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Employee handbook of 012factory S.p.A. Benefit Company has been written 
to illustrate the values, policies and standards of conduct that all people in the 
working group are required to know and respect. It is the official reference for 
understanding mutual rights, duties and expectations within the employment 
relationship in 012factory.

As a Benefit Company and certified B Corp, we are proud to be part of a 
business community committed together to change and participating, in 
collective initiatives, to promote a global economy capable of generating 
concrete benefits for people and the planet. 

Each person is invited to read this document carefully and to adhere in their 
daily work to the principles and rules contained herein, thus contributing to the 
shared success and sustainable growth of the company.
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012factory’s mission outlines the role and value we offer to customers, market 
and society. 012factory is a business incubator certified by the Ministry of 
Business and Made in Italy, which supports and accompanies the birth, 
growth and development of entrepreneurial realities, from the initial idea to the 
transformation into active companies on the market. 
We work to make the innovation ecosystem bloom, providing constant support 
to companies that want to start or consolidate, through digitalization and new 
technologies. 
We also believe so much in collective growt, that our mission is translating into 
continuous networking, training and meetings between innovative realities 
and traditional companies. 

Our social commitment also takes the form of positive impact activities 
through the involvement and support of initiatives on themes as diversity, 
equity, inclusion, environmental responsibility and sustainable development. 

As a Benefit Company, we have integrated into our bylaws a specific common 
benefit purposes that we pursue in our economic activity performance.
In particular, 012factory undertakes to:
•	 Support the development of the territory and new innovative 

businesses: Stimulate and accompany the birth and growth of innovative 
startups and SMEs, by contributing to the sustainable economic 
development of the territory and the creation of qualified employment 
opportunities. The purpose is to develop competitive and technologically 
advanced companies, while promoting local entrepreneurial culture. 

•	 Promote a culture of innovation and shared knowledge: Spread 
skills and know-how through training programs such as 012Academy, 
networking events and technology transfer activities, so those who make 
entrepreneurship their profession can acquire useful tools and contacts 
to realize their ideas. We believe that knowledge sharing and continuous 
training are fundamental for the growth of our ecosystem. 

•	 Promote social inclusion and gender equality: By removing barriers 
and discrimination in the world of work and entrepreneurship and valuing 
diversity as an enrichment factor. As a testament of this commitment, 
012factory has achieved the UNI/PdR 125:2022 Gender Equality 

1. Mission and common  
benefit purposes
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certification, adopting a management system that promotes active gender 
equality policies. 

•	 Reduce environmental impact and promote sustainability: Adopt 
corporate practices aimed at minimizing the ecological footprint of internal 
activities, such as energy saving, waste reduction, sustainable mobility, and 
raising awareness among startups and companies in the 012 Ecosystem 
on environmental issues. For example, 012factory periodically measures 
its CO₂ emissions and adopts compensation and reduction measures, 
aligning its environmental policies with the Sustainable Development Goals 
of the 2030 Agenda and contributing positively to collective well-being. 

•	 Create synergies for positive social impact: Collaborate with non-
profit organizations, public entities and other companies for initiatives that 
generate social and cultural value. 012factory has entered into agreements 
with entities such as Acli Caserta, Rain Arcigay Caserta, Nati Liberi, 
YouSud, Adepo, Comitato per Villa Giaquinto, Jef Napoli and Jesal, offering 
training and operational support to amplify their positive impact on their 
respective fields. It also undertakes to spread innovative and responsible 
business models, such as the legal form of Benefit Company and the 
B Corp model, promoting an inclusive, fair and regenerative economic 
paradigm oriented towards the common good. 

These common benefit purposes guide our corporate strategy and integrate 
012factory’s mission, ensuring that profit is well-balanced with social and 
environmental purpose in all decisions and activities undertaken.
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Our core values act as an ethical and moral compass, guiding the behaviours 
that must be maintained within the company and in customer relationships, 
partners and the community. These very values constitute the foundations on 
which all our decisions rest on and define the corporate culture of 012factory. 
They can be summarized in five principles.
•	 Shared Growth: We believe in collective growth and in the dissemination 

of knowledge, by working to ensure the success of the company which 
coincides with the development of the people who work there and the 
territory in which we operate. Each person contributes to continuous 
improvement and shares ideas and skills, in an oriented team spirit towards 
the common good. 

•	 Innovation: 012factory was born to innovate. We are committed to seek 
creative solutions and foster change proactively, both in our services and in 
internal processes. Innovation is not only technological but also cultural. It 
means knowing how to reinvent business models and viewpoints, keeping 
an open mind and adapting quickly to challenges. 

•	 Inclusion: We are valuing diversity in all its forms and promoting an open 
and respectful work environment, where each person feels welcomed and 
enabled to give their best. Equality of treatment, gender parity and the 
absence of discrimination are inviolable principles for 012factory, pursued 
in internal policies, in hiring and career processes, in remuneration, and in 
external activities, in order to support startups led by under-represented 
categories, or partnerships with third sector entities, etc. 

•	 Integrity: We work with honesty, transparency and responsibility in every 
situation. Integrity is expressed in the respect of our made commitments, 
in internal clarity within the working group and towards stakeholders, plus 
in coherence between declared values and daily actions. Each person is 
required to behave in a loyal and correct manner, avoiding even the glint 
of incorrect behaviour or behaviour in conflict with the ethics, values and 
interest of the company. Mutual trust is from the basis of our professional 
relationships. 

2. Values and Code  
of Ethics
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•	 Sustainability: We pursue a long-term vision, by building values over time 
through the environmental and social sustainability of our choices. We work 
to minimize environmental impact and maximize positive impact on people 
and communities. Those values are translating into our practices such 
as waste reduction, the adoption of green technologies, the promotion of 
social impact projects and the desire to give back a part of our success to 
the territory and society. 

These values, deliberately general, embrace a wide variety of circumstances 
and orient our behaviour. In any uncertain situation, people who is part of 
the working group should ask himself: “Does my behaviour in this situation 
reflect our values?”. If the answer is negative, it is probably because the 
action or decision in question is not coherent with our way of doing business, 
collaborating and sharing. 

To give concreteness and operational examples to these principles, 
012factory has adopted a corporate Code of Ethics updated to 2025. Each 
person is required to know, adopt and share what is provided by the Code of 
Ethics, which is an integral and fundamental part of this document. The Code 
of Ethics defines detailed and specific standards of behaviour, for example 
the terms of anti-corruption, the respect of laws or any possible conflicts of 
interest and provides ethical guidelines to deal with those situations. 

All the people who compose the working group, without exception, must 
respect the standards and rules of the Code of Ethics, and refrain from 
conducting any inadequate behaviours or potentially harmful to the reputation, 
honesty and integrity of 012factory. Respect of the Code and corporate values 
does not only represent a formal requirement, but it is an essential part for 
adhering to the 012factory culture. If a person detects possible violations of 
the Code or values, he is encouraged to communicate it openly and without 
fear of retaliation, to the company identified person as the contact person, 
or through the channels prepared and indicated in chapter 4: our company 
prohibits any form of retaliation towards those who report incorrect behaviour 
in good faith, consistency with our values of integrity and trust.
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In line with our mission and with the commitment to provide high-value 
services, 012factory is dedicated to improving the people life who constitutes 
its working group, recognizing that together they represent the foundations of 
our success. 

The policies described in this section concern key aspects of the employment 
relationship and company human resource management. In fact, they 
aim to guarantee fair treatment, growth opportunities, safe and respectful 
environment and clarify mutual rights and duties.

3.1 Discipline of the employment relationship
012factory fully applies current labour law regulations and the National 
Collective Labor Agreement (CCNL). In particular, the regular payment of 
salaries and social security contributions to employees are taking place in 
the manner and frequency provided by the CCNL and individual agreements; 
similarly, working hours are defined in compliance with the applicable 
contractual provisions. 
Identical rights and same professional growth opportunities are guaranteed 
for all, regardless of length of service or contract type, whether the roll is 
full or part-time, fixed-term or open-ended, internship, apprenticeship, etc. 
Every form of employment relationship is also defined in compliance with 
the principles of fairness and good faith, ensuring contractual conditions in 
compliant with the law.

3.2 Flexible work policy
012factory recognizes the importance of fostering a better work-life balance. 
For this reason, depending on organizational and production needs, 
employees are allowed to work in flexible mode, including the possibility 
of performing remote work for certain days or periods. When it is possible, 
the company is committed to fostering forms of agile and flexible work, 
guaranteeing in these cases same economic treatments, rights and the 
development of equal opportunities than people would have working in 
person. 
The methods of accessing smart working or flexible hours are defined by 
specific internal policies, which take into account both operational needs and 
individual preferences, always in compliance with the relevant legislation. 

3. Employees Policies 
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Every request for flexible work is evaluated fairly, avoiding unequal treatment. 
It goes without saying, that in agile work mode it is agreed that productivity 
and reachability standards must be guaranteed, as well as compliance with 
corporate guidelines on data security and use of working tools.

3.3 Equity, diversity and inclusion
012factory rejects every form of discrimination and actively promotes an 
inclusive corporate culture. We do not make any distinction or preferential 
treatment based on gender, identity, sexual orientation, age, ethnicity, 
nationality, origin, religion, social background, disability, political opinions, 
trade union membership or any other personal characteristic not relevant for 
working purposes. 

Every decision regarding selection, hiring, conditions of employment, training, 
career advancement and termination of the employment relationship, is 
solely based on meritocratic criteria, competence, performance and objective 
requirements of the role. 

To underline its commitment to these issues, 012factory includes an 
explicit message on diversity, equity and inclusion in all job searching 
announcements. Furthermore, we carefully examine the requirements and 
language used in job descriptions to ensure they are neutral and fair. Interview 
and evaluation processes are structured to reduce unconscious biases and 
ensure equal opportunities to all candidates. 

Gender equality: 012factory guarantees staff a fair and non-discriminatory 
remuneration. For the same role, responsibility and experience, the economic 
treatment is equal, without distinction of gender or other types. 
Corporate welfare policies and work-life balance measures, such as parental 
leave and flexible hours, are applied in a peer manner, encouraging a balance 
in the family commitment sharing.
As mentioned previously, our company has obtained the UNI/PdR 125:2022 
Gender Equality certification, recognized as compliant with the requirements 
of the national standard for equality at work. This recognition attests to the 
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existence of a structured system for monitoring and continuous improvement 
on the gender equality dimensions for growth and remuneration opportunities, 
parenting policies, work-life balance, prevention of harassment, etc. 

Training on diversity and inclusion: Thanks to the collaboration with 
associations such as Rain Arcigay Caserta, 012factory periodically organizes 
workshops and training sessions for employees, incubated startups and 
partner realities on the themes of equity, diversity and inclusion. All people 
who operate in the 012 Ecosystem are invited to actively participate in these 
moments of awareness-raising and cultural growth. Through internal and 
external communications, we reiterate the principle of zero tolerance towards 
any form of discrimination or harassment. Posters and informative materials 
are displayed in workplaces that promote respect for every person and the 
company’s commitment on these fronts. 
In summary, 012factory is committed to creating an inclusive and respectful 
work environment, where diversity is valued and every person can feel safe 
and supported. Any contrary behaviour to these principles, such as offensive 
language, exclusion and expressions of prejudice, is not tolerated and may 
give rise to disciplinary measures. Reports of discriminatory or non-inclusive 
episodes will be taken into serious consideration by the internal figures in 
charge, guaranteeing confidentiality and protection for those who report 
incidents. 

3.4 Child labour
012factory firmly condemns every form of exploitation of child labour or forced 
labour. The company does not employ, nor does it intend to employ, personnel 
under the minimum age established by current labour laws of the countries in 
which it operates. During our recruitment processes, the age of candidates is 
always verified to ensure full legal compliance. 
We also undertake to not maintain commercial relationships or partnerships 
with supplier, sub-suppliers or other third parties that result involved in forced, 
coercive or in child labour practices. Any evidence in this sense will lead to the 
immediate termination of the collaboration and, if appropriate, reporting to the 
competent authorities.
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3.5 Freedom of association and collective bargaining
012factory recognizes and upholds the right of every person to associate 
freely and to participate in collective activities to protect their interests. 
There is full freedom to join trade union organizations of his choice or to 
abstain from them, without entailing discrimination or repercussion by the 
company. Similarly, the free expression of political opinions outside of working 
hours and context is guaranteed, in compliance with the laws and the duty of 
good faith towards the company. 

In case of negotiations with union representatives, 012factory undertakes to 
establish a constructive dialogue based on mutual respect. The company will 
carefully listen to the demands brought forward by the unions and, compatibly 
with its organizational and economic needs, will seek shared solutions 
that protect the dignity of people and corporate sustainability. Every union 
confrontation will take place according to fairness and without any form of 
intimidation or obstructionism by the company.

3.6 Employee satisfaction surveys
In order to constantly improve the work environment and organizational well-
being, 012factory annually conducts a staff satisfaction survey. This survey, 
with mandatory but with anonymous participation, covers various aspects of 
working life: quality of the environment and working conditions, effectiveness 
of internal communications, level of engagement and motivation, perception 
of professional development opportunities, fairness of managerial practices, 
etc.  Feedback on organizational strengths and weaknesses is also collected 
with suggestions proposed internally to introduce new initiatives or improve 
existing ones. 

The results of the company climate survey are analysed by the Ethics 
Committee and shared, in aggregate form, with all employees. Based on the 
outcomes emerged, 012factory develops any organizational improvement 
plans, defining corrective actions or new projects to respond to the highlighted 
needs. In this way, the satisfaction survey becomes a valuable tool for listening 
and actively involving staff in company growth. 
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The data collected are treated in an aggregate way to guarantee the 
participating person full freedom of expression without fear of personal 
repercussions. Those who fill out the questionnaire are in fact required to have 
a sense of responsibility and sincerity, in the awareness that their opinions 
contribute concretely to the improvement of the work environment.

3.7 Training scheme
012factory deeply believes in the importance of continuous training scheme. 
For this reason, during the working year, periodic moments of updating and 
skill development are organized for all employees. 
These training initiatives can concern as well as themes directly inherent to 
the company’s work activity, such as new methodologies, digital tools, sector 
regulations and project management; or themes on social and environmental 
impact, which the company considers fundamental, such as sustainability, 
diversity management, organizational well-being, etc. 

Training sessions can take place in person, online or in hybrid mode, and 
training staff can be internal or external. 
The company also encourages participation in external courses, conferences 
or workshops, which are relevant for skill development, evaluating on a case-
by-case basis the coverage of costs or the granting of training permits. 
The possibility of proposing specific training initiatives is also guaranteed: 
proposals will be evaluated by the Steering Committee based on economic 
resources and company priorities. The goal is in fact to maintain a continuous 
learning environment. And it should be made clear that all provisions related 
to training apply, indistinctly to the entire staff: the right to update opportunities 
and, at the same time, duty to actively participate in the planned training 
programs.
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3.8 Performance analysis
To improve individual performance and the overall effectiveness of the 
organization, 012factory adopts a structured performance evaluation 
system. This system involves the entire company and ensures a 360-degree 
evaluation for each person engaged in corporate work, none excluded. 

The evaluation methodology is transparent and is based on objective and 
shared criteria. The main aspects considered in the process include:
•	 The link between organizational performance and individual performance.
•	 The measurement of the individual contribution to the achievement of 

organizational goals.
•	 The identification and assignment of specific goals to be achieved in a 

given period.
•	 The evaluation of professional and demonstrating managerial skills.
•	 The level of expected behaviours, put into practice, in line with corporate 

values.
•	 The support provided to improve performance through constructive 

feedback.
•	 Clear communication of evaluation results and future expectations. 

The evaluation process takes place at least annually and involves every 
person: the results are used fairly to identify career paths, assign any 
incentives and plan targeted training activities.
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These policies concern the behaviour and conditions that must be respected 
at the workplace in 012factory. They are aimed at guaranteeing a professional, 
safe and comfortable environment, as well as protecting corporate assets and 
the company’s image.

4.1 Work activity performance
Each person is required to fulfil their work with the diligence required by the 
nature of the task and in coherence with the general interest of 012factory. 
Each must carry out the assigned tasks, adhere to the requested quality 
and quantity standards plus respect deadlines and established procedures. 
Nevertheless, it is each employee responsibility to efficiently organize his 
work, promptly reporting any obstacles or need for support. 

Fundamental obligations include compliance with the provisions and 
instructions given by company’s management. Furthermore, each person 
must respect the laws, the CCNL and this manual. Violation of the general 
duty of diligence, or failure to comply with directives, can lead to the activation 
of disciplinary measures:
•	 In minor cases, conservative sanctions may be applied, such as reproach, 

fine or suspension.
•	 In the most serious cases, dismissal for just cause or justified reason may 

be reached.

If the negligent or imprudent behaviour of a single person cause material 
or economic damage to the company, that person may be called upon to 
compensate for the damage, in cases of gross negligence or intent, and in 
compliance with legal guarantees.

4.2 Behaviour
Within 012factory’s workplaces, all staff are required to maintain a 
professional, courteous and respectful behaviour. Relationships with the 
working group, customers, suppliers and partners, must be based on 
maximum fairness. Appropriate language is also required, and aggressive or 
offensive attitudes must be avoided. 

4. Workplace policies
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Expectations therefore include:
•	 Appropriate clothing for the working context.
•	 An adequate level of personal hygiene.
•	 Politeness in relationships and collaboration. 

It is forbidden to introduce dangerous objects, substances or items unrelated 
to working activity into company premises. It is also forbidden to use company 
assets for personal purposes not related to work, unless explicitly authorized. 
Any unauthorized personal use, or appropriation of company assets, may be 
subject of disciplined sanctions.

4.3 Health and safety at work
012factory considers the protection of health and safety in workplaces a 
fundamental principle and a non-negotiable value, in line with its commitment 
with the well-being of people. 
The company undertakes to strictly comply with current regulations, namely 
Legislative Decree 81/2008 and subsequent amendments, and to promote a 
culture of active and shared safety, aimed at preventing any potential risk. 

The ultimate responsibility for guaranteeing a healthy and safe working 
environment depends on the company, which fulfils all legal obligations, 
including risk assessment, the preparation of necessary prevention and 
protection measures. 
Therefore, safety culture is promoted and strengthened through training and 
updates with meetings organized every week morning, which are an integral 
part of the working group’s activities. During these sessions, the procedures to 
follow and correct behaviours to adopt in order to operate safely are covered. 

Each person is a fundamental gear of this system. Each is required to take 
care of their own health and safety, as well as one’s another people present 
in the workplace, observing company provisions and promptly reporting any 
condition of potential danger to the designated reference figures. 
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Active participation in training scheme and the adoption of prudent and 
responsible behaviours are a duty for each person and contribute to making 
012factory a better and safer workplace. Furthermore, to show the attention to 
its working group’s well-being, 012factory offers a supplementary healthcare 
policy, the details of which are available at the Human Resources office.

4.4 Environmental protection 
012factory’s working group is aware of the climate emergency and is 
committed to reducing its environmental impact and promoting virtuous 
behaviours. Since 2023, 012factory has undertaken an activity to measure 
and monitor CO₂ emissions generated by its activities.  

012factory has developed internal guidelines to reduce environmental impact:
•	 Business travel policy: We prioritize remote communication tools, and, in 

case of necessary travel, we encourage the use of low-emission vehicles 
and vehicle sharing. We also have a CO₂ emission policy for business 
travel, and an internal environmental Protocol. 

•	 Guide of digital sustainability: We have shared internally a handbook 
with practical indications to limit the environmental impact of daily digital 
activities. 

•	 Energy saving and waste reduction: In the office we use high-efficiency 
lighting and programmable thermostats, and we have implemented large-
scale waste sorting scheme.

We invite each person in the working group to feel like an active part of this 
effort: every daily gesture counts.
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4.5 Rewards and requests 
To protect the company’s integrity and prevent conflicts of interest, 012factory 
has established the following rules:
•	 Prohibition of accepting rewards: It is not possible to accept 

compensation or significant economic value gifts from external people 
in relation to one’s role. Gifts of modest value that fall within normal 
commercial courtesy practice are an exception. 

•	 Prohibition of soliciting favouritism: It is not possible to exercise 
pressure to favour hiring, promotions or preferential treatment for oneself 
or for other people. Selection and advancement processes are based 
exclusively on merit. 

An impartial and transparent attitude is therefore required, to act solely in the 
interest of 012factory.

4.6 Smoking and food rules
To guarantee a comfortable environment, the following indications apply:
•	 Food: It is permitted to consume food and drinks at one’s workstation, 

provided it is done in a decorous manner and without causing a 
disturbance. The company provides a common refrigerator and a 
coffee area. Each person is required to maintain the cleanliness of their 
workstation and common spaces. 

•	 Smoking: There is an absolute ban on smoking, including electronic 
cigarettes, in all indoor environments. Outside, smoking is permitted in 
designated areas, staying away from entrances and using the appropriate 
ashtrays.
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4.7 Violence and harassment
012factory adopts a zero-tolerance policy towards any form of harassment, 
physical, verbal or psychological violence in the workplace. Every behaviour 
that constitutes sexual harassment, bullying or abuse is strictly prohibited. 
We encourage those who believe they are victims or witnesses of these 
behaviours to report them immediately to the relevant functions. The 
company undertakes to treat every report with seriousness and confidentiality, 
conducting timely assessments and adopting necessary measures to stop 
and sanction abuses, which may go as far as dismissal for good reasons. 
012factory protects those who report from retaliation and ensures support to 
victims.

4.8 Management, reporting and protection  
In order to guarantee a work environment based on legality, fairness and 
transparency, the company makes available to internal staff, collaborators and 
third parties, an internal reporting channel aimed at communicating illicit 
acts, irregularities, regulatory violations or behaviours that may constitute 
violations of laws, regulations, company procedures, the Code of Ethics or 
otherwise detrimental actions to the organization. 

The internal reporting channel is made accessible via a dedicated link, 
available on the website.
Following the submission, the person who makes the report receives a unique 
20-character alphanumeric code, automatically generated by the system 
and not knowable by the company. Through this code it is possible to access 
the report again, integrate additional information or documentation, and 
communicate with the people in charge of management, maintaining the 
confidentiality of one’s identity. 
This mechanism guarantees the continuity of dialogue, the traceability of 
the report and the protection of the reporting person, in compliance with the 
principles of confidentiality, security and personal data protection. 
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Reports must be made exclusively through the dedicated digital platform 
Whistlesblow.it, accessible online. Through the platform it is possible to:
•	 fill out a guided reporting form
•	 describe in detail the facts subject to be reported
•	 attach any supporting documentation 

Reports are managed exclusively by the person formally identified by 
the company as a contact person according to criteria of impartiality and 
confidentiality. The company guarantees that the reporting person will not 
suffer any form of retaliation, discrimination or penalization for having made a 
report in compliance with this procedure. 

The use of the Whistleblowing system constitutes a protection tool for 
012factory and for all the people who work there and contributes to the correct 
functioning of the organization and the respect of corporate values. 

An established violation entails the application of disciplinary sanctions, 
from verbal warning to dismissal for good reasons, in accordance with the 
provisions of the law and the applicable National Collective Labor Agreement.
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This section describes the references on working hours, attendance, 
remuneration and management of absences, permits and holidays, in line with 
the applied CCNL and internal procedures.

5.1 Salaries
The monthly remuneration is paid within the first week of the month following 
the reference month. Each monthly payment is documented by the relative 
payslip, available in electronic format. Payslip reports are detailing all pay 
items and deductions. The personnel administration office is available for any 
clarification.

5.2 Respect of working hours and absence rules
All people are required to strictly respect the working hours established 
beforehand between the parties and according to the agreements reached. 
It is forbidden to start late or end early without justified reason and prior 
authorization. And, in case of necessity, the relevant responsible figure must 
be notified immediately.
•	 Unauthorized delays or exits will result in a reduction in remuneration and 

possible disciplinary sanctions in case of recidivism. 

•	 Every absence must be formally justified within 48 hours. Planned absences, 
such as paid leave and leaves of absence, must be requested with adequate 
notice to the Human Resources Management office according to internal 
procedures; unforeseen ones, such as illness, must be communicated as 
soon as possible to one’s manager, followed by appropriate documentation. 

•	 Unjustified absences constitute a disciplinary violation and will involve 
remuneration deduction and the application of sanctions.

5. Working hours, 
salaries and holidays
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5.3 Work attendance and breaks
Working hours management at 012factory is based on a principle of trust, 
flexibility and individual responsibility. Compliance with the working hours 
defined in one’s individual contract is required, organizing one’s day to 
guarantee full operability and the achievement of goals, in agreement with the 
needs of the working group and the directives of one’s responsible figure. 

Respect for contractual hours is a duty of diligence. Any work performance 
that exceeds ordinary hours is considered overtime and must always 
be requested in advance by the company and explicitly authorized. The 
management methods for authorized overtime are regulated by the provisions 
of the law and the applied CCNL, as specified in point 5.7. 

A lunch break is granted in the middle of the day, the duration of which is 
defined by contractual agreements and its establishment must be managed 
so as not to compromise operational activities. Short informal breaks during 
the day are allowed and managed with common sense, respecting the work of 
other people and deadlines.

5.4 Absence documents
In case of illness, a communication to the company is requested within 
the first day of absence: the protocol number of the electronic medical 
certificate must be communicated within 2 days. Any continuation must be 
communicated and certified with the same methods. 
About parental leave, it will take place according to laws and the CCNL44. It 
is necessary to inform the Human Resources office in time and present the 
required documentation. 

For other permits, such as bereavement, medical visits and other types, it 
is necessary to present a written request with at least 3 days’ notice, if it is 
possible , and attach the supporting documentation.
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5.5 Holiday periods
Annual holidays are an inalienable right, and their planning takes place in 
agreement between the individual person and the company, depending on 
operational needs.
•	 Holiday requests must normally be presented with at least 3 weeks’ 

notice before the desired start date, through company tools. This notice is 
necessary to allow effective planning of activities and guarantee operational 
continuity. 

•	 The company will communicate approval or any modifications. For peak 
periods, such as summer or the Christmas period, holiday plans will be 
defined well in advance. 

•	 Holidays must usually be taken in the year they are been earned. Any 
residue must be used within the legal terms.

5.6 Paid leave
Paid leaves follow similar rules than holidays. They must be requested with at 
least 3 days’ notice, except for emergencies, and their granting depends on 
service needs. They cannot be taken independently without authorization.

5.7 Exits during working hours and overtime
Temporary exits during working hours must be authorized by the person 
responsible. The request must be communicated as soon as possible. 
Overtime must always be previously authorized by the person responsible. 
And it is not permitted to stay beyond the hours on one’s own initiative.
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The use of corporate IT and telematic resources is provided to the working group 
exclusively for working purposes. The use must be guided by the principles of 
diligence and fairness, avoiding any waste and potentially harmful actions.

6.1 Use of PC company and personal devices 
A. Use of the corporate personal computer 
The computer provided by the company is a working tool and must be used with 
diligence and fairness. Any use not related to work activity is not recommended 
and must be limited to necessity cases, without compromising the security and 
performance of the system.
•	 It is forbidden to install software or connect hardware peripherals without a 

previous authorization done by company IT support. The use of software without 
a regular license is strictly prohibited.

•	 Access to the personal computer is protected by personal passwords which 
must be kept with the utmost care and not be disclosed.

•	 It is forbidden to modify system configurations or deactivate installed security 
solutions, such as antivirus and firewalls.

•	 When leaving the workstation, it is mandatory to lock the computer screen. At the 
end of the day, the device must be locked or turned off.

•	 Maximum attention must be paid to external memory media such as USB sticks, 
and any anomaly, malfunction or suspicion of virus infection must be reported 
immediately to IT support. 

B. Use of personal devices for work purposes 
Where authorized by the company, each person is permitted to use their own 
personal devices such as computers, tablets and smartphones, to access 
corporate data and systems. This mode is based on trust, but requires compliance 
with the following essential conditions to guarantee the security of 012factory’s 
information assets:
•	 Minimum security requirements: Anyone using a personal device for work 

purposes undertakes to keep it secure, ensuring that it is always protected 
by a robust access password; that the operating system and applications are 
constantly updated; and that reliable antivirus software is installed and activated.

6. Use of IT 
and  technological  
resources
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•	 Data separation: It is the responsibility of each person to adopt all necessary 
measures to keep personal data and work environments separate from 
corporate ones, in order to prevent accidental loss or corruption of information; 
and that reliable antivirus software is installed and activated.

•	 Responsibility: The company is not responsible for the purchase, maintenance, 
repair or connection costs of the personal device. Similarly, 012factory is not 
responsible for the loss or damage of personal data present on the personal 
device.

•	 Right to verify and delete corporate data: It is recognized that the company, 
through its IT support, has the right to verify the compliance of the device with 
minimum security requirements. In the event of termination of the employment 
relationship, for any cause, the person has the obligation to actively collaborate 
to allow the complete and secure removal of all corporate data, accounts and 
access from their personal device, and to provide written confirmation of having 
fulfilled such obligation.

6.2 Use of Company network 
Shared network units are exclusively intended for documents and information of 
professional nature.
•	 It is not permitted to store personal files in shared folders. These files may be 

removed without notice.
•	 Network access passwords are secret and personal. It is forbidden to use 

another person’s account or share one’s personal credentials.
•	 The responsible person identified by the company can remove files or 

applications deemed dangerous for security. Periodic cleaning of archives is 
recommended.

•	 Printing of documents should be done only if necessary and printed sheets must 
be promptly collected for order and confidentiality reasons.

6.3 Password management
Passwords are the first line of defence for data security.
•	 Create strong passwords: Minimum length of 8 characters with combinations 

of uppercase, lowercase, numbers and symbols.
•	 Periodic change: Modify passwords at least every 6 months or immediately if 

compromise is suspected.
•	 Secrecy: Do not write down passwords in visible places, do not save them in 

unprotected files and do not share them with anyone.
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6.4 Use of Corporate electronic mailbox 
The corporate electronic mailbox is a working tool.
•	 Permitted use: E-mail must be used for service communications. It is forbidden 

to use it to register for personal services, forward chain letters or non-professional 
messages.

•	 Order and space: The mailbox must be kept in order, regularly deleting 
messages that are no longer necessary.

•	 Confidentiality of information: Confidential corporate information must not be 
forwarded to unauthorized external people.

•	 Attachments and viruses: Do not open attachments from suspicious e-mails. 
In case of doubt, consult the responsible person identified by the company.

•	 Netiquette: Maintain a professional style, use the subject line clearly, greet and 
sign off, and avoid improper use of “Reply All”.

6.5 Use of Internet and related services 
Internet access from the company computer is a working tool.
•	 Browsing must be aimed at strictly working purposes. It is forbidden to browse for 

personal reasons during working hours, especially on non-pertinent sites such 
as social networks, e-commerce, streaming, etc.

•	 It is forbidden to download freeware and shareware software without explicit 
authorization from the responsible person identified by the company.

•	 It is strictly forbidden to carry out personal online financial transactions from the 
company computer.

•	 Avoid registering for sites or services not related to work with the corporate 
e-mail.

•	 Use of social networks is permitted only if it is part of one’s duties. Otherwise, 
access for non-work purposes is forbidden during working hours.

•	 For security reasons, 012factory reserves the right to monitor Internet 
connections, in compliance with privacy regulations.
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7.1 Non-compliance of rules
All people are required to respect the rules contained in this manual. 
Non-compliance with the duties and rules established here constitutes 
a disciplinary infraction and may give rise to the application of sanctions 
according to the gravity of the fact, in accordance with the law and with the 
disciplinary scale provided for by the CCNL. 
Before the imposition of a sanction, the person will always be guaranteed the 
right of defence, with written notification of the charges and the possibility 
of providing justifications. The full text of the disciplinary rules of the current 
CCNL is available for the working group.

7.2 Effective entry and updates
Employee handbook come into effects from the work starting date, when, at 
the same time, the link to consult or download it is also provided. Each person 
will be required to sign it when there will have received the link and committed 
to respect the contents of this document. Any future modifications or additions 
will be communicated formally. It will be the company’s responsibility to 
keep the official version of Employee handbook updated, available online 
or in another shared space. The person responsible for the application and 
monitoring of this document is Sebastian Caputo.

7. Final provisions
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7.3 Useful contacts and references 

Area Contact person E-mail contact

Human resources 
management for contracts, 
payslips, absences

Amalia Pascariello amalia.pascariello@012factory.it

IT support Salvatore Novaco salvatore.novaco@012factory.it

Health and safety Salvatore Novaco salvatore.novaco@012factory.it

Equality, inclusion and 
reports Maria Scalisi maria.scalisi@012factory.it

Data protection Salvatore Novaco salvatore.novaco@012factory.it

Responsible for the 
application of Employee 
handbook

Sebastian Caputo sebastian.caputo@012factory.it
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