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Welcome

Thank you for choosing Flashbay!

We’re delighted you’vedecided tojoinus andbepartofthisexciting, growing  and

energeticbusiness.This presentationwill provideyouwith  theinformationyou’ll

needtothriveinthisbusiness. We are confident this will be the start of a very 

rewarding career.

Steve Webster –CEO                                             Marie McLaughlin –HR Manager
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About Flashbay

Flashbay is the World’s No. 1 business-to-business (B2B) supplier of logo 
branded Promotional Technology products. 

From the smallest schools to the largest multinationals, we offer an attractive 
range of designs within our Memory, Power and Audio categories, offering 
unbeatable prices coupled with fast and efficient service. 

Our product lines include Flash Drives, Power Banks, Speakers, Headphones 
and a host of related technology products and accessories which allow our 
customers the unparalleled ability to promote their brands with confidence on 
the global stage.
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Key People

The Senior Team

Steve Webster –CEO

Shane O’Neill – Finance Director

Marie McLaughlin – HR Manager

Therese Sande – Global Sales 
Director
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Key Contacts

Parissa Kamal – HR Coordinator

Sylwia Struj – HR Administrator

Brigitta Kovacs – Office Coordinator

Erwin Emmanuel – IT Manager

Radek Friedrich – Aftersales & Warehouse 
Supervisor



Salary and Benefits

Salary and Commission

Salary
You willbepaidonamonthlybasisforeachcalendar month.
You will be paid on the last Friday of each month.

Commission
• Commissionpaymentsarepaidonemonthinarrears.
• Details of your commission scheme and targets will be communicated to you at the 

beginning of each month.
• Allpermanentsales staffmembersmustachievetheirMinimum ProfitExpectation 

(MPE) 
• Failuretodo sowill result in thedisciplinaryprocedurebeinginstigated.

Please seeCommissionPolicyandSalesManual forfurther information

5



Salary and Benefits

Benefits
Perkbox

Corporate Gym Membership at ONE LDN

Free lunch on the last day of every month

Cycletoworkscheme

Quarterly Social Events 

Pension
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Probation

Aspartofyouremployment withFlashbay, youwillbesubjecttoasixmonth probationary
period.

SetObjectives
Atthestartofyouremployment youwillbesetclearandmeasurableobjectives. You must 
hit your MPE a minimum of 3 times during your 6 month probation in order to successfully 
pass.

Feedback&Support
Youwill receiveon-going feedback from yourmanager. This maybein theform ofa formal
review  or informal feedback.

Youwill alsoreceivecoaching andfeedback where necessary. If youfeel yourequireextra
support or support ina specificarea, pleaseinform yourmanager.

Final ProbationReview
Attheendofyourprobationyouwillbeinvitedtoa formal probationreview meetingwith
your line manager and HR. 

We wantyoutosucceed, sopleaseletyourmanagerknow ifyourequire any additional
support. 7



Company Information

AnnualLeaveandPublicHolidays

Details of your annual leave entitlement can be found in your contract of employment – you are entitled to 28
days per annum inclusive of public holidays. If you wish to book annual leave, then please request this
through your manager who will approve/reject based on team resource etc. Make sure you get annual leave
approved byyourmanagerbeforebookinganyholidaysetc.

Please note – Sales employees follow the public holidays in their respective sales territory. So if there are UK
public holidays that are not public holidays in your sales territory you are required to be on duty unless you
havebeen approvedforholiday onthatday throughournormalholiday applicationprocedure.

Yourannual leave year run April 1st to March 31st– makesure you manage your annual leave effectively as any
timenotusedwillbe lost.

MedicalAppointments

Medical anddental appointmentsshouldbemadeoutsideofyournormalworkinghoursorduringannual leave.
Howevermedical leavecanbegranted forup to2hoursduring the firstor last2hoursofyourstandardworking
day ifurgent.YouwillberequiredtopresentyourappointmentcardtoHRafter theappointment.

Antenatalappointmentsareexception fromthis rule.
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Company Information

Absence
The Company  values good attendance at work and is committed  to improving the general wellbeing of its 
employees to achieve  this. Although we aim  to secure regular attendance, we do not expect employees to attend 
when they are unwell. However, we do monitor absence levels and address in line with the Disciplinary Policy. As a 
general rule, three occurrences of  sickness absence in a six month period would be deemed excessive.

If you are unable to attend work due to sickness or injury, you must notify your in line manager prior to your normal start
time, or as soon as possible by sending an email to them and attendance@flashbay.com. The reason of absence shall be
indicatedalongsidewith thedateof returnwherepossible.

A Return To Work  form will be completed with HR each time you’re unable to attend work. Discretionary Company  Sick 
Pay may be payable upon completion of six month’s service.

If youareunable toattendworkon time,youmustsendanemail toyour linemanagerandattendance@flashbay.com prior
to your normal start time. We do monitor timekeeping and we will address consistent lateness in line with the Disciplinary
Policy.

NormalHoursofWork
Normal working hours are defined by your line manager.  Any variation to normal working hours should be agreed with 
your  manager and HR.
Yourdailyworking hoursare inclusiveofa45minute lunchbreakand 2separate10minutebreaks.
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Company Information

CompanySick Pay

All employees who have successfully passed probation are entitled to a maximum of 5
days Company Sick Pay (CSP) per 12 month rolling period. During the probation period
sick days are unpaid.

Company sick pay is entirely at the discretion of the Company. Please see the Employee
Handbookfor furtherinformation.

CompanyHandbook, Policies andManuals
Pleasefamiliariseyourselfwith theEmployeeHandbook andrelatedpolices: onthe
Flashbay  Wiki.

If youneedanyclarificationplease speakwithamemberoftheHRTeam.

10



Company Information

Protecting our brands
Thiscompanypridesitselfonstrong businessethicsandrequires all it'semployeestowork
withthe  samevalues.

Conflict ofInterest
If youhaveanother business interest, this shouldbedeclaredtoHR.

Press
Noemployeeispermittedtotalk tothepresswithoutconsentfrom the Directors.  

SellingStandards
Ourselling standardspolicyprohibitsanymisrepresentationofourproductsorservices.
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Company Information

Company Property

In order for you to be effective in your job, you will be issued with equipment e.g. computer,
phone etc. Weask that you respect this property and report any loss or damage immediately
to the IT department. If youarehavinganytechnical issues, thisshouldalsobereportedtoIT.

Technical issuereportingprocedure:

1.Check theissuewithyour GroupLeader/ Manager
2. Check theITSupport pageontheWiki: http://wiki.flashbay.com/index.php/IT_Information
3. If theissueisstill unresolved, please contact IT Support via the IT Help UK Slack Channel
4. Amember of theITsupport teamwillbeassignedtoresolveyourissue

The Companyreservestherighttodeductthecostof replacement equipment from any
money(e.g.  salary)owedtotheEmployee.

Companyequipmentmay onlybeusedforbusinesspurposes.
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Company Information

E-mail, Internet and Phones
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Inordertoprotectourbusinessoperations, it'sessentialforusall totakecertainprecautions to
protect  our servers, bandwidthand data.

• Workstationsshouldbelockedwhen unattendedandproperlyshutdownattheendof
every  workingday.

• Youmustnotshareyourpasswordswithanyotheremployee.

• EmailsaremonitoredandstoredbyITforsevenyears. Internetuseisalsomonitoredand
stored.

• Emailetiquetteshouldbeadheredtoatall times.
• Nogamesormusicshouldbeplayedoncompanyequipment.Useofpersonale-mail for

work

purposesisnotpermitted.

• Misuseof thesefacilitiescould leadtodisciplinaryactionbeingtaken.

FormoreinformationpleaserefertoourInformationTechnologyUsagePolicy.



Pension Scheme

FlashbayLtdwillbeusingThePeople’sPensionasour workplacepension scheme for
automatic enrolment.

Wewill automaticallyenrolyouintoThePeople’sPensionif, afteraperiodof3 months
from  yourhiredate,youare:

• Agedat least22butareunderStatePensionAge
• Earning morethan£10,000ayear(£833amonthor£192aweek)
• Notalreadyanactivememberofaqualifyingworkplacepensionschemewithus
• Working, orusuallyworkingintheUK

Thepaymentsintoyourpensionwillbe:

• Yourcontribution=3%ofqualifyingearnings
• Ourcontribution=anamountequal to2%ofqualifyingearnings
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