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Congratulations! You’ve joined the largest employer in Facilities Management 
(FM) in the UK, delivering a superior service to a broad range of public and 
private sector companies.

Our ambition is clear - to be a leader in customer experience; a leader in the 
digital transformation of the industry; a leader as a great employer; and a 
leader in financial performance. At Mitie, we operate under three 
fundamental beliefs: 

• Our people give their best when we show that we care
• We work best with our clients when we collaborate
• Technology is changing our business

We’re also leading the FM industry with our commitments to social value and 
sustainability and we’re proud of our Plan Zero strategy and commitment to 
zero carbon by 2025 with the largest fleet of electric vehicles in the UK.

Our Vision is to deliver ‘the exceptional, every day’ and we can only achieve 
this with engaged colleagues who feel truly valued. That’s why we promise to 
create a ‘Great Place to Work’ where everyone can thrive and be their best 
every day.

Everything we do is underpinned by our values. They form the basis of our 
culture and show the outside world what we are all about and how we do 
things at Mitie. 

Naturally, in return for all that passion and commitment, we like to 
give something back. Respect and recognition for a job well done 

are always top priorities and helping you develop your skills 
and progress your career is just part of a normal day with 

us, so welcome to Mitie.

This handbook will help you really understand your role 
in the business and what value you can add and explains 
how we expect you to act as a Mitie employee. 

I’m so glad you’ve decided to join me 
on this journey, as we create the UK’s 

leading facilities management company.

Phil Bentley CEO, Mitie Group plc

A message from  
Phil Bentley, Chief Executive

4
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We keep Britain running SOME OF OUR 
CUSTOMERS 

INCLUDE:

Our combined organisation at a glance

Together, we have an extremely diverse client base of some 4,200 customers. 
We deliver exceptional FM to the most important clients in Britain; from the 
UK Government; to banks and retailers; to hospitals and schools; to transport 
hubs; and many more.

Much of the country’s critical infrastructure, from the railways to the telecoms 
network and energy supply, is maintained by our technicians. Most of Britain’s 
airports are secured by our officers. Most of Britain’s supermarkets are 
cleaned by our colleagues. We keep Britain’s manufacturing plants working. 
We support nuclear decommissioning at Sellafield and the Atomic Weapons 
Establishment at Aldermaston.  

We are a strategic partner to Government and a leader in innovation. We are 
the experts in creating efficient, safe, clean and secure workplaces. 

As the largest FM company in the UK, we have the scale, national reach 
and breadth and depth of services to benefit our customers – ranging from 
engineering maintenance, security and cleaning, to landscaping, environmental 
services, waste and energy consultancy – to cover every customer’s needs for 
their workplace.

What we do
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We recognise that to attract and keep exceptional colleagues, we 
must make Mitie a Great Place to Work. This is our number one 
aim as a business, because we’re nothing without our people.

We support our colleagues to acquire the right skills and 
knowledge from day one of joining and continue to develop 
and challenge them throughout their careers. We reward 
and recognise our exceptional people for a job well done 
and we’re committed to fostering a truly inclusive culture, 
where everyone can bring their true selves to work.

We’re proud to be recognised as a UK inclusive employer, 
a Top 50 UK Employer and signatories to the Armed 
Forces Covenant. And this is only the beginning.

At Mitie, our aim is simple: we work 
to deliver the exceptional, every day. 
Exceptional workspaces, served by 
exceptional colleagues. 
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Vision and Values

Our vision is to deliver

The exceptional, 
every day.

Our shared vision and values are a set of guiding principles 
and fundamental beliefs that help us to work together as a 
team towards a common business goal. 

We do this by living our values

We are one Mitie 
We work as one to deliver a seamless, 
unrivalled service. We are all in it together, 
if we can help a customer or colleague in 
any way, we will. We are one Mitie.

We go the extra mile
Whether it’s keeping things running 
smoothly in a safe environment, looking 
for new ways to do things better or fixing 
problems, going the extra mile for our 
colleagues and customers and keeping  
our promises is in our DNA.

Our diversity makes us stronger
We are very proud of our rich and 
diverse culture and backgrounds. Our 
diversity creates ideas and insights. 
Everyone at Mitie has a voice and is 
treated as an equal.

Our customers’ business, is our business
We are a partner, trusted for our 
expertise and for putting our customers 
at the heart of everything we do.

We are built on integrity and trust
Integrity and trust are at the heart of all 
we do. We are the face of the company. 
We treat others as we would like to be 
treated. We are proud to work for Mitie.



8



9Our People

Our People
We want Mitie to be a Great Place to Work. We know a lot of 
companies say that, but none of them mean it more than we do.

Our promise to our people: a place to work 
where you can thrive and be your best every day. 

Your offer letter and contract of employment 
are personal to you although some of the 
information for Mitie employees in this handbook 
– highlighted in italics – forms part of your 
contract of employment, so please read it 
through thoroughly and refer to it whenever 
you need to. If you have transferred to us under 
TUPE then you should refer to your Welcome 
letter as this will outline what contractual terms 
you will retain. 

This handbook applies to all Mitie employees but 
there may be other rules, procedures, terms and 
conditions that apply to you and these will be 
covered with you separately. 

From time to time the contents of the Handbook 
may change. Mitie reserves the right to review, 
revise, amend or replace the contents of this 
Handbook and to introduce new policies or  
amend or withdraw existing policies due to the 
needs of the business and legal requirements. 
Please see the section on Communication for 
more information. 

Make sure you keep this Handbook and your 
employment contract in a safe place, as even if 
you don’t need all the information right now,  
you may need to refer to them in the future.  
You can find the latest version of the Handbook 
on our intranet. 

Remember; if it’s in italics, it’s contractual. 

People Hub

In a business as big and diverse as Mitie, 
we know it’s sometimes hard to get all the 
information you need. 

That’s why we’ve developed an online employee 
portal: People Hub, accessible from anywhere, 
it’s a secure, one-stop shop for everything you 
need from Mitie. 

On People Hub you can book annual leave, 
view your payslips online, update your 
personal information such as bank details and 
home address and access Learning Hub and 
Celebration Hub. You’ll be able to access your 
People Hub account once you have started with 
us. If you have issues getting access then you 
should call People Support on 0330 1234 005. 

Forms and policies at your fingertips

Need to change your bank details, change your 
address, or check out one of Mitie’s policies? All 
of these actions can be completed on People 
Hub. There may be an alternative system in place 
within your area such as Workplace+ or CATS, 
check with your line manager if you’re unsure. 

All your handbooks in one handy place

Your Mitie handbooks are an invaluable source 
of information. Access them all in one place on 
People Hub, at the click of a button, whenever 
you need them – at home, or on the go! 

https://mitiepeople.com/people-hub/
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We’re committed to promoting 
equality, eliminating discrimination, 
and encouraging diversity among our 
people. We expect high standards 
of behaviour at all times and any 
failure to meet them will be seen as a 
disciplinary matter and could lead to 
your dismissal. 

We will:

• Ensure equality, diversity and inclusion in  
the workplace and community

• Offer fair treatment in every aspect of working 
life in Mitie, from our written procedures 
through to every decision made

• Promote a culture in which all our people  
are treated with respect and dignity

• Demonstrate our opposition to discrimination

Diversity and Inclusion

All our employees are entitled to a fair 
and honest working environment, free of 
discrimination, harassment, or abuse. Mitie 
employs thousands of people, but ultimately we 
are one team. We trust one another and we 
value everyone’s contribution. Our commitment 
to a fair and responsible workplace, free of 
discrimination, inequality or harassment is 
unwavering and we expect these standards to 
apply when working with our clients and with 
our supply chain partners.

We’ll be clear about what’s expected of you in 
your role and provide you with the support and 
training to do your job to the highest standard. 
In return we won’t tolerate any form of personal 
abuse, harassment or mistreatment of colleagues, 
clients, or suppliers.

Treating you with respect

As Mitie employees we must always:

• Comply with the requirements of the Equality, 
Diversity, and Inclusion policy

• Show the highest standards of professional 
conduct at all times 

• Treat everyone with dignity and respect
• Expect the same treatment from others  

in return
• Communicate and exhibit Mitie’s values and 

related behaviours at all times
• Report any incident or potential incident  

that we become aware of

We must never:

• Work in such a way that our colleagues feel 
abused, intimidated, or mistreated

• Condone any form of harassment or abuse 
from our team

• Be involved in an inappropriate personal 
relationship with a colleague which may cause 
decision making to be compromised

• Use someone’s personal situation or personal 
information to exploit them

• Fail to report an incident relating to 
harassment, intimidation, or mistreatment

Zero-tolerance

While this handbook provides a number of 
principles to help you make the right decisions 
when at work, there are specific areas where 
we take a clear and unambiguous stance. This 
includes a zero-tolerance position for any of the 
following areas:

• Condoning unsafe working practices
• Discrimination on any grounds, including but 

not limited to; race, religion, disability, gender, 
age or sexual orientation

• Violence and aggression
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C U LT U R E / H E R I TA G E /
O R I G I N / R A C E  / D I V E R S I T Y

Proud to be

mitie military

To find out more about our employee networks 
and sign up, click here to help make Mitie a 
more inclusive place to work.

Whistleblowing

We are committed to conducting our 
business in a correct and appropriate 
manner, in accordance with all relevant 
legal requirements. Mitie is committed to 
maintaining an open culture with the highest 
standards of honesty and accountability. We 
take all malpractice very seriously and we 
have a procedure by which you can report any 
concerns.

The whistle-blowing procedure aims to identify 
issues of fraud and corruption, to bring them 
into the open and to ensure investigations 
are carried out appropriately. It applies to all 
permanent and temporary employees, agency 
workers, contractors, and external consultants. 
Mitie expects all employees to report any of  
the following via our Speak Up procedure:

• Financial malpractice
• A failure to comply with a legal obligation
• A criminal offence
• Behaviour likely to damage the reputation of 

Mitie
• Breaches of internal rules and regulations
• The endangering of an individual’s health and 

safety
• Damage to the environment
• Deliberate concealment of information 

relating to any of the above – any deliberate, 
false, or malicious allegations will be taken 
very seriously

Mitie reserves the right to take action up to 
and including summary dismissal for gross 
misconduct, for any malicious or false allegations 
made with the intention of causing harm or 
disrepute to Mitie or any of its employees.

• Bullying and harassment or abuse of authority
• Bribery and corruption
• Creating a toxic work environment
• Retaliation against those who speak up and  

do the right thing
• Any criminal behaviour

Our networks 

We have seven employee networks to allow 
members to discuss issues affecting them with 
key decision makers, assist in formulating new and 
reviewing existing policies and procedures, provide 
a safe space for members to raise their concerns 
in a confidential environment, and provide an 
opportunity for members to update each other 
on local and national policy and developments.

Each network is sponsored by a member of the 
Mitie Group Executive (MGX) who is a role 
model for diversity and inclusion and champions 
the agenda across the Group.

PAR
ENTS

CARERS

https://forms.office.com/Pages/ResponsePage.aspx?id=tOBmnox2BkWhtn5EyAWV8onUlRJ0ao5FpjNEtMiPPVtURTVGUUsyVjY1SkU0WEhBVk5XVk1EUk5RSS4u
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You can make your report in many different 
languages, and EthicsPoint can provide a 
translator so you can be confident your concerns 
will be understood. All matters reported through 
EthicsPoint will be carefully investigated  as long 
as the reporter is acting in good faith and has 
reasonable grounds for believing the information 
disclosed indicates a violation of company’s 
policies or is an illegal act.

What happens next?

Once the information is submitted via EthicsPoint 
it is passed to Mitie’s Investigation Team who 
will independently investigate the matter in an 
appropriate way.  

If you’ve shared your details with EthicsPoint, 
they’ll let you know the outcome of the 
investigation.

What isn’t to be reported to the hotline?

Should you have any minor grievances in the 
workplace, e.g. queries with pay, holidays, 
performance reviews etc, we encourage you 
to report these matters to your line manager, 
another senior person or contact People 
Support via AskHR on People Hub or call 0330 
1234 005, in the first instance.

Speak up

Our Speak Up procedure is there to help you 
raise concerns or issues relating to health and 
safety, fraud or any other wrong doing. We 
understand that from time to time, difficult 
situations may occur, where you may witness 
or be involved in something which you are 
uncomfortable with or which you are concerned 
is unlawful or unethical. Equally, you may be 
treated unfairly or see colleagues being treated 
unfairly. If you or a colleague have seen or heard 
something in the workplace that you think is 
seriously wrong, that affects you and others 
around you, then you should Speak Up and 
report it.

What should I do if I suspect serious 
wrongdoing?

Our Speak Up reporting tool, independently 
run by EthicsPoint (operated by Navex 
Global), allows you to report serious concerns 
confidentially by either:

1. Staying anonymous and sharing your details 
with EthicsPoint so they can come back to 
you about your case and keep you updated; 

2. Sharing your details with EthicsPoint to pass 
on to us so we can contact you about your 
concerns or

3. Staying completely anonymous, meaning you 
will not be notified of the outcome of the 
resulting investigation. 

The Speak Up service is available 24 hours a day 
and you can either use the freephone hotline 
number 0800 949 6388 or log a report online.

https://mitiepeople.com/people-hub/
http://mitiespeakup.ethicspoint.com/
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References

Our Equality, Diversity and Inclusion 
Policy and Bullying and Harassment 
Procedure is available on the intranet. 
For further information you can contact 
People Support on 0330 1234 005

dismissal for serious harassment. If it is concluded 
that no harassment took place, no action will 
be taken. However, where the allegations are 
deemed to have been raised maliciously and are 
untrue, disciplinary action may be taken against 
you.

If you encounter a problem with a colleague, you 
should initially discuss the matter with them. If 
this isn’t possible, you should speak to your line 
manager or contact People Support via AskHR 
on People Hub or call 0330 1234 005. 

Training is available on the Learning Hub, click 
here to access the Equality and Diversity 
eLearning modules.

Personal harassment

Personal harassment is defined as unwanted 
behaviour by one person or several people to 
another. Mitie does not condone or tolerate 
personal harassment and will always treat it 
seriously, seeking to create an appropriate 
and safe working environment for all. Personal 
harassment can take many forms and we 
understand that some people may not always 
realise that their behaviour could be classed as 
harassment. Some examples include: 

• Insensitive jokes or pranks
• Lewd or abusive comments about appearance
• Deliberate exclusion from conversations
• Displaying abusive or offensive writing or 

material
• Unwelcome invasions into personal space, 

including touching
• Abusive, threatening, or insulting words or 

behaviour

This list is not exhaustive and disciplinary action 
at the appropriate level may be taken against 
employees committing any form of personal 
harassment. 

Sometimes someone may be unaware that their 
behaviour is causing offence, and it may be that 
letting a colleague know that their behaviour 
is unwelcome deals with the issue. You might 
also choose to speak to your line manager 
so they can address the problem. However, 
we understand that sometimes you are not 
comfortable raising the issue with the person 
or your line manager, and in this instance we 
recommend that you inform a senior person of 
your choice, even if they do not have supervisory 
responsibility  
for you. 

Where your informal attempts to stop the 
harassment have not worked, or you feel that 
the harassment is sufficiently serious, you should 
follow Mitie’s grievance policy. If it is concluded 
that harassment has taken place, disciplinary 
action will usually be taken, up to and including 

https://mitiegrp.sharepoint.com/:b:/r/sites/mgmt_systems/BMSDocumentLibrary/Mitie Documents/Equality diversity and inclusion policy_MG(Pol)011.pdf?csf=1&web=1
https://mitiegrp.sharepoint.com/:b:/r/sites/mgmt_systems/BMSDocumentLibrary/Mitie Documents/Equality diversity and inclusion policy_MG(Pol)011.pdf?csf=1&web=1
https://mitiegrp.sharepoint.com/:w:/r/sites/mgmt_systems/BMSDocumentLibrary/Mitie Documents/Bullying and Harassment Procedure_MG(P)517.docx?d=w4259ecc66c3e4e5ab6f2d6ac40cf4ed0&csf=1&web=1
https://mitiegrp.sharepoint.com/:w:/r/sites/mgmt_systems/BMSDocumentLibrary/Mitie Documents/Bullying and Harassment Procedure_MG(P)517.docx?d=w4259ecc66c3e4e5ab6f2d6ac40cf4ed0&csf=1&web=1
https://mitiepeople.com/people-hub/
https://mitie.com/learninghub
https://mitie.com/learninghub
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Apprenticeship 

We are a “levy first” organisation, which means 
that we seek to support you to develop in your 
career by following a professional, technical or 
leadership apprenticeship qualification before 
looking at other types of qualifications.

Log into your Learning Hub account to browse 
the apprenticeships that are available.  Don’t click 
“request approval” until after you’ve discussed 
with your manager the commitment required 
and whether it is the right course for you.

Licence to Lead 

Our management development programme for 
all leaders and managers – available on Learning 
Hub.  If you’re a people manager, we start you 
off immediately on Licence to Lead Bronze, 
which helps you to navigate Mitie’s management 
procedures.  There are further stages to Licence 
to Lead (Silver and Gold), which you can access 
after finishing Bronze.  

By completing this programme, you’ll develop 
the skills and behaviours you need to lead and 
engage others.  

As a result, we’ve provided various 
resources to help you to navigate 
your L&D journey here at Mitie.

Learning & Development 

Start with our Mitie People and MiNet pages to 
learn about what the L&D team has to offer.

Learning Hub 

Every Mitie employee has a Learning Hub 
account.  Log in to access your induction and 
other mandatory eLearning courses.  It’s also 
home to hundreds of eLearning courses on an 
array of different topics. You can access the full 
catalogue of courses as and when suits you, 
using any device that’s connected to the internet 
(smartphone, tablet, home computer).  To find a 
course you can search by topic or scroll through 
the pre-created catalogues, or you can browse 
the Learning Hub eLearning catalogue to see 
what courses may be of interest. 

In addition to completing eLearning on Learning 
Hub, you can also book onto classroom courses 
and learn about the apprenticeships we offer.

Licence to Operate 

This is your job-related training.  Everyday there’s 
an opportunity to learn at Mitie, whether from 
job-shadowing or coaching on the job, assigned 
learning that you need to access on Learning 
Hub or a formal course that we send you on.  
Talk to your line manager about your core 
skills and competencies and how you will be 
developed and assessed.

Learning at Mitie

https://mitiepeople.com/learning-development-at-mitie/
https://mitiegrp.sharepoint.com/sites/LearningDevelopment/SitePages/Learning-&-Development-Home.aspx
https://mitie.kallidus-suite.com/
https://mitie.pagetiger.com/elearningcatalogue
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A shared commitment

We offer all of this and more so you can 
perform your best in your current role, and 
also build a long-lasting career at Mitie. Your 
line manager will provide you with the time 
and support to complete your relevant training 
activities and we ask that you commit to your 
development in return. 

If a professional, technical or leadership 
apprenticeship qualification is not suitable, we 
may, if appropriate, pay for another type of 
course or qualification. In some cases, we’ll 
create a learning agreement, meaning that the 
course or qualification will be paid for by Mitie, 
and in return we’ll ask you to stay with Mitie for 
an agreed period to share your new skills.   If 
you decide to leave Mitie within the term of the 
agreement, you’ll need to repay some or all the 
fees. We’ll always agree with you in advance if a 
learning agreement will apply to your course or 
qualification.

Contacting us

If you have any questions about Learning & 
Development, you’ll find the FAQs on our  
Mitie People and MiNet pages helpful.  If you 
don’t find the answer there, then raise an AskHR 
ticket on  People Hub or call us on  
0330 1234 005.

https://mitiepeople.com/learning-development-faqs/
https://mitiegrp.sharepoint.com/sites/LearningDevelopment/SitePages/Learning-%26-Development-Home.aspx
https://mitiepeople.com/people-hub/


16 Our People

We offer a range of benefits from 
pensions and colleague discounts 
to informal rewards to enhance the 
wellbeing and enjoyment of our 
people at work.

Recognising your contribution

At Mitie, it’s not just about what we achieve, but 
how we achieve it. Celebration Hub is our one-
stop-shop for everything reward and recognition 
at Mitie. Visit Celebration Hub to find out all 
the ways to recognise the exceptional, every 
day: nominate someone for a ‘Feel Good Friday’ 
shoutout, send an e-card, or nominate someone 
for a Mitie Star. 

Mitie Stars is our annual award 
scheme and is dedicated 
to recognising teams and 
individuals for their outstanding 
performance, passion, and 
dedication. Every month, each 

business division awards cash prizes and at the 
end of the year, three Mitie star recipients will be 
awarded significant cash prizes of up to £10,000! 

Create your Celebration Hub account today, 
simply go to celebration-hub.com or People 
Hub and click on the Celebration Hub icon.  
You can register to get access using your 
National Insurance Number, Date of Birth, and 
email address of your choice.  

Are you stuck?

We have a 24/7 Helpdesk here to look after you 
via email, instant chat, or phone. If you need a 
hand just click on ‘Help & Support’ then ‘Contact 
Us’ within Celebration Hub to speak to our team 
or you can call +44 (0)20 3780 1870. You can 
also email stars@mitie.com

Saying thank you for a job well done

Celebration Hub is our employee discounts 
portal that allows you to make great savings at 
your favourite stores. You can access specially 
arranged discounts and savings at all your 
favourite high street retailers such as Asda, 
Currys PC World, B&Q, Boots, M&S, Argos, 
Lastminute.com and many more. These are 
available online and in-store, and the majority of 
discounts are on top of sale prices and existing 
promotions – saving you even more! To take 
advantage of fantastic offers available, simply go 
to Celebration Hub or People Hub and click 
on the Celebration Hub icon. 

Alternatively, you can contact the Helpdesk on 
+44 (0)20 3780 1870 where an advisor will talk 
you through the offers and benefits available.

https://celebration-hub.com
https://mitiepeople.com/people-hub/
https://mitiepeople.com/people-hub/
mailto:stars%40mitie.com?subject=
https://mideals.rewardgateway.co.uk/SmartHub
https://mitiepeople.com/people-hub/
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References

For information on all the benefits 
available at Mitie, including the Mideals 
discount store, take a look at your 
benefits handbook available on the 
Celebration Hub or from your line 
manager or People Support. 

Life Cover

Mitie provides life cover as a lump sum benefit 
for all our permanent and fixed term UK 
employees. The amount payable will be a 
lump sum of at least 1 x your basic annualised 
pay (with a minimum lump sum payment of 
£10,000). There are Trustees who manage 
the payment of any benefit, taking into 
consideration the beneficiaries you have named 
in your Expression of Wish Form. It works this 
way so that the benefit can be paid tax free.  It 
is important that you complete, and keep up 
to date, your Expression of Wish Form so that 
the Trustees are aware of your wishes. You can 
name as many beneficiaries as you wish.  You 
can find the expression of wish form in the 
Benefits section on celebration-hub.com

Salary Finance

Money can be complicated, and for that reason 
many of us don’t like to think about it. However, 
financial matters are an important part of 
everyone’s overall wellbeing, and Salary Finance 
is a trusted Mitie partner offering employee 
benefits that aim to help you keep money 
simple. Salary Finance provide financial support 
for a wide range of employee lifestyles and 
needs, including products to help colleagues 
such as affordable loans and pay advances.  For 
more information visit mitie.salaryfinance.com

Shares

Mitie provides colleagues with the opportunity 
to take part in annual share plans, such as Save 
As You Earn (SAYE) and the improved Mitie 
Matching Share Plan (otherwise known as SIP) 
which gives you one free share for every two 
you purchase.  We also grant colleagues Free 
Mitie Shares in the company, to recognise 
the contribution of everyone, particularly our 
Frontline Heroes, and if Mitie continues to 
perform well, we want to issue everyone in the 
UK more Free Mitie Shares, so your piece of 
Mitie gets bigger as we grow as a business.  For 
more information visit mitiepeople.com/shares

https://celebration-hub.com
https://mideals.rewardgateway.co.uk/SmartHub
https://mitie.salaryfinance.com/finwellbeinghub
http://mitiepeople.com/shares
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Mitie’s success is a direct result of 
the experience and quality of our 
people. We’re totally committed to 
maximising the potential of every 
individual and embracing inclusion in 
the workplace.

Managing our talent

At Mitie we know it’s the talent and the passion 
of our people that make us the successful 
business we are today. Without our talented 
workforce we wouldn’t be able to deliver the 
exceptional, every day. So, we’re obviously 
completely committed to attracting and 
retaining the very best talent, making you the 
best you can be.

What is talent management?

Talent management is as much about attracting, 
recognising and developing the leadership of 
tomorrow as it is about providing access to 
regular learning and development opportunities 
for everyone.

We believe that everyone should have access to 
learning so that they can perform to their very 
best abilities. We achieve this through a variety 
of approaches, including on the job training, job 
shadowing, secondment, e-learning, Toolbox 
Talks, coaching, mentoring and, of course, 
classroom training. Mitie recognises that one 
size doesn’t fit all, and we work hard to provide 
the right level of learning for our people so that 
they can realise their own career aspirations.

Recognising your individual potential

Performance management

Performance management is an integral 
part of our talent management agenda and 
it starts from your first day at Mitie. Our 
performance management processes ensure 
you have all the tools you need to do a great 
job and, if occasionally you need a little more 
help or assistance to go the extra mile, then 
our performance management processes are 
designed to identify that too.

MiReview ensures that every employee is given 
an annual appraisal with their line manager 
to discuss their achievements, areas for 
development and career objectives.

We see MiReview as an opportunity for you to 
speak confidentially to your manager about how 
things are going at work, listen to feedback about 
your performance and comment on how, if at 
all, Mitie may be able to support you further. 
Of course, we would encourage you to provide 
such feedback to us at any time, not just during 
your appraisal.

If your performance is below the standard that 
we need then a personal improvement plan may 
be issued to confirm what Mitie expects of you 
and the support that will be provided to help 
you meet those expectations. This might happen 
as a follow up to a MiReview meeting or at any 
point in the year.

Each of us is responsible for owning 
and driving our own development.  
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At Mitie your health and safety is 
the top priority. That’s why we have 
a separate handbook dedicated to 
your safety at work.

We have a responsibility to ensure your health, 
safety, and welfare while you are at work. But 
as an employee you are also responsible for 
your own health and safety, that of others 
working around you, and for co-operating with 
us to fulfil all health and safety requirements. 
Detailed information on the specific hazards 
and requirements associated with your role and 
responsibilities is contained within your wellbeing 
handbook. However, if you have any further 
queries, Mitie has a team of professional health 
and safety managers who will be able to provide 
you with additional specialist advice on any health 
and safety issues related to your role or work. 
Your line manager can tell you how to contact 
your health and safety manager.  

Safety is our number one priority and our goal 
is simple... zero harm – to our people, our 
customers, and to members of the public passing 
through the facilities we take care of. This means 
workplaces where nobody gets hurt, ever. It 
means making sure that everyone goes home to 
their families at the end of each shift or working 
day without having suffered or caused harm in 
any way. If it isn’t safe, then don’t do it. Stop and 
you’ll be supported by your manager.

In the event of an accident or incident please 
contact the Mitie Lifeline on 0800 633 5115 as 
soon as possible. You should report an injury, 
environmental incident, property damage or near 
miss. 

If you have an accident in your Company vehicle 
then you should contact 0344 811 1677. 

Health, safety and wellbeing

Both lines are open 24 hours a day, 7 days a 
week.

Remember it is your responsibility to inform us 
and your line manager.

You have a duty while at work to take reasonable 
care for the health and safety of yourself and 
others who may be affected by your acts or 
omissions. The ‘Your Well-being’ booklet contains 
certain information, policies and procedures which 
relate to your health and safety at work and form 
part of your terms and conditions of employment 
unless otherwise stated. You have been supplied 
with a copy of the ‘Your Well-being’ booklet which 
may be amended and reissued to you from time 
to time. You must familiarise yourself with any new 
versions as they arise. 

You must familiarise yourself with the health and 
safety rules at your place of work. These are either 
described in a handbook available from your 
supervisor or will be otherwise communicated to you. 
These rules must be complied with at all times.

LiveSafe!

Our aim is to provide you with a working 
environment that is free from harm or illness. 
We want you to go home from work as safe and 
healthy as when you arrived – leaving you free 
to enjoy your time away to the full. We call this 
LiveSafe!

Your wellbeing

We know that sometimes our employees have 
concerns about issues outside of work such as 
debt, family conflict or legal issues. We would 
encourage you to speak to someone about 
any issues you may be experiencing without 
delay. You may wish to speak confidentially 
to your line manager or HR representative. 
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Alternatively, you can contact our employee 
helpline for confidential and expert advice in 
many areas, including legal, financial, consumer 
and employment difficulties.

Driving

While working at Mitie you may need to drive 
on company business. We define driving on 
company business as any journey made to carry 
out a work activity, except driving from home 
to your normal place of work and back. This 
includes driving to carry out an errand, providing 
a lift to a colleague or client, and attending a 
different site, for example to attend a training 
course or meeting. 

If you’re a regular driver you will be provided 
with a driver handbook. If you do not drive as 
part of your usual role with Mitie then you won’t 
need all the information we give to drivers right 
now but there are certain steps you will need 
to take if you do need to drive on company 
business, for example to a training course.

If you drive your own vehicle on company 
business, you should ensure your car insurance 
covers this type of use. You should also ensure 
your vehicle is in a good, roadworthy condition 
before setting out on a business journey. If you 
are provided with a company vehicle after the 
start of your employment, please ask your 
manager for a copy of the driver handbook so 
you are clear about your responsibilities. 

Drug and alcohol testing

Mitie strives to help provide a safe, drug and 
alcohol-free environment for its employees, clients, 
visitors, and other partners. Mitie will conduct 
drug and/or alcohol testing in one or more of the 
following situations,

• Random testing: You may be selected at 
random for drug and/or alcohol testing. 

• For cause testing: Mitie may ask you to 
undergo a drug and/or alcohol test at any time if 
it considers that you may be under the influence 
of drugs and/or alcohol, including but not limited 
to the following situations, 

 – Evidence of drugs or alcohol in the vicinity 
which the Company reasonably attributes  
to you,

 – Evidence of drugs or alcohol on or about your 
person,

 – Unusual conduct on your part that suggests 
impairment or influence of drugs or alcohol.

• Post-accident testing: If you are involved in an 
accident or injury at work (whether you are the 
person who was injured or if you contributed to 
the incident in any way) in circumstances that 
suggest you are under the influence of drugs 
and/or alcohol, you may be asked to submit to a 
drug and/or alcohol test. 

Refusal to undergo a test may be subject to 
disciplinary procedures. Refusing to take a test 
includes, but is not limited to:

 – Failure to consent to a test,
 – Failure to cooperate with any part of the 

testing process,
 – Failure to appear for testing at a collection 

site at the time allotted,
 – Leaving the scene of an incident in which a 

serious injury or fatality has occurred, without 
just cause and without submitting to a test.

Testing will be carried out by an external provider.

Remember: we all have a responsibility for 
safety at work.
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References

Please ensure you have a copy of the 
wellbeing handbook or ask your line 
manager for one and read it carefully. 
You will be given a driver handbook if it is 
relevant to your role. 

Employee Wellbeing Handbook
https://mitiepeople.com/employee-
wellbeing-handbook-2/

As Mitie employees we must always:

• Comply with the requirements of the Health, 
Safety and Environmental policy

• Be aware of the work we’re undertaking, and 
the hazards associated with it

• Look out for your own safety and others 
around us

• Report any accident, near miss, injury, ill 
health, or unsafe condition so that action can 
be taken

• Ensure we’re properly trained for the work 
you are doing

We must never:

• Condone any unsafe act, condition, or 
behaviour

• Walk by an unsafe act or work area without 
raising the issue

• Ignore the training we’ve been provided with
• Apply pressure to our work colleagues to 

work unsafely
• Work while under the influence of alcohol  

or drugs

Training is available on the Learning Hub,  
click here to access the LiveSafe eLearning 
modules.

Employee Assistance 
Programme

For more information, advice or emotional 
support call our helpline on +44 (0) 800 
1116 387 or go through our website https://
mitiewell.wellbeingzone.co.uk – the login is 
mitiewell.

https://mitiepeople.com/employee-wellbeing-handbook-2/
https://mitiepeople.com/employee-wellbeing-handbook-2/
https://mitie.com/learninghub
https://mitiewell.wellbeingzone.co.uk
https://mitiewell.wellbeingzone.co.uk
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Our aim is to make sure our people 
feel informed, supported, and 
proud to wear the Mitie badge. We 
provide regular updates on people, 
customers, and innovation, as well as 
the financial and economic factors 
affecting our company’s performance. 

Contacting Mitie colleagues

If you have any queries about Mitie or your 
employment, your first point of contact should 
be your line manager. If they can’t help, then 
you can contact People Support via AskHR on 
People Hub or call 0330 1234 005. 

Communicating with you 

If we have a message we need to distribute to 
everyone, we’ll use a range of channels. Messages 
will usually be distributed via email, posted on 
our intranet, Minet or our extranet Mitiepeople.
com, posted on noticeboards in offices or 
discussed as part of a team meeting. Our 
monthly Download is a monthly team briefing 
document to make sure messages are cascaded 
and give you the opportunity to ask questions. 
Please check your email regularly and make 
every effort to read and/or listen to company 
communications – that way you’ll be up to speed 
with everything that’s going on at Mitie. 

Communication

Minet: our intranet

If you have a Mitie email address you will have 
access to our intranet called Minet. Minet is a 
place for sharing information including the latest 
news and stories from around the business. On 
Minet you’ll also find copies of all of the policies 
referred to in this Handbook. Ask your line 
manager for copies of any other policies you want 
to read. 

MitiePeople.com

We’ve created a dedicated website to share 
important news, information, and updates with 
colleagues on the frontline who don’t have access 
to Mitie systems. On MitiePeople.com you will 
find the latest news, information on the benefits 
available to you as a Mitie employee, our internal 
careers page, useful links and more. Click here 
to take a look around.

https://mitiepeople.com/people-hub/
http://www.mitiepeople.com/
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Social Media Links

Twitter
Follow us at twitter.com/mitie
We regularly upload news from around 
the business and share our thoughts on 
industry movements.
Our CEO, Phil Bentley’s Twitter can be 
found at: twitter.com/PhilBentleyCEO

LinkedIn 
linkedin.com/company/mitie/

Key contact
socialmedia.group@mitie.com

Social Media Hub
We also have a social media hub on the 
intranet with policies, training and key 
contact information click here for more 
information.

Remember: our Social Media procedure

Your contact details

We need to know your home postal and email 
address and use this from time to time to send 
communications to you, for example to offer 
you the opportunity to take part in one of 
our employee benefits schemes. That’s why it’s 
important that you keep us up to date with your 
current contact details. Log into People Hub to 
update your details. 

Social Media 

Used responsibly, social media provides an 
effective way to follow news of new trends and 
topics and to share information. Given the reach 
of the internet, we need to make sure that we 
always portray Mitie in line with our strategy 
and treat our employees, clients, partners, and 
providers with respect. 

While you’re welcome to participate in social 
media, you should be aware that your conduct 
towards others on social media is subject to our 
normal expectations of respect and courtesy. As 
such you must not use social media to defame or 
disparage Mitie, its employees, or clients; to bully, 
harass or or unlawfully discriminate against others, 
or make false or misleading statements. You must 
not breach any confidentiality obligations that you 
owe to Mitie. If you see any social media content 
that is disparaging towards Mitie, or you’re aware 
of a colleague breaching this instruction you must 
report the incident to your line manager or Mitie’s 
Press Team at socialmedia.group@mitie.com. You 
should not respond to any such comments yourself. 

We expect you to understand and follow the 
principles set out in the Social Media Procedure 
Please make sure you familiarise yourself with this 
procedure as it’s your responsibility to know the 
content and be aware if any changes are made. 

We encourage you to follow Mitie on social 
media at the links that follow. Please engage with 
and amplify content from Mitie’s official channels 
by sharing, reposting, likes and adding positive 
comments. You can also use hashtags e.g. #Mitie.

You can also submit content ideas/news to the 
Group Marketing team e.g. business events, key 
networking and team building events, please 
send them to socialmedia.group@mitie.com 
Remember that if you are going to be posting 
photos of employees or anything that takes place 
on a client site, you must ask permission from 
the client or employees concerned before you 
do so. 

mailto:https://twitter.com/mitie?subject=
mailto:https://twitter.com/PhilBentleyCEO?subject=
mailto:https://linkedin.com/company/mitie/?subject=
mailto:socialmedia.group%40mitie.com?subject=
https://mitiegrp.sharepoint.com/sites/SocialMediaHub
https://mitiegrp.sharepoint.com/sites/SocialMediaHub
https://mitiepeople.com/people-hub/
mailto:socialmedia.group%40mitie.com?subject=
https://mitiegrp.sharepoint.com/:w:/r/sites/mgmt_systems/BMSDocumentLibrary/Mitie Documents/Social Media procedure_MG(P)533.docx?d=w62a53738ebd14bbf967b366365f0a6bd&csf=1&web=1
mailto:socialmedia.group%40mitie.com?subject=
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The press

Please never talk to the press – the only people 
who can do this are our Exec Team and our 
Press Team. It’s better to say nothing at all to 
the press and advise them to speak to our press 
team directly, the contact details are below. 

Press Team: +44 (0) 20 3123 8682 
press.office@mitie.com

Confidentiality 

During your time with Mitie you may have 
access to confidential information regarding our 
business, employees, finance, or clients, which is 
not readily available to people who do not work 
for Mitie. In the same way as we are committed 
to protecting your confidential data, we want 
you to keep our information confidential, as well 
as that of our clients and employees. 

“Confidential Information” means any information 
or matters about the business, finances or 
organisation of Mitie, any company within the 
Mitie group of companies, its clients or employees, 
or about other matters which may come into your 
knowledge in the course of your employment and 
which is not in the public domain or which is in 
the public domain as a result of your breach. You 
must not use or disclose Confidential Information 
to any person (including other employees) at 
any time either during or after your employment. 
This does not apply to any use or disclosure of 
Confidential Information that has been authorised 
by the Company, is required by law, or is carried 
out in the proper course of your duties, or any 
protected disclosures within the meaning of the 
whistleblowing legislation.

Communicating with the outside world

Only specifically authorised people should 
communicate externally on any business 
matters. Our communication with external 
stakeholders (the media, shareholders, suppliers, 
the communities we work in) must be clear and 
truthful. All external communication must be 
approved by our Media Relations team. Internal 
communication is equally important, as it can 
quickly become external communication, so 
please take care when using social media or 
composing emails.

As Mitie employees we must always:

• Comply with Mitie’s Social Media procedure 
and the requirements of this handbook

• Consult the Media Relations team if we’re 
approached to make comments or act as a 
spokesperson for Mitie

• Ensure communications or publications are 
approved by the Media Relations team before 
external release

• Be aware of any situation where we may, 
unwittingly, be seen to be making statements 
on behalf of the company

• Make sure any communication (both 
internal and external) will not impact Mitie’s 
reputation as a responsible business

We must never:

• Make any external statement regarding Mitie 
unless we are authorised to do so

• Respond to any questions from the media 
about Mitie unless approved to do so

• Write or say anything that may damage Mitie’s 
reputation or our clients

mailto:Press.Office%40mitie.com?subject=
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Sharing data with third parties 

Mitie may share your data with third parties 
who provide support services, such as IT, 
Finance, accounting, payroll and HR services and 
research. In the event that we buy or sell part of 
the business we may disclose your personal data 
to a prospective seller or purchaser, and if we 
win or lose a contract we may need to disclose 
your data as part of a TUPE transfer. Further 
information about the way we share your data 
can be found in our Privacy Notice.  

Data protection 

As your employer we need to process personal 
data about you in connection with your 
employment. Where we’re required to do so 
we will process it in accordance with our Privacy 
Notice. We understand the importance of data 
protection, so we are committed to correctly 
collecting, using and storing the data we hold 
about you.

Our Employee Privacy Notice applies to current 
and former employees, workers, individual 
contractors, candidates and other individuals 
who we employ or engage in connection with 
our business. It is important that you read this 
notice, together with any other privacy notice 
we may provide on specific occasions during 
your employment or engagement by us. This 
notice does not form part of your contract 
of employment or other contract to provide 
services. You will find full details of the notice 
attached to the end of this handbook. 

We all have a duty to ensure personal data 
and confidential information remains secure 
and confidential. Mitie handles this type of 
information relating to our people and our 
clients on a daily basis, and we’re committed to 
ensuring this information remains secure at all 
times. Failure to keep this information secure 
may result in prosecution, significant fines, and 
reputational damage. 

As Mitie employees we must always:

• Follow the requirements of Mitie’s Data 
Protection Procedure and this code

• Only use personal information for business 
purposes and in accordance with law

• Ensure personal information remains secure at 
all times

• Make sure that we minimise the risk of 
information being lost when transferring data 
between devices

• Ensure that arrangements are in place to 
comply with data protection legislation

• Report any data protection breaches 
immediately, in accordance with the data 
protection procedure

We must never:

• Release or divulge personal information 
relating to our people, clients, or members 
of the public to third parties other than in 
accordance with law

• Try and gain a commercial advantage by using 
commercially sensitive and/or confidential 
information which is not publicly available

• Provide commercially sensitive and/or 
confidential information externally

• Use confidential information that we have 
obtained from a previous employer, or allow 
someone to provide us with such information

Training is available on the Learning Hub,  
click here to access the Data Protection 
eLearning modules.

https://mitie.com/learninghub
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Our Business

We support the UN’s sustainable development goals and actively seek to 
unlock social value that creates positive economic, environmental, and social 
impacts. To embed these values into everything we do at Mitie, we have 
created a Social Value and Responsible Business committee. The chair of 
this team is Baroness Couttie, a member in the House of Lords and our 
independent non-executive director. Members meet bi-monthly to inform 
all on any updates from the company in this area, and to approve actions or 
targets, ensuring Mitie are doing all we can to be a responsible, accountable 
business.

The Mitie Foundation is a registered charity that 
exists to provide varied life opportunities for 
disadvantaged groups within the communities we 
are proud to operate in. Our initiatives change 
minds, raise aspirations, and remove barriers, 
opening ways into sustainable employment. 
In doing so we attract the very best potential, 
enriching the diversity of our workforce. 

We already have some great initiatives in place 
to demonstrate that we mean what we say 
when it comes to diversity and the Ready2Work 
programme is just one of these. The scheme 
aims to take away the barriers to employment 
faced by many people from disadvantaged 
areas by providing training followed by 
work experience at Mitie. The scheme gives 
participants workplace skills and experience 
as well as increasing their confidence, all of 
which significantly enhances their employability, 
something they might otherwise have lacked.

Responsibility

We have a robust and responsible supply chain 
that is trained in social value and engaged in 

Social value and responsible business

the creation of positive social impacts across all 
business areas. Thanks to our partnership with 
Social Enterprise UK, we also support small 
to medium sized enterprises and voluntary, 
community and social enterprise organisations 
whenever we can. We have set targets in these 
areas, to push us do more, faster. We have also 
set targets within our Supplier Management 
Framework, which allocates a 15% weighting to 
social value, and ensures we work together with 
our suppliers to push innovation and smarter 
working. This framework also requires our 
suppliers’ carbon emissions and reduction plans 
to be reported and provided.

Communities

We are an active part of the communities 
we operate in, helping deliver social value 
commitments not only for ourselves but for our 
customers. We are serious about commitments 
we make to those communities; we track the 
benefits and look to improve wherever we 
can. We also commit to helping create safer 
communities for our customers and neighbours. 
Under this pillar we are focused on our Armed 
Forces community, in which we have a dedicated 
network, careers portal and policies to support 
this community. We also run a volunteering 
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programme, Giving Back, with The Mitie 
Foundation, aiming to positively contribute to our 
local communities. Mental health and wellbeing 
are also priorities for us, and we provide 
extensive training and support programmes, 
along with our new occupation health provider, 
Optima Health.

Environment and sustainability

Sustainability is at the heart of everything we do, 
and we need your support to help Mitie be a truly 
sustainable business. You can help make Mitie a 
more sustainable business by understanding your 
role in delivering our sustainability objectives and 
by seeking new ways to provide our services.

We buy responsibly, actively protect the 
environment and create long-term sustainable 
solutions for ourselves and our customers. 
Climate change is the biggest challenge to 
humanity, and we believe it is key for all of our 
people to understand our environmental impact. 
Sustainability is integral to our operations, so we 
have a sustainability management plan in place 

that measures us against 
our customers’ and our 
own standards. 

Mitie has an industry 
leading ‘Plan Zero’ commitment, pledging that 
we will reach net zero carbon emissions by 2025. 
To ensure we achieve this commitment, we have 
focussed on three key pillars within our Plan 
Zero approach: eliminate carbon emissions from 
power and transport, eradicate non-sustainable 
waste and enhance inefficient buildings to meet 
the highest environmental standards. 

We have made great progress so far, by achieving 
our carbon reduction target one year early, and 
now, just one year after starting our electric 
vehicle (EV) transition, we have one of the UK’s 
largest EV fleets. We are also only one of eight 
companies globally to have signed up to all three 

Climate Group initiatives: RE100, a commitment 
of transitioning to 100% renewable energy, a goal 
we have already achieved; EV100, transitioning to 
100% EVs; and EP100, a commitment to double 
our energy productivity in the next 25 years. 

As Mitie employees we must always:

• Comply with the requirements of the  
Health, Safety and Environmental policy  
and the Sustainability and Energy policy

• Be aware of the environmental impacts 
associated with our business and work to 
minimise these

• Ensure all environmental incidents or near 
misses are promptly reported so that action 
can be taken

• Be aware of opportunities to provide our 
services in a more sustainable way

• Ensure our supply chain partners are aware of 
Mitie’s sustainability objectives and are working 
to support these

We must never:

• Condone any act, condition, or behaviour that’s 
likely to result in an environmental incident

• Fail to report an environmental incident or 
near miss

Training is available on the Learning Hub,  
click here to access the Sustainability Essentials 
eLearning modules.

References

If you want to find out more about 
sustainability, you can read our Social 
Value Report, which is produced annually 
Copies are available on Minet, and on our 
website. Visit the Mitie Foundation pages 
at mitie.com/mitie-foundation to find 
out more about our other initiatives.

https://mitie.com/learninghub
https://mitie.com/mitie-foundation
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Information technology is an 
increasingly important part of our 
working lives and most people 
will need to use our IT systems or 
equipment. 

There are some key principles we would like you 
to follow when using IT equipment at work:

• Internet access is provided primarily for 
business purposes. We permit the occasional 
use of our systems to send personal emails, 
browse the internet and make personal 
telephone calls, in your own non-working 
time. Personal use is a privilege and not a 
right. It must not be overused or abused. We 
may withdraw permission for it at any time or 
restrict access at our discretion

• IT equipment is expensive and issued to 
you to enable you to do your job – please 
look after it and report any problems with it 
promptly to the IT Service Desk

• Please don’t install or download software 
from external sources, as it may interfere with 
our systems and introduce viruses or other 
malware

• Mitie controls access to the internet to limit 
the access to non-work-related websites 
and to block access to sites that are not 
appropriate, so please do not try to 
circumvent these controls

• In any emails, you should adopt a professional 
tone and observe appropriate etiquette 
when communicating with others. You should 
ensure that any emails are consistent with this 
code and our Values

Information Technology (IT)

• Our systems enable us to monitor telephone, 
email, voicemail, internet, and other 
communications. For business reasons, and 
in order to carry out legal obligations in our 
role as an employer, your use of our systems 
including the telephone and computer 
systems (including any personal use) may be 
continually monitored by automated software 
or otherwise. More information about this 
can be found in our Privacy Policy. 

• You should be very careful when opening 
unsolicited emails from unknown sources, 
known third parties, changing bank details or 
with unexpected attachments or links. If an 
email looks suspicious don’t reply to it, don’t 
open any attachments, and do not click any 
links – contact IT for advice

• Be aware that Mitie IT is able to monitor 
and record all your activity on any of our 
IT equipment. This will be used by IT to 
investigate usage if requested to do so by HR

• You must only log on to our systems using 
your own username and password. You must 
not share your passwords with anyone else. If 
you believe any of your passwords have been 
compromised, you must report this to your 
line manager and change it immediately

If you’re given the opportunity to use Mitie IT 
equipment or access the Mitie network or any 
client IT equipment, you’ll need to read and 
agree to relevant policies and procedures. These 
include the IT and Information Security policies 
and procedures which are available on the 
intranet. It’s your responsibility to know which 
policies and procedures apply to the IT systems 
and applications that you will use and update 
yourself if any changes to these documents are 
made. If you’re in any doubt, please consult your 
line manager.
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Information management and security

Information can take many forms, 
from email, voicemail, and websites 
through to written communication, 
photos, and videos. Whatever 
form it takes, it must always be 
appropriately protected. Information 
is one of our most valuable assets 
and we must do all that we can to 
protect it. 
Secure information helps to ensure business 
continuity and reduce disruption by preventing 
or minimising the impact of security breaches. 
It also demonstrates to clients that we handle 
their information with care, giving them added 
confidence in our integrity.

Cyber threats

A cyber-attack or data breach can take many 
forms, including deliberate attacks, technology 
issues and human error or negligence. The 
instigators of a cyber-attack can include 
organised crime groups, competitors, disgruntled 
employees, and politically motivated groups. 
The UK’s increasing reliance on computer 
systems, web-enabled communications and cloud 
technology leaves many organisations open to 
new exposures.

As Mitie employees we must always:

• Understand the value and sensitivity of our 
information or our customers’ information

• Handle the information appropriately. Often 
this will require us to understand how the 
information should be classified, according 
to either our Information Classification 
Procedure, or those of our customers

• Be conscious of your surroundings and what 
you are discussing in public

• Maintain a copy of information for no 
longer than is required for contractual, 
legal, commercial, or legislative reasons in 
accordance to the Document Control and 
Retention Procedure

• Ensure all IT equipment, software, or 
information in electronic or paper form is 
returned when no longer required

• Know how to recognise and report an 
information security incident. To understand 
the categories of incidents, refer to the 
Information Security Manual

We must never:

• Reveal confidential information about Mitie 
in a personal online posting, upload, or 
transmission. This includes information on 
finances, clients, business plans, or personal 
information

• Try to circumnavigate IT security controls 
on IT equipment belonging to Mitie or our 
customer

• Share (including downloading to a USB stick) 
any information held by Mitie unless we 
are authorised to do so, and recipients are 
authorised to receive it

• Leave valuable information unattended. We 
must not leave sensitive paperwork on desks 
overnight; ensure portable equipment such 
as laptops or tablets are secure when in 
public spaces

• Open unsolicited attachments or click on 
links from non-verified source
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Intellectual Property

Intellectual property is created when an idea 
takes some tangible form, e.g. a discovery, brand, 
invention, design, words, phrases, or symbols. 
Intellectual property rights are legal property 
rights over such creations and can be in the 
form of copyright, trademarks, patents, industrial 
design rights and trade secrets. 

You may make or create intellectual property rights 
in the course of your duties and have a special 
obligation to further the interests of Mitie in this 
respect. Where you make or create any intellectual 
property rights that may be of benefit to Mitie, you 
shall inform Mitie without delay in writing and such 
rights shall be owned absolutely by and assigned 
to Mitie so far as the law allows; you shall enter all 
documents and do all things necessary to ensure 
such ownership, waiving all moral rights to it. 

Information security 

Mitie is committed to adopting the highest 
standards of information security in order to 
protect the information and services that Mitie 
relies on to operate its business safely and 
maintain the confidence of our clients. Information 
security means protecting business information 
and protecting its systems. This is done by 
regularly reviewing, implementing, monitoring, 
and improving our security controls; these include 
policies, procedures and technical solutions that 
contribute to keeping our critical business assets 
safe. We work closely with everyone at Mitie to 
ensure we comply with relevant legislative, legal 
and customer requirements and regularly assess 
the continual changes in security threats and risks 
as they evolve.

But, while Mitie does all this, information security 
is everyone’s responsibility and our policies can 
help you fulfil what you need to do to help 
protect the business. 

Mitie’s policies and procedures include 
requirements on the acceptable use of IT 
systems, the classification of Mitie information 
and how to appropriately handle different types 

of information, appropriate access to IT systems 
and reporting security incidents. All the policies 
and procedures are available on the intranet. 

Everyone who handles either Mitie or our clients’ 
information has a responsibility to comply with our 
Information Security requirements, as required, our 
policies and our procedures. All the Information 
Security policies and procedures are available 
on the Mitie Intranet or from your Manager. 
You are required to report actual and suspected 
information security incidents to IT.

A few things to know 

As well as the policies and procedures, some 
simple steps can make a big difference to keeping 
information safe.

Security at Mitie – these include:

• Passwords: Using Mitie computers you will 
have access to sensitive information. You must 
use a complex password, change it regularly, 
and you must never share your password 
with anyone else 

• Physical security: Both on Mitie and client 
premises please make sure you don’t allow 
anyone in without checking they have the 
right badge or access pass

• Communication: Email is a great way to 
communicate, but make sure you are not 
sending sensitive information to someone 
who shouldn’t have it. Think twice when 
you’re sending emails: is it really the most 
appropriate medium for this information and 
do all the recipients really need to know?

• Phishing: Phishing emails are designed to 
catch you out. The aim is to trick you in to 
giving away valuable information. There are 
different types of phishing emails and when 
you start you will be required to carry out 
our Phishing e-learning to help you avoid 
these situations 

• Security incidents: If you become aware of 
or suspect an information security incident 
has happened, please report it as quickly as 
possible to the IT Service Desk
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We’re all personally responsible for the assets we use at work; use them 
responsibly at all times. We must make sure we look after and respect all 
Mitie’s assets, namely our place of work, our computer and telephone, the 
vehicle we may use to get to and from work, finances or supplies that you 
may have access to, and even the time that we have to do our job. All these 
assets must be used responsibly, safely and for business purposes.  

References

Information security guidance is available 
on the intranet – search for ‘infosec’. 
Look out for the THINK+ACT = 
SECURE logo for related resources.

Training is available on the Learning Hub,  
click here to access the Information Security 
and Phishing eLearning modules.

Protecting our assets

As Mitie employees we must always:

• Use all the assets we’re provided with 
responsibly at all times

• Ensure proper use of Mitie’s funds, treating 
them with the same level of care that we 
would for your personal funds

• Make reasonable personal use of company 
phones, computers, and other mobile devices

• Look after all sensitive, confidential, and 
personal information that we may handle 
while working

• Ensure business expenditure is accurately and 
honestly accounted for

We must never:

• Use company resources for non-work related 
purposes unless we have been specifically 
authorised to do so

• Attempt to personally gain through using  
Mitie assets

• Undermine the system of internal control by 
providing access to assets or information to 
unauthorised people

• Work directly for another organisation while 
working for Mitie

• Share commercially sensitive, personal, or 
other confidential information outside of Mitie

https://mitie.com/learninghub


32 Our Integrity

Bribery and corruption

We don’t want to win any work awarded 
through any form of unethical behaviour. If you’re 
offered inducement in order to sign a contract, 
don’t do it. Stop and report it to your manager. 
We operate a zero-tolerance policy towards 
bribery and corruption. We expect you to 
comply with all legislation regarding bribery and 
corruption and to take all reasonable steps to 
ensure our supply chain partners operate in the 
same way.

As Mitie employees we must always:

• Be aware of and comply with Mitie’s rules on 
anti-bribery and corruption

• Properly account for all business transactions
• Report any incident or potential incident 

relating to bribery or corruption
• Use our Speak Up service if we feel unable to 

report the incident via normal channels
• Seek guidance from your line manager or 

speak to the Legal team if we’re unsure of the 
right thing to do

We must never:

• Condone any form of bribery or corruption
• Engage in facilitation payments to win business
• Accept money or gifts to win business 

improperly
• Create an off-the-book fund
• Use our influence unethically to obtain 

services from supply chain partners
• Encourage supply chain partners to engage in 

bribery or corrupt practices
• Fail to report a bribery or corruption incident

Conflicts of Interest

Conflicts of interest can have an impact on your 
ability to make objective business decisions. At 
Mitie, all decisions must be made with the best 
interests of the company in mind. You must 
never allow external influences, particularly 
friends, family or any financial or political interest, 
to affect your decision. Situations like these 
should be avoided but, where they do happen, 
they need to be transparent and very carefully 
managed. 

As Mitie employees we must always:

• Avoid a situation where our personal 
interests, or those of our family and friends, 
may influence a business decision

• Declare any interest we have in other 
organisations (commercial, charitable, or 
political) to our line manager

• Obtain written approval for accepting any 
board position outside the Mitie group

• Report any form of, or potential form of 
conflict of interest to our line manager, or  
use the Speak Up service

We must never:

• Employ, attempt to employ, or have other 
business dealings with a family relative unless 
it has first been approved by our Managing 
Director (business unit)

• Approve such dealings through our team 
without prior approval by our Managing 
Director (business unit)

• Make an investment in a client or supplier if 
we have direct commercial involvement  
with them

• Conceal any conflict (or perceived conflict)  
of interest

Our Integrity
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Gift/hospitality value Approval required Record keeping requirement

Under £50 None No recording requirement

Between £50 and £200 Line Manager approval Maintain in Gifts & Hospitality register

Over £200 Managing Director approval Maintain in Gifts & Hospitality register

Gifts and hospitality

The provision of gifts and hospitality is acceptable 
but shouldn’t be done in an attempt to secure 
preferential treatment. In some cases, it may 
lead to a conflict of interest and inhibit objective 
decision making. 

As Mitie employees we must always:

• Comply with Mitie’s Entertaining Procedure 
which outlines the requirements on providing 
or accepting gifts and entertainment

• Make sure there is a legitimate business 
reason for accepting or offering the gift

• Register all gifts and entertainment offered 
or accepted on our business gift and 
entertainment register

• Report any form of unreasonable or lavish gift 
or entertainment offered to us, or requested 
from us

We must never:

• Offer or accept any gift or entertainment 
that sits outside of this code or Mitie’s policy

• Offer gifts or entertainment in an attempt to 
secure or maintain business

• Offer or accept cash or a cash equivalent to 
benefit commercially

• Offer or accept inappropriate or indecent 
forms of gifts or entertainment

• Conceal any offer or acceptance of gifts and 
entertainment

The following table provides guidance on gifts 
and hospitality approval:
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Responsible partnerships with our 
suppliers

Supply chain partners are key to our success 
in the future; treat them with trust and 
transparency. The development of a responsible 
supply chain is critical to the success of our 
business now and in the future. We must ensure 
our partners share our responsible values and 
that we, in turn, treat them with trust and 
transparency. At Mitie we evaluate, select and 
performance manage suppliers openly using clear 
and objective criteria.

As Mitie employees we must always:

• Make sure all suppliers are engaged via a 
fair, transparent, and objective process in 
accordance with the Procurement Policy

• Help our suppliers to understand the 
requirements of this code and the supplier 
code of conduct

• Regularly vet the performance of suppliers 
and contractors to ensure they comply 
with this code, our policy, and legislative 
requirements

• Avoid conflicts of interest by maintaining an 
arms-length relationship

• Report any concerns related to the activities 
of suppliers to our line manager, or use the 
speak up service

We must never:

• Accept lavish gifts and hospitality from a 
supplier

• Conceal any conflict (or perceived conflict) of 
interest with a supplier

• Share confidential information between supply 
chain partners or prospective partners/clients 
unless protected through a formal non-
disclosure position

Training is available on the Learning Hub,  
click here to access the Bribery Act eLearning 
modules.

Competition

We all have a duty to make sure we avoid 
undertaking commercial dealings which fall 
outside competition law in territories where 
we operate. Whenever and wherever we 
operate, we must comply with fair competition 
law. We must never enter into any price-fixing 
arrangements, share sensitive price information, 
attempt to rig bids or undertake restrictive 
practices with our competitors or supply chain 
partners, either directly or indirectly. Undertaking 
any of these practices will lead to disciplinary 
action. If you’re in any doubt in this regard in 
relation to a business proposal, you should seek 
guidance from your line manager or business’ 
legal representative. 

As Mitie employees we must always:

• Follow the requirements of Mitie’s Ethical 
Business Practice policy and this code

• Avoid attempting to set or fix prices with 
competitors

• Be careful when dealing with competitors, 
particularly in areas such as trade associations, 
forums etc.

• Withdraw from a conversation with a 
competitor if you feel it may breach Mitie’s 
policy, and seek guidance from your business’s 
legal representative

We must never:

• Share commercially sensitive information with 
a competitor or supplier without obtaining 
prior approval from your business’s legal 
representative

• Attempt to signal future prices via trade 
publications, journals etc

• Attempt, with a competitor, to block the use 
of a supplier or sales to a customer

• Look to divide up the market with a competitor

https://mitie.com/learninghub
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Dealing with Mitie shares

You must never disclose any sensitive information 
or engage in insider trading. You must ensure 
you don’t trade shares, be it directly or indirectly, 
while in the possession of inside information; 
or disclose any sensitive information relating 
to finances, organisational change, litigation or 
mergers and acquisitions.  

As Mitie employees we must always:

• Comply with Mitie’s Share Trading and Insider 
Dealing Procedure and the requirements of 
this code 

• Ensure we prevent inside information from 
being released outside of Mitie

• Report any incidents (or potential) incidents 
of insider trading that we become aware of

We must never:

• Trade (either directly or indirectly) any Mitie 
shares while we’re in possession of inside 
information

• Pass on any inside information relating to 
Mitie to anyone if not approved to do so

• Use inside information that we may be made 
aware of relating to other organisations

• Spread incorrect or false information about 
publicly listed shares in an attempt to 
influence the price of those shares

Insider dealing

During your employment you may become aware 
of information that may affect Mitie’s short-term 
share price. Price sensitive information might 
include the status of a bid, a potential sale or 
acquisition, or knowledge of Mitie’s financial 
performance. This is called price sensitive 
information, and if you are aware of such 
information you are not allowed to deal (directly 
or indirectly) in Mitie shares (or other financial 
instruments). Any breach of this may be insider 
dealing, which is a criminal offence and could lead 
to summary dismissal.

Political relationships

As we have no political bias, we do not allow any 
political activities to take place at work or on our 
premises. We will not tolerate employees using 
the workplace as an opportunity to advance their 
own political or social causes. Your working time 
should be given over to your duties and not to any 
other business. Failure to do so will be treated as a 
disciplinary matter.

Political activity related to Mitie is expressly 
prohibited and care must always be taken 
to avoid political bias when working with 
government, regulators, and the public sector. 
When it comes to political activity, our stance 
is clear: while Mitie regularly engages with 
government, regulators and the public sector, 
no Mitie employee should involve themselves, 
on behalf of Mitie, in political activity or make a 
donation to a political party and must remain 
politically-neutral at all times. 

Please remember that others may have different 
views and beliefs from yours, and bear this in 
mind when undertaking any activities. We do, 
however, recognise the right for individuals to 
be involved in political activities, but when this 
happens, individuals must make it clear that the 
views expressed are their own. 

As Mitie employees we must always:

• Ensure any governmental dialogue we 
undertake has been authorised by our line 
manager

• If we are involved in political activity, we must 
make it clear that the views expressed are our 
own and are in no way connected to Mitie

• Identify any potential conflicts of interest 
between personal political activity we may 
undertake and Mitie’s activities

We must never:

• Use Mitie resources or company time to 
undertake political activity

• Make any donations to a political party on 
behalf of Mitie
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Financial and non-financial reporting

We must ensure we report openly and honestly on our business performance. Falsifying or 
intentionally mis-stating any records, be they financial reports, expenses, timesheets, operational 
compliance, key performance indicators, supplier invoices, company accounts or any other 
documentation is fraudulent and could have a significant impact on Mitie’s reputation and may 
result in incorrect business decisions being made. 

As Mitie employees we must always:

• Comply with Mitie’s Finance Policy and the 
requirements of this code

• Ensure transactions we undertake are in line 
with delegated authority requirements

• Accurately and fairly report all business 
transactions and performance metrics

• Maintain effective and accurate records to 
support our reporting requirements

• Complete all expense claims in line with 
the Employee Business Expense Procedure 
and ensure the expenses of our teams are 
accurate

• Maintain records in accordance with legal 
requirements

• Report any incidents (or potential incidents) 
of non-compliance with this code that we 
become aware of

We must never:

• Knowingly record or report any transaction in 
an ambiguous or misleading way

• Falsify any documentation – be it financial or 
non-financial

• Apply influence on others to falsify 
documentation; undertake misleading or false 
accounting or reporting

• Remove or destroy documentation in an 
attempt to conceal or mislead
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Our Policies and Procedures

When you start with Mitie, we will 
confirm what your rate of pay is, 
how many hours you are expected 
to work and how often. If this 
changes during your employment 
for whatever reason, we will confirm 
this to you, ideally in writing.

Working hours

Working long hours without a break can lead 
to people working less productively and it can 
affect their wellbeing. We encourage you to take 
the breaks that you are entitled to during the 
working day and week.

We comply with the requirements of the 
Working Time Regulations and therefore you will 
not be expected to work more than 48 hours 
per week (on average) unless you voluntarily opt 
out of this restriction on your working hours in 
writing. If you have opted out and want to cancel 
the agreement you just need to give us one 
month’s notice in writing and we will ensure your 
record is updated. 

If you are a night worker (meaning you work 
at least three hours between 11:00pm and 
6:00am) you cannot opt out of the Working 
Time Regulation limits for night workers, meaning 
you cannot work more than an average of 8 
hours daily over a 17 week period. There are 
limited exceptions to these rules if you work in 
certain parts of our business, such as our security 
business.

If you believe that you are working more than 
the allowed hours or not getting sufficient rest, 
you should bring this to the attention of your line 
manager so that the situation can be rectified.

Working arrangements

Probation

We want to make sure that Mitie is the 
right fit for everyone who works for us and 
therefore all new starters are required to pass 
a probationary period. This is usually your 
first three months of employment unless your 
contract states otherwise. This allows us to 
support you through the early stages of your 
employment and ensure we can identify any 
concerns either from you or the business early 
on. During your probationary period your 
notice period is usually 1 week; however, you 
should check your contract to make sure as this 
can vary.

Secondary Jobs/Assignments

If you have a second job externally or second 
assignment within Mitie, you need to ensure that 
your combined hours of work comply with the 
Working Time Regulations 1998. If the second job 
is external, then you must ensure your Mitie line 
manager is aware of the hours you work in order 
to ensure that your total working hours across 
all employers are within the permitted limits. You 
must also ensure that you inform Mitie of any 
secondary employment in writing, giving the name 
and address of your other employer(s). You must 
ensure that any secondary employment does not 
affect your ability to perform your role with Mitie 
or could be seen to damage the reputation of 
Mitie. If your secondary job is competitive to Mitie 
you must then you must seek written approval 
from your line manager.



38 Our Policies and Procedures

Changes to your working hours

There may be times when we need to make 
minor changes to your working hours, on a 
permanent or temporary basis, for a legitimate 
business reason. We would expect you to be 
flexible and try to work to the new arrangement 
if you can. 

There may also be times where we request 
a more fundamental change to your hours, 
including reducing or making significant changes 
to your working hours. If this is the case, we 
commit to consulting with you, taking on board 
your comments, trying to find alternative 
solutions, and only reaching the decision to 
change hours where there is no other course  
of action. 

In certain situations, we may temporarily lay you 
off without pay or reduce your working hours and 
your pay proportionately on giving one week’s 
notice in writing. Depending on the circumstances 
you may have a statutory right to a guaranteed 
payment. This action will only be taken when 
necessary and with the intention of preserving 
continuity of service. 

Change of job role

During your time at Mitie we may also need 
you to work in a different team or at a different 
location on a temporary or permanent basis. 
We will only require you to do this if there is a 
genuine business reason, and if it is a reasonable 
request. We will give you as much notice as 
possible and work with you to address any issues 
that arise. Your flexibility allows us to offer a 
world-class service to our clients and is essential 
for the efficient running of our business.

Your normal place of work is detailed in your 
contract of employment. You may be expected 
to attend the same site/office every day or your 
role may require you to attend several different 

locations (including client sites) in the course of 
your duties. You may also be expected or required 
to work from home from time to time. 

Mitie reserves the right to require you to work at 
such other place of business or of its associated 
employers or of its customers as Mitie may from 
time to time reasonably require 

If you are late for work

We understand that sometimes unexpected 
circumstances may make you late for work. We 
expect you to make every attempt to attend 
work on time and expect you to be on-site and 
ready to start work at the right time. If you are 
unavoidably late, you should inform your line 
manager, or any other person who needs to be 
made aware, at the earliest opportunity. It is not 
acceptable to text, email or ask someone else 
to call in on your behalf except in exceptional 
circumstances. You must let them know the 
reason for your lateness and your expected time 
of arrival. If you are paid hourly, you may not be 
paid for the time that you are not at work. 

In some circumstances, salaried employees will 
also have their pay reduced if they do not attend 
work on time or you will be expected to make 
up the time in order to work the contractual 
hours that you are required to do. 

Your line manager may request a meeting with 
you to discuss your lateness and establish the 
reason for it. If you are late on a number of 
occasions, your line manager will discuss this 
with you to understand if there is an underlying 
reason why you are late, and work with you to 
try to resolve it if they can. Persistent or serious 
lateness may also be dealt with under Mitie’s 
disciplinary procedure.
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Wages and salaries

Check your terms and conditions to understand 
what you will be paid and when. After each 
payment is made you will be able to login to 
People Hub or Workplace+ to view your 
payslip and see how the total amount of your 
pay has been calculated. 

It will also show any deductions which 
have been made and the reasons for these 
deductions. If you have any queries regarding the 
details on your payslip or the amount you have 
been paid, you should raise the issue first with 
your line manager so that they can look into it 
for you. If you are still unclear or dissatisfied, you 
can then contact your payroll directly for clarity. 

At the end of each tax year, you will be issued 
a P60 form showing the total pay you have 
received from us during the year, along with 
the deductions for income tax and national 
insurance. You may also be issued a P11d form 
showing any taxable benefits you have received. 
Keep these documents in a safe place as the law 
does not allow us to make additional copies and 
you may need them if you have a query. 

Agreement to make deductions

At any time during your employment or on its 
termination, the Company is entitled to deduct 
from your salary or from any other payment due 
to you any monies due from you to the Company. 
For more information on this please see your 
terms and conditions of employment.

Overtime 

Any overtime you work should be agreed with 
your line manager in advance and will be paid 
at a rate agreed as part of your terms and 
conditions. Overtime may be paid in arrears, so 
also check your terms and conditions to see if 
this is the case. 

References

For further information on you can 
contact People Support through AskHR 
on People Hub or call 0330 1234 005. 

Information regarding auto enrolment 
will be provided to you separately if 
you are eligible to join the scheme. 
For more information visit: gov.uk/
workplacepensions

Not all salaried employees are entitled to 
overtime as there is an expectation that you will 
work the hours required to do your job and for 
that job you will receive a set salary. If this is the 
case, you will be told the normal hours that you 
are expected to work. However, we also expect 
you to be flexible and work additional hours on 
occasion to ensure your work is completed and 
in return we will offer flexibility of working hours 
at other times. Again, check your terms and 
conditions for confirmation of whether you are 
entitled to claim overtime in your role. 

Automatic pension enrolment

Under current legislation, the company may 
be required to automatically enrol you into a 
pension scheme which meets certain statutory 
requirements and to which both you and the 
company make contributions. The automatic 
pension enrolment scheme that Mitie operates is 
called The People’s Pension, which is a retirement 
benefits scheme. If you are eligible to join the 
scheme, the company is entitled to deduct from 
your pay any pension contributions due from 
you in connection with your membership of this 
pension scheme and will pay these deductions to 
the scheme on your behalf in accordance with 
the rules of the scheme.

https://mitiepeople.com/people-hub/
https://mitiepeople.com/people-hub/
https://www.gov.uk/workplace-pensions
https://www.gov.uk/workplace-pensions
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We recognise that, important as 
work is, you also have a life outside 
work and we want to help you 
achieve the right balance. 

Annual leave

We encourage everyone to take regular holidays 
from their holiday entitlement; after all, we want 
you to have an effective work/life balance.

The holiday year runs from 1 April to 31 March 
and you will have a minimum statutory holiday 
entitlement of 5.6 weeks’ holiday in a 12-month 
period. This means that for full time employees 
working five days per week, there is a minimum 
holiday entitlement of 28 days, including statutory 
bank holidays. If you work part time, your holiday 
entitlement will be pro-rated accordingly. Check 
your terms and conditions of employment to see 
if you may be entitled to more than the statutory 
minimum. If you start part way through the holiday 
year then your entitlement will be pro-rated. 

Under European legislation the statutory leave 
entitlement is 20 days (for a full time employee). The 
additional 8 days is provided under UK legislation. 
All employees will be deemed to have taken their 
entitlement under the European legislation first 
followed by that provided under UK legislation, and 
then any additional leave that is granted to you 
under your contractual terms if applicable. 

Holidays are accrued on a monthly basis, this 
means that for every month you work you will 
accrue a number of days holiday in each month, 
e.g. if you are entitled to 28 days holiday including 
the statutory bank holidays you will accrue holiday 
at a rate of 2.33 days per month worked. For 
employees with variable hours and pay holiday pay 
will be based on an averaging calculation using 
the previous 52 weeks, or a lesser period if you 
have shorter service. Our general approach is that 

Getting the right balance

holiday cannot be taken in the first 13 weeks of 
employment unless this has been agreed prior to 
your start date or in exceptional circumstances. 

Holidays are usually allocated on a first 
come, first served basis, so make sure you 
get your holiday request in early to avoid any 
disappointment. Remember that there will be 
peak times when many people request holiday, in 
some cases, offices or sites may determine when 
holiday must be taken, e.g. when the office or 
site is closed. As a guide you should give at least 
one month notice for requests up to 9 days and 
3 months for 2 working weeks or more. There 
may also be local arrangements in place for the 
amount of notice that must be given for requests 
so you should check with your line manager. 

For more information on holidays and how 
to book them, see the Time Off Procedure 
available on the intranet or from your line 
manager. Normally, people can take up to two 
weeks of annual leave at one time. However, 
if you have worked with Mitie for longer than 
one year you may request a longer period of 
absence from work in special circumstances, such 
as to attend events outside the UK, or to fulfil 
personal commitments. Such requests may be 
made once in any 12-month period and will be 
authorised in line with business requirements. 

Please ensure you use all your holiday during 
the holiday year, as days cannot normally be 
carried over into the next holiday year. It is your 
responsibility to ensure you take the holiday you 
are entitled to. If you leave Mitie, any holiday 
accrued but not taken during the year will either 
be taken during your notice period or paid in 
lieu. Holiday is accrued for completed calendar 
months only; therefore, if you leave on 19 July, 
accrued holiday is calculated up to 30 June. 
Holidays accrued are rounded up to the  
nearest full day.

https://mitiegrp.sharepoint.com/:w:/r/sites/mgmt_systems/BMSDocumentLibrary/Mitie Documents/Time Off Procedure_MG(P)519.docx?d=wffe613b75f334d8ab6feaffd2155b294&csf=1&web=1
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Statutory holidays

Some individuals do work on statutory holidays 
(i.e. bank or public holidays). Any statutory 
holidays taken will be deducted from your 
holiday entitlement if you would normally be 
scheduled to work on this day. In this case, as 
you will be at work, no deduction will be made 
from your holiday entitlement, leaving you free 
to arrange this holiday at another time instead. 
Check your terms and conditions to understand 
whether you are expected to work on statutory 
holidays and whether you will be paid any 
additional money if you do.

Religious Holidays

Your line manager will consider requests for 
time off for religious holidays. You will need to 
take this time from your annual leave entitlement 
and the normal holiday booking procedure 
applies. If the religious holiday falls on a statutory 
bank holiday and you are required to work i.e. 
Christmas day, Good Friday, then the guidance 
above on statutory holidays applies. 

Unplanned leave

We understand that sometimes you might 
need to take unplanned leave from work 
due to sickness, emergency leave to care for 
dependants, or unforeseen problems at home. It 
is our firm commitment to support our people, 
helping them get back to work, even when things 
are tough for them. In some circumstances, 
and at the discretion of Mitie, you may receive 
pay for other unplanned leave which is neither 
annual leave nor related to sickness or injury, 
such as compassionate leave. We have a Time 
Off procedure, available on the intranet or via 
your manager, which helps us to ensure our 
people are treated fairly and that their unplanned 
leave from work is managed in a positive and 
transparent way.

Notification of unplanned leave

If you are going to be absent from work, please 
let us know as soon as possible and give us the 
reason for your absence and your likely date of 
return to work. This helps us to better manage 
the situation, offer the appropriate support 
and monitor ongoing issues effectively. At the 
very minimum, we ask that you phone your line 
manager at least one hour before you are due at 
work if you know you will be absent. For some 
roles you may need to inform your line manager 
before an allotted time, particularly if you work 
a shift pattern, so that appropriate cover can be 
arranged. Check with your manager if you are 
unsure when or how to contact them to inform 
them of your absence. 

We will want to know how you are and have 
a proper understanding of your absence so we 
can manage it properly, so it is not acceptable 
to text, email or ask someone else to call in on 
your behalf except in exceptional circumstances. 
Where you have had to leave a message for your 
line manager, you must call to speak to them 
later in the day to discuss your absence. You also 
need to keep in telephone contact with us during 
your absence so that we can be kept up to date, 
which helps us to manage your absence better. 

We would expect you to contact your line 
manager (or another identified person) at least 
twice during an absence of up to seven days, and 
on a weekly basis for absences over seven days. 

On returning to work, your line manager will 
meet or speak to you about your absence so 
we can look out for any patterns which may 
then be more closely investigated and identify 
any follow up actions as appropriate. You will 
also be required to complete a self-certification 
of incapacity to work form, or an absence 
notification form, to formally notify us of your 
absence from work. We do need to inform 
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you that if you do not report your absence 
appropriately, or you fail to keep us informed 
about your absence through regular phone 
contact, your absence may be classed as 
unauthorised and therefore may be unpaid.

Sick leave

We understand that there may be times when 
you are ill and can’t come to work, however 
sickness absence has a major impact on the 
business, its customers and on the rest of your 
team, therefore it’s really important that we 
have processes in place to monitor and manage 
absence and get you back to work as soon 
as you’re feeling better. Your absence will be 
monitored by your line manager and frequent 
or excessive absence may result in a formal 
process being instigated. See the Sickness 
Absence Procedure available on the intranet or 
from your line manager.

Any absence for more than seven consecutive 
days (including days not scheduled to be 
worked) which is related to illness or injury 
must be supported by a medical certificate. For 
example, if you normally work Monday–Friday, 
and you are absent on a Tuesday, you need to 
provide a medical certificate unless you return 
to work on or before the following Tuesday. 
We may also require you to provide a medical 
certificate if you are absent for seven days or 
less, at our discretion.

Any sickness absence of more than seven 
consecutive days that is not covered by 
a medical certificate may be classed as 
unauthorised and therefore unpaid. So please 
ensure you securely post or hand-deliver the 
medical certificate to your line manager as 
soon as you receive it so that we can ensure 
you are paid correctly. If you’re off work, then 
we expect you to do everything you can to 
recover so you can return to work as soon as 
possible. If we have reason to believe that your 
recovery is slower than it otherwise would be 

because of activities outside work, i.e. attendance 
at a second job, this will be investigated. 

We expect you to comply with the Sickness 
Absence Procedure, this is available on the 
intranet or via your line manager. If you become 
ill before or during a period of booked holiday 
from work, you should contact your line 
manager on the first day of your illness in the 
usual way. Provided you do this and can provide 
a medical certificate from a GP or medical 
specialist to certify your absence, Mitie will  
cancel your holiday days so you may take them  
at another time in that holiday year. 

Payment during leave

Most employees are eligible to receive statutory 
sick pay (SSP) for a period of up to 28 weeks. 
The rate of SSP changes every year, you can get 
current details at gov.uk/employers-sick-pay/
entitlement. SSP is payable from the fourth day 
of absence, subject to eligibility requirements. Any 
absence for more than seven consecutive days 
(including days not scheduled to be worked) which 
is related to illness or injury must be supported by 
a medical certificate. We may also require you to 
provide a medical certificate if you are absent for 
seven days or less, at our discretion. 

You may be entitled to company sick pay (CSP) 
for sickness-related absences and this is paid at 
Mitie’s discretion. CSP is inclusive of SSP and not 
in addition to, check your terms and conditions 
to see if you are eligible. In order to be eligible 
for SSP or CSP payments, you must report your 
absence in line with the process in your area, on 
your first day of absence explaining the reasons 
why you cannot attend work and when you expect 
to be back. Your line manager will inform you 
of what the reporting process is for your area. 
You will not be eligible to receive CSP if there is 
a disciplinary investigation ongoing or you are 
suspended. Both CSP and SSP payments will be 
subject to the normal tax and National Insurance 
deductions. 

https://mitiegrp.sharepoint.com/:w:/r/sites/mgmt_systems/BMSDocumentLibrary/Mitie Documents/Sickness Absence Procedure_MG(P)525.docx?d=w451001589a5c44dbba2b5524a85fa851&csf=1&web=1
https://mitiegrp.sharepoint.com/:w:/r/sites/mgmt_systems/BMSDocumentLibrary/Mitie Documents/Sickness Absence Procedure_MG(P)525.docx?d=w451001589a5c44dbba2b5524a85fa851&csf=1&web=1
https://www.gov.uk/employers-sick-pay/entitlement
https://www.gov.uk/employers-sick-pay/entitlement
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If you are absent from work as a result of a 
personal injury, you will repay to the Company on 
demand any sick pay paid to you if you receive 
compensation for loss of earnings during the same 
period as a result of legal proceedings.

Long-term sickness absence from work

If you are going to be off work for a long 
time, we recognise the need for early medical 
advice and will act on that information to assist 
you back to work within a timeframe both 
manageable and appropriate for you and your 
condition. To assist us, we use partners such as 
occupational health and treatment specialists, 
who, as experts, can advise us on how best to 
support you. 

We will inform you if we are referring you to 
an external partner, and ensure any information 
received is treated as confidential. We are 
mindful of our obligation to make reasonable 
adjustments and proactively seek to identify 
these as we know that returning to work, even 
where it may only be in a limited capacity, can 
often be the best motivation for a full recovery. 

Mitie may at any time, and at its expense, require 
you to undergo a medical examination(s) to ensure 
you are fit for the role you are employed to do. 
This will usually be carried out by our Occupational 
Health provider or other medical advisor appointed 
by us. You agree therefore to undergo any such 
medical examination(s) and authorise the relevant 
medical advisor to disclose the result of such 
examination(s) to us and to discuss any matters 
that may affect your ability to perform your duties.

If you unreasonably refuse to undergo a medical 
examination as required above or to produce a 
satisfactory medical certificate you may be liable for 
disciplinary action, which could include dismissal.

Time off for medical appointments

Where possible please arrange medical 
appointments at times when you would not be 
expected to be at work. Where you need to 

attend an appointment during work time, be 
considerate to your colleagues and line manager 
by arranging it for the start or end of the day, or 
close to a break time, so that you minimise the 
time you are away from work.

Employee helpline

We know that sometimes life can be challenging 
for lots of reasons and our employee helpline 
can help your wellbeing. It is easily accessible, 
confidential, independent, and free of charge to 
you. You can access the telephone helpline and 
get general information, support, and advice on 
a range of issues including health and wellbeing, 
legal, consumer, financial and employment 
difficulties. After a simple identification process, 
you can access the support whenever you need 
to, 24 hours a day, 365 days a year.  

References

For more information, advice and 
emotional support call our helpline on 
+44 (0) 800 1116 387 or go through our 
website my-eap.com/login – the login is 
Mitiewell.

The helpline will be answered by a qualified 
advisor who will talk through your reasons for 
calling and offer information, advice, and support, 
and if necessary, point you in the direction of 
other relevant services.

Family friendly leave

It is our firm commitment to ensure people who 
are expecting to care for others, or already do, 
have the opportunity to take appropriate leave 
in order to prepare and care for that person 
while they are working. At Mitie we refer to 
this as family friendly leave, which incorporates 
maternity, adoption, paternity, parental, shared 
parental and emergency leave. 

https://my-eap.com/login
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You will receive at least the statutory 
entitlements to family friendly leave and any 
relevant statutory payments. If you are entitled 
to any additional leave or payment this will be 
detailed in each of the relevant procedures 
available on the intranet or via your line manager.

Maternity leave

If you are a woman expecting a child, you are 
entitled to up to 52 weeks’ leave, no matter 
how long you have worked at Mitie, and may 
be entitled to Statutory Maternity Pay (SMP). 
You may be entitled to enhanced maternity pay, 
again this information is available in the maternity 
procedure. You can start your maternity leave 
any time from 11 weeks before your baby is due. 
However, before you start your leave, you will 
need to let us know about your pregnancy. 

We encourage all expectant mothers to inform 
their line manager as early as possible so that we 
can offer them the appropriate support during 
the pregnancy. 

Your news will be treated as confidential until 
you wish to inform others or provide us with 
your formal notification. Please hand your 
completed extended/family leave notification 
form to your line manager no later than 15 
weeks before your baby is due, so that we have 
time to comply with our legal requirements. 
On request, your GP or midwife will give you a 
MATB1 certificate from 20 weeks before your 
due date.  

Just give this to your line manager to ensure 
any SMP is accurately calculated during your 
maternity leave. We will then write to you to tell 
you about your employment rights during your 
pregnancy, including any pay you will receive, and 
also what will happen during and at the end of 
your maternity leave.  

If you decide to return to work early and wish 
to share the remainder of your leave entitlement 
with your spouse or partner, please refer to the 
‘Shared Parental leave’ section of this handbook.

Adoption leave

We encourage you to let us know as soon as 
possible if you are planning to adopt a child so 
that we can look at ways to support you and 
ensure you have the information you require 
about your employment rights. If you have 
worked for Mitie for at least 26 weeks and are 
an individual, or part of a couple, expecting a 
child to be placed with you for adoption, you 
will be entitled to a period of adoption leave as 
long as you are being newly matched with a child 
from a recognised UK adoption agency. You will 
be entitled to up to 52 weeks’ leave and may 
also be entitled to Statutory Adoption Pay (SAP). 
You may also be entitled to enhanced adoption 
pay, for more information please refer to the 
Adoption procedure available on the  intranet 
or from your manager. In any case, within seven 
days of being notified by the adoption agency 
that you are being matched with a child, you’ll 
need to provide a completed extended/family 
leave notification form to your line manager. 
In order to qualify for SAP, you will also need 
to provide documentary evidence, such as a 
matching certificate. Once we are formally 
notified of your intention to take adoption leave, 
we will write to you to tell you about your 
rights, including any pay you will receive, and also 
what will happen during and at the end of your 
adoption leave.

Paternity leave

If your partner is expecting a child, or taking 
adoption leave, you may be entitled to take 
paternity leave if you have more than 26 weeks’ 
service. Paternity leave can only be taken as a 
period of one week or two weeks and you may 
be entitled to Statutory Paternity Pay (SPP). 
If you are eligible then you must make your 
request via People Hub at least 15 weeks before 
the baby is due or in the case of adoption, being 
placed with you or arriving in the country from 
abroad. Leave cannot be taken prior to the 
birth or placement/arrival. If you intend to take 
paternity leave it must be taken within 56 days of 
the birth or placement/arrival.
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Shared parental leave

Shared parental leave is designed to give parents 
more flexibility in how you care for your child 
following the birth or adoption. Parents are able 
to share leave and you can decide to be off at 
the same time or take it in turns. If the mother 
or primary adopter curtails their entitlement 
to maternity/adoption pay before they have 
used it all then Statutory Shared Parental Pay 
can be claimed for the remaining weeks.  For 
more information you should look at the Shared 
parental leave procedure available from your line 
manager or the intranet. 

Parental leave

As long as you have a minimum of 52 weeks 
continuous service and you are the parent or 
legal guardian of a child under the age of 18 
then you may be able to take parental leave. 
If you are eligible then you can take up to 18 
weeks unpaid leave for each child under the age 
of 18. The maximum you can take in any year is 
4 working weeks for each child. Leave must be 
taken in whole working weeks; you may not take 
individual days. Leave is pro-rated for part time 
employees. If you want to take parental leave, 
you must give 21 days’ notice and make the 
request via People Hub. If, for business reasons 
it is not possible for you to take your parental 
leave at your requested time, we will agree 
another period within six months when you can 
take this leave.

Emergency time off for dependants

If you have responsibility for caring for someone, 
and there is an unforeseen disruption in their 
care arrangements, we understand that your first 
priority will be to ensure you have appropriate 
care in place. That’s why you are entitled to 
a short period of unpaid leave at such times 
in order to make alternative arrangements. 
However, we do expect you to return to work 
once alternative arrangements are made. If there 
is an ongoing situation regarding unreliable care 

References

You will find the extended/family leave 
notification form on the intranet, 
along with our full family friendly leave 
procedures, or you can ask your line 
manager or People Support for copies. 

arrangements, we will expect you to work with 
us to ensure any absence is minimised. Your line 
manager may meet with you to explore options 
to support you on a permanent or temporary 
basis. 

Flexible working

During your career with Mitie, you may have 
additional responsibilities outside work which 
mean you wish to request a change to your 
working hours. We recognise that people want 
to maintain an appropriate work/life balance  
and will try to accommodate your request, 
where possible. 

Additionally, if you have worked for Mitie for 
more than 26 weeks you have the right to 
request (once in any 12-month period) a change 
to your working hours or working arrangements. 

You should put this request in writing to your 
line manager, outlining the details of your 
request and the potential business impact, along 
with suggestions of solutions to overcome any 
potential issues. We will then arrange to meet 
with you within 28 days to discuss the request. 
Wherever reasonably possible we will try to 
accommodate your request. You will have the 
right of appeal after the meeting if we have been 
unable to accommodate your request. 

We may agree a trial period for the new 
arrangement to ensure any identified issues may 
be resolved. If the issues prevail and we cannot 
agree your request following the trial period, we 
will try to find an alternative solution to help you 
achieve your desired work/life balance. This may 
not always be possible, and you may be asked to 
remain in your current working pattern.
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References

Our Grievance Procedure is available 
on Minet, or from your line manager or 
People Support. 

In difficult times

Our reputation is directly attributable to the 
proper conduct and professionalism of our 
people and we encourage everyone’s support to 
be the exceptional every day.  

Grievance process

If you have something you need to talk through 
with your manager, the door is always open.  
We encourage people to raise concerns 
informally in the first instance as we know that 
this is the most effective way to resolve many 
employment issues. 

If the informal method has been unsuccessful, 
you can raise a formal grievance by putting your 
specific concerns in writing to your line manager 
or, if your grievance is against this person, you 
should raise it with their line manager. If you 
are unsure who this person is, you can contact 
People Support to establish this information. 

In challenging times

If you raise a formal grievance, Mitie will try to 
resolve it informally if you have not previously 
attempted to do so and if an appropriate way 
to informally resolve your concern is identifiable. 
However, you retain the right to insist that the 
issue is dealt with formally if you prefer. We will 
listen carefully throughout and strive for a fair 
and reasonable outcome if a formal grievance 
process is required. 

If a grievance is raised maliciously and is 
unfounded, Mitie may take disciplinary action 
against the person raising the grievance. 

https://mitiegrp.sharepoint.com/:b:/r/sites/mgmt_systems/BMSDocumentLibrary/Mitie Documents/Grievance Procedure_MG(P)568.pdf?csf=1&web=1
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Disciplinary process

Mitie is a people business. It is the passion and 
drive of our people to do their jobs to the best 
of their ability that sets us apart. If there is an 
occasion when your conduct falls short of our 
expectations, we are committed to addressing 
this and working with you to rectify the situation. 
This, in turn, ensures our brand is protected 
through the proper conduct of all our people. 

We will try to resolve conduct issues through 
effective feedback and informal methods in the 
first instance, as we recognise that this is often 
the most successful way to improve or change 
someone’s behaviour. However, in circumstances 
where an informal resolution is not possible, or 
where the situation is one of serious or gross 
misconduct, we will follow our disciplinary 
procedure.

Our disciplinary process

References

Our Disciplinary Procedure is available 
on Minet, or from your line manager or 
People Support. 

Disciplinary procedure

Our disciplinary procedure is designed to be 
a means of encouraging improvement among 
those whose conduct is unsatisfactory. We are 
committed to dealing with such issues without 
undue delay, keeping related information 
confidential and maintaining written records of 
action taken. If appropriate in the circumstances, 
an investigation will take place into the allegations 
made against you so that all the relevant evidence 
can be gathered, e.g. speaking with employees, 
viewing CCTV footage, and reviewing emails. 
You may also be asked to attend an investigatory 
meeting as part of this process. We will notify 
you of the outcome of the investigation as well 
as whether any subsequent disciplinary action 
is necessary. More information on the process 
and possible outcomes can be found in the 
Disciplinary Procedure.

https://mitiegrp.sharepoint.com/:b:/r/sites/mgmt_systems/BMSDocumentLibrary/Mitie Documents/Disciplinary Procedure_MG(P)567.pdf?csf=1&web=1
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Examples of misconduct

Misconduct includes, but is not limited to, the 
following:

• Failure to observe company procedures
• Unauthorised absence
• Persistently bad timekeeping
• Unreasonable refusal to follow an 

instruction issued by a manager
• Abusive behaviour
• Poor standard of work
• Unacceptable personal appearance
• Failure to be in company uniform while  

on duty
• Damage to company property
• Unauthorised employment or improper 

disclosure of information
• Being an accessory to a disciplinary offence
• Malicious allegations
• Personal conduct that greatly affects the 

efficiency, discipline, or reputation of the 
company

• Abuse of Mitie’s or the clients’ internet 
system, procedures, or policy

• Unauthorised use of company or client 
property

• Rudeness towards customers, members of 
the public or fellow employees

What not to do

References

For more information or advice on 
employment issues you can speak to 
People Support on 0330 1234 005. 

Examples of gross misconduct

Gross misconduct is a serious breach of contract 
and includes misconduct which, in our opinion, is 
likely to prejudice our business or reputation or 
irreparably damage the working relationship and 
trust between us. This may include misconduct 
committed outside of work. This includes, but is 
not limited to, the following:

• Sharing confidential company or client 
information without authorisation from  
your manager

• Breaching our Social Media policies
• Breaching our health and safety procedure
• Deliberate and serious damage to property
• Misuse or unauthorised use of Company 

systems, e.g. e-mail system/intranet/internet 
and equipment, e.g. mobile phone/laptop.  
Or failure to comply with our IT policies

• Serious breach of your data protection 
obligations

• Serious insubordination – where you 
purposely go against your manager when he/
she is making a reasonable request or behave 
inappropriately towards them

• Aggressive or other unacceptable behaviour 
towards suppliers, clients, or colleagues

• Acts of bullying or violence, including physical 
assault

• Breaching our Drugs and Alcohol procedure
• Conducting illegal activities on company 

property or during working time
• Harassment, discrimination, or victimisation
• Failing to disclose information when 

requested, falsification of information or 
references or deliberately misrepresenting 
yourself 
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• Unauthorised absence or repeated instances 
of unauthorised absence after prior warning 

• Bringing the organisation into serious 
disrepute

• Offering, promising, giving, requesting, 
agreeing to receive, or accepting a bribe, 
secret profit, or unauthorised commission

• Breaching any law or regulation concerning 
insider dealing

• Any conduct, either at work or externally that 
may have a negative effect on the Company 
or any misuse of the Company name

• Where there is reason to believe that you 
have committed a criminal offence (other than 
a minor road traffic offence) either at work 
or outside work which may have a negative 
impact on the Company

• Theft, fraud, or forgery
• Falsifying company documents, time records 

or expense claims
• Abusing company sick pay
• Gross negligence / incompetence – where you 

make a mistake that has a major impact on 
the Company or other employees

• Anything else that is likely to seriously breach 
your contract of employment

Any of the above acts apply to client systems, 
employees and property as well as our own.

References

Mitie’s Bullying and Harassment 
Procedure and Grievance Procedure 
are available on Minet, or from your line 
manager or People Support.

Criminal convictions

You must report to your manager immediately 
in writing with full details if any of the following 
occurs:

• You are charged with any criminal or civil 
offence

• You receive any criminal conviction
• You lose your driving license for any reason

Any failure to disclose such circumstances is 
likely to constitute gross misconduct and lead to 
disciplinary action, up to and including summary 
dismissal.

https://mitiegrp.sharepoint.com/:w:/r/sites/mgmt_systems/BMSDocumentLibrary/Mitie Documents/Bullying and Harassment Procedure_MG(P)517.docx?d=w4259ecc66c3e4e5ab6f2d6ac40cf4ed0&csf=1&web=1
https://mitiegrp.sharepoint.com/:w:/r/sites/mgmt_systems/BMSDocumentLibrary/Mitie Documents/Bullying and Harassment Procedure_MG(P)517.docx?d=w4259ecc66c3e4e5ab6f2d6ac40cf4ed0&csf=1&web=1
https://mitiegrp.sharepoint.com/:b:/r/sites/mgmt_systems/BMSDocumentLibrary/Mitie Documents/Grievance Procedure_MG(P)568.pdf?csf=1&web=1
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We aim in this handbook to give you 
a clear, complete picture of what 
you need to know. If you spot a gap, 
please let your line manager know 
and we will help fill it.

Personal conduct

Our values are built on the simple premise 
of ‘The exceptional, every day’ and therefore 
we expect you to conduct yourself in a way 
that embodies our values, not just through 
our interactions with each other, but with our 
clients, suppliers and stakeholders. This behaviour 
underpins our success and ensures that we are 
always the best we can be. 

Image and appearance

Our brand and image are important to us. We 
want to reflect the right image when going about 
our day-to-day business. Dress appropriately for 
your role and be smart and professional at all 
times in the workplace. If a uniform is provided, 
make sure you wear it and keep it in a good 
state of repair. If no uniform is provided, smart 
business attire is appropriate while at work, for 
example a business suit with shirt and tie or 
blouse, or jacket with trousers or a skirt/dress. 
Act professionally while at work; don’t swear 
or use offensive or aggressive language as your 
actions directly reflect on Mitie.

A few more things you need to know

Property and belongings

Take care of any company property or 
equipment and leave it as you would like to find 
it. Don’t lend any company property to other 
people or leave it unattended. 

All items of property issued to you by the Company 
remain the property of the Company and care 
must be taken of all items issued to you. You may 
be required to reimburse the Company for any 
non-accidental damage you cause, and you may be 
liable for disciplinary action. You must not use faulty 
equipment, and you must report any breakdowns 
to the appropriate person/department. 

On termination of your employment for whatever 
reason, you must return all Company property 
(including your uniform, I.D. card, handbook, and 
any other paperwork). Items of Company property 
must not be left at assignments. 

We do not insure Employees’ property and 
possessions and accepts no liability for their loss or 
damage however caused. You are therefore advised 
to arrange your own insurance for your personal 
property and possessions and to take great care 
of them.

Limit the personal items you bring to work as we 
don’t accept liability for any loss of, or damage to, 
property which you bring to work. In particular 
don’t bring valuable items to work or leave 
personal items overnight. 

Both Mitie and or clients have the right to carry 
our random searches of our people and property 
(including vehicles). You may be asked at any time 
to show to an authorised manager or other person 
acting on their behalf, the contents of parcels, 
cases, bags, lockers, clothing (including pockets) 
etc. that you have on or are taking from, the 
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workplace. If you have a vehicle or other form of 
transport parked on or near the workplace, you 
may be asked to allow an authorised manager 
or other person acting on their behalf to search 
your vehicle. The same applies to any other area 
where personal belongings are stored. You will be 
offered the opportunity to be accompanied and 
the opportunity to remove items yourself from your 
person or property. You can refuse to be searched. 
However, refusal to agree to be searched may 
constitute a breach of your contract and result in 
disciplinary action. 

Personal relationships

Close personal relationships can cause problems 
and bad feeling. You should talk to your line 
manager as soon as possible about any close 
connections or new relationships that you develop 
within your team or place of work. For more 
information on personal relationships are work, 
see the ‘Relationships at work’ procedure available 
on the intranet or from your line manager. 

Emergency contact

Please keep your emergency contact details up 
to date with Mitie by letting your line manager 
know if they have changed. Remember: mobile 
numbers can often change and it’s important 
to keep them up to date so we can contact 
someone for you in the unfortunate event of 
your being involved in an accident, or taken ill, 
while at work.

Trade unions

Given that we work in many varying sectors 
with a wide variety of employee skill sets, Mitie 
does not recognise any single trade union which 
encompasses every employee member across 
the business. However, we do have individual 
recognition agreements in place in some parts 
of the business where trade union membership 
has been requested and agreed. Where there is 
no Agreement in place, we work collaboratively 
with trade unions particularly where an individual 
member may wish to have a trade union 
representative of their choice support them in a 
disciplinary or grievance matter.

No smoking

Mitie operates a no smoking policy and complies 
with no smoking legislation. Smoking is not 
permitted on-site except in designated areas. 
To be fair to all your colleagues, you can smoke 
during any scheduled breaks, but you are not 
permitted to take additional breaks to smoke. 
Our no smoking procedure is extended to apply 
to anything that can be smoked and includes but 
is not limited to cigarettes, electronic cigarettes 
and vaping, pipes (including water pipes such 
as shisha and hookah pipes), cigars and herbal 
cigarettes.
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Leaving Mitie

If you decide to end your employment you 
will need to work a notice period, which is 
outlined in your terms and conditions. This 
allows an effective handover to take place and 
gives us sufficient time to recruit a replacement 
if required. In some circumstances, if you have 
holiday outstanding, we may agree that part of 
your notice period is taken as holiday. 

If you leave Mitie, it is your responsibility to 
return any items of company property and 
any company vehicle to us. Before leaving, you 
should check who to address any reference 
request to. We will provide prospective 
employers, once they have issued a written 
request, with a reference about you for the 
time that you worked for Mitie. This will 
provide confirmation of your employment 
along with the dates of employment and 
the role undertaken. Mitie provides factual 
references only. 

Sad to see you go

References

For more information speak to your 
line manager or People Support on 
0330 1234 005.

Transferring to another company

Sometimes your employment with Mitie may 
come to an end as a result of the transfer 
of a contract to another provider. In these 
circumstances, we follow a robust employee 
transfer programme to support people who 
leave Mitie through a TUPE transfer situation 
under the Transfer of Undertakings (Protection 
of Employment) Regulations (TUPE). This 
ensures you have appropriate information and 
consultation prior to a transfer taking effect.
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This Employee Privacy Notice applies to current and 
former employees, workers, individual contractors, 
candidates and other individuals employed or 
engaged in connection with Mitie’s business. It is 
important that you read this notice, together with 
any other privacy notice we may provide on specific 
occasions during your employment or engagement 
by us. This notice does not form part of your 
contract of employment or other contract to provide 
services.

Mitie is committed to complying with its legal 
obligations under the UK-GDPR, the UK Data 
Protection Act 2018, and the General Data 
Protection Regulation 2016 (“GDPR”) and to 
the protection of the rights and freedoms of its 
personnel and other individuals whose personal 
data Mitie obtains or generates as part of its 
business operations.

This notice describes:

• how and why we collect, store, use and 
share personal data relating to current, 
former and prospective Mitie personnel;

• information about individuals’ rights in 
relation to their personal data; and

• who to contact in the event that you have a 
compliant.

In this notice “we”, “us” and “our” means Mitie 
Limited and any other the Mitie group company 
responsible for any personal information 
collected about you.

What personal data do we collect and 
process? 

In order for us to operate our business and fulfil 
our legal obligations as an employer we need 
to collect personal data from our employees, 
workers, individual contractors, candidates and 
other individuals who we engage in connection 
with our business.

We are committed to ensuring that the personal 
data we collect and use is appropriate for this 
purpose and does not constitute an invasion of 
an individual’s privacy.

Before, during and after your employment or 
engagement by us, we collect, use, process and 
store your personal information which may 
include:

• Your name

• Your address, email address, telephone 
number and other contact details

• Your next of kin and emergency contact 
information as well as details relating to your 
family

• Members and children if you provide those 
to us for the purposes of receiving certain 
benefits

• Your national insurance number, gender, date 
of birth and other personal identifiers

• Your bank account details, payroll records 
and tax status

• Information relating to your performance, 
attendance, absence, and sickness

• Information relating to grievance and 
disciplinary processes

• Salary, annual leave, and pensions information 
as well as other personal information relating 
to your benefits

• Information about your use of Mitie 
equipment, hardware information, and 
communication systems including information 
regarding telephone, email, and internet 
usage

• Location information including:

• Pinning data

• Vehicle tracking data

• Dashboard camera and audio data (Fleet 
Vehicles)

• Access pass data

• CCTV images

We may also collect sensitive personal data such 
as medical information including information 
relating to:

• Your physical and mental health and 
wellbeing

Our Privacy Notice
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• Information relating to criminal convictions 
and offences

• Trade Union membership

• Health and safety related information

• Details relating to disability, access, or special 
requirements

• Diversity and equality information

We collect personal information about our 
employees, workers, individual contractors, 
candidates and other individuals who we engage 
in connection with our business in a number of 
different ways. This includes via job application, 
recruitment and TUPE processes as well as from 
you directly (for example when you complete 
a form or communicate with us by email, 
telephone, in person or by post) or your former 
employer, our clients, recruitment agencies or 
other third parties.

We may also receive personal data from third 
parties where you are the subject of a vetting 
process. This information may include:

• Details of your employment and education 
history

• References
• Professional memberships and qualifications
• Visa and immigration records
• Credit check results
• Criminal records check results
• DVLA/DVA details

• Proof of identity

How do we use your personal data? 

We use your personal information for a number 
of purposes connected to the legitimate interests 
of our business and to fulfil our legal obligations 
to you (including our obligations under our 
contract with you). These include:

• Making decisions about your recruitment or 
appointment which may include undertaking 
profiling/recruitment processes which apply 
automatic filtering

• Payment of salary, wages, national insurance, 

tax, pension contributions and expenses

• Conducting grievance and disciplinary 
processes, hearings, and investigations

• Performance management and learning and 
development activities

• Administering payroll lending, pensions, share 
schemes and other benefit arrangements

• Monitoring attendance, shift patterns, working 
hours and managing staffing levels and 
absence

• Undertaking reference checks, vetting, 
onboarding and offboarding processes and 
verifying rights to work

• Dealing with legal disputes regarding you, our 
clients, suppliers and others

• Maintaining appropriate levels of conduct and 
performance

• Ensuring compliance with our policies and the 
terms of your employment or engagement by 
us

• Analysing employee engagement, retention, 
and attrition rates

Who your information will be shared with?

We may disclose your personal information to 
any member of our group, which means Mitie 
Group plc and its subsidiaries from time to time.

We may also disclose your personal information 
to third parties in certain circumstances including:

• Clients, third party suppliers, service 
providers, professional advisors and other 
business partners to enable us to provide or 
receive products or services

• HM Revenue and Customs and other 
regulatory or supervisory authorities for the 
purpose of accounting, tax and regulatory 
compliance

• Law enforcement agencies in connection 
with the prevention or investigation of 
unlawful activity

• Third-party audit agencies engaged by our 
clients or suppliers
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• Third parties who provide support services 
for the operation and administration of our 
business including IT, finance and accounting, 
HR, marketing, business development and 
consultancy services

• Third party suppliers who administer benefit 
arrangements including our Payroll Lending 
Service, Sharesave and other share incentive 
or option plans

• Potential new employers in response to 
reference requests

• Prospective buyers or sellers of any business 
or assets we sell or acquire

We may disclose or share your personal data if 
we are under a duty to do so in order to comply 
with any legal obligation or where necessary to 
enforce any legal right or contractual agreement, 
or to protect the rights, property, or safety of 
Mitie, our employees, customers, or others. 
This includes exchanging information with other 
companies, organisations and bodies for the 
purposes of fraud protection and credit risk 
reduction.

On what basis do we process personal data?

The basis on which data is processed will depend 
on the nature of the information collected and 
the purposes for which it is used by us but will 
be one or more of following:

• Consent: applicable where you have 
provided your consent for us to process your 
personal data for a specific purpose

• Contract: applicable where the processing is 
necessary for a contract you have with us or 
because you have asked us to take specific 
steps before entering into a contract

• Legal obligation: applicable where the 
processing is necessary for us to comply with 
our legal obligations

• Vital interests: applicable where the 
processing is necessary to protect someone’s 
life

• Legitimate interests: applicable where the 
processing is necessary for our legitimate 
interests or the legitimate interests of a third 
party

How do we keep your information secure?

We have appropriate security, technical and 
organisationsal measures in place to prevent 
personal information from being accidentally 
lost or used or accessed in an unauthorised or 
unlawful way. We limit access to your personal 
information to those who have a genuine 
business reason to access it. Those processing 
your information and are subject to duties of 
confidentiality.

How long do we hold personal data?

Mitie will only retain personal information for 
the period necessary to fulfil the purposes for 
which it is collected and processed or for such 
shorter or longer period as may be prescribed 
by applicable law or Mitie’s internal policies 
and procedures. Further information on our 
retention policy can be requested by contacting 
privacy@mitie.com.

Transfer of your personal information out of 
the European Economic Area (EEA)

The data that we collect from you may be 
transferred to, and stored at, a destination 
outside the European Economic Area (“EEA”), 
including the United States of America. It may 
also be processed by staff operating outside 
the EEA who work for us or for one of our 
suppliers. Such staff may be engaged in, among 
other things, the fulfilment of an order, the 
processing of your payment details and the 
provision of support services. By submitting your 
personal data, you agree to this transfer, storing 
or processing. We will take all steps reasonably 
necessary to ensure that your data is treated 
securely and in accordance with this Employee 
Privacy Notice.

Personal data may be used by our transactional 
finance partners, Genpact International Inc., for 
billing, invoicing and payment purposes. The 
services Genpact provide to us are delivered 
from their service centre in India.

Personal data may also be used by our IT service 
partner, Wipro Limited, for purposes connected 
with your use of IT equipment or systems. The 
services Genpact provide to us are delivered 
from their service centre in India.

mailto:privacy%40mitie.com.?subject=
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Our websites and applications

Where we have given you (or where you 
have chosen) a password which enables you 
to access certain websites or applications, 
you are responsible for keeping this password 
confidential. We ask you not to share a password 
with anyone.

Unfortunately, the transmission of information via 
the internet is not completely secure. Although 
we will do our best to protect your personal 
data, we cannot guarantee the security of data 
transmitted to our websites or applications; 
any transmission is at your own risk. Once we 
have received your information, we will use 
strict procedures and security features to try to 
prevent unauthorised access.

Links to other websites

Our websites may, from time to time, contain 
links to and from the websites of our partner 
networks, advertisers and affiliates. If you follow 
a link to any of these websites, please note that 
these websites have their own privacy policies 
or notices and that we do not accept any 
responsibility or liability for these policies. Please 
check these policies before you submit any 
personal data to these websites.

Your rights

As a data subject you have certain rights which 
you may exercise if we are in possession of or 
are processing your personal data. Specifically:

• The Right to be Informed – you have the 
right to be informed about the collection and 
use of your personal data

• The Right of Access – you have the right to 
request a copy of the information that we 
hold about you

• The Right of Rectification – you have a right 
to correct data that we hold about you that 
is inaccurate or incomplete

• The Right to Erasure – you have a right, in 
certain circumstances, to ask for the data 
we hold about you to be erased from our 
records

• The Right to Restrict Processing – where 
certain conditions apply, you have a right to 
restrict the processing

• The Right to Data Portability – you have 
the right to have the data we hold about you 
transferred to another organisation

• The Right to Object – you have the right to 
object to certain types of processing such as 
direct marketing

For further information on each of these rights, 
including the circumstances in which they apply, 
see the guidance from the UK Information 
Commissioners Office (ICO) on individual’s rights 
under the General Data Protection Regulation 
(https://ico.org.uk/for-organisations/guide-to-
data-protection/guide-to-the-general-data-
protection-regulation-gdpr/individual-rights/)

Contact Information

Our Data Protection Officer is responsible for 
the management of personal data within Mitie 
and for ensuring that compliance with data 
protection legislation and good practice can 
be demonstrated. Questions, comments and 
requests regarding this Employee Privacy Notice 
or our collection or use of personal data should 
be addressed to:

The Data Protection Officer 
Mitie Group plc 
Level 12, The Shard 
32 London Bridge Street 
London 
SE1 9SG 

Email: privacy@mitie.com

Complaints

If you wish to make a complaint about how 
your personal data is being processed by us 
(or third parties referred to in this Employee 
Privacy Notice), or how your complaint has been 
handled, you have a right to lodge a complaint 
with our Data Protection Officer using the 
contact details above or by contacting the 
Information Commissioners Office.

Changes to this Employee Privacy Notice

This Employee Privacy Notice was last updated 
in November 2020. We may update this notice 
at any time.

https://ico.org.uk/for-organisations/guide-to-data-protection/guide-to-the-general-data-protection-regulation-gdpr/individual-rights/
https://ico.org.uk/for-organisations/guide-to-data-protection/guide-to-the-general-data-protection-regulation-gdpr/individual-rights/
https://ico.org.uk/for-organisations/guide-to-data-protection/guide-to-the-general-data-protection-regulation-gdpr/individual-rights/
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