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THE COTSWOLD AGENHCY
BETTER BY FAR

Our business is currently, solely in the Cotswolds and nearby areas, negating the
need for any further travel for the business. Where this may be needed, for learning
or supplier meetings, we would seek for those to be online first, with face-to-face
meetings as, always, a secondary option.

 To visit new houses

We do this to build our business and it is the most critical reason we travel. We do
not travel more than 30 miles to new homes.

» To manage owner relationships: We need to manage owners over time, including to
visit houses for checking their cleanliness, visit management teams, for photography,
troubleshooting.

» To manage guest relationships

Occasionally we need to manage guests and to troubleshoot

» We would travel to meet suppliers where it was not possible to meet online.
» Or where a new significant relationship was to be formed.

» We travel to assess key suppliers within the local area; to review their credentials,
and to promote those who are delivering best-practice. This is in line with our
Scope3 goals for reducing guest/owner impacts from eating out, food shopping
locally and activities they may do whilst on staycation with us.

» We may, rarely (not more than once a year) visit a travel show or specific event to
network and upskill at Director level.

It is of great importance for us to educate our team, and our directors.

» We encourage travel to local (within 5 miles) environmental, social education
sessions to upskill the team about local and regional issues that affect our
owners/guests/community/environment to ensure they understand our business
impacts.

The Cotswold Letting Agency Ltd | Company No. 10167503 | VAT: GB251367806
15 Witney Street, Burford, Oxfordshire, OX18 4SN
01993 684572 | www.Cotswoldlettingagency.com | hello@cotswoldlettingagency.com



http://www.cotswoldlettingagency.com

L]
i
[

THE COTSWOLD AGENHCY
BETTER BY FAR

* We encourage our team to walk, bike, or car share to work wherever possible.
* We aim to car share/taxi share/cycle etc.
We allow the team to claim for mileage when out and about.

In case of emergency the staff member must follow the guidance of the local/civic
emergency procedure, AND contact the office with an update on their situation to
see if we can offer sensible help.

The Cotswold Letting Agency has responsibility for helping the team member plan
and execute a sensible travel plan. For educating and assisting them to reduce
emissions through good travel planning.

The team member is themselves accountable for punctuality around booked travel,
representing the brand in an appropriate manner.

We do not have a specific policy because The Cotswold Letting Agency has no
overseas travel.

However, if they did, all cover is via our business insurance, and does not specifically
cover travel or contents.

Medical cover is provided by the NHS alongside a private health insurance policy
provided by Vitality.
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LETTING

REPORTING

All spending requires a receipt. These are photographed and sent to the accounts
team for claiming expenses, which are paid at the end of every month.
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