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1. Purpose
At Positive Progress, we believe in celebrating the personal milestones of our employees. The Birthday, Special Occasion Policy is designed to inform staff of the company benefits for such occasions.

2. Scope 
This policy applies to all tutors, teaching assistants, admin staff and senior members of staff. 

3. Birthday Bonus 
In accordance with this policy, from the 1st of January 2026, employees at Positive Progress will receive an One4All gift card (or similar gift card) and a Positive Progress card for their birthday.
The value on the card will depend on the number of working hours:
· Up to 10 hours = £10
· From 10 hours = the value is equal to the number of working hours, e.g., 25 hours = £25

Other employees may decide to give a present to the birthday member of staff, or to do a collection for a birthday cake (or other).

Admin staff is responsible for the upcoming birthdays and for organising the gift and birthday cards.  

4. Special Occasion Bonus 
In accordance with this policy, from the 1st of January 2026, employees at Positive Progress will receive an One4All gift card (or similar gift card) of a £30 value and a Positive Progress card.

Wedding, new baby and new home are what Positive Progress considers to be a ‘special occasion’.

5. Bereavement 
In accordance with this policy, from the 1st of January 2026, in case of bereavement, employees at Positive Progress can choose between a donation to a chosen cause, or flowers (£30 value).
 
6. One Day Additional Annual Leave
In accordance with this policy, contracted members of staff will benefit from one additional day of annual leave, which can be taken as Christmas shopping day, or at any point during the year.

This leave does not form part the employee’s annual leave entitlement.

The additional leave must be booked on Bright HR and authorised by management. The leave must be requested no less than 2 weeks before the required date, and it must be approved before the employee makes any arrangements. Positive progress will not be liable for any loss the employee suffers if the leave has to be refused.

The leave request will be reviewed in line with Positive Progress’ business requirements, in deciding whether to approve the request.

Positive Progress reserves the right to decline or reschedule the leave, if the requested date cannot be approved.

Any decision to grant an additional paid leave is at the discretion of Positive Progress, and in no way forms part of the employee’s contractual rights.

Should the employee leave the company before the additional leave is taken, they will not be entitled to an additional leave or to any payment in lieu of the additional leave. 

7.  Additional Note
Positive Progress reserves the right to vary, amend or withdraw the benefits discussed in this policy without notice.
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