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Altruistiq’s Policies

Period Policy

At Altruistiq we want to make sure our whole team feels supported and understood. 
Part of this is breaking down taboos and making sure we can all be our true selves at 
work, and we knowSUb that periods and menstruation can still be a source of 
embarrassment or concern in the workplace. We feel it’s important that members of 
our team who have menstrual cycles can have access to supplies, facilities, and 
adjustments whilst menstruating, if they require it.  

We recognise that not everyone experiences periods in the same way, and sometimes 
they can be extremely debilitating - especially if an individual has endometriosis, 
menorrhagia, dysmenorrhea or other medical conditions. Periods can cause, amongst 
other symptoms, extreme headaches, back and joint pain, severe cramping, vomiting 
and fainting. If you experience these symptoms regularly, and you feel comfortable to 
do so, please speak to your Team Lead or a member of the Senior Leadership Team so 
we can discuss how to best support you.  

We encourage all team members - those who menstruate and those who do not - to 
show support to colleagues if they are suffering. We also want to encourage the team 
to educate themselves on the topic if they feel uncertain, and be supportive of 
colleagues as they learn more about periods. We have zero tolerance for 
discrimination and bullying at Altruistiq. 

Supplies and Facilities 
We supply tampons, pads, and hot water bottles for all team members. You can find 
these in [LOCATION. If there are further products you think would be beneficial, 
please let us know! 

Flexible Working for Pain 
As outlined above, period experiences differ widely, and we want to take your 
individual needs into consideration.  

We allow flexible working so that if you’re struggling with period pain, you can take 
time out. All we ask is that you let your team and Team Lead know you’ll be offline for 
that time and rearrange meetings where possible. 

We trust and respect you to use this flexibility honestly and genuinely. It is both yours 
and your Team Lead's responsibility to manage any work you need to catch up with. 
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Further Support  
Please book sick days if you also need to, in addition to any flexible working or leave 
we grant for periods, and follow the usual reporting procedure outlined under the 
Sickness Absence policy.  

If period pain is impacting your work regularly, please discuss this with your Team 
Lead so we can put a plan in place and make any reasonable adjustments to help you.  

If you have any ideas or suggestions about how we can better support our 
menstruating team members, please let us know! We are constantly learning and will 
iterate on this policy when necessary.  

Breastfeeding for Mothers Policy

We want to provide a workplace environment that supports breastfeeding team 
members in continuing to breastfeed their infants following their return to work. We 
encourage team members and management to have a positive, accepting attitude 
toward working women who are breastfeeding and discrimination and harassment of 
breastfeeding mothers in any form is unacceptable and will not be tolerated. 

Team members who wish to continue to breastfeed following return to work 
shall receive: 
• Breaks for breastfeeding or expressing milk. 

• Breastfeeding team members are allowed to breastfeed or express milk during work 
hours using their normal breaks and as part of additional lactation breaks (usually 
20 minutes once or twice a day) as agreed with their Line Manager. 

• A private place to express milk. 

• A private room (not a toilet) shall be available for team members to breastfeed or 
express milk. The room will be private, lockable and clean. Expressed milk should 
be stored in a personal cool bag or if available the cool bag can be placed in a 
designated refrigerator. 

• Staff support 

When using this policy, it is your responsibility to:  
• Communicate with supervisors – Keep us informed of your needs so that 

appropriate accommodations can be made to satisfy the needs of both the team 
members and the workplace. 

• Maintenance of milk expression equipment – You are responsible for leaving the 
designated milk expression area clean and tidy for the next user. 
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• Milk storage – Please label all milk expressed with your name and the date 
collected so that it is not inadvertently confused with another team member's milk. 
You are responsible for proper storage and transportation of your own milk, and it is 
recommended that personal cool bags are used including within a designated 
refrigerator if this is available. If a refrigerator is not available breastmilk can be 
stored at room temperature or in a cool bag for 6 hours. 

• Use of break times to express milk 

If more than one breastfeeding team member needs to use the designated expressing 
room, you can use a sign-in log provided in the room to negotiate milk expression 
times that are most convenient or best meet your needs. 

Further information available at:  
• www.ukbreastfeeding.org  

• www.unicef.org.uk  

• www.breastfeedingnetwork.org.uk 

Menopause Policy 

Altruistiq recognises that women experiencing the menopause, whether before, during 
or after this time of hormonal change and associated symptoms, may need additional 
consideration, support and adjustments. 

• We recognise that the menopausal symptoms can also affect transgender people 
including non-binary people. 

• We are committed to developing a workplace culture that supports workers 
experiencing the menopause in order for them to feel confident to raise issues 
about their symptoms and ask for reasonable adjustments at work. 

• We recognise that some team members experiencing the menopause may find that 
related symptoms may impact on their health and wellbeing, and we aim to provide 
as much support as is reasonably practicable for individuals. 

• We recognise that the menopause is a very personal experience and therefore 
different levels, and types of support and adjustments may be needed. 

Team members experiencing the menopause are encouraged to let their Line Manager 
know if they are struggling with symptoms that may impact on their work, so that 
appropriate support is provided. Such information will be treated confidentially and in 
accordance with our data protection policy.  
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An alternative contact is available to team members experiencing the menopause 
should they not feel comfortable discussing their problems with their line manager, 
(particularly if they are male).  

Team members who are experiencing the menopause can apply for reasonable 
adjustments to support them at work, including but not limited to flexible working 
arrangements, a change in duties, and professional support. We will aim to provide 
temporary staff cover or redistribute work wherever possible, where there is a lengthy 
absence related to menopausal symptoms. 

Managers will consider all requests for support and adjustments sympathetically and 
will not discriminate against those team members who are experiencing the 
menopause and put in place the required support or adjustments in a timely manner. 
All requests for support or adjustments must be dealt with confidentially and in 
accordance with the data protection policy. 

Team members experiencing the menopause are encouraged to seek support through 
their GP and other external organizations. 

Transitioning at Work

We want everyone at Altruistiq to feel comfortable to be themselves at work. 
Transitioning is a term used to describe the process and steps an individual takes in 
order to live in the gender they identify as. We are committed to promoting equality 
and diversity in the workplace, and that includes equality of opportunity for trans 
people throughout recruitment and employment, including supporting trans team 
members through any transitioning process. We will not tolerate discrimination, 
victimisation or harassment on the basis of a person’s gender identity, gender 
expression or trans status. We also recognise and commit to following The Gender 
Recognition Act (2004 and the Equality Act (2010. 

This policy is for our whole team, and applies to team leads, team members, senior 
leadership and directors. This policy aims to provide a starting place for approaching 
transitioning at work, from the perspective of the individual transitioning, and the 
whole business in supporting them. As a business we are on a journey of learning 
about how best we can support trans rights and transitioning at work, and each 
individual's experience is different, so we want to work together to ensure 
transitioning at work is as safe, smooth and supportive as possible. We have also 
linked to resources and charities that provide in depth information and guidance. 
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We encourage our whole team to educate themselves on trans rights, and 
understand what it means to transition: 
• The Gender Identity Research and Education Society (GIRES outlines definitions 

and explanations of terminology here  

• The Gender Trust explains gender laws here, and explains more about 
discimination, harassment, and victimisation in the workplace for trans people here  

• We will also provide DE&I training 

Everyone at Altruistiq has the following responsibilities:  
• To comply with this policy and suggest updates and amends to ensure we can all 

support in the best way possible. 

• To report any instances of harassment, bullying, discimination or victimisation 
according to our Bullying and Harassment policy.  

• To support colleagues transitioning and educate colleagues who may inadvertently 
show discriminatory behaviour.  

How we will support you  
We understand that telling work about your transition can be daunting, but if you feel 
comfortable to do so, please let your Team Lead or another senior team member 
know. We will work with you to create a plan for your support, covering time off for 
appointments, change of name and pronouns, how you would like your colleagues and 
others to be informed, introducing any reasonable adjustments, as well as any other 
aspects of work at Altruistiq you’d like to discuss.  

We will also support team members with family members who are transitioning, 
whether that be with time off for appointments with them, and care post-surgery.  

For all time off for requests for medical appointments and care responsibilities, please 
let your team lead know as soon as possible. You will be required to make up the time, 
but please discuss alternative options with your team lead as we want to be as 
accommodating as possible.  

If you have any questions about how we can best support you, please speak to your 
team lead or another member of the senior leadership team who you trust and feel 
comfortable with. 
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The following is a list of resources that can inform and support you:  
• The Beaumont Society - national self-help body  

• Gender Identity Research and Education Society (GIRES  charity delivering 
training and e-learning  

• The Gender Trust - provides advice and support on gender identity issues 

• Press for Change - UK’s leading experts in transgender law  

• Stonewall - lobby for and educate on LGBTQ rights  

• Gender Care - UK specialists in gender therapy   

• Mermaids - charity supporting trans children and their families 

Inclusive Language Policy

Altruistiq strives to create an environment where everyone feels valued and that they 
belong. As well as ensuring a safe space, we aim to challenge conscious and 
unconscious biases. Communication is essential in our daily effort to achieve this, 
which is why we commit to being proactively thoughtful and mindful with our use of 
language.  

Language is a powerful tool. Historically, it has excluded many people: Individuals and 
groups have been marginalized and discriminated against because of their culture, 
race and ethnicity, gender, sexual orientation, age, disability, socioeconomic status, 
appearance and more.  

To acknowledge and celebrate diversity and consider with sensitivity the experiences 
of all people, Altruistiq recognise the need to avoid words, phrases, or ways of 
communicating that are harmful or exclusionary or reflect and propagate stereotypes 
and prejudices.  

All team members should apply the following 6 overall inclusive language 
principles: 
• Put people first: Default to person-first constructions that put the person ahead of 

their characteristics, e.g., instead of “a blind man” or “a female engineer,” use “a 
man who is blind” or “a woman on our engineering team.” People-first language 
keeps the individual as the most essential element; there is more to each of us than 
our descriptors. Mention characteristics like gender, sexual orientation, religion, 
racial group, or ability only when relevant to the discussion. 

• Avoid idioms, jargons, and acronyms: Jargon and acronyms can exclude people 
who may not have specialised knowledge of a particular subject and impede 
effective communication as a result. 
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• When speaking about disability, avoid phrases that suggest victimhood, e.g., 
“afflicted by,” “victim of,” “suffers from,” “confined to a wheelchair”. Try to steer 
clear of euphemisms like “challenged,” “differently abled,” or “specially-abled,” too. 

• Don’t underplay the impact of mental disabilities. Terms like “bipolar,” “OCD” and 
“ADD” are descriptors of real psychiatric disabilities that people actually possess. 
They are not metaphors for everyday behaviours. Also, avoid derogatory terms that 
stem from the context of mental health, for example, “crazy,” “mad“, “schizo,” or 
“psycho.” 

• “Guys” is not gender neutral. The ”universal male” (i.e., using “guys” to mean 
“people”) assumes that the normal, default human being is male. “Although “he” and 
“man” are said to be neutral, numerous studies show that these words cause 
people specifically to think of males. 

• If you're not sure, ask! Let’s all try our best to include language that reflects 
peoples’ choice and style in how they talk about themselves. 

It’s important for us all to keep learning. Here are some great online 
resources to help us all improve our awareness and understanding of how 
our use of language impacts one another: 
• Modern Dictionary by Self-defined 

• Language Matters: Good Practice for Representing Diverse Identities by Ipsos 

• Learn to use and promote inclusive language at work in 6 minutes by Learn 
Anywhere
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