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How we behave as individuals and collectively as an organisation can both positively and, in some 
cases, negatively impact our reputation and affect our success.

This guide sets the standards we expect and to which we must all work, to ensure the success  
of JLA. Although no document can ever cover all possible outcomes and situations, this guide  
sets out our basic ‘code of behaviour’. We also have a number of supplementary policies and 
guidelines that underpin our Business Principles.

Our business principles and guidelines apply to all employees, agency staff and consultants, 
whether working full-time, part-time, under a contract or on a temporary basis.

If you fail to respect these principles and policies, you could face disciplinary action and ultimately 
dismissal. If a business partner or contractor fails to uphold these business principles, we may –  
as a last resort – terminate the contract. 

Our policies and our approach to how we conduct business outlined in this guide are not the  
only ones that we operate by. If in doubt you should discuss things further with your manager. 
Through upholding these principles we can all help to create a better working environment for 
everyone involved with JLA.
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As we grow we are committed to preserving a culture where we value our people and where we operate with 
mutual trust and respect. 

•  We will recruit people based on their qualifications and ability to do a job.

•  We will not tolerate any form of discrimination, harassment or bullying in the workplace.

•  We will work with employees to ensure open and honest communication on matters affecting the company.

•   We will recognise and value the potential that individuals of different backgrounds and abilities  
bring to their work.

Our employment policies and practices reflect a culture where decisions are made based on individual ability 
and potential in relation to the needs of the business. We see this as a key factor in our success.

Employees must not be treated less favourably because of age, disability, gender, marital status, pregnancy and 
maternity, race (including ethnic origins, nationality and colour), religion or belief, sex and sexual orientation or 
part-time and fixed term status.

It is your responsibility to make management aware of any cases where employees are not respecting our 
diversity and inclusion policies, whether it affects you personally or someone around you. The matter may  
then be addressed through the appropriate disciplinary and grievance procedures.

Valuing our people

WHO CAN I TALK TO?
If you feel you need to talk to someone regarding work, or personal 
issues affecting work you should speak to your line manager in the 
first instance. Should this not be appropriate you can speak to the 
HR department.
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Valuing our people
WELLBEING 
JLA is commited to providing a safe and productive 
working environment as well as promoting health and 
wellbeing for all its employees.

At JLA we consider the health, safety and wellbeing 
of our employees, customers and others who may be 
affected by our activities as fundamental. We believe that 
when you come to work you should be able to return  
to your family and friends safely and in good health.

We each have a responsibility to comply with the law  
and company procedures, and to take precautions  
to avoid injury or illness to ourselves, our colleagues,  
our contractors, our customers and other members  
of communities that may be affected by our activities.

Each of us has a responsibility to learn from our 
successes and from incidents and to share what we  
learn with others. We will lead by example and hold  
each other and our business partners accountable  
for working together in a safe and healthy way.

If you have any concerns about health and safety,  
speak to your line manager or contact the health  
and safety representative.

BULLYING/HARASSMENT
Harassment and bullying can take many forms. It can be 
face-to-face or online. What can be ‘banter’ to one person 
might be humiliating or upsetting to somebody else.

We will not tolerate victimisation or inappropriate 
behaviour towards employees. 

CONFLICTS
If you form a personal relationship with someone at 
work which could lead to a conflict of interest or loyalty, 
you must declare it. An example may be where you 
have authority over another employee in terms of their 
appraisal, salary or promotion. You should also declare 
any personal relationships you have with people who 
work with our suppliers or other business partners if  
that relationship could lead to a conflict of interest.  
Any declarations will be treated confidentially.

At JLA we never tolerate violence 
or threatening behaviour.

Did you know... 
Some of the things we offer to promote wellbeing in our workplace are:  
free vouchers for eye tests, exercise classes, gym facilities.
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Valuing our people
DRUGS AND ALCOHOL
JLA relies on its employees’ judgement to operate efficiently and safely, and maintain 
a lifestyle and behaviour that enables them to perform to the best of their ability while 
at work. Employees whose judgement or behaviour is affected by alcohol or drugs 
put the business, as well as the safety of their colleagues and our customers at risk.

We recognise that misusing alcohol or drugs may be considered a medical condition, 
and are committed to helping you if you are addicted to alcohol or drugs. If we feel 
you have this kind of addiction, we will encourage you to get confidential help from 
our Occupational Health Advisors.

In line with legislation, no alcohol should be consumed when using company cars  
or machinery.

As part of our commitment to provide a safe and healthy working environment,  
we have developed a clear policy on substance and alcohol abuse. Policies can  
be found on the intranet.
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Security

PERSONAL
Our aim is to create a safe and secure environment that 
enables us to go about our business without hindrance 
from criminal activity, physical danger or disruption to  
our operations. 

We all have a personal responsibility for security, by  
being vigilant to potential risks, reporting incidents, 
complying with procedures and behaving responsibly.

PROPERTY
We provide you with equipment to do your job, for 
example, workstations, phones and IT equipment.  
In return, we ask that you use it carefully and responsibly. 
Valuables such as mobile phones, smart phones,  
sat navs, laptops and tools should never be left 
unattended and should always be kept in a secure place.  
Failure to do so will be regarded as a disciplinary matter.

Unless it has been explicitly authorised, you must not  
use company equipment for your own purposes.

If you are not sure, please discuss the situation with  
your line manager.

INFORMATION 
Our day-to-day business activities rely heavily on 
effective and fully functioning systems. System-based 
threats such as viruses can spread quickly and it is 
easy to infringe software or computer hardware licence 
agreements inadvertently. 

You should never download personal software to your 
work computer unless you have been given specific 
authorisation.

At JLA we check, monitor and sometimes block emails 
and Internet traffic, as well as messages and documents 
entering and leaving the company, particularly those 
containing explicit language or pictures. In certain cases, 
we may monitor and record your phone conversations for 
quality and content or for training purposes. You will be 
notified if this affects you.

Accessing pornographic or other inappropriate websites 
or misusing company email and other computer systems 
could seriously damage our reputation. If you do this, 
we will treat it as a disciplinary matter. You may also be 
breaking the law and could face criminal prosecution.

Please see our policies on IT security, computer use and 
our “Employee, Contractor and Worker Privacy Notice”  
for more information and if you have any concerns, speak 
to your line manager, the IT department or the Data 
Privacy Manager.

WE HAVE AN ID CARD ACCESS 
SYSTEM IN PLACE AT OUR 
RIPPONDEN AND MANCHESTER 
OFFICES. THIS ENSURES THE SAFETY 
OF OUR PEOPLE, PROPERTY AND 
INFORMATION.
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Representing JLA
SOCIAL MEDIA
Social media can affect communications among managers, 
employees and job applicants; how organisations promote 
and control their reputation; and how colleagues treat one 
another. It can also distort boundaries between home and 
work. You are required to exercise great care when using 
social media, as the information shared may be harmful to 
our reputation. You must never post or give out information 
about specific JLA business activities on personal sites, 
emails, blogs or forums. Once this information is shared, it 
is impossible to control how it is used or distributed further.

JLA BRANDED ITEMS
During your day-to-day employment with the company  
you are representing JLA.

You should be aware that you continue to represent the 
company outside of your contracted hours of employment 
especially if you drive a company-branded vehicle or wear 
a branded uniform.

Your actions and behaviour both inside and outside the 
workplace have a clear impact on our reputation and as 
such could lead to disciplinary activity including dismissal 
where you have been deemed to have brought the 
company into disrepute.

MEDIA RELATIONS
To protect our reputation, you must not talk to the media or 
the financial community without first getting guidance from 
your line manager. 

Think before 
you tweet...

Please note that this includes comments made on social media or other online 
sites all of which can be visible to journalists.
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dealing with our  
CUSTOMERs
At JLA, our customers are one of our most valued assets. We aim to treat our customers fairly and professionally to 
deliver good quality customer service based on trust and credibility. We also work with our customers to ensure they 
understand how to use our products and services safely and responsibly.

In our highly competitive markets, an important factor that differentiates one company from another is customer service. 

We must strive to anticipate our customers’ needs and promptly correct any mistakes we make. We aim to give our 
customers peace of mind, value for money and provide efficient and effective products and services.

communicating  
effectively
Follow these simple rules to communicate smarter with your colleagues at JLA: 

DON’T OVERCOMMUNICATE BY EMAIL
Ask yourself whether a phone call or even a walk over to a person’s desk might be better. Also consider whether 
email is the most secure way to communicate and beware forwarding emails without reading the conversation 
history. Bear in mind confidentiality and data protection policies. 

USE MEANINGFUL SUBJECT HEADINGS
A well written subject heading can deliver the message without the recipient even having to open the email. 
Blank or meaningless subject headings tend to lead to deletion or inaction. If you need the recipient to action, 
include in the heading, e.g. “FOR ACTION...”. 

KEEP MESSAGES CLEAR AND BRIEF
Don’t bombard colleagues with emails. Collect your thoughts before pressing ‘Send’ and try to ensure that  
you have covered all points in one email. If there are several points – number them. Make it clear if you are 
expecting the recipient to do something. 

BE POLITE
Emails are still a form of business communication. Certain formality should be used if sending an email to a 
customer or supplier. Even internally – still take care. Remember emails can be easily shared, printed or saved.

WE ALL HAVE A RESPONSIBILITY TO:

•  Understand the individual needs of our customers and be helpful, friendly and polite.

•   Try to resolve queries and complaints in a way that satisfies our customers.

• Complete anything we promise to do for a customer.

•  If we are not the right person to deal with a complaint or query, ensure that it is  
passed to the correct person.

• Ensure that the customer is always updated and kept informed.
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sponsorship
 
JLA has a sponsorship policy in place that ensures all sponsorship requests are dealt  
with in a fair and consistent manner. 

JLA will:

•  Consider all sponsorship requests in an open and even-handed way and measure the request  
against our sponsorship criteria 

•  Only consider sponsorship with organisations whose products, policies and values align with  
the strategic objectives and values of JLA 

JLA will not:

•  Allow sponsorship agreements to influence the policies or procedures of JLA 

•  Use sponsorship agreements to gain favourable terms from any organisation 

•  Enter into sponsorship agreements with any organisation which is in legal or financial  
conflict with JLA or which connects JLA with any political party or pressure group 

THINK ABOUT WHO THE EMAIL IS BEING SENT TO
Ask yourself why you are sending the email to the recipients. 

“To” – this should include the main recipients who need to know or do something, or who you are expecting 
to respond.

“CC” – for information. Don’t include more people here than you need to and if you are expecting an action or 
response from them always include in “To”.

“BCC” – do you really need to ‘secretly’ include someone? Don’t use deviously. Best use is to protect privacy 
of recipients when sending group emails. 

The average office worker receives 
around 80 emails each day. a large 
proportion of your working week 
can be taken up with dealing with 
internal emails that add no value 
to the business.
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Conducting yourself 
at work

We rely on you, whether you’re working in the office or around the country to provide great service 
for our customers every single day. You are the face of JLA and your commitment and hard work are 
crucial to our wider business goals. 

JLA commits to encouraging a safe, supportive and productive work environment. This can only 
happen when everyone cooperates and agrees to suitable standards  
of conduct.

You should always arrive at work promptly; if for any reason  
you are going to be late you must inform your line manager.  
If you are sick and unable to work, you should notify your  
line manager in advance.

As an employee you represent JLA. You send a message to visitors and potential clients about  
the quality of work our business provides, therefore we ask that you dress appropriately for your  
role at JLA.

We should always maintain safety standards in the workplace to prevent accidents. Any broken 
amenities, unsafe workspaces, or potential hazards in the workplace need to be reported to the  
HSQE Co-ordinator.

The use of computers and internet access is limited to work related purposes.  
You should not use business hours to visit social networking sites, online shopping websites or other 
personal websites. You should also limit phone calls using company phones for business purposes.

We are happy for you to use 
the internet for reasonable 
personal use.

CONFLICT OF INTEREST

We expect you to act in the company’s best 
interests at all times and to avoid any activities 
which conflict, or appear to conflict, with the 
interests of the company, and may adversely affect 
our reputation or our relations with others.

Employees must not use their position or influence 
or company information, assets or resources in a 
way that benefits them personally.

If you have doubts about a potential conflict,  
take advice from your line manager, HR manager  
or any other manager.

The following examples highlight situations in  
which conflicts may arise:

ADDITIONAL  
EMPLOYMENT
We recognise that some employees may have a second 
job. You must get authorisation from your line manager 
before you accept any additional employment. You must 
also make sure that the other job does not conflict in any 
way with your role at JLA. You must not act as a  
director, employee, consultant or advisor, or in any other 
role for any organisation that could compete with or has 
a business relationship with JLA without first getting  
written permission.

MISUSE OF OFFICIAL 
POSITION FOR PERSONAL 
GAIN
You must never use your official position within the  
company, to influence customers, business parties or 
other third parties in a way that benefits you personally  
or to carry out private transactions. 

You must not knowingly compete with JLA in the buying 
or selling of any kind of tangible or intangible property. 
In addition, you must not divert for your own direct or 
indirect benefit a business opportunity in which JLA has, 
or is likely to have, an interest.

POLITICAL INVOLVEMENT

We often work with local authorities and government 
departments such as Prisons, but we do not purport 
to have any political affiliations. If your job involves 
engaging with contacts in local government and you 
are not sure about a particular issue, please contact 
your line manager.

If you are involved in political activity outside work, 
you must make sure that your involvement does not, in 
any way, represent the views of JLA.
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HEAD OF HR
Responsible for aligning our people to help achieve business goals. The team  
that looks after recruitment, selection, reward and performance management.

DATA PRIVACY MANAGER
Responsible for ensuring that the business is compliant with data protection  
rules and regulations. The person who can help with any data protection 
questions or concerns.

IT DEPARTMENT
This team make sure that all of our systems run efficiently so that we can offer  
the best levels of service to our customer.

LEADERSHIP TEAM
The group of managers who lead this business and are responsible for ensuring 
that we achieve our goals.

ENGINEERS
Engineers are field based, factory-trained teams who visit customers to repair  
and service their equipment.

PLANNING AND DISPATCH
This team plans journeys for the engineers to ensure they arrive to the customer  

WHO IS WHO and what is what
To name just a few...

CHIEF EXECUTIVE OFFICER
The most senior executive in overall charge of managing the JLA Group. Responsibilities include 
high level strategy, major organisational decisions and overall operations.

CHIEF FINANCIAL OFFICER
The executive primarily responsible for financial accounting, reporting and planning. The CFO is 
also responsible for the finance team across the JLA Group.

CHIEF COMMERCIAL OFFICER
Responsible for commercial strategy and leadership and development of the sales and marketing 
teams. This involves activities relating to marketing, sales, product development and customer 
retention to drive business growth and market share.

GROUP OPERATIONS DIRECTOR
Responsible for the delivery of great service to all of our customers. This is delivered through our 
teams of engineers, our warehousing capability and parts supply chain. Also included in this team 
is our technical department who are responsible for the cutting edge technology that we deliver to 
our customers.

GROUP SALES DIRECTOR
Responsible for revenue generation across the JLA Group. Functionally this includes the contact 
centre and external sales teams.
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SUPPLIER RELATIONS
We aim to extend our business principles to our 
suppliers, encouraging them to uphold responsible 
business practices. By setting high standards and 
working closely with suppliers to tackle social and 
environmental impacts, we provide reassurance to our 
customers and build on our reputation as a responsible 
business. 

We spend millions of pounds annually with our 
suppliers, and they provide us with a range of products 
from laundry and warewashing equipment to fleet 
vehicles and IT products. We also buy services  
ranging from outsourced call centres to office support 
functions such as cleaning and security. 

The nature of our supply chain is changing as we 
implement our strategy to support customers,  

and as our business evolves towards a low carbon 
society. 

We respond to these changes through communicating 
our standards to suppliers, monitoring their compliance 
and working with them to improve performance. We are 
also engaging with suppliers to understand how best to 
reduce carbon emissions throughout our supply chain.

If you manage relationships with suppliers or business 
partners, please make sure that they are aware of and 
comply with our business principles. It is our aim to 
work exclusively with suppliers who share  
our principles and values.  
 
We will not transact with companies who commit fraud, 
bribery or engage in illegal activity.

in the most efficient time.

CONTACT CENTRE TEAMS
These are the teams that make the appointments for the ASMs and sell  
Service Solutions to customers over the telephone.

CREDIT CONTROL
This is the team that make sure that our customers pay for the service that we  
have delivered and pay our suppliers for services delivered to us.

SUPPLY CHAIN 
This team is responsible for ensuring that machines we supply to customers  
are available and fit for purpose.

AREA SALES MANAGERS (ASM) 
Our field based sales teams offer our products and services to customers  
in their premises.
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Bribery & Corruption
A reputation for ethical conduct is a priceless asset, and, as such, ethical standards must be a 
core part of our business each and every day. 

At JLA we must comply with the UK Bribery Act 2010 and similar laws in countries where we 
conduct business. This Act sets out standards and liabilities on bribery and corruption, including 
a corporate offence of failure to prevent bribery. 

Corruption is the misuse of your position or power for private gain. Bribery is a form of corruption. 
It includes offering, promising, giving, accepting or seeking a bribe.  
You must never engage in bribery or any form of unethical inducement or payment. Such 
behaviour is illegal and could result in substantial fines for the company, damage to our 
reputation and potentially your dismissal.

The following could be examples of a bribe:

• Cash/cash equivalent 
• Kickback
• Facilitation payment
• Reciprocal agreement
• Preferential treatment in a tender

JARGON BUSTER 
Bribe 
A bribe is any gift, loan, fee, reward or other advantage  
used to persuade someone to perform their function  
or activity improperly while carrying out the company’s  
business. 

Kickback
If a supplier offers to share commission with you in 
exchange for securing a contract, this is a kickback.

Reciprocal agreement
If you are negotiating a contract with a supplier and the  
supplier offers to become a customer in exchange for  
the contract, this is a reciprocal agreement.

Facilication payment
Also known as ‘grease’ payments. Usually small  
amounts paid to officials to provide goods or services  
to which we are already entitled, e.g. speeding up the 
grant of a licence or permit.
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Bribery & Corruption 
FRAUD
Fraud involves using deception to gain something for you or other people. This could involve 
making false expense claims or making false entries in financial records in order to steal 
money or for financial benefit.    

It is a criminal offence to produce or provide false information or documents required 
for accounting purposes, whether or not you benefit from doing so. Falsely declaring or 
producing false financial records or dishonestly failing to declare information are also 
construed as criminal offences.

If you break the law, action will be taken via the appropriate authorities, including the Police.

This may extend to disciplinary action up to and including dismissal. If you are in any  
doubt about whether you would be breaking the law, please speak to your line manager  
or the HR department.

Did you know...
false commission claims, expense claims, bonuses, invoices or  
overtime are all classed as fraud.

While you are working for JLA it is possible that a customer or  
business partner will offer you a gift or hospitality. Equally, in some cases, 
you may want to offer a gift or hospitality to a customer or business partner 
on behalf of the company.

Unfortunately, the Bribery Act 2010 itself does not provide a definitive answer as to what is and is  
not acceptable. This can make things difficult. We ask you to use the information here as a guide to minimise  
risk and use your own judgment when deciding how any gift/hospitality might be perceived.

 Any hospitality you offer or receive should be appropriate to the circumstances. For example, the type of 
hospitality you receive should be similar to what you would offer as a host. Your line manager must approve  
the offer or acceptance of any hospitality valued at more than £150.

Should you be offered gifts, they should be declined unless they are low value items worth no more than £25.  
All gifts offered or received should be disclosed and discussed with your line manager. Where gifts are offered 
which encourage you to overlook normal tendering or purchasing processes, or lead to a conflict of interest,  
you must not accept them and report the fact that they have been offered to Group Legal.

When travelling abroad on business there are often different laws, rules and cultural standards. Please speak  
to your line manager in the first instance when travelling abroad to ensure you understand and agree the rules  
that apply.

Gifts and hospitality can range from company 
stationary, to charter flights, from lunch to 

expensive meals and entertainment

HOSPITALITY AND GIFTS
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You are allowed to  

accept low value gifts. 

These are items such as:

•  Pens •  T-shirts•  Flowers•  Diaries•  Calendars•  A bottle of wine

HOSPITALITY AND GIFTS
If hospitality is provided for genuine business reasons, it is not taxed. In all other cases it will be treated as a gift,  
and will be taxed. You should be aware that reciprocal entertaining arrangements (where you might take turns with  
a supplier in entertaining each other) are taxed.

You must record all gifts or hospitality – whether you accept them or not – in the JLA gifts and hospitality register, 
this is maintained by HR. This does not apply to items of a low value such as promotional material. Where gifts 
are accepted your line manager will make the decision as to whether the company keeps the gift or whether it is 
donated to a registered charity.

If you are in any doubt about offering or accepting a gift or hospitality, it is important that you discuss the situation 
with your line manager.

When considering whether to offer or accept  
a gift or hospitality make sure that it does not:
 

• Influence a business decision or transaction

• Give you an obligation to do something in return to the gift giver

• Involve regular offers from any one organisation or individual

• Involve receiving something that you could not offer in return

• Create a negative perception of the company
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MODERN SLAVERY
Modern slavery is a crime and a violation of fundamental human rights. It can take various forms, such as 
slavery, servitude, forced and compulsory labour and human trafficking, all of which have in common the 
deprivation of a person’s liberty by another in order to exploit them for personal or commercial gain. JLA is 
committed to the removal of any form of modern slavery or human trafficking from its supply chain. 

JLA Principles

It is JLA’s commitment and promise to:

1. Act ethically and with integrity in all our business dealings and relationships;

2.  Implement and enforce effective and proportionate systems and controls to ensure modern slavery is 

not taking place anywhere in our own business or in any of our supply chains;

3.  Encourage and influence our suppliers to prohibit the use of forced, compulsory or trafficked labour, 

whether adults or children;

4.  Work collaboratively and in partnership with our business partners and suppliers to ensure 

transparent business relationships;

5.  Encourage openness and honesty and the reporting of known or suspected modern slavery in any 

part of our business or supply chain at the earliest possible stage;

6.  Communicate these principles to all suppliers, contractors and business partners at the outset of our 

business relationship.

30 31

We publish our Modern Slavery Act Transparency Statement every year on 
our website as required by the Modern Slavery Act 2015.
Please read this statement to understand how JLA is complying with its obligations and how you 
can help by following the JLA Principles.

If you suspect someone is being controlled or forced by someone else to work or provide  
services, please report it. This could be a colleague, someone in our supply chain or  
someone unrelated to our organisation.

If a colleague tells you something you think might indicate they are or someone else  
is being exploited or ill-treated, then please report it.
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Tax evasion is a major issue in world trade, despite the many dedicated efforts to prevent it.

Tax evasion affects us as a UK organisation if it is criminally facilitated anywhere in our business.

Tax evasion is the illegal non-payment or under-payment of taxes. It is usually perpetrated by falsely declaring or 
not declaring taxes due to the relevant tax authority. Tax evasion is a criminal offence. It can be committed by an 
individual, e.g. in relation to income tax or VAT, or a legal entity, e.g. in relation to corporation tax.

The Criminal Finances Act 2017 (CFA 2017) which came into force on 30 September 2017 introduced a corporate 
offence of failure to prevent the criminal facilitation of tax evasion. For JLA to avoid liability under this offence it 
must have reasonable prevention procedures in place.

Our position is simple: we conduct our business to the highest legal and ethical standards. We will not be party 
to tax evasion or the facilitation of tax evasion in any form. Such acts would damage our reputation and expose 
us, and our staff and representatives, to the risk of fines and imprisonment.

We take a zero-tolerance approach to tax evasion facilitation by our people and our third party representatives. 

Circumstances in which tax evasion may occur in relation to our business could include:

• Deliberately conspiring with a supplier to conceal the source country of goods to evade customs duties

• Deliberately and dishonestly collaborating with a supplier to falsify invoices to reduce income/corporation tax

•  Deliberately falsifying information relating to a worker so that the worker is treated as a contractor rather than 
deducting paye at source

PREVENTION OF 
FACILITATION OF  
TAX EVASION
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Tax evasion may be facilitated by our 
“associated persons”:

•  Staff (employees, directors etc) or anyone they 
authorise to do things on our behalf; or

•  Agents, intermediaries, representatives and any 
other person who performs services for and on 
behalf of JLA;

•  For criminal facilitation to occur, the associated 
person must:

-  deliberately and dishonestly take action to 
facilitate the taxpayer-level evasion;

-  do so in their capacity as an associated 
person of JLA.

If you discover or suspect that tax evasion 
has been facilitated or may be facilitated, 
whether by:

• Another staff member;
• A third party who represents us;
• One of our suppliers or competitors; or
•  Anyone else—perhaps even a customer 

or client. Please report it.

You can speak to the Head of Legal or 
the Head of HR or, if necessary, follow 
the procedures set out in the JLA 
whistleblowing policy.

Whistleblower policy 
If you are concerned about any possible improper, 
unethical or illegal practice within the organisation,  
you have a responsibility to speak up. 

We encourage you to raise the matter with your  
line manager first or alternatively your Human  
Resources Manager. 

It can sometimes be difficult to know how to respond to 
certain situations. If you are faced with a difficult choice 
as part of your employment with us, there are some 
straightforward questions you can ask yourself to help  
you think clearly and make the right decision.

WHO CAN YOU SPEAK TO?
There are some cases where the right decision may still 
not be obvious or you may need more detailed advice  
and guidance. Your first point of contact should always be 
your line manager or your Human Resources Manager. 
If they are not sure, they will usually be able to direct  
you to someone else in the company who can offer  
further support. 

Our policies and procedures are referred to throughout 
this guide and these provide further information  
and guidance.

PROTECTING THOSE  
WHO RAISE CONCERNS
We are committed to dealing responsibly, openly and 
professionally with any genuine concerns and if you raise 
them in the correct way, you will be legally protected. 
You can remain anonymous if you want to, although 
we encourage you to provide your name and contact 
details to make sure that we can investigate the matter 
effectively and update you on our progress. Please see 
our whistleblowing policy for more details.

If you answer ‘yes’ to any of the 
following questions, you need 
to speak up

• Is it illegal? 

•  Is it inconsistent with our business  
principles and policies?

•  Could it harm our organisation      
in any way?

•  Would it be difficult to justify your actions 
to your manager, colleagues and family?

Look out for Red Flags!

Common indicators of tax evasion  
(i.e. red flags) include those listed below.  
There may well be others:

• Request for payment in cash;
• Overly-complex payment mechanisms;
•  Services/good provided to jurisdictions that do not 

subscribe to Common Reporting Standards;
• False billings/invoices;
• Transactions involving overly complex supply chains;
• Incomplete or missing records; 
•  Requests for payments to unconnected  

companies/persons.
•  You become aware that a third party deliberately 

fails to register for VAT;
•  A third party reports that payment is made to a 

country of geographic location with no connection  
to where it carries on the business.
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Confidentiality
As part of your day-to-day rate you may have access to large  
amounts of confidential information. Examples include:

•  Commercial records such as price lists, customer lists,  
details of suppliers, business partners and relationships  
with regulators or other third parties;

• Personal employee information (see Data Protection);

•  Information relating to the company’s financial position  
or future strategy and plans;

• Know-how relating to products and services.

Confidential information is any information relating to identified or identifiable people or 
businesses. Business information of any description should be used appropriately and 
should only be accessed by those who have a genuine business reason for using it. 
Additional legal protection applies for ‘confidential information’.

You must never share confidential information about the company or our customers, 
employees, shareholders or business partners with others outside JLA, or use it for your 
own benefit. You must not use or disclose that information other than for the purposes 
of your work during your employment with us. Once you have left the company, you are 
still obliged to keep information confidential. If you break this duty, we could take legal 
action against you.

Don’t forget: we have 
shredding facilities in the office.  
All confidential information 
must be shredded and not put 
in the bin.

If you are involved in making or creating any invention, design, 
discovery or database (in other words, company intellectual 
property) during your employment, the company owns all 
rights, titles and interests. You must not copy or use any 
intellectual property without permission.

36 37
QF235



At JLA we are committed to protecting and respecting 
the privacy and personal data of our employees, 
workers and contractors and our customers. The 
way that we collect and use personal data is clearly 
set out on our website privacy notices (e.g. www.jla.
com/privacy-policy) and in our ‘Employee, worker and 
contractor privacy notice’. We expect all employees, 
workers and contractors to comply with Group  
Data Protection Policy which clearly sets out the  
roles and responsibilities of everybody at JLA and 
how we will achieve compliance with the core data 
protection principles. 

You are expected to be familiar with this policy and to 
adhere to it strictly. To assist you in your understanding 
we provide an e-learning module on data protection 
and GDPR and Information Security. Completion of  
the training is mandatory for all staff.

The Head of Legal and Data Privacy Manager is also on 
hand to answer any data protection related questions 
that you may have.

DATA PROTECTION

It’s serious stuff!
Getting this wrong is a serious matter. Under the General Data Protection 
Regulation, GDPR, the Information Commissioner (the regulator in the UK)  
can impose a fine of up to €20 million or 4% of the total worldwide annual 
turnover (whichever is higher). The damage caused to reputation and customer 
confidence could be unquantifiable.
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At JLA we are continually aiming to be a more sustainable company.   
Below are examples of some of the environmental and sustainable  
initiatives that have been implemented already.

• JLA is fully compliant with current WEEE regulations.

• We have been awarded our ISO 14001 certification.

•  There is a dedicated waste segregation and recycling  
facility at Head Office.

•  All recycled waste is processed by a local waste operator,  
thereby reducing our carbon footprint.

• We recycle all hardware including all IT products, toner cartridges etc.

Working to protect 
our Environment

•  We have created a single, national service centre, combining engineers from  
three different sectors of the business to provide a greater density of field based  
service staff and reduce the daily mileage of each engineer.

•  Our field service engineers use real time mobile data and electronic manuals to  
reduce our paper consumption.

•  We have introduced a customer call assistance programme, thereby reducing  
unnecessary visits to customer sites by service personnel.

•  Our vehicle tracking and location system (C-Track) ensures we are always aware  
of field service staff locations and can dispatch the most appropriate engineer to  
a customer, reducing fuel consumption.

•  We are investing in programmes to monitor mpg and driver behaviour  
for all company vehicles.
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WORKING TO PROTECT OUR ENVIRONMENT

•  There is a CO2 emissions target in place for our vehicle fleet to reduce emissions.

•  We work closely with all of our suppliers to ensure continual and improved energy 
efficiency and product performance.

•  We have measures in place to ensure that our customers are protecting the environment, 
for example through OTEX Ozone technology and eco chips.

•  We recycle products back into the market place via B Stock and Refresh initiatives. 

•  We have re-engineered our servers to employ ‘virtualisation’ technologies, significantly 
reducing the number of physical servers required in our computer rooms and cut the 
associated energy consumption. 

QF235



JL
A0

05
7 

| 2
2.

01
.19

Date Created: April 2013       Date Reviewed: January 2019


