will comply 

with all relevant legislation in our territories and it is the responsibility of our employees to 
do the same.  
 
This last section of the handbook talks about our working environment, rules regarding 
confidentiality and representing the company, our Health, Safety and Environment 
guidelines and specific policies in the areas of IT, attendance and staff discount. It ends 

with our disciplinary, grievance and appeal procedures. 
 
Section 3 gives you policies & procedures plus standards of conduct. These are 
necessary to protect our health and safety and to maintain a productive and pleasant 
working environment. Disregarding or failing to comply may result in disciplinary action. 
 

 
 
 
 

3.1 WORK RULES 
 
At Games Workshop we expect you to act wholeheartedly in the interests of the 
company at all times, and in line with our values and behaviours. Overall, the use of 
good judgement, based on high ethical principles, will guide you with respect to 

acceptable conduct. If a situation arises where it is difficult to determine the proper 
course of action, the matter should be discussed with your manager and if necessary 
with HR for advice and consultation. 
 
Any conduct which is detrimental to the company’s interests or our relations with 
customers, suppliers or the general public, or which is likely to be damaging to our public 

image, will be considered to be a breach of our work rules. 
 
The rules that apply to you during your employment with Games Workshop are outlined 
in the sections below. Failure to comply with these rules will make you liable to disciplinary 
action. In the most severe cases this could be dismissal with or without notice. These 
sections are not exhaustive. 

 
Our disciplinary, grievance and appeal procedures are at the end of this booklet, in 
paragraph 3.13. 
 
General 

It is your duty to observe the rules below and to behave at all times in a reasonable way 
towards your fellow employees, the company, its suppliers and customers. The rules tie in 
with your contract of employment and your job description. 
 

Employees are expected to adhere to all policies and procedures in this handbook, 
and to cooperate in ensuring the successful execution of the company’s policies 

regarding Diversity and Dignity at work (see paragraphs 3.2 and 3.3). Employees 
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should not bring the company into disrepute – this includes unacceptable behaviour 
outside work whilst wearing Games Workshop clothing, or where a link to Games 
Workshop is known (for example when you attend a gaming club). 

 
Employees must never endanger the health or safety of themselves or another 
person whilst at work (paragraph 3.6). Published safety and fire rules and procedures 
must be observed at all times, and safety clothing should be worn or used 
appropriately. Any potential hazard or unsafe condition employees become aware 
of must be reported to your manager immediately. The company must be notified 

immediately of any incident in which damage is caused to company property, e.g. 
building, machinery or to fellow employees, visitors and/or their personal effects. 

 
Employees should achieve and maintain a standard of work performance which can 
be reasonably expected and they should show a conscientious approach to their job 
at all times. Employees should demonstrate the skill or aptitude required for the job, 

especially where such skills were claimed or implied at the start of their employment. 
To help the company achieve its goals, employees have been employed on the 
basis that they may be required to undertake reasonable duties other than those for 
which they have been specifically engaged. Employees should therefore carry out 
such duties as and when requested. 

 

All authorised notices displayed are expected to be read and observed. 
 

Employees must not remove material or equipment of any kind from the company or 
any other place of work without prior written permission from your manager. 
Confidential company information must not be disclosed at any time, either during or 
after employment. Company time, material or equipment must not be used for any 

unauthorised work. 
 

Employees are responsible for attending punctually for work in accordance with their 
working hours. They should not leave work prior to their normal or agreed finishing 
time without permission from their manager. Employees are expected to adhere to 

the Attendance policy and procedures at all time (see section 3.11). 
 
Gross Misconduct 

The following acts are examples of gross misconduct offences and as such will make 
employees liable to summary dismissal (i.e. dismissal without notice). Again, this list is not 
exhaustive. 

 
1. Fighting, physical assault and dangerous pranks. 
2. Failure to carry out a reasonable and lawful direct instruction given by a manager 

during working hours. 
3. Gross insubordination, aggressive behaviour and/or abusive, offensive and/or 

excessive bad language on company or customers’ premises. 

4. Theft, wilful damage or negligence that leads to damage to property belonging to 
the company, its customers or suppliers or other employees. 

5. Fraud or any other offence committed against the company that would be a breach 
of the law of the land. 

6. Attending work while under the influence of alcohol or non-prescription drugs. 
7. Acts of gross negligence or misconduct involving careless or reckless driving whilst in 

possession of a company vehicle or on company premises or whilst on company 
business. 
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8. Falsifying any documentation, using another employee’s time and attendance card, 
failure to report an unauthorised recording, or receiving money for hours not worked. 

9. Breach of safety rules and/or action that seriously endangers the health or safety of 
yourself or another person whilst at work. 

10. Failure to comply with the company’s Diversity & Equal Opportunities policy. 
11. Unauthorised disclosure of confidential information. 
12. Operating company machinery or equipment without authority or the necessary 

licences or regulatory certificates. 
13. Failure to comply with any aspect of the company’s Dignity at Work policy. 
14. Failure to comply with the Staff Discount and Gifts policy. 
15. Failure to comply with the IT policy. 
 

 

3.2 DIGNITY AT WORK 
 
Games Workshop seeks to promote and maintain an inclusive and supportive working 
environment. We believe our employees should have respect for each other, and treat 
each other with objectivity, tolerance and sensitivity in compliance with the relevant 

legislation in the countries we work in. 
 
We aim to ensure that each and every employee is able to carry out their work free from 
discrimination, harassment, victimisation or bullying and is committed to providing a 
working environment that ensures that everyone is treated with dignity and respect. 
 

Therefore under no circumstances will we tolerate harassment, discrimination, bullying or 
victimisation of colleagues, customers or clients, on any grounds, including but not limited 
to age, colour, race, nationality, ethnic origin, sex, sexual orientation, gender re-
assignment or transsexualism, marital status, disability and religion or belief. 
 
If an employee feels they are being harassed, discriminated against, bullied or victimised, 

they can talk to their manager and resolve the matter informally. Alternatively they can 
make a formal complaint by following the Games Workshop grievance procedure (see 
paragraph 3.13). 
 
Harassment, discrimination, bullying and victimisation are disciplinary offences and are 
regarded very seriously. The company will ensure that each complaint is investigated 

thoroughly and impartially, and is acted upon appropriately. This may mean disciplinary 
action, in the most severe cases dismissal. Any complaint made out of malice or for some 
other personal agenda may also result in disciplinary action. 
 
Harassment is any unwanted verbal, non-verbal or physical conduct, which another 

individual considers violates their dignity or creates an intimidating, hostile, degrading, 
humiliating or offensive environment. Conduct may become harassment if it continues 
after the recipient has made it clear that it is regarded as offensive. A single incident may 
amount to harassment if it is sufficiently serious. 
 
Bullying is the intimidation or belittling of someone that leaves others feeling hurt, upset, 

vulnerable or helpless. For example: this could be through the misuse of power or 
position. 
 
Discrimination means treating someone less favourably than others because of their 
race, colour, national origin, religion, sex, age, disability or sexual orientation. 
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Victimisation is where a person is treated less favourably than other people because, for 
example, that person has brought proceedings, given evidence, or complained about 

the behaviour of someone who has been harassing or discriminating against them, or 
somebody else. 
 
To ensure a positive working environment the Dignity at Work policy seeks to prevent: 
 

• Unwelcome sexual remarks, such as jokes, innuendos, teasing and verbal abuse; 
 

• The display of pin-ups, toys, posters, sexually explicit internet sites, pornographic 
pictures or sexually suggestive subject matter;  

 
• Unwelcome remarks about a person’s dress, appearance or marital status; 

 

• Behaviour that condemns or ridicules people because of their sexual orientation; 
unwelcome physical contact or demands for sexual favours. 

 
• Racially derogatory remarks and racist jokes.  
 

• The display of racially offensive material or graffiti.  
 

• Insulting behaviour, threats or physical assault.  
 

• Deliberate isolation or non-cooperation at work based on racial differences. 
 

• Ridiculing, demeaning, undignified treatment or discriminating behaviour or 
exclusion of people because of their age, disability, vulnerability or actual 
perceived reduced independence. 

 
• Behaviour that fails to acknowledge the rights or needs of people with different 

beliefs or practices. 
 
Managers will ensure that work places are monitored and that any offensive material is 
removed. Failure to comply with this policy will result in disciplinary action. 

 
Whistleblowing 

The company endeavours to protect those employees who make a disclosure regarding 
malpractice. Incidents relating to malpractice may include fraud or financial irregularities 
and failure to comply with legal or regulatory obligations. If you have any concerns of 

this nature, please speak to either your line manager or the HR department. Alternatively, 
if this is more appropriate, you can contact Games Workshop’s Chairman of the Audit 
Committee Mr Chris Myatt, telephone number (+44) (0)7831 146484 or e-mail 
chris.myatt@btinternet.com.  
 
Any concerns made in good faith will be investigated thoroughly and objectively, and 

may be reported to the police if necessary. The employee who has raised the complaint 
will not be victimised or treated less favourably based on the fact that they have made 
the disclosure. A request for the complaint to be treated in confidence will, wherever 
appropriate, be respected. If it is found that malpractice has occurred, disciplinary 
action up to and including dismissal may be taken against the employee concerned in 
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accordance with our disciplinary procedure. Any complaints made solely out of malice 
may result in disciplinary action. 
 

The Bribery Act 2010 comes into effect on 1 April 2011.  This applies to staff and 
associated people or organizations, third party agents, consultants, suppliers, Licensees 
globally etc.  You should therefore ensure that you are aware of and comply at all times 
with the requirements of the current Games Workshop Anti-Corruption policy.  Failure to 
comply may result in disciplinary action being taken.  Staff should also ensure that they 
are aware of the contents of the Whistleblowing policy and procedures.  If you have any 

questions about this then please speak to your HR representative. 
 
 

3.3 DIVERSITY & EQUAL OPPORTUNITIES 
 
Games Workshop is a multi-national company and therefore employs people from a 
whole variety of cultures and backgrounds. Games Workshop aims to make full use of 
the talent and resources of all employees and will continue to embrace and celebrate 
our diverse workforce. 

 
In practice, this means that no employee or job applicant should receive less or more 
favorable treatment on the grounds of age, race, colour, ethnic or national origin, 
religion, sex, sexual orientation, marital status, disability, union membership or political 
opinion. 
 

To continue to promote equality of opportunity, we ensure that individuals are fairly and 
objectively selected, promoted and trained on the basis of their relevant aptitudes, skills 
and abilities. All employees have a responsibility to ensure that this happens by not 
discriminating against fellow employees, job applicants, customers, suppliers or members 
of the public with whom contact is made; and by not inducing or attempting to induce 
others to practice unlawful discrimination. 

 
If an employee considers that they are a victim of unfair discrimination, they may raise 
the issue through our grievance procedure (see 3.13). Each incident will be investigated 
and members of staff who have been operating in an unfair discriminatory fashion may 
be subject to disciplinary procedures. 
 

 

3.4 SAFEGUARDING YOUNG PEOPLE 
 

Games Workshop welcomes young people into our Hobby Centres and events and we 
strive to provide a fun and safe environment for all our employees and customers. For us 
to continue to do this, we feel it is useful to provide our staff with a framework which 
identifies and promotes best practice in dealing with our younger customers. By training 
and communicating the appropriate behaviours and conduct, and by highlighting 
personal responsibilities, we recognise that good practice in child protection will promote 

the safeguarding of our younger customers and our employees. 
 
This policy forms an important part of our Safeguarding strategy and is regularly 
monitored and revised to ensure its implementation and effectiveness. It is intended to: 

• Promote the safety and welfare of young people; 
• Identify conduct that is inappropriate and ensure that this is addressed either 

through the safeguarding procedures or through disciplinary procedures; 
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• Recognise that good practice in child protection will promote safeguarding for 
young people and staff; 

• Emphasise that staff must demonstrate personal responsibility in their conduct 
towards the safeguarding of young people. 

 
The complete code of practice and policy are held by the HR department, and 
everyone that this policy relates to will receive formal training on ‘Safeguarding Young 
People’ during their induction. Additional training will be provided where appropriate. 
 

Criminal Records Bureau 

As part of this policy, employees in the UK who work with young people as part of their 
regular job at Games Workshop will be asked to apply for ‘Disclosure Information’ from 
the Criminal Records Bureau. This information relates to any convictions, spent or 
otherwise, cautions, reprimands, warnings or records detailing whether someone is 
considered unsuitable to work with young children. Disclosure information will be dealt 

with in the strictest confidence. Any records will be kept in compliance with the Data 
Protection Act. 
 

3.5 REPRESENTING GAMES WORKSHOP 
 
Maintaining good public relations is a top priority for Games Workshop and the 

company's reputation is vitally important for our future success. As an employee of 
Games Workshop, you are a representative of the company and things you do, say and 
write may be attributed to the company even if unintentional. 
 
Therefore, you must not express opinions, representations or promises (either verbally or in 

written format, electronic or otherwise) in, or with reference to, Games Workshop. Failure 
to adhere to this policy may result in disciplinary action. 
 

Publications 

It is our policy that publication of any information concerning Games Workshop needs to 
be approved by the company before it is published. Publication of information can take 

many forms, including internet web blogs or diaries, personal websites, chat or message 
boards, radio, television, newspaper, or magazine interviews, advertisements or articles or 
any other public media outlet. All forms are covered by this policy. 
 
What you say and do 

It is a privilege to be able to wear Games Workshop clothing, and while you do you must 

realise that you are at all times an ambassador for the business. This is also the case when 
you are not wearing Games Workshop clothing but are known to be a Games Workshop 
employee. This also applies to the time spent in Bugman’s Bar, even if this is outside 
working hours! 
 
Therefore, we ask that whenever you conduct yourself in public, in whatever manner or 

through whatever forum, you keep in mind the fact that you are an employee of Games 
Workshop. 
 
 

3.6 HEALTH, SAFETY & ENVIRONMENT 
 
High standards of Health, Safety and Environmental control are an essential part of good 
business management, and they rank equal in importance with other business elements. 
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Each employee is expected to understand, promote, participate in and adhere to the 
implementation of this policy.  
 

How Games Workshop conducts business 

• People: Games Workshop will promote an awareness of health, safety and 
environmental impacts and require personal ownership and accountability. 

 
• Outreach: Games Workshop will communicate, as appropriate, with stakeholders 
regarding the health, safety and environmental aspects and objectives of our 

operations. 
 

• Impact: - Games Workshop will assess the health, safety and environmental impact 
and interactions of all business activities, products and services. We will promote the 
efficient use of energy and other resources while committing to reduce waste and 
emissions, particularly those that may present a risk to health or the environment. 

 
• Compliance: Games Workshop will meet or exceed all regulatory and company 
standards, and other requirements to which we subscribe. This will be verified through 
periodic auditing and assessment. 

 
• Continuous improvement: We will continually improve health, safety and 
environmental performance, including prevention of pollution and hazard reduction. 

 
These guiding principles apply to all Games Workshop facilities world wide. 
 
Tom Kirby 

Chairman 

 
Your responsibilities 

Following Health, Safety and Environmental legislation in our territories we have many 
responsibilities to our employees, contractors, customers, visitors, members of the public 
and the environment. These obligations can only be met if all employees carry out their 

individual responsibilities as laid down in these guiding principles. 
 
Anyone found working to their own or others’ personal detriment, in disregard of this 
policy or other procedure, could be held personally responsible in law and may be 
subject to disciplinary proceedings which in the severest cases could lead to dismissal. 
 

Everyone within Games Workshop has a responsibility to ensure that: 
• Reasonable care is taken of the health and safety of yourself and others who may be 
affected by your acts or omissions at work. 

 
• You cooperate and assist the company in complying with duties and requirements on 
health, safety &environmental matters as imposed by relevant statutory provisions. 

 
• You do not interfere with, or misuse anything provided in the interests of health, safety, 
welfare and environmental protection. 

 
• All safety & environmental  defects, however minor, are reported to your immediate 
supervisor or the Health, Safety & Environmental (HS&E) Manager. 
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• You report the nature and extent of any accident/incident in which you were 
involved, either directly or as a witness, as soon as possible after the event. 

 

• All supervision, training and instruction provided is readily and willingly accepted. 
 
• You inform the company of any changes in your health or medical treatment which 
may affect your performance, in order to help us work closely with you to support you 
at work in difficult circumstances. 

 

Working from home 

Working from home, whether irregularly or on a permanent basis, is subject to 
management approval. Employees who work from home will be given training, 
information and instructions to improve Health & Safety awareness and to ensure that 
they are able to conduct their own risk assessments. This is in order for them to assess the 
safety and appropriateness of working from home. If you need to work from home, 

please contact your manager in the first instance. 
 
Risk assessments 

As a business we continuously need to carry out risk assessments to identify all hazards 
and associated risks. Any risks are recorded and filed with the HS&E Manager. Should you 
become aware of any risk, please contact a HS&E officer or, if you work in a hobby 

centre, please speak to your manager. If you work from home you should record the risks 
yourself. 
 
Control of Substances Hazardous to Health (COSHH) 2007 

Games Workshop complies with the requirements of the COSHH Regulation and other 
related legislation in all our territories. This means that we will take all necessary 

precautions in the use, storage and transportation of any material or substance. We will 
use or purchase the least hazardous type of any substance to minimise any associated 
risk, and always require safety data sheets before we trial a product. Regular assessments 
ensure that this is achieved. All employees have access to these assessments – please 
speak to the HS&E department if you would like to view them. 

 
First-Aid 

Games Workshop complies with the terms of the Health and Safety (First-Aid) Regulations 
1981 as a minimum standard of cover and practice. All First-aiders at Head Office have 
access to the first aid room, which is stocked with first-aid supplies. All UK Retail 
employees can access first aid kits in their stores. The stocks are replenished regularly by 

first-aiders and store managers. 
 
If you are a first aider please let your manager know. Details of first aiders are displayed 
on staff notice boards for the benefit of all employees. Any changes in names or 
locations should be passed to the Health, Safety & Environment department as soon as 
possible, so that we can update our records and posters. 

 
Accidents 

First Aiders or line managers record all accident and incident details on the 
Accident/Near Miss Form. All accident and incident details from the hobby centres 
should be faxed immediately to the NES Retail HS&E Officer. 
 

All accidents and incidents will be investigated in the first instance by the relevant 
manager, keeping the HS&E department informed of the situation. If further investigation 
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is necessary, the HS&E department will assist. A formal report on the incident will be 
prepared and submitted to the enforcing authority (if required) by the HS&E Manager. 
Any appropriate action necessary to prevent a recurrence will be taken. Our HS&E 

Officers will perform monthly analysis on accident trends. Any major injuries or accidents 
are notified to the Health & Safety executive within 10 days. 
 
Fire 

The Support Services Department are responsible for all procedures relating to the fire 
warning systems, emergency lighting, fire fighting equipment, exit routes, signs, notices, 

good practices, etc. All fire certificates are held at their relevant sites and are available 
upon request to any member of staff. We carry out fire drills as legally required. You will 
be notified in advance when we carry out a fire alarm test. 
 
We have Fire Officers and Fire Wardens in place. They, and Retail Managers, will receive 
instruction and training appropriate to their responsibilities. Should you wish to become a 

Fire Warden, please let your manager know. 
 
Electricity 

All electrical equipment is maintained and checked following international regulations, 
to ensure it is safe for normal use. This work is carried out by our Maintenance & Estates 
department and no other employees should at any time interfere with the electrical 

equipment in any way. 
 
Premises 

We ensure that at all our premises, our environment; welfare and related facilities are of 
the standard required by regulatory bodies in the UK and overseas. Managers of each 
department carry out housekeeping and welfare inspections at the beginning of each 

quarter. This inspection will pay particular attention to the general working environment, 
temperature, ventilation, purity of air and water supply, lighting, sanitary conveniences 
and welfare facilities. 
 
Subcontractors 

All subcontractors must report to Reception or the Store Manager when entering any 
premises. The relevant manager must ensure that before they start work in their area, 
they are made aware of the Games Workshop guidelines, rules and emergency 
procedures, and any risks that may affect them during their stay. Subcontractors must 
inform Games Workshop of any risks to our staff from the works they are carrying out. If 
their work involves hazardous operations or the use of hazardous substances, the HS&E 

Manager or Estates Manager will draw up an agreed method of work beforehand. 
 
All contractors must operate under the permit to work scheme. A copy of Contractors 
Rules will be issued to all subcontractors we use on a regular basis. If you need a copy for 
a contractor, please contact the HS&E department. 
 

Visitors  

All visitors to non-public areas must report to Reception or the Store Manager upon 
arrival. They will explain all the relevant HS&E requirements and procedures. 
 
Visiting other locations 

All employees should take all reasonable precautions to ensure their own health and 

safety when visiting other locations. You are required to observe the HS&E procedures of 
the host company. 
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Smoking 

Employees are only allowed to smoke in designated outdoor smoking areas. It is essential 

that employees do not smoke during emergency evacuations due to the risk of spilled or 
leaking flammables. 
 
Safety groups 

HS&E Groups have been established in the interest of promoting a positive safety culture. 
Each department at Head Office has a representative, whose name will be displayed 

prominently on all notice boards. Monthly meetings of these groups will take place to 
ensure that all health, safety & environmental concerns and problems can be discussed 
and addressed. A member of the HS&E team will chair these meetings and will be 
available for advice and consultation when needed. 
 
Security 

The Lenton Operations site has a professional team of trained security officers who 
protect our employees, visitors and guests as well as our property and premises. Retail 
employees ensure the security of our stores. 
 
Personal identification & work access 

Personal identification, such as access control cards, company clothing and name 

badges, as well as keys and access codes are provided for your security and for your use 
only and must never be given to any other person even if they are employed by Games 
Workshop. Personal access cards should be visibly worn at all time on the Lenton 
operations site. Security (situated in the HQ offices) will manage all your access control 
cards and access inquiries. 
 

Lone Working 

In some circumstances, employees may be in a position whereby they work alone. 
Games Workshop have assessed the risk of this activity and operates a Lone Working 
policy in order to safeguard individuals against the inherent risks that working alone may 
create. Please contact the HS&E team for more information. 

 
Search policy 

Games Workshop seeks to protect its employees and its property by operating a Search 
policy. The scope of the policy covers employees and their belongings including cars, 
lockers and bags; and visitors, including suppliers. The Search policy forms part of your 
individual contract of employment and an unreasonable refusal to be searched will 

result in disciplinary action. 
 
Under no circumstances may any equipment, articles or monies belonging to Games 
Workshop be removed from company premises without prior permission from your 
manager. You are not allowed to lend your keys or access pass to unauthorised 
employees without permission from your manager.  

 
Vehicle searches 

Any vehicle searches will take place in the presence of the driver. All merchandise that is 
to be transferred from one site to another must be supported by the appropriate 
documentation. Vehicle searches will also take place in the presence of another Games 
Workshop employee as witness to the search. 

 

Personal belongings 
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Employees are advised in their own interest to declare to their manager upon their arrival 
at work any personal articles that could be mistaken for company property. 
 

Closed Circuit Television (CCTV) at Head Office 

As part of our overall safety and security approach and in order to improve site security, 
Games Workshop Head Office premises are monitored by CCTV. This is to: 
• Protect the safety and security of employees by discouraging acts against them or 
their property. 

• Protect the safety and security of the company property against acts of vandalism or 
theft. 

• Protect the safety and security of company product and its intellectual property. 
 
The 24-hour CCTV system fully monitors the company premises. The images obtained are 
recorded. These recordings will be used as evidence to support a case against any 
employee/worker/any other person acting to undermine in anyway the purpose of this 

CCTV policy, in line with current legislation such as the Data Protection Act 1998. 
 
 

3.7 CONFIDENTIALITY 
 
The disclosure of information that relates to the business of Games Workshop is covered 
by a confidentiality clause in your contract of employment. Whilst you are employed by 
Games Workshop, and after your contract with us terminates, you are bound by your 
contract of employment not to divulge to any person, firm or company any information 

that you have had access to by virtue of your employment with Games Workshop and 
which could reasonably be considered confidential. 
 
The same confidentiality clause applies to the deliberate ‘leaking’ of commercial or 
product information to any other third party; whether verbal, written or transmitted 
electronically via email, or internet, intranet or other discussion forums, for example. 

Employees who improperly use or disclose trade secrets or confidential business 
information will be subject to disciplinary and potentially legal action. 
 
Due to the nature of some positions, a number of employees come into regular contact 
with confidential company and financial information. These employees will be issued with 
and asked to sign additional confidentiality agreements. This also applies to employees 

who are named on the ‘insider list’ regarding the Share Dealing Code (see 3.8). 
 
If you are in receipt of confidential information and need advice regarding your 
obligations as an employee, please speak with your manager. 
 

We seek to protect our employees, our business and our external relationships and wish 
to continue to operate in a climate of trust and objectivity. Therefore, any personal 
interest that may affect or be seen to affect an employee’s impartiality in any matter 
relevant to their position at Games Workshop should be declared. 
 
This means that all employees have a duty to disclose their relationships with any third 

party that Games Workshop is, or will be, contracting with. This includes suppliers that we 
purchase from, customers that we sell to and indeed any other third party that we have 
a business relationship with. 
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In this context, relationships are defined as close personal relationships, i.e. family, friends, 
personal business contacts and any another contact that employees and/or the third 
party may potentially personally benefit from. 

 
Disclosing relationships is done through a ‘Declaration of Interest Form’. Your manager 
will make an objective decision to either let the transacting relationship continue (subject 
to certain guidelines) or to assign the transacting relationship to a more appropriate 
employee. 
 

In the event that you currently work for another company or wish to accept a position 
with another employer whilst you are still employed by Games Workshop, you must 
formally notify your manager. 
 

 

3.8 SHARE DEALING CODE 
 

The company operates a code in relation to dealings by directors and employees of the 
Games Workshop group of companies in securities (which include shares) of the 
company in accordance with the regulations that the company is subject to as a listed 
company. That code is called the Games Workshop Share Dealing Code. 
 
The Code’s purpose is to ensure that relevant persons do not abuse, and do not place 

themselves under suspicion of abusing, inside information that they may be thought to 
have, especially in periods leading up to an announcement of the company’s results.  
 
The ability of persons to deal in a listed company’s shares are also restricted by statutory  
and common law requirements regarding market manipulation and insider trading, and 

nothing in the Games Workshop Share Dealing Code sanctions a breach of any such 
legal or regulatory requirement. 
 
The Games Workshop Share Dealing Code applies to: 

Persons discharging managerial responsibility – being directors and any senior 
executives of the Group who are not directors but who have regular access to inside 

information relating directly or indirectly to the group and have the power to make 
managerial decisions concerning the future developments and business prospects of 
the group. At Games Workshop this means the Group Board; and 

 
Employee insiders, being an employee of the group whose name is placed on an 
‘insider list’. In accordance with regulatory requirements the company maintains a list 

of persons working for the group who have access to inside information relating directly 
or indirectly to the group, whether on a regular or occasional basis. The ‘insider list’ is 
maintained by the Company Secretary and the members of the list are informed by e-
mail at the beginning and end of each closed periods; 
 
Connected persons – being either spouse/partner, relative, business partner of either a 

person discharging managerial responsibility or an employee insider. 
 
Together they are called ‘restricted persons’. 
 
For the purposes of the Games Workshop Share Dealing Code ‘inside information’ is 

information of a precise nature that is not generally available; that relates directly or 
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indirectly to the group; and would, if generally available, be likely to have a significant 
effect on the price of the company’s shares. 
 

A restricted person must not deal (buy or sell) in any shares of the company without 
obtaining clearance to deal in advance from the Company Secretary in accordance 
with the Games Workshop Share Dealing Code. Certain dealings are not restricted as set 
out in the Games Workshop Share Dealing Code. A restricted person will not be given 
clearance to deal in any share of the company during a prohibited (closed) period; or 
on considerations of a short term nature (an investment of one year of less will always be 

considered to be of a short term nature).  
 
If you have any questions about the Games Workshop Share Dealing Code or its 
application in specified circumstances please contact Head Office and ask for the 
Company Secretary, who has a copy of the Games Workshop Share Dealing Code and 
a copy of the Listing Rules that are referred to in the Code. 

 

3.9 DATA PROTECTION 
 

Games Workshop Ltd is registered as a data controller in the United Kingdom under the 
Data Protection Act 1998. We are committed to protecting the data of individuals 
including our overseas employees, and in that respect would state the following: 
 

1. By entering into employment with Games Workshop and by signing your contract of 
employment you are consenting to the processing and use of any information held 
by Games Workshop in connection with you as an individual person (‘personal data’) 
for the purposes of accounting, safety and all and any employment matters that 

may arise in the course of your employment 
 
2. By signing your contract of employment you are explicitly consenting to the 

processing and use by Games Workshop of any data in connection with all matters 
relating to your employment, our personnel policy and administration. We will not sell, 
share or give the above information to anyone outside the Games Workshop group 

of companies without your explicit consent or unless the law permits or requires us to 
do so. This information will be held for the term of your employment. 

 

3. Be aware that for security reasons, Games Workshop operates a CCTV system at 
Head Office that may record you whilst you are on the premises. We hold this 
information in a secure environment for an initial period of 21 days after the recording 
is made. In the event that the information is required as evidence of improper 
activity, such material is retained for 12 months in the case of an employee and 3 

months in the case of an ex-employee or third party. Again, by signing your contract 
of employment you are explicitly consenting to the retention, processing and use of 
any information in relation to CCTV data as stated above and on page 22 of this 
handbook. In the event that CCTV information is required to be held in excess of the 
relevant 12 or 3 month periods, we will request your explicit consent for such time 
extension. 

 

4. Please be aware that, where relevant, as an employee of Games Workshop you are 
obliged to process the personal data of individuals on behalf of Games Workshop 

fairly, with due care and consideration and only for the purposes that the information 
is obtained. This will include any personal data information contained within e-mails. 
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5. Games Workshop treats all customer payment card (Debit, Credit and other 
payment cards) data with utmost consideration.  Storage of such Cardholder Data 
(i.e. payment card numbers and expiry dates) must be kept to a minimum in 

accordance with both the PCI-DSS Guidelines and Games Workshop’s Data 
Retention and Disposal Policy (which is available upon request from HR.)  Processing 
of Cardholder Data will be limited to authorised personnel only.  In all cases, it is 
prohibited to store sensitive card authentication data (i.e. Security Code or PIN.) 

 
You are entitled to request details of any information held by Games Workshop in 

connection with your personal data. Please be aware that there will be an administration 
charge of £2.50 for this service. 
 
Games Workshop is obliged to keep sensitive personal data and personal data accurate 
and up-to-date, accordingly we would ask you to inform us immediately in the event 
that your personal details change. 

 
If you have any queries regarding the above, please contact the HR department. 
 

3.10 USE OF STAFF IMAGES 

 
Games Workshop often uses images of staff for marketing purposes. In the event that we 
wish to use your photograph we will, where possible, ask your permission before taking 
your picture. Should you give this permission, Games Workshop will have the right to use 
your image for any business purpose at any time in the future, even after you have left 

the company. 
 
There may be occasions when it is not practical to ask for your permission, for example 
when you are part of a crowd at an event or in the background to another shot. In these 
circumstances, and unless we receive an objection from you at the time, we reserve the 
right to use your image as if we has received your express consent to be photographed. 

For the avoidance of doubt Games Workshop will own all the rights in any photographs 
which it takes, or commissions. 
 

3.11 COMPUTING, E-MAIL, INTRANET AND INTERNET POLICY 
 
 

This policy covers the following areas: 
Use of the company’s e-mail system 
Company computing, installation and licensing 
Internet/Intranet: access, use and publication 
Personal Use of Company Computer Equipment and Software 
Lenton Internet Café 

 
Games Workshop updates Information Systems policies on a regular basis.  All employees 
must agree to and sign the latest published Information Systems policies as required. 
 
Use of the company E-mail system 

E-mail is provided for company business use and normal business standards should be 

observed when writing e-mail messages. On no account should e-mails contain libelous 
or defamatory material, which gives inaccurate information about the company, 
company’s employees or third parties or breach company confidentiality. 
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You are prohibited from sending or forwarding any messages via the company’s systems 
that breach company ruling as malicious, inappropriate, indecent or a breach of 
confidentiality. This includes messages that might reasonably be considered to offend on 

the basis of race, gender, national origin, sexual orientation, religion, age, political beliefs 
or disability. A transmission of any kind described above or of indecent or pornographic 
images is strictly forbidden and will be treated as an act of gross misconduct. Anyone 
receiving these types of E-mails should report them immediately to their manager, 
whereupon an investigation will be carried out. Disciplinary action may follow. 
 

Any form of harassment, abuse or intimidation by E-mail will not be tolerated. Should you 
receive such an E-mail, either from another member of staff or from outside the 
company, you should notify your Manager and / or HR immediately. 
 
You should remember E-mail is like any other form of written communication. It is subject 
to the same legal restrictions and potential liabilities as a document on company 

headed paper. E-mail referring to other people or organisations must be based on fact 
and must not contain any information of a defamatory nature, as stated above, as it 
infringes the intellectual property rights of a third party. 
 
A wrongly delivered E-mail should be redirected to the correct person or returned to 
sender. If the E-mail contains confidential information, use must not be made of that 

information nor must it be disclosed to anyone. 
 
E-mail sent or received via the company E-mail system is subject to vetting and E-mail’s 
containing material as construed by the above points shall be reported to HR.  
Appropriate disciplinary action will be taken in proportion with the seriousness of the 
offence. 

 
In accordance with PCI-DSS Compliance; Games Workshop is committed to the 
protection of individual’s payment card data; E-mailing of any payment card data is 
strictly forbidden.  Games Workshop Staff should also discourage customers from 
divulging personal payment card information in electronic format. 

 
Company computing, installation and licensing 

Games Workshop makes available PCs and computer software for employees to use for 
company business. The computers, computer equipment, computer software, and all 
files, data and data communications contained therein are the property of the 
company. Employees are not permitted to remove any computer hardware or software 

from the premises, unless expressly authorised to do so by their Line Manager, and are 
expected to take care of this property when using it. 
 
The purchase, installation and maintenance of all on-site computer hardware and 
software are the responsibility of the Lenton IT Department. There must be no 
unauthorised installations of software on the computer you use; this includes games, 

screensavers, shareware and freeware. The Lenton IT department holds an authorised list, 
available upon request, which highlights permitted software. Software is protected by 
copyright law. If a breach of this law is committed then both you and the company will 
be liable. If new software needs to be installed, you need permission from both your Line 
Manager and the Lenton IT Department. This policy reduces the risk of the company 
computer equipment and services becoming infected with malicious programs, viruses 

or malware. 
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If you have been provided with a Desktop PC or Laptop; this is for the purpose of 
company work. We therefore reserve the right to carry out inspections at any time 
without prior notice.  Checks are carried out and consist of software, hardware and data 

inspection. 
 
Staff must ensure that the information for which they are responsible for is used and 
maintained in a secure manner. Always log out of systems in the correct manner and 
either lock or switch machines off or when left unattended. User IDs and passwords are 
the property of Games Workshop and as such the sharing of User IDs and passwords must 

not be divulged to anyone, not even your colleagues. 
 

Internet access, use and publication 

Internet access is only permitted if it has been formally authorised by your Line Manager. 
As with all Games Workshop information services; Internet access is to be used in an 
ethical manner and for business purposes only. The Lenton IT department monitors all 
Internet traffic as a matter of course and can generate a log of web site requests made 
from any computer terminal. Use of company equipment to download or access 

websites displaying indecent images, pornography, gambling, file-sharing, criminal or 
drug related content is strictly forbidden. 
 
Games Workshop employees must not become involved in postings or discussions about 
the ‘business of Games Workshop’. This includes, but is not limited to, any discussion of our 
product prices, release plans, retail, trade and mail order development and location of 

stores via Blogs, Instant Messaging, Forums or Social Networking sites. 
 
Allowing staff to freely access the Internet on their business PCs can increase the risk of 
malicious programs, viruses or malware being imported in to our ‘business’ systems.  In 
addition to these ‘risks’; playing of interactive games and downloading of unauthorised 
software can increase traffic on the corporate network considerably.  This can interfere 

with normal business operations. 
 
4. Instant Messaging 

Due to the security risks associated with Instant Messaging (IM) Software and Services; IM 
use is prohibited at Games Workshop.  Employees may not download or use IM software 
from the internet to send or receive instant messages or files.  For example, employees 

may not use Yahoo! Messenger, AOL Instant Messenger, Windows Live Messenger, 
Google Chat or Facebook. 
 
The Lenton IT Department monitors all internet traffic, including access to Instant 
messenger applications.  The Lenton IT department can generate a log of activity made 

from any computer terminal connected to the Lenton Campus Network.  In the event of 
an access violation, appropriate disciplinary action will be taken in proportion with the 
seriousness of the offence. 
 
5. Personal Use of Company Computer Equipment and Software 

The company may provide you with computer equipment, software and access to the 

company Networks in order to perform your job. 
 
Your line manager can provide the necessary authorisation enabling you to use the 
Company’s computer equipment and software for occasional personal purposes, but 
you may do so during non-work hours only.  Excessive personal use of the Company’s 
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computer equipment and software even during non-working hours, may result in 
disciplinary action. 
 

The company has the ability to access and review all information stored on the 
Company computer equipment and network.  Games Workshop reserves the right to 
perform such an inspection at any time without prior notification and for any reason.  You 
should not expect that any E-mails, files, pictures, records or other data stored on the 
Company’s equipment and network will be private, even if you attempt to protect its 
privacy, for example – by using a password or designating it as “personal.”  Any personal 

data stored on Company equipment is the sole responsibility of the employee. 
 
6. Use of Portable Storage Devices 

Only authorised Portable Storage Devices can be connected to company computer 
equipment.  The Lenton IT department holds a list of authorised hardware which is 
available upon request.  Employee’s personal storage devices are not to be connected 

to company equipment. 
 
Personal storage devices include but are not limited to: - 
 

MP3 Players or iPods 
Ipads 

USB Memory Keys 
USB Hard Drives 
Digital Cameras including Memory Cards 
Mobile Devices including Phones 

 
Failure to adhere to the above presents a security risk to company information and data 

security and may lead to disciplinary action. 
 

 

6. Lenton Internet cafe 

Operations allowing, this facility at Head Office will be open for 24 hours a day, seven 

days a week to accommodate our various shift patterns. The purpose of the internet 
café is to offer an additional facility so that staff can use the Internet, collect personal E-
mails etc in their own time. Some sites, notably those that might be considered offensive 
to some, will be inaccessible. Employees are expected to respect the equipment and 
treat it with care. 
 

The internet café is totally separate from the normal Games Workshop network and 
therefore interactive games and external E-mail systems (e.g. Gmail, Yahoo or Hotmail) 
can be accessed with minimal risk to the corporate network and data. 
 

Please also read 3.9 on Data Protection. 
 
 
 

3.12 ATTENDANCE AND ABSENCE 
 
General 

Games Workshop is dedicated to always providing high quality service. To meet this 

commitment, we need you on duty whenever your manager has scheduled you to work. 
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It is your responsibility to be prompt and regular in your attendance. You are expected 
to: 

• Be present at your place of work ready to commence your duties at your 
specified start time; 

• Remain at work until the end of your scheduled workday, or in the event that you 
are scheduled to work overtime, until you are released from overtime by your 
supervisor. 

 
When you know about a planned absence from work, for example for holidays or 

medical appointments, you should notify your manager in advance and obtain 
approval for the absence. We expect you to give your supervisor as much notice as 
possible in these situations so that we can make alternative plans to ensure our staffing 
needs are met. Departments may have specific rules for booking time off. Please check 
this with your manager. 
 

When you do not know beforehand about absence from work (for example due to illness 
or an emergency) you will need to contact your supervisor no later than one hour after 
your normal starting time. You must give them the reason for your absence and the date 
and time you expect to return to work. Contacting your supervisor is your responsibility. 
Getting someone else to call your supervisor is only acceptable in emergency situations. 
You must also notify your supervisor at the earliest opportunity when you are running late 

for work, and give your expected arrival time. Frequent lateness and unscheduled 
absences may result in disciplinary action. 
 
In some departments you may be asked to sign our Attendance Policy. This policy 
outlines the rules and regulations covering all attendance and absence issues and forms 
part of your terms and conditions of employment. It covers the principles the company 

adheres to. 
 
Below we discuss different absences and the procedures we expect you to follow. 
 
Annual leave and public holidays 

All full time UK Games Workshop employees are entitled to 25 paid days off per annum, 
excluding public holidays. For part-time and key-time employees, this will be calculated 
on a pro-rata basis. Your annual leave entitlement will be shown in your contract of 
employment. We strongly encourage all employees to use their holiday entitlement each 
year. 
 

The start and end date of the holiday year varies per country.  You will accrue your 
holiday entitlement from the date your employment begins until the end of the holiday 
year.  
 
Employees who leave the company’s employment at any time during the holiday year 
will receive payment for their unused accrued holiday entitlement. If you have taken 

more holidays than you had accrued at the time of leaving the company, the balance 
will be deducted from any final pay. 
 
Games Workshop recognises the major public holidays in all of our territories. These 
include Christmas day, Boxing Day and New Year’s Day. HR will be able to inform you of 
the exact days for your country. Please note that under your contract of employment 

you may be required to work on public holidays. Your manager will advise you of any 
requirement to work on such days and the appropriate payment. Please also refer to 
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paragraph 2.4 for this. You must save sufficient days of annual holiday to cover the 
period between Christmas and New Year if you are not required to work on those days. 
 

If you require time off for religious festivals which fall outside the recognised public 
holidays in your country, you should use your annual holiday entitlement. Where this is not 
possible, unpaid leave may be considered. 
 
All holidays must have the prior written approval of your manager. Any holiday request 
should be submitted with reasonable notice. Only in special circumstances will annual 

leave exceeding two full weeks (excluding public/statutory holidays) be authorised. 
 

Certain employees will not be permitted to take any holiday which would include 

Games Day (one weekend in September each year) and/or periods of peak production, 
despatch and/or sales activities. Wherever possible, employees will be informed with 
reasonable notice. 
 

With the exception of some of our overseas countries, holiday entitlement cannot be 
carried over from one year to the next; nor does Games Workshop pay for lieu days.  
 
Sickness absence 

When you are unable to come to work due to sickness or injury, you must notify your 
manager within one hour of your normal start time on the first day that you are absent. 
When telephoning the office or store to notify your illness, you should be prepared to 
discuss how long you expect to be off and if you have visited your doctor or if you have 
made an appointment. Where it is not possible to contact us yourself because of the 
nature or severity of the sickness, you must arrange for your manager to be contacted 

on your behalf, also within one hour of your normal start time. 
 
On return to work after sickness or injury, regardless of how long you have been away, 
you must complete a self-certification form for all sickness absence of up to seven 
calendar days. Absence beyond this time must be supported by an authorised medical 

certificate. You may also receive a return to work interview. 
 
During any period of incapacity for work it is your responsibility to keep the company 
informed of your progress. In addition to submitting the required medical certificates, you 
should make telephone contact with your manager on a regular basis. In long-term 
sickness cases, where appropriate, Games Workshop will arrange a personal interview 

with you to assess the situation. 
 
If needed, for example if you have frequent absences on the grounds of sickness, you 
may be referred to the Occupational Health Service for assessment at the company’s 
expense. Additionally, with your permission, Games Workshop may request a medical 
report from your GP. You may also refer yourself to see Occupational Health. Games 

Workshop Head Office has full use of an on-site Occupational Health Service. 
 
Each long-term sickness case will be reviewed monthly and we will make all efforts to aid 
your return to work, and reasonable adjustments to the working environment will be 
made where possible. Where this is not possible, or if you are unable to return to work on 
grounds of capability, termination of employment may follow with appropriate 

contractual or statutory notice. You will have the right of appeal against the decision to 
terminate your employment on capability grounds in accordance with the normal 
procedures. 
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Appointments to attend doctors, dentists or hospitals should, wherever possible, be made 
outside working hours or with the consent of your manager or supervisor. If time off is 

needed, you may be asked to provide proof of the appointment. 
 

Any payment you receive during sickness absence is in line with legislation in your 

country. The minimum you will receive is 10 working days full pay (company sick pay) 
after six months continuous service. This rises to 30 working days full pay (company sick 
pay) after two years completed service. Company sick pay is on a 12 month rolling basis. 
If you are absent because of an injury caused by an accident and are suing a third 
party, all sickness payments we make to you (to the extent that compensation is 
recoverable from the third party) constitute loans by the company to you. You should 

therefore repay them when and to the extent that you recover compensation for loss of 
earnings from that third party. 
 
Prior to employment in the UK we will send you a health questionnaire that you will need 
to complete in relation to your role. The content of this questionnaire is strictly private and 

confidential; however Games Workshop will be notified if it is likely that an individual will 
not be able to fulfill his or her contract of employment. In the event that you give false or 
inaccurate details, the company reserves the right to take disciplinary action, which may 
include the termination of the contract of employment. 
 
Senior management recruitment is subject to a full pre-employment medical. 

 
 
Time off for those close to you 

Games Workshop’s policies regarding maternity, paternity, adoption and parental leave 
follow the statutory requirements including payments. In principle, maternity, paternity 
and adoption leave is taken when your child is born or adopted, whereas parental leave 

can be taken afterwards until your child has reached a certain age. Should you require 
more information about the specific rules and rights in your country, please contact the 
HR department.  
 
Time off for dependants means taking a reasonable length of time off to deal with an 
emergency involving someone who depends on you. The right to take time off could 

apply to a wide range of circumstances, including illness. Time off for dependants is 
usually unpaid. If you need further information please speak to HR. 
 
Any request for compassionate leave, including time to attend funerals, will be treated 
sympathetically and should be discussed and approved by your manager. Employees 

will normally be allowed up to one week paid time off in the event of serious illness or 
death of a close relative, such as brother, sister, spouse, partner or child. Your manager 
will discuss your circumstances with you and agree how long you can take off. 
 
Other absence 

If you are called to jury service, you must notify your manager as soon as possible and 

produce your notification from the court. During jury service you will be paid by the court, 
not Games Workshop. In the UK the Court will provide you with the form ‘Certificate of 
Loss of Earning or Benefit’, which we will complete for you. 
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If the maximum payment from the Court is less than your daily pay with us, Games 
Workshop will make up the difference. In this case you will need to provide Payroll with 
receipts of payments received from the Court.  

 
If you report for jury service but are not called upon to serve on any particular day, then 
you are expected to work on that day or pay may be lost. Similarly, if you are only called 
for half a day, you should work for the remainder of the day. 
 
Games Workshop recognises that employees who are members of the Territorial and 

Reserve Forces in the UK or similar in our overseas territories, may be required to attend 
training camps and exercises with the Forces. Time off for such requirements may be 
taken without pay with authorisation beforehand by your manager. We ask our 
employees to give as much notification as possible for such periods of leave. 
 
If you are called to do national service in your country, your employment with Games 

Workshop ends. 
 
Games Workshop recognises that there may be times when you wish to take extended 
leave, e.g. a sabbatical. We will consider requests from employees who have completed 
their probationary period to take up to 12 months unpaid leave. All applications are 
subject to the approval by your department’s Executive Management and your line 

manager, at least 3 months before your proposed absence. HR can provide you with an 
application form and further information. 
 
Unauthorised absence 

You should not be absent from your place of work during normal working hours without 
the consent of your manager. Where absence from work is not supported, either by an 

acceptable explanation, a doctor’s note or by your manager’s prior authorisation, you 
may be liable to disciplinary action in accordance with our disciplinary policy. 
 
If the company does not receive notification of your absence within 7 days, despite 
every effort to contact you, Games Workshop may presume that you have decided to 

terminate your Contract of Employment and will issue a letter to confirm this. 
 
 
 
 

3.13 STAFF DISCOUNT AND GIFTS 
 
When you are employed by Games Workshop you get staff discount, occasional gifts, 
‘special edition’ items created exclusively for staff and 5 and 10 year veteran bonuses 

such as tankards, jackets and bags. This privilege comes with responsibilities. 
 
Staff discount on Games Workshop products 

All employees, regardless of their type of contract, receive staff discount on most Games 
Workshop products. This is from the moment you start your employment. To receive your 
discount you need to either show your badge in store or log on to the website. 

 
Selling Games Workshop product which you bought with staff discount is a disciplinary 
offence. This includes auctioning on the internet or selling items through other people.  
 
Purchasing presents for your friends and/or family using staff discount is allowed. 
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Returning Games Workshop product which you bought with staff discount requires you to 
provide the original receipt, in line with our Retail Returns procedure. 

 
The following items are included in this policy, although the list is not exhaustive: 
 
• Games Workshop product of any kind such as miniatures, parts of miniatures, books, 
and dice 

• Pre-release material 
• Company samples 
• Christmas or other special occasion miniatures/products 
• Limited edition products 
• Clothing, clothing accessories or insignia (including work wear) 
 
Failure to adhere to the Staff Discount and Gifts policy as outlined below may result in 

disciplinary action, with in the severest cases dismissal. 
 

Gifts from Games Workshop 

At times you may receive gifts from the company which are Games Workshop products, 
or personalised items or gifts for special occasions. Selling these gifts is not permitted. 
 

Should you wish to give away gifts which you received from Games Workshop for 
whatever reason, please consult your manager beforehand to obtain written permission. 
 
 

3.14 DISCIPLINARY, GRIEVANCE & APPEAL 
 
When employee misconduct or poor performance occurs, Games Workshop will take 
steps to correct the situation and prevent further occurrences.  
 

Disciplinary procedure 

This procedure is designed to help and encourage all employees to achieve and 
maintain standards of conduct, performance and attendance (see section 3.1, Work 
Rules). It also provides you with every opportunity to explain the circumstances 
surrounding any breach or alleged breach of any company rules. The procedure applies 
to all employees, ensuring consistent and fair treatment for all. 

 
Before any disciplinary proceedings begin, we will fully investigate all the facts 
surrounding the issue or complaint. Where appropriate the investigation will be carried 
out by an independent party (GW Manager). It may include a meeting with you. 
 

At any stage in the disciplinary process, you may be suspended on full pay pending 
further investigation. During any period of suspension, you are not entitled to access 
Games Workshop premises, unless we ask you to do so. Suspension does not imply guilt. A 
suspension will be confirmed to you in writing. 
 
If you need to attend a disciplinary hearing, we will send you written notice of the date, 

time and location in advance, setting out the details of the alleged conduct, 
performance or attendance issues. Wherever possible we will provide you with copies of 
any relevant evidence in advance of the hearing, although some witness statements are 
confidential and may not be disclosed in full. 
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You must take reasonable steps to attend the disciplinary hearing. Failure to attend the 
hearing without good reason and further failure to attend a rescheduled disciplinary 
hearing, may lead to the hearing being held and disciplinary action being taken in your 

absence. 
 
At all stages of the disciplinary process you have the right to be accompanied, by a 
fellow employee, a trade union official or trade union representative. Your chosen 
companion can act as a witness, take a note of the proceedings, address the hearing 
and ask questions to clarify. It is your responsibility to ensure that your witness is available 

to attend the hearing. If your chosen companion is unavailable on the proposed date of 
the disciplinary hearing, the hearing may be postponed by up to 5 working days at your 
request, subject to you suggesting an alternative time and date within 5 working days of 
the original date. 
 
The disciplinary action taken will be determined by the severity of the offence and any 

previous live warnings you may have on your records for a similar offence. In cases of 
gross misconduct summary dismissal may apply. 
 
Disciplinary action may take one of the following forms: 
• Verbal warning, recorded within your personnel file and confirmed in writing; 
• Written warning, one copy of which will be retained by you and one enclosed within 
your personnel file; 

• Final written warning advising you that further breaches of these rules will render you 
liable to dismissal. One copy of this will be retained by you and one enclosed within 
your personnel file; 

• Dismissal, with or without notice depending on the severity of the offence. 
• Games Workshop reserves the right to demote an employee to another position as an 
alternative to dismissal. 

 
In cases of summary dismissal, the employee will not be paid a salary in lieu of notice. If 
the dismissal is for an act of theft, any bonuses or any other monies due are held back 
by the company to go towards the amount of the loss and you consent to the company 

making such a deduction. 
 
In most of our territories disciplinary warnings expire after a maximum of 12 months from 
the date they were issued. Thus, we will remove any disciplinary warning including any 
documentation and/or related information from your personnel records once the period 
of the warning has expired (if applicable this is documented in the disciplinary letter). This 

information will not be considered in future disciplinary action. 
 
You have the right to appeal against disciplinary action taken against you. Please see 
below under ‘Appeal procedure’. 
 
Grievance procedure 

In any organisation employees may have concerns or problems with their work, their 
working environment or working relationships, which they wish to discuss and resolve. This 
is called a grievance. 
 
If your grievance relates to matters which are being investigated or in connection with 
current disciplinary proceedings or any disciplinary sanction that has been imposed 

against you, we may deal with the grievance first before proceeding with the 
disciplinary. 
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Firstly you should try and put things right by talking to your manager. Please provide full 
details to allow them to fully consider your issue. Should your manager fail to resolve the 

matter within five working days of you raising it with them, you should refer the matter in 
writing to HR who will arrange for another manager to hear your grievance.  Where your 
grievance is of a particularly serious nature, or of a nature you feel unable to discuss with 
your manager, you may approach HR directly. 
 
Full details of your grievance, together with all related correspondence, will be filed in 

your personnel file unless you request in writing that this is not to be done. 
 
If you desire, you may be accompanied and assisted at all stages of your grievance 
hearing by a fellow worker, trade union official or trade union representative.  
 
You have the right to appeal against the grievance outcome. Please see the procedure 

below. 
 
Appeal procedure 

You have the right to appeal against any disciplinary action taken against you, against 
redundancy or a failed probation period or against the outcome of a grievance you 
have raised. 

 
Any appeal must be made in writing to HR, stating clearly the grounds upon which you 
are lodging your appeal and the outcome you are seeking. This must be done within five 
working days of receiving either your disciplinary letter, grievance outcome letter or 
redundancy confirmation letter. 
 

We will consider your appeal as soon as possible and we will arrange a meeting to 
discuss the matter fully with a more senior manager. If this is inappropriate, your appeal 
may be referred to a head of department or director. 
 
We will inform you in advance of the date, time and location of the appeal hearing and 

you must take all reasonable steps to attend. During the hearing you will have the 
opportunity to produce any new evidence or information that will be fully considered 
before a decision is made. Again you will have the right to be accompanied by a work 
colleague, a trade union official or trade union representative. 
 
You will be informed of the result of the appeal and the reason for the decision. The result 

of the appeal, together with copies of all related correspondence, will be kept in your 
personnel file in line with data protection regulations. The appeal decision is final and 
cannot be further appealed. 
 
In the event that the appeal is against a decision to dismiss you, the dismissal decision will 
stand unless, or until, the senior manager hearing the appeal decides otherwise. 

 
Summary 

 

Okay, so we’ve covered a lot in this handbook, some of which is fairly complex.  If you 
have any questions relating to any aspect of the handbook speak to your manager or a 
member of the HR Team.
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