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Introduction

1. Introduction

As an international family business in the agricultural industry, we work hard every day to 
improve the lives of livestock farmers, using innovative solutions and targeted services. 
We provide solutions for virtually everything that happens in the cowshed, from milking to 
cleaning. And we offer advice on using ‘management systems’ to run smarter dairy farms. 

Our own vision, the changing technical and software landscape, our employees’ ideas, 
societal challenges, and our customers’ needs and choices are what guide and inspire our work.

We have been doing this since 1948, when brothers Cornelis and Arij van der Lely brought the finger 
wheel rake to market; an invention that signalled a breakthrough in traditional farming methods. 
Many more innovations followed, all with one goal in mind: to make life easier for farmers around 
the world and work together towards a sustainable, profitable, enjoyable future in farming.

Lely wants to help their employees be the best they can be, in a way that is sustain-
able, successful, and fun. At Lely, it is important for employees to take ownership of 
their own careers and personal development. By cultivating an inspiring, engaging work 
environment, Lely is helping employees get the best out of themselves and achieve satis-
fying results. An organisation that encourages employees to continuously develop their 
skills is well on its way to being a future-proof organisation that can successfully navigate 
changing circumstances – things like digitalisation, new economic conditions, and innovations.

These objectives together are how Lely plans to develop a ‘winning organisation’, 
that is both a successful business and a ‘Great Place to Work’. We are constantly 
reassessing and continuously developing what to offer our employees in terms of 
benefits, salary packages, and training opportunities. This Lely Personnel Hand-
book (hereinafter referred to as the ‘handbook’) addresses many of those aspects.

This handbook outlines Lely’s approach and (remuneration) policies in a clear, transparent, 
honest way and serves as a reference guide for employees and managers. This hand-
book covers the most common situations. In situations not covered by this handbook, the 
law, the collective labour agreement (CLA), individual arrangements agreed in writing, 
and/or other arrangements specific to the situation still apply, and a reasonable 
assessment will be made as to how the situation should be handled on a case-by-case basis. 
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The HR department will make a decision in such cases, in consultation with the Executive 
Board where necessary. Exceptional situations may also arise that require us to deviate 
from policy, but the purpose of establishing remuneration policies is to keep those kinds of 
exceptions to a bare minimum. The Executive Board does, however, always reserve the right 
to temporarily or permanently withdraw and/or change the conditions described in this 
handbook, following recommendations and/or consent from the Joint Works Council (JWC). 

This handbook is the next step in outlining Lely’s HR policy. Lely is constantly developing, and 
so is its HR policy. That means this handbook may be amended and/or supplemented from time 
to time, as circumstances dictate or require. Lely will always balance its own interests as well as 
those of employees and consult the JWC where necessary or helpful. The latest version of the 
handbook – as published on the Intranet – is the only version considered valid and applicable. 

To keep this handbook readable, in some cases, we have just provided a summary 
of the scheme or policy. You can refer to the scheme or policy itself for a more de-
tailed explanation. The Company Car scheme is a good example. Please contact the 
HR department with questions or comments about the contents of this handbook.

2. Applicability and target group 

Lely is partly classified in the ‘heavy engineering’ sector. That means that Lely and its em-
ployees currently fall partly under the Collective Labour Agreement for the Metalworking 
and Electrical Engineering Industry (Metalektro). The CLA specifies a number of employment 
conditions, and Lely also has internal arrangements in place that were drawn up in consulta-
tion with the JWC. The latest version of the CLA is always available at www.caometalektro.nl.

Currently, the CLA applies directly to employees working for Lely Industries N.V. and Octrooibu-
reau Van der Lely N.V. In principle, the CLA does not apply to employees working for any other 
entities. However, to prevent employment condition disparities within the organisation, Lely 
follows  the CLA for other entities as much as possible. The CLA defines minimum employment 
conditions, which means it is only a starting point. As a Great Place to Work, Lely is committed 
to being a socially responsible, attractive employer. So this handbook is both a translation of the 
CLA and a positive addition to the CLA. That helps us guarantee that Lely can attract and retain 
happy employees and can offer competitive employment conditions to future Lely employees. 

In principle, this handbook applies to all employees up to and including ISF scale M who 
have signed an employment contract with one of the Lely entities in the Netherlands, un-
less agreed otherwise. This handbook also applies, as much as legally and fiscally possible, 
to employees employed by foreign Lely entities who spend 80% or more of their work-
ing time in the Netherlands. Wherever a one-to-one application is not legally and/or fiscally 
permissible and/or practicable, this handbook will be followed as closely as possible. 

This handbook is not applicable to employees in a higher scale than what is mentioned 
above, i.e. scale HAY 18 and above. The Collective Labour Agreement does not apply to 
them, nor do the conditions outlined in this handbook. In addition, the handbook does 
not apply to temporary workers, self-employed workers, and other employees who 
have not signed an employment contract with Lely, unless it is legally required, has been 
explicitly stipulated otherwise, or has been agreed as part of an individual arrangement. 

http://www.caometalektro.nl. 
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Not all applicable topics and regulations are explored in depth in this handbook. If a sub-
ject is not mentioned in this handbook, then the provisions of the law, CLA, Lely Intranet, 
and/or the individual employment contract apply. We will continue to supplement and 
update this handbook so that it covers all of our policies in one place, as much as possible.

An employee may object to a decision made using this handbook. The employee must file 
an objection with their immediate superior within 10 working days, explaining the grounds 
and/or basis for the objection. The manager and the employee will assess the objection and 
try to find a workable solution. If this is unsuccessful, the manager and employee may ask a 
supervisor and the Head of HR to reconsider the objection. If this still does not lead to a solu-
tion, the employee can lodge an appeal with the Executive Board. If the employee decides 
to submit an objection to the Executive Board, they must do so in writing, within 10 work-
ing days after the supervisor and the Head of HR have rendered a decision on the objection. 

3. JWC

There is a Joint Works Council (JWC) in place for the Lely entities in Maassluis. One 
of the JWC’s tasks is to have a say in some of the decisions that management makes. 

There are several committees within the JWC, each focused on a specific part of 
the policy area. The chairman and the secretary are the executive members of the 
JWC. Elections are held every four years. You can contact the JWC by emailing 
GOR@lely.com. For more information about the JWC, visit the JWC page on the Intranet.

mailto:GOR%40lely.com?subject=
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Lely's Principles

4. Mission, vision and strategy

Vision
Lely has a clear goal – to develop products and services that make dairy farmers’ lives less physical 
demanding and more financially appealing. We have translated that goal into the following vision:

“Building a sustainable, profitable, and enjoyable future in the agricultural indus-
try.”

Agriculture is a dynamic sector that plays a vital role in our society. The global population is 
growing, and by 2050, there will be around 9 billion mouths to feed. That means we need 
70% more food. Dairy farming worldwide faces the challenge of producing more, and more 
efficiently, without sacrificing quality and in a sustainable, innovative way that respects people 
and animals. 

Meanwhile, the environment dairy farmers operate in is constantly changing. A sustainable, 
profitable, and enjoyable future is not a given, it is a continuous effort. Every day, we are 
helping them make choices on how to structure and run their businesses by providing ad-
vice and innovative solutions that make their business more efficient – today and tomorrow.

Mission
The mission that this leads to is:

“We create innovative solutions that allow our customers to excel in sustainable 
milk production to feed the world.”

To handle the realities of today and the challenges of tomorrow, we believe our most 
important task is providing solutions that allow our customers to excel in sustainable milk and 
meat production. We create those solutions by continuously inspiring our people to imagine 
and realise new and innovative concepts. Ideas and concepts that make the lives of dairy farmers 
easier, their businesses more successful, and the future brighter. Giving our customers free-
dom to choose is the starting point for making our mission and vision a hands-on reality. Our 
customers’ wants and needs guide our strategy for supporting and helping them succeed.

Lely has developed five core values to support our mission and vision, which serve as a 
compass for our actions and clearly communicate our position:

5. Core values
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1. Progress:
 Lely can only grow if our employees continue to develop. We encourage our people to  
 go the extra mile, and we support their professional and personal development.
2. Innovation:
 At Lely, we think ‘out-of-the box’, and we are always looking for opportunities to     
 innovate, focusing on positive changes to create a better future for people and 
 animals.
3. Respect:
 Human and animal welfare, along with care for the environment, are deeply rooted in  
 our company. We are constantly looking for sustainable solutions.
4. Passion:
 At Lely, we are passionate about what we do. We are driven by passion in everything  
 we do and put our heart and soul into the future of the agricultural sector.
5. Honesty:
 We do everything we can to keep our promises – we say what we do, and we do what  
 we say. 

6. Lely’s Code of Conduct

The Lely Code of Conduct is currently still in development, so the General 
Business Principles apply in the meantime. All references to the Lely Code 
of Conduct should be read as General Business Principles for the time being. 

The Lely Code of Conduct can be found on the intranet under ‘Lely Policies’.

Each and every workday, you make decisions, take action, or demonstrate behaviour as a 
Lely employee. All of those decisions and actions affect Lely, our suppliers, our customers, 
your colleagues, and even Lely’s brand image. We believe that the right decisions are made 
when the right information is available. At the same time, we want to be extremely clear 
about what we consider appropriate and inappropriate behaviour. The Lely Code of Conduct 
provides that clarity. We expect each employee to review the Lely Code of Conduct and 
act in accordance with the content and intention. The Lely Code of Conduct was provided 
to you when you signed your employment contract. Updates are posted on the Intranet 
under ‘Lely Policies’. The latest version will always apply to your employment contract.



8

7. Privacy

Lely believes it is important to provide clarity around how we handle your personal information. 
That is why Lely has drawn up a Privacy Statement that complies with the requirements of the 
General Data Protection Regulation (GDPR). The Privacy Statement specifies what personal in-
formation we process, for what purpose, and how long it is kept. It also explains your rights and 
obligations. You can find our current Privacy Statement on the Intranet under ‘Lely Policies’.

8. Behavioural norms and standards

Bullying, harassment, discrimination, or other inappropriate behaviour 
Lely is committed to creating a safe work environment that is free from harass-
ment, sexual harassment, intimidation, bullying, discrimination, or other inappropriate 
behaviour. It is everyone’s responsibility to create and maintain this safe work-
place. All forms of discrimination, intimidation, and violence are unacceptable.

A number of behavioural standards are detailed below, which are in line with the general 
standards of behaviour and decency expected in society. Nevertheless, we would like to ex-
plain some of these standards in more detail. The Lely Code of Conduct (currently General 
Business Principles) also outlines other/additional topics, expectations, and standards.  

Everyone at Lely is expected to treat others with respect, which excludes all forms of 
intimidation, bullying, or discrimination. That includes all forms of discrimination, such as dis-
crimination based on race, skin colour, religion, ethnicity, age, gender, and/or sexual orientation. 

There	are	also	specific	types	of	harassment,	such	as	verbal,	sexual,	or	physical	harassment.	Some	
forms of verbal harassment include: 
• Insulting, mocking, and/or making unwanted jokes about another person;
• Ignoring/socially isolating another person;
• Gossiping and/or spreading information about someone that could be perceived as ha-

rassing, offensive, or disrespectful;
• Bullying, including cyber bullying;
• Communicating in a disrespectful way.

Sexual harassment or inappropriate intimacy is sexually transgressive behaviour that can 
occur in all kinds of situations and is experienced by the person to whom it is directed as 
intimidating or unwelcome. 

Some forms of sexual harassment (whether in person, digitally, or through social media) include:
• Touching another person in an uninvited and unwanted way;
• Posting sexual remarks, suggestive comments, questions, or innuendos about someone’s 

appearance, dress, or actions;
• Repeatedly asking someone out or wanting to make contact with them, when it is clear or 

should be reasonably clear that the other person is not open to this;
• Displaying or distributing sexual images, as well as showing or making physical move-

ments with the hands or body that can be interpreted as sexual;
• Contacting a colleague outside professional channels of communication can also be seen 

as harassment/ sexual harassment, whether by private email or by phone.



9

9. Alcohol and drug use 

Some forms of physical harassment include:
• The use of violence;
• Damaging or removing of another person’s property without their consent;
• Unwanted touching in any form;
• Physical gestures that may be perceived as intimidating, and any incitement, innuendo to, 

or threat of the aforementioned forms of intimidation.

If a manager is critical of an employee’s performance, behaviour, or development, it is 
not considered inappropriate behaviour or harassment. That is part of the manager’s 
job description. Naturally, the manager must always provide feedback in a professional, 
respectful manner, preferably in a way that helps the employee learn and develop.

If you feel that you have been or are being treated unfairly, or that harassment is taking 
place, first speak to the person about the issue. If you are not comfortable speaking 
to them directly, or if it has no effect, contact your manager, HR, or the 
external confidential advisor. This will be discussed in more detail later in this chapter.

Lely is committed to providing a safe, healthy work environment that contributes to our em-
ployees’ overall health. That also means that alcohol may not be consumed on the Lely Campus, 
unless an exception is made as part of a celebration on Campus. Obviously, the use of drugs 
and other mind-altering substances is never tolerated on the Lely Campus. Employees may 
not use or be under the influence of alcohol, drugs, or mind-altering substances during work 
hours. Violations of this policy may result in disciplinary action and employment consequences. 

10. Medication use 

Gebruik je op doktersvoorschrift medicijnen die van invloed kunnen zijn op jouw fo-
cus, alertheid, prestaties of anderszins invloed kunnen hebben op je gedrag, dan ver-
zoeken we je om dit (al dan niet via de bedrijfsarts) te melden. Je hoeft hierbij op 
geen enkele wijze kenbaar te maken welke medicijnen je gebruikt en voor welke aan-
doening. Lely kan vervolgens wel – via de bedrijfsarts – om een verklaring vragen of 
sprake is van (gedeeltelijke) arbeidsongeschiktheid of van een gevaarlijke situatie.

11. Smoking 

To ensure our employees’ health and safety and comply with laws and regulations, smoking 
is not permitted in any Lely buildings. On the Campus grounds, smoking is only allowed in 
the designated areas, such as near the entrance/exit of the parking deck. Please show con-
sideration for each other and ensure that smoke does not bother others. Please be extra 
considerate at lunchtime, as many colleagues use the outdoor courtyard during lunch.
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12. Clothing 

At Lely, we want everyone to feel free to be themselves, within the context of general 
decency, of course, so there is no dress code at Lely. Wear clothes that you like and are 
comfortable in. Smart, business casual attire may be appropriate for meetings with 
business contacts or third parties. Make your own personal and professional assessment! 

13. Speak Up!

Have you witnessed inappropriate or even illegal behaviour, or had to deal with it directly? 
Or do you suspect wrongdoing in your work environment? Do not keep it to yourself, take 
action! There are several ways to report abuse or malpractice. It is up to you to decide 
what to do with your question, report or concern and who you will raise your concern with. 
When you report a concern, we will always protect you. Only the people you have noti-
fied will know about the report and further action will only be taken with your permission.

How can you make a report?
Speak to the person(s) directly involved
If you suspect or witness misconduct, Lely asks that you discuss it with the per-
son(s) involved immediately. If this is not possible or if you prefer not to, please raise 
any questions and concerns through one of the Speak Up channels described below.

Talk to your manager 
As a Lely employee, the first person you should approach if you have concerns is your immedi-
ate superior. If this is not possible or if you prefer not to, raise any questions or concerns with 
your HR contact (for HR-related matters) or through one of the channels described below.

Talk to the Compliance Officer
You can also contact Lely’s Compliance Officer directly or send an email to legal@lely.
com. You can find the names and contact details on the Intranet, under ‘Lely Policies’. 

Use the SpeakUp tool
If you suspect or witness misconduct and you do not want to or cannot raise the issue 
through one of the above channels, you can use the SpeakUp tool to voice your concerns. 
You can use SpeakUp to communicate with Lely Compliance confidentially, anonymous-
ly, and in your own language. SpeakUp is available online or by phone. SpeakUp is run 
by an independent service provider and is available 24 hours a day, seven days a week. 

You can find the SpeakUp tool on the Lely Intranet under ‘Lely Policies’. Below, you will also 
find a short description of the steps you can take:

1. You can choose to leave a message via the SpeakUp® phone or the online system in your own 
language. Contact details can be found on the Lely Intranet under ‘Lely Policies > Speakup’.

2. After you record your message or send it online, People Intouch will translate the 
message into English (if needed). If it is a voice message, the recorded sound file 
is first transcribed word for word. The recorded audio file is never sent to Lely!

mailto:legal%40lely?subject=
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3. Once transcription and translation are complete, the exact message – both in the 
original language and in English – is sent anonymously to the Lely Compliance Of-
ficer. They will evaluate the message and send a response to People Intouch.

4. People Intouch will translate the response and post it on the Speak-
Up system. For phone calls, People Intouch, will also record the response. 

5. You will receive a response in the SpeakUp system within a week’s time. In most cases, 
the response will be in the same format as your original message (online or by phone). 

 

Step 5:
Check the answer
• using SpeakUp phone or
• the online tool

Step 1:
Leave a message in your own 
language:
• by phone or using the online tool
• add any documents

Step 2:
People Intouch type the message 
and/or translate it into English

Step 3:
• Lely receives the message 

and responds
• Lely asks for additional infor-

mation, if necessary

Step 4:
• People Intouch process the 

answer
• People Intouch translate it 

into your own language and/or 
create an audio recording

Speak Up!
This is how it works

14. Confidential Advisor 

Complaints about inappropriate behaviour that the employee cannot or does not want to 
submit to their manager or via the Speak Up! scheme can be reported to the external con-
fidential advisor. The confidential advisor is available to all employees who have complaints, 
issues, or questions about circumstances or events at work that cannot be solved through 
the normal structures, or if they are facing sexual harassment, aggression, or discrimination. 

If the issue lends itself to it, the confidential advisor can refer the complaint to the 
appropriate authority within or outside the company. In other cases, they can mediate, 
with the employee’s consent, to reach a solution or speed up the process. It is important 
to remember that the confidential advisor is bound by professional confidentiality, 
which means that employees can talk to the advisor completely confidentially. 

Lely has engaged an organisation to fill the confidential advisor role called ‘BMW Voor 
Elkaar’, which specialises in providing services and assistance around company social 
work. If someone has a report or complaint about inappropriate behaviour that they 
are unable or unwilling to take to their manager, the confidential advisor, Sandra van 
der Hor, can be contacted on +31 (0)6 211 70 603 or +31 (0)343 700 235, or by email 
at Sandra.vanderhor@bmwvoorelkaar.nl. For more information about confidential 
advisors and BMW Voor Elkaar, please visit their website (www.bmwvoorelkaar.nl).

mailto:Sandra.vanderhor%40bmwvoorelkaar.nl?subject=
http://www.bmwvoorelkaar.nl
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Working at Lely

15. Work Smarter

At Lely, we believe in Working Smarter. Together, we work effectively 
and efficiently on a foundation of trust and we structure our work in a flexible, 
creative way. Work Smarter includes several principles that are outlined below.

Focus on results
Employees are managed based on results. The intended and achieved results 
are defined in consultation and in line with team and/or department objectives. 
The employee is largely responsible for deciding how to achieve their objectives.

Trust
The basic assumption that employees are professionals who are committed to doing their 
work well. That is the foundation for trust.

Connection
Teamwork is key to achieving good results. Working smarter also means working dif-
ferently. The whole team may not always be together at the same time. It is important 
to carefully maintain connections among colleagues and with Lely as an organisation.

Flexibility
Flexibility is another important part of the Work Smarter principle. That can include practical 
flexibility, things like on-campus work and workstations, as well as flexible about attitudes and 
behaviour.

The Campus is divided into what we refer to as ‘spots’. It is important that these 
spots are maintained when using workstations. So, in principle, you should not sit 
in a spot that is not part of your department. Choose the workstation that best 
suits the kind of work you are doing that day at to get the most out of your work.
Employees have the flexibility to schedule their own workday and decide how to do their 
work, as long as it aligns with the position and nature of the work. For example, it may be in 
the interest of the position or the team for you to be on site on certain days or at certain times. 

If you have taken a day or several days off, you are responsible for ensuring that the 
work has been handed over where necessary, so that you can enjoy your day off. 

Please note that during the COVID-19 crisis, alternative guidelines are in place, which – wherever they 
differ	–	take	precedence	over	these	guidelines.	
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Flexibility goes both ways. Flexibility assumes that you may leave work early 
because of a personal appointment, but that you will also be available on your 
day off if necessary. You are responsible for maintaining a good work-life balance. 
Your manager will hold you accountable for this and coach you if necessary. 

To successfully Work Smarter, there are a few basic rules that everyone must follow:
• No one has a fixed workplace, and all workplaces are flex spaces.
• Choose the type of workplace that suits your work.
• Adapt your noise level to your workplace.
• As a rule, do not have telephone conversations in open-plan offices.
• The company restaurant can be used as a flex space. Visitors to the restaurant do have 

priority at lunchtime.
• Leave your workplace, meeting room, or other flex space clean and empty.
• Eating and drinking in the workplace is permitted. Different rules apply within Operations 

for hygiene and safety reasons. 
• All employees can request a locker for personal items, if available.
• Follow all safety instructions. 

If someone’s behaviour, noise level, or workplace usage is bothering you, speak to that 
person first. If that does not help, you can raise your complaint or objection with your 
manager. If that does not improve working conditions, you can always contact HR.

Working Smarter sets expectations for both the manager and the employee around attitudes 
and behaviour. These expectations are outlined below, linked to the Work Smarter principles.

Manager’s attitude & behaviour 
Providing responsibility and inspiring confidence
• Responsibilities are delegated as much as possible (within the framework of the position). 

Employees decide on their own approach and can discuss it with a manager if they wish 
to do so.

• Management is based on the trust that employees will shoulder that responsibility. If that 
is not possible due to the nature of the position or the employee, this should be adjusted 
and fine tuned accordingly. 

• We engage with a tremendously diverse range of people at Lely. It is one of the things we 
love about Lely, and it shapes our Lely family. We respect the differences between em-
ployees. One employee may benefit from more freedom, while another may need more 
guidance and direction. The manager and employee together determine the degree of 
freedom the employee wants and can handle.

• The manager’s guidance should, as far as possible, be focused less on content and details 
and more on employee development, so that the employee grows in their abilities. 

Guiding on output/results
• Manager guidance is focused on quality input and output, not attendance.
• The employee largely determines how to achieve those results.
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• There is regular consultation between manager and employee (e.g. once a month) to:
 o Allow time to catch up and show genuine interest.
 o Keep each other informed.
 o Set priorities.
 o Discuss progress, what is going well, and what can be improved.
 o Discuss expectations.
 o Make any other necessary arrangements, for example, about the extent to  
  which manager and employee will update each other, what should and should  
  not be coordinated.

Coaching and connecting
• Working together towards (mutual) employee engagement in the team and with the 

organisation.
• It is important to focus on social cohesion, as face-to-face contact may decrease. Coaching 

provides this contact and creates natural interaction with employees.
• It is important to maintain good mutual communication and be aware of each other’s 

activities and concerns. There are different ways of achieving that goal, work together to 
find a way that works for you.

• In concrete terms, this means that managers:
 o Coach employees in their personal development.
 o Encourage employees to take initiative.
 o Challenge employees to push their limits, take on responsibilities, and trust in  
  their own abilities.
 o Provide feedback and let them know what is going well and what could be  
  improved.

Employee attitudes & behaviour 
Taking responsibility and gaining trust
• Lely is a results-oriented organisation. The freedom and trust given to the employee 

should enhance results. 
• The employee must take control of their own work and make clear agreements with their 

manager and colleagues about the output to be delivered: manage your own work. Of 
course, that also means those agreements must be honoured in to maintain trust. Good 
communication is key!

• Employees are encouraged to communicate what they need to work efficiently and ef-
fectively. This also means that employees are expected to discuss those needs and ask for 
and process feedback constructively.
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Lely Campus Opening Hours
• The opening hours at the Lely Campus are from 6.00 am to 8.00 pm.
• In general, meetings should be scheduled between 8.00 am and 5.00 pm, but this should 

always be done in consultation with participants.

Working hours
Office staff 
At Lely, full-time employment is based on 40 hours per week. Part-time hours may 
be available upon request. However, the number of hours worked per week must be 
appropriate for the position, both in terms of content and responsibilities. Requests may 
be refused for compelling business reasons or an adjusted proposal may be requested. 

The maximum that can be contractual worked is 8 hours per day. With a part-time employment 
contract for 32 hours, that amounts to four 8-hour days. An employment contract for 36 
hours per week is only available by arranging an alternating schedule of 4- and 5-day weeks.

Lunch breaks are not paid. This means that if the employee takes a 30-minute lunch break 
and started work at 8.30 am, the workday ends at 5.00 pm.

Production staff
The following standard schedule applies to production and logistics staff:
 07.15 am  start of workday
 09.30 – 09.45 am coffee break (unpaid)
 12.00 – 12.30 pm lunch break (unpaid)
 4.00 pm  end of workday

16. Opening hours and working hours 
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Remuneration policy and 
   Employment conditions

The remuneration policy is built on two important foundations: (i) a remuneration structure 
and (ii) performance management. 

(i) The remuneration structure is the framework for the remuneration policy and con 
 sists of multiple building blocks: fixed and variable pay and other employment conditions. 
(ii) The Performance Management System is designed to promote and stimulate 
 individual employee performance and personal development. The employee’s
  individual performance affects the building blocks of remuneration.   

These two important foundations are also structured around various arrangements and regu-
lations, which are described in more detail in this handbook.

17. Fixed salary 

The fixed salary is, of course, the most important component of the total remuneration package. 
At Lely, the fixed salary is the total guaranteed gross monthly salary, excluding holiday allowance. 

Salary is paid monthly. Changes in wages or other changes (such as address, account number, etc.) 
that are reported before the 10th of the month will be processed that same month. After this 
date, processing (possibly with retroactive effect) will be done in the next pay round. The fixed 
salary will be paid at the latest on the last day of the month, usually around the 25th of the month. 

You will also receive a digital salary slip every month, along with an annual digital state-
ment in January each year for the previous calendar year. You can use this for your tax filing. 

Pay scale 
Within Lely, we use pay scales (see below). You can always find the most up-to-date 
scales – based on a 40-hour work week – on the Intranet. The ISF pay scales are let-
tered – A to M – and linked to the various positions in our job classification system.

An employee’s fixed salary is at least 70% of the salary scale, which is 
also referred to as the 70% minimum standard. The 100% scale standard 
reflects the growth potential for the employee within the pay scale. 

The relative scale position (RSP) determines how the employee’s fixed salary re-
lates to this 100% scale standard. The RSP is calculated as follows: (fixed gross month-
ly salary based on 40 hours per week / 100% scale standard) *100 = X% RSP.

Calculation example:
‘Jaap’ works in a position that – according to the job classification system – falls with-
in pay scale G. Jaap works 32 hours a week and earns €2,600 gross per month. 
This means that Jaap earns €3,250 gross per month based on a 40-hour week. 
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So Jaap has an RSP of: €3,250/€3,885 = 83.7%. This means that Jaap has a good path 
for salary progression in the coming years.

In addition to the 100% scale standard, Lely has provided outflow opportunities within the 
scale to prevent employees who already have significant experience in the position and 
are doing a good job from hitting a salary ceiling with no further options for salary growth.

The pay scale in which the relevant position is classified can be seen in the ‘Job matrix’, which can also 
be found on the Intranet. Job classification into the pay scales is the result of an extensive weight-
ing process, carried out in tandem with the FME (employers’ association associated with the CLA).
 
Annual fixed salary increase
The fixed salary can be increased every year, in principle only on 1 January of the 
new calendar year, based on personal performance and/or due to a CLA increase. 
After implementing any salary increase, the new salary is rounded up to the 
nearest whole euro and provided to the employee, along with the new RSP.
The increase depends on the following four factors:  
1. The year-end review
2. Relative scale position (RSP)
3. The Merit Matrix
4. Any CLA increases

These four factors are explained in more detail below.

Year-end review
The general individual assessment is provided at the end of the year during the 
year-end review. For the 2020 calendar year, the assessment will focus on the 
employee’s behaviour, within the framework of what we call the Lely Behaviours. 
Lely currently has five key behaviours that are integral to all tasks at every level.
1. Set Direction
2. Achieve Results

Lely Pay scales per 1-1-2021

Job classification 70% minimum 100% scale standard 115% maximum

A € 2,126 € 2,626 € 3,020

B € 2,158 € 2,760 € 3,174

C € 2,205 € 2,909 € 3,345

D € 2,271 € 3,086 € 3,549

E € 2,351 € 3,299 € 3,793

F € 2,499 € 3,570 € 4,106

G € 2,720 € 3,885 € 4,468

H € 2,969 € 4,241 € 4,877

J € 3,250 € 4,643 € 5,340

K € 3,570 € 5,100 € 5,864

L (HAY 16) € 4,061 € 5,801 € 6,671

M (HAY 17) € 4,757 € 6,796 € 7,815 
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3. Engage People
4. Stimulate Innovation and Improvement
5. Communicating and Acting Responsibly

Team, business, and/or individual objectives can also be included in ‘Achieve Results’. When 
discussing behaviours at the start of the year, it is important for the manager to communi-
cate and discuss what is expected of you in the context of your position and the associated 
tasks and duties. Discussions with your manager will be held at least every six months and at 
the end of the year. At the year-end review, the manager(s) will also assess you, giving you 
a performance score between 1 and 5, where 1 is ‘not satisfactory’ and 5 is ‘excellent’. You 
can read more about the performance score in the chapter on Performance Management.

RSP
The Relative Scale Position (RSP) is the position within the pay scale compared to the 100% scale 
standard. See the chapter on ‘Fixed Salary’ for a detailed explanation, including a sample calculation.

Merit Matrix
The Merit Matrix is an ongoing pilot. Lely reserves the right to make (intended) changes to the 
Merit Matrix based on an evaluation of the pilot, also in relation with the current research into 
a new Performance Management system, to which the remuneration system is connected.

The Merit Matrix shows the percentage salary increase that an employee is entitled to. In order to 
read the Merit Matrix correctly, the employee’s RSP must first be calculated to determine which 
RSP category the employee falls under. The next step is to see what percentage salary increase 
corresponds to the Performance Management score that the employee has received at year end. 

The R-factor in the Merit Matrix is a variable that can be set annually by the Executive 
Board. If no special circumstances apply, the R-factor is set to ‘1’. The R-factor can be 
adjusted downwards, for instance (but not exclusively) in case of a high CLA increase for that 
year that has such a significant financial impact that additional salary increases need to be 
limited. Lely’s operating results may also be so disappointing that it justifies a lower R-factor. 

Sample calculation:
An employee with an RSP of 81% is assessed by their manager at the end of the calendar 
year and, within the framework of the Lely Behaviours, receives a 3 for their performance. 
The Executive Board decides that the R-factor should be set at 1. The Merit 
Matrix (below) then shows that the employee will receive a 2% salary increase. 

Increase - PM score

RSP 1 2 3 4 5

< 80 % 0%  0%  R * 2% R * 4.5% R * 8.5%

80 - 89.99 % 0% 0% R * 2% R * 3.5% R * 4.5%

90 - 99.99 % 0% 0% R * 1% R * 2.5% R * 3.5%

100 - 114.99 % 0% 0% 0% R * 1.5% R * 2.5%

> 115 0% 0% 0% 0% 0%
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CLA increase 
As previously mentioned, the CLA currently only formally applies to employees employed by Lely 
Industries N.V. and Octrooibureau van der Lely. For employees employed by other Lely entities, 
the CLA is ‘followed’. This means that we apply the content and meaning of the CLA provisions as 
much as possible to employment contracts outside these two entities but doing so is not formally 
required. We do this to avoid creating inequality in employment conditions within the Lely Group.

The CLA may include agreements on collective salary increases and when these increases are to 
be applied. The employee’s fixed salary will be increased according to the CLA salary increase. 
The 100% pay scale standard also grows along with the CLA salary increase, meaning an em-
ployee’s RSP will remain the same (as much as possible) and growth potential is guaranteed. 

If the CLA stipulates that a salary increase must be applied, Lely will apply this salary 
increase to employees working in the entities that formally fall under the CLA, 
as well as to all other employees within Lely for whom this handbook applies.

Sometimes, an upcoming CLA increase has already been announced when the employment 
contract is signed or when the employee starts working at Lely. If that is the case, the salary 
agreed in the employment contract will always include the upcoming CLA increase, unless 
otherwise agreed.

18. Holiday allowance 

Holiday allowance is accrued throughout the calendar year. Holiday allowance  is accrued on 
a pro rata basis based on the duration and hours of your employment during the calendar 
year in which the holiday allowance is accrued. Holiday allowance is not accrued during unpaid 
leave, such as parental leave, because you accrue holiday allowance on your salary. The holiday 
allowance is accrued from 1 July to 30 June of the following calendar year and is based on the 
gross monthly salary earned in June. If the employment contract is terminated, the monthly 
salary for the last month of the employment contract is used to calculate holiday allowance.  

The holiday allowance amounts to 8% of your gross salary. In this context, in addition 
to your regular monthly salary, any overtime hours, overtime bonuses, consignment 
allowances, and other salary payments for hours worked are also considered salary. 
You do not accrue holiday allowance on any company bonuses and/or gratuities.

The holiday allowance is paid out annually in May, unless the employee leaves the company 
earlier, in which case the accrued holiday allowance is paid out in the final payment.

19. Variable remuneration 

Lely has various variable remuneration options. Lely offers a possible company 
bonus (“bedrijfsgratificatie”). Furthermore, employees can be eligible – at their 
manager’s recommendation – for a one-off individual bonus. These different op-
tions within the variable remuneration package are further explained below.
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One-off individual bonus 
At the end of the calendar year, you may qualify for a one-off individual bonus. This may be 
the case if you have performed well and:
• you have performed a special service, or;
• you have made a special contribution to Lely’s image, or;
• you have done extra work for Lely or colleagues in addition to your regular duties.

A one-off individual bonus is not meant for employees who have worked extra hours or who have 
travelled significantly. It is at the full discretion of the Executive Board – on the recommendation 
of your supervising manager – whether you are eligible for a one-off individual bonus. One-off 
individual bonuses earned in the past – by yourself or colleagues – are in no way a guarantee 
for the future.

Company bonus 
The Executive Board may decide to pay a company bonus (“bedrijfsgratificatie”) (usu-
ally) in December. Whether a company bonus is paid depends on a range of factors 
and no employee has an inherent right to a company bonus. A company bonus 
paid in the past is no guarantee for future claims to a company bonus. The amount 
of any company bonus can also vary and is determined by the Executive Board. 

The following rules also apply to company bonus payments:
• The employee must be employed by Lely on 31 December of the calendar year in ques-

tion.
• The company bonus is calculated pro rata to the scope and duration of current employ-

ment in the relevant calendar year. Any previous employment during the calendar year 
in question that was legally terminated will not count towards the calculation of employ-
ment for the year. However, the period that an employee worked on a temporary basis 
in the calendar year immediately preceding their employment with Lely is included in the 
calculation for the company bonus.

• If the scope of work has varied during the year – for example due to a reduction in hours 
or an increase in hours, or due to parental leave – the average scope of work for that 
calendar year is used.

• In the event of total incapacity for work for more than six months during the calendar 
year in which the company bonus is paid, the employee is not entitled to the company 
bonus. In the event of total incapacity for work lasting less than six months or partial inca-
pacity for work, any company bonus shall be calculated pro rata based on the number of 
months worked and the average number of hours worked.

• Specific conditions may be attached to the company bonus. For example, the rules set 
above may be deviated from or additional criteria may be set.

As previously communicated, we are currently in an interim year regarding the Per-
formance Management System. The approach described below is therefore a tempo-
rary solution. We expect to have a new Performance Management System in place on 
1 January 2022, which will facilitate and encourage the principles outlined below.

20. Performance Management
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Performance Management is the process of promoting and developing individual 
performance. The Performance Management process is supported by the Performance 
Management forms within MyHR. 

This process is an annually recurring cycle, consisting of three formal meetings:
1. Target setting at the beginning of the year (no later than February).
2. Mid-Year Review (MYR) after six months, where the manager and employee evaluate the 

employee’s performance so far against the Lely behaviours. If necessary, further agree-
ments and goals are set (within the ‘Achieve Results’ behaviour) to support the employ-
ee’s development.

3. Year-End Review (YER) at the end of the year. This conversation between manager and 
employee is an opportunity for the overall assessment, and the employee is given a score 
(from 1 - 5, where 1 is the lowest and 5 is the highest). This assessment looks at the em-
ployee’s over all performance against the Lely behaviours and the employee’s profession-
al development. The YER must be conducted and approved in MyHR by January of the 
following calendar year at the latest.

Outside of the formally agreed times in the year, the employee and manager are expected to 
communicate in an open, clear way about mutual expectations and the employee’s progress 
and development in that calendar year. These discussions can take place in any way and at 
any time – in planned, one-to-one conversations, during an informal chat in the office, or 
by email. For the sake of clarity, managers and employees are encouraged to document 
any agreements made and/or expectations set and share them with each other by email.

For further details on the Performance Management cycle, setting and assessing individual 
targets, and the Lely Behaviours, please refer to the relevant documents on the Intranet 
and MyHR. 

21. Starting work during the year 

Impact on Performance Management 
• If a new employee starts before 1 September of a calendar year, then Performance Man-

agement objectives should be agreed within the first two months of employment. 
• If a new employee starts on or after 1 September, no Performance management targets 

need to be set, as the period covered by these targets is too short. There will be no formal 
year-end review in that case, either. However, the manager and the employee should dis-
cuss agreements and targets at the start of employment, and at the end of the year, they 
will discuss how the first period of employment has gone.

Impact on Fixed Salary 
• Sometimes, an upcoming CLA increase has already been announced when the employ-

ment contract is signed or when the employee starts working at Lely. If that is the case, 
the salary agreed in the employment contract will always include the upcoming CLA 
increase, unless otherwise agreed. 

• If a new employee starts before 1 September, the fixed salary increase policy applies. This 
means that their salary increase will be based on the year-end review and the Merit Ma-
trix.

• If a new employee starts on or after 1 September, the employee will not be eligible for a 
salary increase based on the Merit Matrix on the following 1 January. 
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22. Changing positions during the calendar year 

If an employee changes positions, the employment conditions linked to the new position apply 
from the moment the new position is started. This sometimes means a new fixed salary, other 
agreements on things like company cars (see the Lely Company Car Regulations) and possibly 
pension schemes.

23. Promotion

Impact on Variable Pay 
• Employees who started working at Lely before 1 September of a calendar year may be 

eligible for a one-off individual bonus. Employees who joined the company on or after 1 
September are not entitled to a one-off bonus. 

• Any bonus is calculated and paid on a pro rata basis – in proportion to the duration and 
scope of employment. 

• For a more detailed explanation of the conditions, please refer to the section that specifi-
cally addresses remuneration.  

Lely feels it is important that employees continue to develop and are able to take steps in 
their career. Lely has developed a promotion policy to stimulate and reward employees 
for their loyalty to Lely and to recognise the fact that Lely reaps the benefits of their 
personal and professional development. This policy includes the following provisions:

• Promotions can take place throughout the year, either at the recommendation of your 
manager or following an internal application. 

• A vertical promotion means that an employee is given a new position in a higher job scale, 
as is clear from the job matrix at that time. A higher job scale due to restructuring and/or 
re-evaluation of the same (unchanged) position is not considered a promotion, even if this 
re-evaluation leads to a higher pay scale. In the case of vertical promotion, the employee is 
entitled to a promotion bonus as of their start date in the new position.

• A horizontal promotion means that an employee moves to a different position within a 
different column of the job classification system that is graded in the same job scale as the 
original position. If the position change is the result of a decision by Lely to merge or split 
departments or to rename positions, that change does not qualify as a horizontal promo-
tion. If the employee is transferred to another position in another column of the job classi-
fication system due to economic, commercial, or organisational changes or due to person-
al circumstances, whether or not in joint consultation with the employee, that change also 
does not qualify as a horizontal promotion. Finally, if Lely decides to (unilaterally) change 
the employee’s position, it will not qualify as a horizontal promotion. 

• In the event of a horizontal promotion as described above, the employee is entitled to a 
one-off gross promotion bonus. The promotion bonus will be paid with the next salary 
payment.

• The amount of the promotion bonus is shown in the table below. For vertical promotions, 
the amount of the promotion bonus depends on the employee’s current salary and the 
relative scale position (RSP) that this salary represents on the new scale. 
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• In principle, a promotion bonus should not result in the employee receiving a higher gross 
monthly salary than the employee’s immediate superior, or a lower salary than the em-
ployee’s immediate subordinates. Should this be the case, the Head of HR and segment 
Chief (Executive Board member) will make a decision regarding the individual situation.

• In addition to a possible salary increase as described above, all employment conditions will 
be adjusted to the employment conditions applicable to the relevant job scale from the 
time the employee starts the new position. If the promotion also leads to the employee 
being eligible for a different lease category (lower, higher, or no lease), the conditions 
outlined in this Handbook and in the Company Car Policy will apply.

• A vertical promotion can coincide with the start of a new calendar year, at which time any 
CLA increases (if applicable on 1 January) and/or salary increases from the Merit Matrix 
calculation will apply. In such cases, the Merit Matrix increase must initially be applied 
to the salary that the employee received on 31 December of the previous calendar year. 
Next, any CLA increase will applied to the new salary, including the merit increase. Finally, 
the new RSP in the new job scale is calculated for the new salary, including any CLA and/
or merit increases, to determine whether and which promotion bonus should be paid. In 
short: first merit increase, then CLA increase, and then promotion bonus.

• Exceptions to these policies must be approved by the Head of HR and the segment Chief 
(Executive Board member).

Level of promotion 
bonus

RSP in new scale < 
70%

RSP in new scale 
70.1 <> 100%

RSP in new scale 
>100

Vertical promotion 8% or more to at least 
70% scale

8% 4%

Horizontal promotion N/A € 1,000,- gross

24. Demotion

A demotion means that an employee is given a different position in a lower job scale 
according to the currently applicable job matrix. It is not considered a demotion if the 
employee’s position is simply re-evaluated and given a lower grade but is otherwise unchanged. 

In the event of a demotion, other agreements will usually be made about employment 
conditions. Most of the times the fixed salary of the employee will be decreased. 
A demotion can also effect the eligibility to a company car. 

25. Referral programme

At Lely, we believe in creating Lely ambassadors, involving employees and clients in the 
recruitment process, and rewarding them for their involvement. Our employees and cus-
tomers have valuable networks. Lely is committed to recruiting and retaining loyal, qualified, 
friendly employees. To help us do that, Lely has set up a Referral Programme that allows em-
ployees and customers to contribute to Lely’s growth. To show our appreciation, Lely has 
introduced a financial reward for successfully introducing suitable candidates for vacancies. 
The conditions and rules are detailed below. 
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The Executive Board may decide to modify or terminate the Referral Programme at any time. The 
Executive Board has the deciding vote in all cases not provided for in the Referral Programme. 

Target group
Anyone who has signed an employment contract, internship contract, or temporary contract 
with a Dutch Lely entity can earn a reward for introducing suitable candidates. Employees on 
the Talent Acquisition Team and Executive Board Members are not eligible. Direct managers 
are only entitled to a reward when they bring on a candidate for another team or department. 
Finding suitable candidates for their own department or team is part of their job description. 
 
All Lely customers (farmers) in the Netherlands can also earn rewards for introducing suitable 
candidates. 

Recruitment fee 
Employee nominates (potential) employee 
If an employee provides a candidate’s curriculum vitae  for the vacancy, the Lely employee (em-
ployed on an employment contract) will receive a payment of €100 gross, if the Talent Acqui-
sition Team invites the candidate to a first interview. If the candidate is successful and an em-
ployment contract is signed, the Lely employee will receive a second payment of €1,000 gross. 

Employee nominates (potential) contractor/subcontractor
If a Lely employee (employed on an employment contract) provides a candidate’s 
curriculum vitae for a temporary assignment (project or interim position), which candidate 
would (potentially) take on an assignment contract, the Lely employee will receive a reward 
of €100 gross if this candidate is invited for an interview. The Lely employee shall only re-
ceive this payment if they introduced the candidate without a recruitment agency. If the 
candidate subsequently signs a contract with Lely within 12 months of the curriculum 
vitae being provided, the Lely employee will receive an additional payment of €1,000 gross.

Employee nominates intern
If a Lely employee (employed on an employment contract) introduces a candidate 
for an internship or graduation scheme, and this candidate is taken on, the Lely 
employee will receive a payment of €100 gross. If the internship contract is 
followed by an employment contract, a second payment of €1,000 gross will follow. 

Contractor (self-employed) nominates a (potential) employee or intern
Contractors working directly for Lely, and not through a secondment agency/service pro-
vider, who introduce a (potential) employee or intern will be eligible for the same rewards 
as described above (if successful), on the understanding that an addendum to the con-
tract for services should be agreed to this end, with an assignment description that corre-
sponds with the purpose of these regulations. Subsequently, any payments due to the 
Contractor shall be paid to the Contractor on an invoice basis, excluding VAT. The same 
payment terms shall then apply to this as to the other services provided by the Contractor.

Customer nominates (potential) employee
If a Lely customer provides a candidate’s curriculum vitae for a vacancy at Lely, the Lely 
customer (i.e. the farmer) will receive a reward of €100, excluding VAT, in store credit 
to spend in the Lely online store, provided the Talent Acquisition team invites the 
candidate for a first interview. If this leads to an employment contract, a second payment 
of €1,000 in store credit, excluding VAT, will follow, to be used in the Lely online store. 



25

Application process  
1. The Lely employee, contractor, or customer must submit the candidate’s curriculum vitae 

by emailing one of the Talent Acquisition team members or submitting it through the 
internal vacancy portal, indicating which vacancy this candidate wishes to be considered 
for, along with the candidate’s contact details. 

2. The Talent Acquisition team will check the candidate’s qualifications to see if they meet 
the requirements listed on the profile. That includes things like education level, expe-
rience, or background. The Talent Acquisition team may contact the candidate and ask 
them to write a cover letter if one was not already included on the candidate’s behalf.

3. If the candidate meets the requirements and is invited by the Talent Acquisition team for 
an initial interview, the first payment will be paid out. For Lely employees, that means 
that the initial bonus will (usually) be paid with their salary the following month. Custom-
ers will receive a voucher for store credit as soon as possible, but at the latest within one 
month after the first interview with the candidate. The contractor should send an invoice 
as soon as possible after an addendum to the contract for services has been agreed.

4. The candidate goes through the selection process and is offered an employment con-
tract.

5. Once the employment contract has been signed and the candidate has started work, the 
second payment will be made as outlined in step 3. 

Additional requirements
• The proposed candidate must not have held an employment contract with Lely for at 

least one year. 
• The proposed candidate has not applied for a position at Lely in the past six months. 
• In order to qualify for the second payment, there must be a signed fixed-term or per-

manent employment contract. If the candidate signs a contract for services, the second 
payment will not be paid. 

• If a temporary contract, secondment agreement, or contract for services is signed, the 
second premium is only paid to the Lely employee if an employment contract is signed by 
the candidate and Lely within 12 months of the date the candidate is introduced. 

• If no suitable vacancy is available at the time the candidate is introduced, but the candi-
date is potentially suitable for Lely, a recruitment fee will be paid if the candidate is invit-
ed for an interview for a (different) vacancy within 6 months after the submission of the 
curriculum vitae. If the candidate is hired and signs an employment contract, the second 
payment will still be paid as described above. 

• The Talent Acquisition team guarantees a qualitative selection in cooperation with hiring 
managers. The employee or customer who submits the candidate’s curriculum vitae may 
not correspond with the Talent Acquisition Team regarding their decision not to invite 
the candidate for an interview or offer them an employment contract.

• The Head of HR, in consultation with the Talent Acquisition Team, decides whether the 
bonus(es) will be awarded to the Lely employee, contractor, or customer. 
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26. Pension and employee benefits 

Lely has put together an employee benefit package that includes several
insurance schemes. Some of those schemes require an employee contribution. The employee 
contribution is deducted from your gross salary. 

In the first period of your employment contract, the HR team will invite you to attend a pre-
sentation – facilitated by our external pension and insurance advisor – that outlines key em-
ployee benefits, such as the pension scheme and incapacity and health insurance. Afterwards, 
you will also receive a Personal Benefits Statement, which provides detailed information on 
which insurance and pension schemes you are enrolled in or entitled to. Lely is happy to help 
you arrange these benefits. However, it is still your responsibility to make a well-informed 
and well-considered decision regarding the voluntary benefit schemes. So we recommend 
accepting the invitation, which will give you a solid explanation of your employee benefits 
and help you make an informed decision.

Pension
Lely believes it is important for employees to have access to good benefits not 
just during their employment, but later in life, as well. That is why Lely offers its 
employees a pension scheme as part of our basic employment package. Which 
scheme applies to you depends on which entity you work for and your salary level.

If you have any questions, please contact the HR department. We can answer frequently asked 
questions ourselves and refer you to our pension and insurance advisor for more 
complex questions.

PME pension scheme 
Employees who are 18 and older and employed by Lely Industries N.V. and Octrooibureau 
Van der Lely N.V. will accrue a compulsory pension with PME, the industry pension fund for 
the Metalworking and Electrical Engineering Industry. This is the industry pension fund that 
is linked to our industry CLA. In this scheme, you build up a pension on your average sala-
ry throughout your employment in what is referred to as a career average earnings scheme. 
The employee contribution is set by PME and deducted from your gross salary every month.

Because you will receive an old-age pension starting at the national retirement age, you 
do not have to build up a pension on your entire salary. The part on which you do not ac-
crue pension is called the state pension offset. So you accrue pension on the pension 
base minus the state pension offset. This state pension offset – which is set annually 
by the government – represents the maximum amount that you accrue/receive in old-
age pension for that calendar year. The pension base is the maximum pensionable pay, 
as set annually by the government. In principle, you will not accrue pension on any sala-
ry higher than the pension base, unless you are part of a supplementary pension scheme. 

You accrue a pension for yourself. In the event of your death, a surviving relatives’ and/or 
orphans’ pension will be made available to your next of kin, based in part on the pension 
that you have already accrued.
 
In the event of (partial) incapacity for work, the pension fund takes over the (partial) 
premium payment up to 70%. That means your pension will continue to accrue, at least partially. 
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Even if you leave the company after two years of occupational incapacity – if you are granted 
benefits under the Work and Income (Capacity for Work) Act –- you will continue to accrue a 
portion of your pension with PME. At the moment, the standard retirement age is 68. However, 
you can choose to retire as early as 55. If you retire early, your accrued pension will be reduced. 
Of course, you will also build up less pension if you stop working earlier, and you will not yet be 
entitled to an old-age pension. In addition to early retirement, you also have the option to re-
tire after you turn 68. You can postpone your retirement until your 70th birthday at the latest. 
If you retire later, your accrued pension will be increased. However, if you continue to 
work, you will not build up any additional pension after age 68. That means having your 
pension pay out earlier or later has financial consequences. If you want to use this option, 
make sure you are well informed before making that choice. You can find more informa-
tion on the pension fund’s website (www.metalektropensioen.nl) [in Dutch and English]. 

Below are key figures from the PME scheme for 2021:

ASR pension scheme 
Employees who are 21 and older and employed by a Lely entity other than Lely Industries N.V. and 
Octrooibureau Van der Lely N.V. accrue a pension via ASR insurance. This is a defined-contribution 
scheme, hereinafter referred to as the ‘ASR basic pension scheme’. In short, a defined contribu-
tion scheme means that a premium amount is promised in advance. These premium amounts are 
outlined in a premium scale, based on your age. In defined-contribution schemes, the available 
premium is used to build up pension capital. In a defined-contribution scheme, you can (roughly) 
calculate what your monthly pension payout will be when you retire. Of course, the exact amount 
of your pension depends on a number of factors, including how long you accrue pension in the 
scheme, how much investment risk you want to take (or have taken) with ASR, and whether you 
want to retire early. The capital built up in this scheme is used to purchase a pension on the re-
tirement date. The amount and form of your final pension is still flexible at the time of accrual. 

You also build up survivor’s pension (partner’s pension and orphans’ pension) in the ASR basic 
pension scheme. Of course, this only applies if you have a partner and/or child/children. It is 
therefore important that you provide the HR department with accurate information about 
your personal situation. If we are not aware that you have partner or child/children, you will 
not build up a survivor’s pension, and this will have consequences for any payments in case 
of your death. If you do accrue a survivor’s pension, your partner and child/children will re-
ceive the survivor’s pension if you die during employment. The survivor’s pension is insured 
on a risk basis. That means that the accrued pension will be cancelled when you terminate 
employment. In other words, no payments will be made if you die after terminating em-
ployment. The partner’s pension to be paid out is based on the final salary earned at time 
of death. The orphans’ pension amounts to 20% of the insured partner’s pension per child.

PME pension scheme - key figures 2021 www.metalektropensioen.nl

Pension Base €79,719

State Pension Offset €14,554

Employer’s contribution Old-age and Survivor’s 
Pension

16.7%

Employee’s contribution Old-age Pension 10.89%

Employee’s contribution Survivor’s Pension 0%

http://www.metalektropensioen.nl
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Pension scheme for wages above pension base 
Both the PME pension scheme and the ASR basic pension scheme have a maximum pension base. 
This pensionable pay is reviewed annually. In principle, no pension is accrued above this pension 
base. However, the government offers the opportunity to build up a pension up to a (higher) 
statutory maximum, which is also reviewed annually. Lely has made various arrangements to 
allow employees who earn more than the maximum pension base to build up the best possible 
pension. Which scheme applies to an employee depends on their salary and the entity that em-
ploys them. If such a situation arises, the employee will be informed about the applicable scheme.

Personnel insurance 
Lely works with employees to plan for and manage risks that may lead to loss of income. 
That is why Lely has put together an insurance package that can mitigate those risks. Lely 
is able to offer these insurances at favourable rates because of the collective advantage it 
enjoys as an employer. Taking out insurance through your employer is also beneficial for you, 
because the premiums are deducted from your gross salary, putting you in a better tax po-
sition than if you take out the same insurances on your own and pay the premiums net to 
the insurer. And when you take out insurance through Lely, we handle all of the paperwork. 

ASR pension scheme - key figures 2021

Pension Base €79,719

State Pension Offset €14,554

Employee’s contribution Old-age Pension 6.5%

Employee’s contribution Survivor’s Pension 1.16%* 
*If you have a partner or child/children.

Employer’s contribution Old-age Pension The excess over 6.5% is based on the following 
premium scales:

Age Premium percentage

21 - 24 years 8.10%

25 - 29 years 9.40%

30 - 34 years 10.90%

35 - 39 years 12.70%

40 - 44 years 14.80%

45 - 49 years 17.20%

50 - 54 years 20.10%

55 - 59 years 23.60%

60 - 64 years 28.10%

65 - 67 years 31.90%

Employer’s contribution Survivor’s Pension 0%
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Collective health insurance 
However, that does not apply to your legally required health insurance, although Lely 
does provide an annual collective discount for health insurance that offers good value 
for money (based on the average household). Family members can also benefit from 
the group discount. If you want to use this collective discount, you need to take 
out health insurance yourself. You will also have to pay the premium yourself, and 
it will not be included on your payslip. You are free to adjust your choice each year.

Disability and term life insurance 
If you are incapacitated for work, you will continue to be paid a portion of your salary 
for the first two years of your illness. Lely provides well beyond what the law requires be-
cause we want to continue supporting employees through difficult times and do every-
thing we can to help reintegrate employees wherever possible. During the first year of 
incapacity for work, employees who are (partially) incapacitated will be paid 100% of 
their salary. During the second year of incapacity, this is reduced to 80%, unless the em-
ployee is still (partially) working, in which case they will be paid 90% of their salary. 

If, after two years, you are still unable to work and there are no prospects of recovery or of 
you being able to fill a suitable position in the foreseeable future, your employment con-
tract will be terminated. In that case, you can apply for incapacity for work benefits under the 
Work and Income (Capacity for Work) Act (WIA) (between the 88th and 93rd week of disabil-
ity). The WIA is the successor to the Invalidity Insurance Act (WAO). The UWV – the benefits 
agency in the Netherlands – will assess whether you qualify for WIA benefits. In addition to 
a number of other conditions, WIA benefits are only granted if the UWV believes that you 
are more than 35% incapacitated for work, on the basis of statutory and policy regulations. 

The WIA assumes that, although someone is incapacitated for work, they still have what is 
referred to as residual earning capacity, and that capacity can and must be used. WIA ben-
efits are therefore partially dependent upon whether or not that residual earning ca-
pacity is being used. The UWV monitors this strictly. This can mean that long-term in-
capacity for work – lasting longer than two years – can lead to considerable loss of 
income. To be incapacitated for work is bad enough, that is why Lely offers insurance 
schemes to help you mitigate income loss in case of long-term incapacity for work.

Income shortfall insurance 
An employee who has been incapacitated for work for two years will receive a WIA decision from 
the UWV. This decision states their percentage of incapacity for work. If this percentage falls 
between 15 and 35%, they are not entitled to government WIA benefits. The employee 
may no longer be earning a salary, or it may be lower than it was before. That means consider-
able loss of income. 

Income shortfall insurance covers 100% of most recently earned salary for up to 7.5 
years, capped at a maximum daily wage annually set by the government. It is a com-
pulsory insurance, with 50% of the premium borne by the employee and 50% by Lely. 

WGA shortfall insurance 
An employee who has been incapacitated for work for two years will receive WIA ben-
efits in the form of what is called a WGA benefit under the Return to Work Regulations 
(“Werkhervatting Gedeeltelijk Arbeidsgeschikten”) if their incapacity for work falls between 
35% and 80%. The duration of the benefit depends partly on their employment history and 
the benefit amount depends on the residual earning capacity and whether that capacity 
is being used. Unfortunately, under these circumstances, loss of income is a real possibility. 



30

The voluntary WGA shortfall insurance available through Lely insures this loss of income, because 
it supplements your WGA benefit up to 70% of your most recently earned salary (up to the maximum 
daily wage), and significant use of residual earning capacity (50% or more) will lead to additional
insurance payments. This is a voluntary insurance scheme, and the premiums are paid by the 
employee.

WIA Additional Income Insurance 
WIA additional income insurance offers employees who earn more than the maximum daily 
wage the option of taking out additional insurance. In such situations, the employee is en-
titled to an additional payment of 70% of their most recently earned (and therefore 
non-maximised) salary for the salary that falls above the maximum daily wage. The actual 
insurance payment depends on the degree of incapacity. Lely will pay 50% of the premium. 

General Surviving Relatives Act Shortfall Insurance
Should you die before you reach pensionable age, your partner runs a real risk of significant 
loss of income. Although Lely’s pension schemes already provide for a survivor’s pension, Lely 
offers additional insurance to help cover the loss. In case of death before the pensionable age, 
the surviving partner may be entitled to payments from the government. However, partners 
often do not meet the requirements. This General Surviving Relatives Act Shortfall Insurance 
covers that risk. After your death, the insurance will pay out a fixed annual amount to your part-
ner until they reach pensionable age, but not beyond the age of 70. This insurance is voluntary.

Premiums for the General Surviving Relatives Act Shortfall Insurance are based on age 
(and not on income) and increase with age. The employer’s contribution is 50% of the pre-
mium, with a maximum of €10 per month. The employee contributes the other 50% up to 
age 40. Once the employee turns 40, they will pay a larger portion of the gross premium.

27. Mobility 

Commuting allowance 
Please	 note	 that	 while	 Corona	 measures	 are	 in	 effect,	 different	 policies	 and	 processes	 apply.	

Employees who do not have a company car or van are entitled to a monthly travel allowance. 

Employees are eligible for a commuting allowance for the number of days they work, ac-
cording to their employment contract. The commuting allowance is a non-taxable month-
ly payment and is calculated using the following formula: (allowance per km x (206 work-
able days x (2 x one-way trip distance) x number of workdays per week /5) / 12). The 
formula is based on the legally and fiscally allowable untaxed commuting allowance. 

The graduated scale below is used to determine per-kilometre reimbursements:

Km one way commute Reimbursement per kilometre

0 up to and including 25 km € 0.19 per km

25.1 up to and including 50 km €0.10 per km

>50 km No reimbursement
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Employees who regularly travel by public transport and have purchased a second-class 
monthly/annual pass will receive a monthly allowance on top of their original commuting 
allowance if the costs exceed the calculated commuting allowance. In total, the employee 
will not receive a greater commuting allowance than either the commuting allowance 
calculated using the table above or the cost of the second-class monthly/annual pass.

Commuting allowance during absence 
If you are temporarily absent, for example due to leave or temporary incapacity 
for work, after six weeks of absence, the commuting allowance will still be 
paid for the current and next calendar month. After that, the commuting 
allowance will be paused and reactivated when the employee returns to work. 

Example: Sarah goes on pregnancy leave. On 15 May, she has been on pregnancy leave for six 
weeks. Sarah still receives her fixed commuting allowance during the first six weeks, and through 
May and June. It is then paused and reactivated when Sarah returns from maternity leave.

Company car 
The Company Car Policy outlines which employees are eligible for a compay car and the con-
ditions that apply. For a full description of the policy, please refer to the Company Car Policy. 

In short, company cars are granted on an individual basis, based on the position held by the 
employee or due to the fact that the employee regularly drives at least 20,000 work-related 
kilometres per year, according to realistic expectations and the recommendation of the de-
partment Head. That amount does not include the employee’s regular commute. The em-
ployee’s position determines their lease category. The Executive Board is responsible for clas-
sifying categories, which may be revised from time to time due to changing circumstances.

Travel allowance for business trips (non-commute) 
Work-related kilometres travelled using a private car are eligible for reimburse-
ment if they comply with the expense reporting policy, which can be found the In-
tranet. Work-related kilometres are reimbursed at a rate of €0.30 net per kilometre.

28. Overtime

Under certain conditions, employees may work overtime at their (immediate) manager’s re-
quest; the additional hours worked may qualify for an overtime allowance. This chapter provides 
more detail about when an employee may be asked to work overtime and what conditions apply. 

General conditions for overtime 
• ‘Overtime’ is defined as hours worked by the employee on the instructions of their em-

ployer:  
 o beyond the number of hours to be worked according to the contractually   
  agreed daily schedule, where the number of hours worked that day exceeds 8  
  hours
 o on a public holiday, Saturday, and/or Sunday  
• An employee is not obliged to work overtime if:
 o they were 55 years of age or older before 1 January 2017
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 o they are unable to do so due to health concerns. If there is a disagreement  
  about medical eligibility, the employee must submit a medical declaration, in  
  consultation with the company doctor
 o the overtime falls on a day when the employee works a reduced schedule   
  (fewer than 8 hours)
• If the employee turned 56 on or after 1 January 2017, the obligation to work overtime is 

limited in two ways:
 o The employee does not have to work more than 5 hours of overtime every 4  
  weeks
 o The employee does not have to work night shift overtime
• The extra hours worked shall only be regarded as overtime if the employee’s (immediate) 

manager has granted permission in advance, with the exception of any urgent jobs for 
which this is not practically possible. In these specific cases, overtime must be reported 
to the employee’s (immediate) manager as soon as possible, but no later than the next 
morning. It is not considered overtime if the employee occasionally finishes a few tasks 
and/or work that takes less than half an hour at the end of a full workday. It is also not 
considered overtime if the employee still has to catch up on work and works extra hours 
than contractually agreed on the workday in question.

• If weekday overtime lasts longer than 3 hours, the employer will provide a meal for the 
employee. 

• In all other cases, the provisions in the Metalworking and Electrical Engineering Industry 
CLA will be followed. In cases not covered by these regulations, the employer will decide. 

Cash compensation or ‘time for time’ 
• Employees who, by virtue of their position (from pay scale K upwards), can largely struc-

ture their own work and therefore usually set their own hours are not eligible for over-
time payments under this scheme. Exceptions will only be made in exceptional situations 
where it has explicitly been agreed otherwise. For employees with positions at pay scale 
K or higher on the job matrix, any overtime shall be deemed to be included in their gross 
salary.

• If the employee is eligible for overtime based on the conditions described, compensation 
may be provided in time (‘time for time’) or in cash (overtime compensation). In principle, 
Lely encourages compensation in time. However, in consultation with the Department 
Head, a decision may be made in advance to compensate overtime in cash. If this is not 
agreed in advance with the Department Head, overtime will automatically be compensat-
ed in time.

• If overtime is to be compensated in cash in a specific situation, those hours will be paid at 
the regular gross hourly rate. Holiday allowance is accrued on overtime.

Overtime bonus 
In addition to compensation in cash or ‘time for time’, employees who are eligible 
for overtime compensation are also eligible for an overtime bonus (“toeslag”) (plus 
holiday allowance) based on the following graduated scale: 
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Overtime on: Gross overtime compensation as % of gross hour-
ly wage

Monday-Friday: the first 2 hours 25%

Monday-Friday: after the first 2 hours 41.3%

Saturday until 2.00 pm 46.6%

Saturday after 2.00 pm 64%

Sundays and public holidays 83%

29. Overseas allowance and separation hours 

Documentation and payment 
• Overtime must be documented in MyHR. The overtime is recorded as ‘time for time’ on 

top of the leave balance as soon as possible after it is entered in MyHR. In principle, leave 
can only be taken per half day (4 hours). Leave hours are only paid out at the end of em-
ployment. 

• If, in a specific situation, overtime is to be compensated in cash, this should be indicated 
when the hours are entered in MyHR. The overtime compensation will then be paid with 
the salary the month after the hours are entered. 

• The overtime bonus is also paid in the month following entry in MyHR.
• Accrued holiday allowance is paid out with the annual holiday allowance.
• Any additional costs incurred, such as travel expenses, can be claimed according to the 

expense reporting policy.

• If an employee travels abroad as part of their work, they may be eligible for an overseas 
allowance. Travelling abroad often means working extra hours. The overseas allowance 
compensates employees for any extra hours worked outside normal working hours. 

• The employee’s residence is used as the starting point for determining overseas travel. 
Exceptions can be made if the employee lives near an international border.

• The overseas overnight allowance applies to all CLA positions up to and including pay 
scale K. 

• Reimbursement for overseas overnight stays is as follows:
 o Workdays: 3 overnight hours, paid at 100% of the individual hourly wage; 
 o Saturdays, Sundays, and public holidays: 6 overnight hours, paid at 100% of  
  the individual hourly wage.
• This allowance does not apply to business trips within the Netherlands. Any overtime is 

subject to the applicable overtime regulations. 
• Any extra hours worked may be regarded as overtime if the employee’s (immediate) 

manager has approved it in advance, with the exception of any urgent jobs where prior 
approval is not practicable. In these specific cases, the overtime must be reported to the 
employee’s (immediate) manager as soon as possible, but no later than early the next 
morning. For the relevant compensation and other conditions, please refer to the applica-
ble overtime regulations.
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30. Special events, anniversaries,
   and expense reporting policy 

Sometimes, as an employee, you will incur expenses as part of your work for Lely. It may be 
parking costs when visiting a conference, paying for a business dinner, or arranging a gift or 
bouquet of flowers for a colleague. Within Lely, we like to make clear arrangements about 
these things, so that it is handled in an unambiguous way. We would also like to emphasise that 
Lely has recently been so successful in part because we handled money and expenses wisely. 
Think carefully about whether the expenses you want to incur are necessary, whether they are 
eligible for reimbursement, and whether expenses can perhaps be combined. With a growing 
number of employees, it is (especially) important to have insight into our costs and to handle 
them well and carefully.Met een groeiend aantal medewerkers is het (extra) van belang om 
de kosten inzichtelijk te hebben en hier op een goede en zorgvuldige manier mee om te gaan.

Business expenses 
Business expenses are costs incurred as part of your position. This does not refer to the 
overarching position of “Manager” or “Team Leader”, within which expenses are incurred 
for team outings or gifts. There are separate regulations for those things, which are large-
ly explained below. What it does involve is things like parking or travel expenses (not com-
muting) when visiting a conference or a client, paying for pre-approved hotel costs or pur-
chasing computer glasses. In MyHR, you can find which expenses can be claimed and how it 
should be done. We are working on making it easier to report expenses, including via an app.

Team outing 
It is fun and important for teambuilding to organise team outings. There are plenty 
of options, and it is usually done at the team leader or manager’s initiative, but some-
times these outings are organised by the team itself. A team outing is a social event 
aimed at getting to know each other better, seeing and talking to each other in a dif-
ferent environment, connecting with each other, and above all, having fun together! 

A team outing is different from a training day or (departmental) away day, in which 
substantive issues are addressed, improvements are discussed, or the performance 
of the team or department is the focus in some way. A team outing is often com-
bined with a training course or an away day. In that case, the costs associated with or-
ganising the substantive part of the day must be paid from the departmental bud-
get, or possibly from the Academy budget if it is a training course organised by them. 

• If the employee chooses to travel on a Saturday, Sunday, and/or public holiday (instead of 
travelling on a ‘normal’ working day), the employee is not entitled to this allowance. 

• Lely will reimburse the actual costs for accommodation, transportation, and meals ac-
cording to the expense reporting policy. 

• Attendance at trade fairs and courses and/or training sessions abroad is explicitly exclud-
ed from this regulation. 

• The manager gives their prior consent to claim this allowance. 
• The relevant allowances are paid in the following month via the payroll administration. 
• In cases not provided for in these regulations, the employer shall decide. 
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The social portion, which falls under the heading ‘Team Outing’, may be organ-
ised, or at least claimed, by the manager or team leader for an amount of up to €100 
per person per year. This may mean that an outing is organised once a year for this 
amount per person, or twice a year for €50 per person. Additionally, a team lead-
er may only organise a team outing, or at least expense for one, if they have more than 5 
people in their team (including the team leader). If this is not the case, a team outing 
will be organised at departmental level, which will then be eligible for reimbursement.

If, at the time the team outing is organised, flex workers (self-employed, agency 
staff, or seconded staff) are working in the team or department, this sum of 
€100 per person per year may also be claimed for those team members in MyHR.

Special occasions 
Sometimes things happen in an employee’s life that deserve to be celebrated, or when it is 
important to show support. Now that Lely is growing, it is important to establish guidelines for 
this. Of course, each department or team can make an extra financial contribution for an ad-
ditional gift. However, the amounts below are the maximum amounts that can be claimed per 
occasion and will be reimbursed by Lely. This can be done in MyHR, and the invoice must also be 
enclosed in order for the expense to be reimbursed. This does not include gift vouchers or cash.

In addition, some of the occasions listed below entitle employees to one or more days off. This is part 
of the CLA and this handbook and is separate from the gift that may be given for such an occasion.

Special occasion Gift to be received from Lely/guidelines maximum to be claimed for 
gift

Birth/adoption/foster care After receiving the birth/adoption/foster care announcement, the HR department 

will provide a Lely gift for the employee. The manager will be informed as soon as it 

is ready so they can give it to the employee.

Additional birth gifts must be paid for individually and cannot be claimed.

Marriage/registered partner-
ship

After receiving a marriage/registered partnership announcement from the employ-

ee, the HR department will send a card to the couple.

Additional wedding gifts must be paid individually and cannot be claimed.

Moving The employee sends a change of address notice via MyHR. The HR department will 

automatically notify the employee’s manager via MyHR of the employee’s move, 

after which the manager will send a bouquet of flowers worth a maximum of €25 

(excluding any delivery costs) to the employee’s new home address at Lely’s expense.

Birthday Any gift or treat is to be arranged at your own initiative and expense.

Christmas Lely provides a Christmas gift for all employees. Any additional Christmas gifts from 

the department or team can be arranged at the manager’s/team leader’s own initia-

tive and expense. 

Incapacity for work In the event of incapacity for work that is expected to last for a longer period of time 

(i.e. >3 weeks) or in the event of surgery or hospitalisation, the manager can send a 

card, bouquet of flowers and/or fruit basket worth a maximum of €25 (excluding any 

delivery costs).
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Anniversaries
We feel proud that some of our employees have worked at Lely for  many years and have 
celebrated significant work anniversaries with us. For the employee, too, these are often 
special events and important milestones in their life. We will therefore not let this moment 
pass just like that!  We are more than happy to celebrate when an employee has been em-
ployed with Lely for 12.5, 25, or even 40 years, via an employment contract with Lely (on the 
payroll) and in a consecutive period. An interruption of less than one year does not count as an 
interruption  for the matter of calculating anniversaries – and only for that purpose. We think 
it is important for the employee’s manager to handle the arrangements for the celebration, 
whether or not in consultation with the employee and possibly in consultation with 
Facilities or HR.

Expenses that qualify for reimbursement can be claimed via MyHR. All amounts 
mentioned are exclusive of any delivery costs and may only be spent on gifts (no 
cash contributions) or celebrations. Of course, a department or team might want 
to do something extra, which can be organised and paid for on an individual basis. 

Death of 1st degree relative The manager will send a postcard to the employee’s home address on behalf of the 

department and Lely. The manager may claim the costs for sending the card.

Retirement The employee is entitled to a benefit of €25 gross per year of service, rounded off 

to whole years of service, with everything over six whole months to be rounded up. 

This benefit will be paid through the payroll administration no later than the month 

following the month in which the employee retired. 

An Executive Board member will present the employee with a bouquet of flowers 

at an appropriate time, to be organised by the manager. The retiring employee may 

also choose from the following options:

• The manager may, at Lely’s expense, organise an (external) dinner for a small 

group of colleagues (maximum 20 people, including employee, partner, and the 

employee’s children). The employee decides who they wish to invite. The manag-

er can claim a maximum of €1,250 for the dinner.

• A reception with coffee and cake in the workplace, with around 20 to a maxi-

mum of 30 invited guests.

• Donate a net amount of €500 to a charity to be selected in consultation.

End of employment In most cases, a department or team can organise something for an employ-
ee who is leaving Lely at their own initiative and at their own expense. Only 
if the employee is leaving the company at their own initiative after more 
than 5 years of employment can a department or team organise a gift for 
the employee at Lely’s expense, for a maximum amount of €25.

Any treats or other gifts can be arranged at your own initiative and expense.
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Anniversary What can be arranged at Lely’s expense?

Copper anniversary (12.5 
years)

The manager will be sent a notice in MyHR about the anniversary date, with instruc-

tions to make the appropriate arrangements.

An Executive Board member will present the employee with a bouquet of flowers 

at an appropriate time, to be organised by the manager (max €25, excl. any delivery 

costs). In addition, the employee may choose from the following options:

• The manager may, at Lely’s expense, organise an (external) reception for a small 

group of colleagues (around 10 to 15 guests) for a total maximum amount of 

€250. Any additional costs should be borne by the colleagues themselves. 

• The manager may arrange for coffee and cake for (a limited group of) direct 

colleagues at Lely’s expense.

The employee will also be recognised at the New Year’s reception and presented 

with an anniversary pin.

Silver (25 years) or ruby (40 
years) anniversary

The employee will receive an extra gross monthly salary payment (excluding holi-

day allowance) with the salary payment in their anniversary month. In addition, the 

employee is entitled to one day of special leave, unless the ‘Transitional regulation 

for extra holidays for seniors’ applies, based on the CLA for the Metalworking and 

Electrical Engineering Industry and only applicable to employees employed with Lely 

Industries N.V. or Octrooibureau van der Lely N.V.

The manager will also be sent a notice in MyHR about the anniversary date, with 

instructions to make the appropriate arrangements.

An Executive Board member will present the employee with a bouquet of flowers 

at an appropriate time, to be organised by the manager (max €25, excl. any delivery 

costs). In addition, the employee may choose from the following options:

• The manager may, at Lely’s expense, organise an (external) dinner for a group 

of colleagues (about 20 guests), the employee, their partner and children. The 

employee may decide who they wish to have present at this event. The manager 

may claim a maximum of €1,250 in total. Any additional costs should be borne by 

the colleagues themselves.

• The employee can choose to donate €500 net to a charity to be selected in 

consultation.

The employee will also be recognised at the New Year’s reception and presented 

with an anniversary pin.
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Holiday leave
During the calendar year, you build up various types of holiday leave (hereinafter referred 
to as ‘leave’). This leave is divided into statutory leave, leave in addition to the statutory 
leave and scheduled leave. Leave is accrued on a pro rata basis based on the duration and 
hours of your employment during the calendar year in which it is accrued. Scheduled leave 
is time off that is accrued on the basis of the CLA for the Metalworking and Electrical Engi-
neering Industry. There is no legal entitlement to this, and it is not covered by the regular 
(holiday) entitlement, as is the case with statutory and non-statutory holiday entitlements.

During paid leave, such as pregnancy leave, you continue to accrue all 
these types of leave. The same applies during periods of incapacity 
for work. You do not build up any type of holiday leave during parental leave.

During statutory and non-statutory leave (leave in addition to the statutory leave), 
as well as on scheduled days off, you retain your entitlement to regular wages.

The table below outlines how much leave you are entitled to per calendar year. 

*Employees who were employed by Lely Industries N.V. or Octrooibureau Van der Lely N.V. on 1 
January 2009 and who were 40 years of age or older on that date are entitled to the ‘Transitional 
Scheme for Extra Holiday for Seniors’, as outlined in the CLA for the Metalworking and Electrical 
Engineering Industry. If you qualify for this transitional arrangement, the extra day accrued after 
25 years of employment does not apply, as it is already included in the transitional arrangement.

If desired, employees can purchase 10 extra leave days of leave in addition to the statutory 
leave per year. One leave day can be purchased at the value of the employee’s 
daily wage. These extra leave days can be taken in consultation with your manager.

In addition to the option to purchase additional leave days, it is also possible to sell leave days 
of leave in addition to the statutory leave up to a maximum of 6 days  per calendar year. You 
can submit a request to sell back leave to your manager. If your manager and supervisor agree, 
they will confirm this to you and the hours will be paid out with the first possible salary payment. 

Leave and absence

31. Leave

Type of leave Number of days for 40-hour 
work week 

Expiry/limitation period

Statutory leave 20 Expires 6 months after the end of the 
calendar year in which it was accrued.

Leave in addition to the 
statutory leave

7 
+1 extra day from the calendar 

year that the employee has been 
employed for 25 years (continu-

ously)*.

Expires 5 years after the end of the 
calendar year in which it was accrued.

Scheduled leave 13
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Applying for leave and taking leave 
You can apply for leave via MyHR. Your request will then be forwarded 
to your manager for approval via MyHR. Your manager will approve 
your leave request, unless there are important reasons not to do so.

Each Lely employee must also take a number of compulsory leave days each year. 
Wherever possible, scheduled leave is used for this purpose. If your balance of scheduled 
leave is insufficient, regular leave days are automatically deducted from your balance.  

For some employees, such as production workers, there is also a collective company holiday 
during the summer period. These collectively determined leave days are set in consultation 
with the Joint Works Council (JWC) and communicated well in advance, so that they can 
be taken into account. If the employee begins work during the calendar year and for that 
reason has accrued insufficient leave to take the collective holiday, they will have a negative 
balance, which must be immediately compensated with future leave entitlements.

Leave during incapacity for work or other types of leave 
If you have applied for and been granted leave, or if you have a collectively determined 
holiday (based on statutory leave or leave in addition to the statutory leave), but you are 
incapacitated for work during the planned leave and you have reported this as described 
in the absence policy, the leave will not be written off. The only exceptions are if you are 
able to take your leave during the period of incapacity for work and you agree to do so. 

If you are incapacitated for work during a collectively determined scheduled leave day, you are not 
entitled to a replacement day. In that case, this day is deducted from the scheduled leave balance.

During the statutory maternity, childbirth, adoption, foster care, or other parental 
leave, you cannot take any leave. If you have already applied for leave or if you are en-
titled to a collectively determined holiday during your leave (not scheduled leave), this 
leave will not be deducted from your leave balance. In that case, you must cancel your 
approved leave via MyHR. The cancelled leave will then be added to your balance. If a 
collectively determined scheduled leave day falls during one of the types of leave men-
tioned in this paragraph, it will be written off. You are not entitled to a replacement day.

Expiry and limitation period 
Lely follows the statutory expiry and limitation periods. This means that leave will 
expire if you have not taken the days before the expiry date or limitation period 
expires. The table above outlines the expiry or limitation period for each type of leave.

The limitation periods also apply if you are incapacitated for work (long-term), unless 
the company doctor judges that you have not been sufficiently able to enjoy your leave. 
 
End of employment 
At the end of your employment contract, your leave balance of statutory leave and leave 
in addition to the statutory leave will be paid out in the final payment of your employ-
ment contract. A leave day is paid out at the value of your gross daily wage. Any remain-
ing scheduled leave balance will not be paid out at the end of the employment contract. 

Holidays 
Lely observes the following ‘public holidays’, on which, in principle, all employees are off: 
• New Year’s Day
• Easter Monday
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• Ascension Day
• Whit Monday
• Christmas Day and Boxing Day
• National Holiday (27 April)

If the CLA prescribes additional holidays (in a specific calendar year), these additional holidays 
will also be observed.

In some situations or positions, it is not possible to be off during a public holiday. That in-
cludes services like breakdown services or crisis services. In those cases, the employee is en-
titled to an allowance for the hours worked on the public holiday. Please refer to allowances 
described in the CLA for more information.

There is no need to take a leave day for a public holiday and the employee will be paid during 
the public holiday. If a public holiday falls on the employee’s part-time day as agreed in the 
work schedule, or on a day the employee is on parental leave or any other type of leave, the 
employee is not entitled to a replacement day or other compensation.

Short-term leave and emergency leave 
Short-term leave, also known as emergency leave, is intended for urgent, unforeseen or spe-
cial personal circumstances. Short-term leave can be requested – possibly with retroactive 
effect – in MyHR. During short-term leave, your salary will continue to be paid in full. 

What does short-term leave mean? Unfortunately, unexpected things sometimes hap-
pen in everyone’s life. They cannot be planned and therefore sometimes happen 
during working hours. Your child may be ill and needs to be picked up from school, 
the babysitter may cancel, or you suddenly need to go to the doctor or dentist. 

If you are undergoing fertility treatments, you will also have sudden mandatory hospital ap-
pointments. In such situations, you are allowed to take ‘short-term leave’ or ‘emergency leave’. 
This leave can last from a few hours up to a maximum of several days. What can be expected 
from the employer and the employee depends largely on the situation. In most cases, the 
employee is expected to first report the leave to their manager. If there is no reasonable time 
to do so, this can also be done at a later stage. The employee is also expected to make every 
reasonable effort to find a suitable (interim) solution that does not affect work or that is less 
affected by the unforeseen situation. During this type of leave, salary continues to be paid.

For less urgent or unforeseen circumstances, it may sometimes still be necessary 
to take short-term leave. We often call it simply short-term leave instead of emer-
gency leave, but the legal ground is the same. This could be the case, for exam-
ple, if you have to visit a doctor or specialist, but you cannot reasonably be expect-
ed to do so outside working hours. In those cases, you must submit a request for 
‘short-term paid leave’ to your manager in advance. This leave should not exceed a few hours. 

If it is necessary to make repeated visits to a specialist, physiotherapist, or other med-
ical appointment, you are expected to make arrangements with your manager in ad-
vance about planning and compensating for this time. You do not have to mention 
anything about the nature of your appointments. Here too, however, we expect 
you to make every effort to ensure that the visits take place outside working hours.

In addition to the aforementioned circumstances, the CLA states specific events for which 
short-term leave can be taken. 
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The CLA also specifies the maximum duration of that short-term leave. Lely has taken the pro-
visions of the CLA as a basis for writing its own policy on this. This policy differs from the CLA 
to the employee’s benefit. For example, more specific situations are mentioned in which short-
term leave can be taken and the number of days that can be taken is sometimes extended.  

Event Maximum duration of short-term leave

Marriage

Marriage Registration A reasonable period, max 1 day

Wedding day
Notarised cohabitation agreement, or 

Registered partnership

2 days
2 days
2 days

Child’s wedding (or partner’s child)
Brother’s wedding 

Sister’s wedding
Grandchild’s wedding

1 day
1 day
1 day
1 day

Own 25 or 40-year wedding anniversary 1 day, unless the ‘Transitional regulation on extra holidays 
for senior citizens’ applies.

Death or attending a funeral

Life partner 4 days

Child (or partner’s child) 4 days

Child's life partner (or partner’s child) 1 day

Parent 2 days

Parent life partner 1 day

(Life partner of) sibling 2 days

Life partner’s sibling 2 days

Grandchild 2 days

Grandparent (or life partner’s grandpar-
ent)

1 day

*A life partner is the employee’s spouse or the person the employee lives (unmarried) and runs a joint house-
hold with.

In principle, no personal leave will be granted. Only in the event of special circumstances and 
after written permission from the employer may one or more days of unpaid leave be taken.

Short-term care leave 
If a person close to you needs necessary care due to illness, you can take short-term care 
leave. Based on the law (Work and Care Act), a person close to you is understood to include:
• the spouse, registered partner or person with whom the employee cohabits without 

being married
• a child to whom the employee has a parental relationship
• a child of the spouse, registered partner or person with whom the employee cohabits 

without being married
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• a foster child who lives at the same address as the employee, according to the Key Reg-
ister of Persons and whom the employee cares for as a foster parent as referred to in 
Article 1.1 of the Youth Act

• a blood relative in the first or second degree
• a person who forms part of the employee’s household, without being in an employment 

relationship; or
• the person with whom the employee has a social relationship, insofar as the care to be 

provided arises directly from that relationship and must reasonably be provided by the 
employee

Short-term care leave amounts to a maximum of twice the employee’s weekly working 
hours in each 12-month period. If you have an employment contract for 32 hours a week, 
this means you are entitled to 64 hours of short-term care leave in each 12-month period. 

Before the short-term care leave begins, you should submit a request to your manager 
or via MyHR, giving a valid reason for the request, as far as possible. As far as can be rea-
sonably estimated, you should indicate in your request for short-term care leave how many 
hours you wish to take, and how you wish to distribute the leave. A request can only be 
refused if there are compelling business interests, these interests are stated, and only if these 
compelling business interests outweigh the employee’s interests. Lely may also first (or af-
terwards) ask for evidence to assess whether a situation exists for which short-term care 
leave can be taken, while respecting the privacy of the employee and person(s) involved.

During short-term care leave, the employee is still entitled to 70% of their salary, to the extent 
that this salary does not exceed the maximum daily wage and to the extent that it is not less 
than the statutory minimum wage. If the salary amounts to more than the maximum daily wage, 
the employee will be entitled to 70% of the maximum daily wage, as set annually by the Dutch 
government. Any expenses incurred may, however, be deducted from the salary. During short-
term care leave, you continue to accrue leave and holiday allowance pro rata to your salary.  

For any additional conditions, please refer to the statutory provision(s).

Long-term care leave 
In some circumstances, it is possible to take long-term care leave. This is avail-
able if you have to provide necessary care to a person mentioned under ‘short-
term care leave’ who is suffering from a life-threatening illness or in need of help. 

The leave shall not exceed six times the weekly working hours in any period of 12 
consecutive months. This is equivalent to six weeks. The period of 12 months will start on 
the first day on which the leave is taken. 

The employee must submit the request for long-term care leave to their manager in writing 
at least two weeks before the leave is scheduled to begin, stating the reason, the person 
to be cared for, the start date for the leave, the scope, the intended duration of the leave, 
and the distribution of the hours throughout the week or the otherwise agreed period 
of time. The manager may ask for evidence – within one week of submitting the 
request – to assess whether the conditions for taking long-term care leave have been met. 

In principle, the manager will grant an employee’s request to take long-term care leave, unless 
there is such a compelling business or service-related interest against taking the leave that 
the employee’s interest must be outweighed according to the standards of reasonableness 
and fairness. 

http://wetten.overheid.nl/BWBR0034925/2020-07-01/#Hoofdstuk1_Artikel1.1
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Before a request can be refused, the manager must first discuss it with the employee to see if 
an interim solution can be found. During long-term care leave, no salary is paid and no holiday 
allowance is accrued. Leave is, however, built up during the long-term care leave. Taking long-
term care leave can also have consequences for expense payments and pension accruals.

For any additional conditions, please refer to the statutory provision(s).

Pregnancy and maternity leave 
Pregnant employees are entitled to pregnancy leave and maternity leave. Pregnancy 
leave is the leave taken before the birth of a child. The maternity leave starts 
from the moment the employee has given birth. In total, pregnant employees 
are entitled to 16 weeks of leave. Salary is paid in full for these 16 weeks. 

Does the pregnancy leave or maternity leave coincide with a public holiday or scheduled leave 
day? Then you will not be compensated with an extra leave day or monetary compensation. 

Pregnancy leave 
To calculate the starting date of pregnancy leave, the calculation starts from the day after the 
due date. The right to pregnancy leave starts six weeks before this date. In the case of multiple 
pregnancy, this entitlement starts ten weeks before that date. The employee may also choose 
to take pregnancy leave at a later date. Pregnancy leave must start no later than four weeks 
(eight weeks in the case of multiple pregnancy) before the day after the expected delivery date.

In cases of incapacity for work during pregnancy, additional regulations may apply. Please 
refer to the applicable legal provision for more information.

Maternity leave 
The maternity leave starts, as previously mentioned, on the day after the birth and 
lasts for at least ten weeks. If fewer than six weeks pregnancy leave have been taken, 
these days are added to the maternity leave. For example, if you go on leave five weeks 
before the day after the due date, one week will be added to the maternity leave. 

If the baby is born after the due date, this does not reduce the length of the child-
birth leave. The days between the birth and the original due date are added to 
the 16-week period. The total leave period will then be longer than 16 weeks. 
Was the baby born prematurely? Then the number of days that the pregnancy leave was short-
er than 6 weeks is added to the maternity leave. The total leave period is then always 16 weeks.

In some cases, maternity leave can be extended, for example, if the baby has been 
hospitalised. For more information, please refer to the applicable legal provision. 

The first six weeks of maternity leave must be taken consecutively. The remaining weeks can be 
taken in instalments. Always schedule this leave in close consultation with your manager and HR. 

Partner’s leave after a birth
On the day(s) of the birth, the employee whose partner is going to give/has given birth (here-
inafter referred to as ‘new mother’) may take short-term leave (also called emergency leave). 

From the day after the birth, the employee is entitled to birth leave and then to additional 
birth leave. 
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Birth leave 
At Lely, we think it is important that the partner of the new mother is also given the opportuni-
ty to provide adequate care in the period after the birth and hopefully also to enjoy this special 
time. If you are married, registered partner or unmarried cohabiting with the new mother, or if 
you have acknowledged the child as a parent, you are entitled to birth leave from the day after 
the birth. You are entitled to leave amounting to one week’s worth of the contractual working 
hours per week, also in case of multiple births. If you are taking parental leave at the time, 
which means that you are actually working fewer hours than agreed in the contract, this will 
not affect the number of days of birth leave to which you are entitled. Example: you normally 
work 40 hours per week. You take 8 hours of parental leave per week, which means that you 
actually work 32 hours per week. You are then (still) entitled to 40 hours of birth leave. You 
will receive full pay during this period. You will also continue to accrue leave during this period. 

The birth leave must be applied for no later than four weeks before the intend-
ed start date of the leave and must be taken no later than four weeks after the 
birth (at the employee’s discretion). It may also be taken in several stages. There is 
no entitlement to compensation if the birth leave is not taken or not taken on time. 

You cannot take any leave during birth leave. If a collectively determined holiday (not 
based on scheduled leave) falls on a day of birth leave, this day will not be deducted from 
your leave balance. Exceptions are made if the birth leave coincides with a collectively 
determined scheduled leave day. In that case, the scheduled leave day is deducted 
from your balance. This scheduled leave day will not be compensated in time or money.

You are not required to take birth leave. If you make a request for 
birth leave, it may not be refused (provided the conditions are met).  

Additional birth leave 
The partner of the new mother is also entitled to additional birth leave after the initial 
birth leave has been taken. You are entitled to five times your working hours per week. 
Here, too, the contractually agreed weekly working hours are used as a basis. If you are on 
parental leave at the time, this does not affect your entitlement to additional birth leave. 

When you apply, you must specify how many whole weeks of additional birth leave you 
wish to take. Such an application can only be made once (per birth) and must be made 
no later than four weeks prior to the start of the additional birth leave. If the applica-
tion is made when the child is not yet born, the application will be adjusted if neces-
sary on the basis of the actual date of birth and dates of your initial birth leave. An appli-
cation should be submitted to HR at HR@lely.com with your manager in CC for approval.

The additional birth leave must be taken within six months of the child’s birth. This 
may be staggered. A request can be refused if there are compelling business interests 
to do so. If you do not take the additional birth leave, or do not take it in full, your en-
titlement lapses. This will not be compensated with additional leave or an allowance.

Lely will continue to pay your salary at a rate of 70% during the addition-
al birth leave. This also applies to the holiday allowance for that period. 
You continue to accrue leave during your additional birth leave. You cannot take any leave 
during additional birth leave. If a collectively determined holiday (not based on scheduled 
leave) falls on a day of your additional birth leave, this day will not be deducted from your 
leave balance. Exceptions are made if the additional birth leave coincides with a collective-
ly determined scheduled leave day. In that case, the scheduled leave day will be deducted 
from the balance. This scheduled leave day will not be compensated in time or money.

mailto:HR%40lely.com?subject=
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Adoption and foster care leave 
Adopting a child or taking on the foster care of a child is a very special event. On 
the day of the adoption, the employee can take short-term leave, also known as 
emergency leave. In the event of adoption or foster care, entitlement to adop-
tion or foster care leave applies from the date of adoption or the start of foster care. 

In this case, you are entitled to six weeks of adoption or foster care leave. These six weeks 
must be taken – possibly in several stages – within six months, starting four weeks prior to 
the date of adoption or the start of foster care (as defined by the Youth Act). During this 
leave, the UWV will provide a benefit amounting commensurate with your salary, max-
imised to the maximum daily wage. Lely will also supplement your salary up to a maxi-
mum of 70%. You will continue to accrue leave during adoption and foster care leave.

Parental leave 
If you are the parent of a child under the age of eight, you are entitled to paren-
tal leave. You are also entitled to parental leave if you are not the parent but 
do live at the same address as the child. The total amount of parental leave per 
child is a maximum of 26 times the (contractually agreed) weekly working hours.

You must request parental leave at least two months before the desired start date via 
MyHR. In your request, you should indicate the number of hours per week you would like 
to take and the proposed distribution of the leave. A request can be refused or – in con-
sultation with the employee – changed if there are compelling business interests to do so. 

If the employee goes on pregnancy, maternity, adoption, foster care, birth or additional 
birth leave during the period of parental leave, the current parental leave may be 
cancelled or temporarily suspended. 

32. Sickness Absence Policy 

This sickness absence policy is focused on the actions that you and Lely should take if you are 
incapacitated for work. Together with Lely, you are responsible for your return to work follow-
ing incapacity for work; it is a process that you, as an employee, will go through with Lely. As an 
employee, you are obliged to cooperate in this process. Your manager, the HR representative, 
and, if necessary, the company doctor, will assist you with appropriate absence management. 

Being ill does not mean that you do not have any opportunity to work and that you are 
therefore fully or partially incapacitated for work. Can you do your own work or alternative 
work, or partially do so? Or are you so incapacitated by illness that you cannot work at all? 

Reporting Sick
As soon as you know that you cannot work due to illness and are therefore (partially) incapaci-
tated for work, you must report it in person to your immediate manager by telephone no later 
than half an hour before the start of the workday. If you have to stop working during working 
hours because of illness, you must inform your manager immediately by telephone or face-to-
face. If you are unable to get a hold of your immediate manager after several attempts, you may 
inform a supervising manager. You may not report sick by text message, WhatsApp or email. 
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When you report sick, you must provide your manager with the following information:
• How long you expect to be incapacitated for work, insofar as this can be estimated.
• Which work commitments you may not be able to meet, or what may have to be resched-

uled, whether your work should be taken over by a colleague, and whether this is an 
urgent need, or whether you and your manager can wait and see how your incapacitation 
develops before calling in a colleague.

• Whether you are staying at a different address than is known to us during your incapacita-
tion.

• Whether your incapacity for work was caused by an accident and whether there is a possi-
bility of recourse for Lely. 

• Whether you fall under a Sickness Benefits Act safety net provision. This is the case if you 
are ill as a result of a pregnancy or birth, if you are ill as a result of an organ donation, if 
you fall under the no-risk policy, or if you fall under the Compensation Scheme for the 
Elderly. You do not need to indicate which safety net provision is applicable, only that it is 
applicable. 

Your manager will then report your illness via MyHR. This way, your sick report reaches the HR 
department, and the course of your illness can be monitored. 

If you are pregnant and become incapacitated for work, you must immediately report it to 
your manager, just as you would when reporting sick. In connection with the right to what 
is referred to as a WAZO benefit (benefits under the Work and Care Act), the UWV must 
be notified four days after the first day of illness. Lely is responsible notifying the UWV. 

Availability and holidays
During your incapacity for work, your employer must have no difficulties contacting you. If 
you will not be available for a period of time, or if you will be available via different means, tell 
your manager. Being incapacitated for work does not have to mean that you lie in bed all day. 
It is sometimes possible to undertake activities, carry out healthcare tasks, or enjoy hobbies. 
Make appropriate arrangements with your manager about when you will make (regular) con-
tact, and when this changes. This can prevent communication problems between you and your 
manager, which can negatively affect your return to work and/or the trust you have in each other.

Going on holiday or travelling during incapacitaty for work is only permitted after prior written 
permission from the employer, possibly on the prior advice of the company doctor. You also have 
to take leave, if the holiday coincides with regular working days/days you are returning to work. 
If the holiday does not prevent your recovery, the holiday request will in principle be approved.

If you fall ill during your stay abroad, you should – as far as possible – report it to your manager 
by phone as soon as possible. Again, reporting sick by text message, WhatsApp message or 
email, etc. is not acceptable. Please also indicate where you are staying and/or being cared 
for at that time and how you can best be reached. If you visit a doctor abroad, it is a good idea 
to keep the medical documents you receive from the doctor/specialist so that you can sub-
mit them to the company doctor if necessary. Depending on the situation, we will call in the 
company doctor. The company doctor will then contact you to discuss and assess your illness. 
Depending on the company doctor’s opinion, in some cases you may be asked to return to 
the Netherlands to receive adequate treatment and in the interest of a good return to work. 

Sickness absence management 
Your manager will contact you regularly to keep abreast of your situation during your 
absence. You are also expected to keep in touch with your manager on a regular basis. 
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You will make arrangements for doing so during the first meeting with your manager. 
The general guideline is to be in touch at least once a week. 

The HR department will also call in the company doctor if required or at their own discretion. A 
consultation with the company doctor can be scheduled at your own request or at the request 
of your manager or the HR department. The company doctor is available at the Lely Campus ev-
ery Thursday. If you would like to make an appointment yourself (without involving your man-
ager or the HR department), the appointment can be made directly via bedrijfsarts@lely.com.

You must always comply with an invitation to attend a company doctor’s consultation. If you are 
unable to attend, you must inform your manager at least 24 hours before the appointment and 
provide an explanation. The invitation letter for the consultation will contain information on how 
you can provide that information. If you do not respond to the invitation for a consultation (no-
show), the costs for the consultation (€135 net) may be deducted from your next salary payment. 

If you do not agree with the company doctor’s opinion, you should discuss this with the 
company doctor to explain why you believe their opinion is incorrect. If the company 
doctor maintains their opinion and you do not wish to accept it, you can request an ex-
pert opinion from the UWV. Incidentally, Lely can also do so, if Lely disagrees with an 
opinion provided by the company doctor. This is possible, for instance, in case of doubt 
about whether you are incapacitated for work or not, but also if one of the parties is 
of the opinion that insufficient effort has been made with regard to a return to work.

Return to work 
If you are incapacitated for work, you and Lely have a common interest in a proper re-
turn to work. For you, a proper return to work obviously means that you will hopeful-
ly feel completely recovered soon and be able to do your work again. And, of course, 
for Lely it means being able to welcome you back to the team and see you at work again. 

If you are incapacitated for work for a longer period of time, it also means that you are not (en-
tirely) able to carry out the duties of your position for a longer period of time. You will then need 
to ‘reintegrate’. This means that, in consultation with the company doctor, you, your manager, 
and sometimes HR, we will look at how you can build back up to work in phases, so that even-
tually you can take on your own position at the same level as before. Sometimes, due to the na-
ture and recovery of your illness or condition, it is not possible for you to return to your old po-
sition. In such cases, too, it is the company doctor who will assess and advise both you and Lely. 

In all cases, both you and Lely are required to make every effort to promote a prop-
er return to work – in whatever form and with whatever end goal – and to cooper-
ate with that process. This also means that you are expected to do everything in your 
power to promote your recovery. Sometimes that means getting enough rest, some-
times it means getting adequate treatment from a medical specialist or psychologist.

If it becomes apparent that you are acting or failing to act in a way that can be seen as 
impeding your recovery, or if you do not follow the absence policy, the recommenda-
tions of the company doctor, and/or reasonable instructions from Lely, Lely may pro-
ceed to take disciplinary measures. Provisions for doing so are also stipulated in the law.

Reporting recovery
Have you recovered and would like to resume your work? Please report this to your 
manager, as well, so that your return can be scheduled appropriately, and your manager 
can report your recovery via MyHR. 

mailto:bedrijfsarts%40lely.com?subject=
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Sometimes you may recover after a long period of incapacitaty for work. In that case, you 
have probably consulted the company doctor (multiple times) and they will have also advised 
you regarding the timing of your recovery. If the company doctor is of the opinion that you 
are not yet able to return to work (partially or fully), Lely will exercise caution in accepting 
your recovery notification. 

Causes of absence other than illness 
There may be other events in your life, personal or work-related, that make 
you feel uncomfortable, cause you problems, or diminish your motivation to 
work. However, these are not reasons to call in sick and not to come to work. 

In such situations, a different approach and solution is needed. Discuss these problems with 
your manager, and together we can look for possible solutions. Do not wait too long to discuss 
these issues. Lely can sometimes help by offering company social services, referring you to 
the Red Socks Foundation, or offering you support in another way. If, on the other hand, you 
have problems with your manager and you have already discussed these with them, you can 
approach the HR department. HR will listen to you and assess what the next steps should be 
towards finding a solution.

Employment conditions during incapacity for work 
During the first 52 weeks of incapacity for work Lely will continue to pay your salary in 
full, including holiday allowance. After the first 52 weeks of incapacity for work, Lely will 
continue to pay 80% of your salary for the next 52 weeks (at the most). However, if you 
partially return to work after the first 52 weeks, Lely will continue to pay your salary at 90%. 

Reimbursements such as travel expenses or other expenses will be stopped in the month 
following the month in which your incapacity for work began. These reimbursements 
will be reinstated in the month following the month in which you have (partially) re-
sumed work and are once again entitled to these reimbursements and benefits in kind. 

If, after 104 weeks, you are still fully or partially incapacitated for work, Lely is no longer 
obliged to continue paying your salary. However, from that point, you may be entitled 
to WIA benefit from the UWV. Together with your manager and your HR representa-
tive, we will discuss whether there are still options for you to continue working at Lely. 

During incapacity for work, you will accrue leave in the same way as people who are 
able to work. You should also take leave in the same way when you go on holiday 
or travel. In principle, collectively determined scheduled leave days or collective 
holidays as observed by Lely are also deducted from your leave balance. 

In the event of total incapacity for work lasting more than six months during the 
calendar year in which a possible company bonus is paid, you will not be entitled to 
payment of the company bonus. In the event of total incapacity for work lasting less 
than six months or partial incapacity for work, any company bonus will be calculated 
pro rata on the basis of the number of months worked and the average hours of work.
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Training and development

33. Employee education reimbursement programme

Lely wants employees to be the best they can be. This aligns with our core value, ‘Prog-
ress’ and with our ambition to be a Great Place to Work. We are happy to support you 
in your professional and personal development. Part of development may include 
taking a training course, perhaps in the context of your current position, but it may also 
be to prepare for a possible next step within Lely. We consider training courses to be a 
shared investment: you can develop further, and Lely can benefit from the knowledge 
you have acquired! That means training does not only have to be aimed at deepening your 
knowledge. It can also be about broadening your knowledge or developing your skills. 

We have created the Lely Academy to help facilitate your development! Each employee 
has access to their own online learning environment, ‘My Academy’, where you gain insight 
into what internal learning opportunities there are and where you are in the learning process
anytime, anywhere.

This chapter describes the conditions for taking a training course, including expense re-
imbursement and study days, as well as times when educational expenses must unex-
pectedly be reimbursed. By training we mean: training courses, courses, congresses, 
conventions, e-trainings, lectures, individual coaching, and other kinds of sessions that 
focus on learning and/or development. Of course, this also applies to online training.

Training days 
On the basis of the CLA, you are entitled to two training days (16 hours) per calendar year, 
which are accumulated during (and in proportion to) the term of your employment con-
tract. You may also save up these training days to a maximum of five working days (40 
hours). Training days cannot be used for purposes other than training. The training you 
wish to take may be shorter or longer than the number of training days you have accu-
mulated. In that case, your manager will discuss with you and HR to what extent you may 
need to use your leave days for the training. No training days are required for a team day.

If your manager approves your request to take training, you and your manager will agree on when 
the training will be taken. This may depend on several factors, including when the training is 
offered, the purpose of the training, the number of hours it takes and the departmental workload. 
Your manager may ask you to take training hours in your own time. As training is an investment in 
yourself, you will not be paid for overtime if the training or preparation takes place in the evening.

Which	training	fits	your	development	needs?	
Discuss with your manager what areas you would like to develop. The value to you and to Lely will 
always be discussed in advance. Your manager will assess whether there is sufficient budget and 
whether the training can be applied to your current or future position or as part of your person-
al development plan. Your manager may also discuss your request with HR. Together with your 
manager, HR will look at how the training fits in with your position and development within Lely. 

If you need help outlining your development needs or determining which training best 
fits those needs, you can contact one of our Lely Academy representatives. Training is 
available at various institutions. 
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This chapter distinguishes between: 
1. Lely Academy training courses (offered in-house)
2. External training (designed and offered by an external provider)

Lely Academy training courses 
The Lely Academy offers training courses that were specially developed for Lely: the 
OneLely curriculum. OneLely includes trainings to help you grow as an individual or as a 
team. These trainings contribute to our Route25. OneLely is about working as one team, one 
family, with one goal. Regardless of which department you work for, together we are OneLely. 

Via MyAcademy, you can find which trainings are offered in the OneLely curriculum and which 
trainings you can register to take. MyAcademy also offers mandatory trainings, for example about 
the basic Lely principles. If a module is available, you will be notified through various channels. Al-
though mandatory trainings are equally important for Lely and the employee, these trainings will 
not be discussed in this chapter and, therefore, no training days will be deducted or repaid for them.

External training 
Does the Lely Academy not (yet) offer suitable trainings for your training needs? In that 
case, you may be able to take a course from an external training provider. You can suggest 
options yourself, but your manager, HR, and/or the Lely Academy may also make sugges-
tions in consultation with you. Once you know which training course you wish to take from 
which provider, you should submit an official request to your manager. Follow the instruc-
tions under ‘submit request for training’ via MyHR. This request must be approved by 
your manager and sometimes HR or a supervisor before you can register for the course.

External training often requires a considerable investment from the employee 
and from Lely. Costs are involved, the course is often held (partly) during working 
hours and the employee must also invest their own time and effort. Therefore, proper 
agreements should be made in advance so that clear and transparent expectations are 
set on both sides. For example, agreements may be made about the costs associated 
with taking the training course and outlined in an education expense agreement.

Education expense agreement 
Lely wants to invest in you, so that your acquired knowledge help Lely succeed. That 
means some of your education expenses may be eligible for a reimbursement scheme.

Not subject to repayment scheme 
Does one of the following apply to your training course? Then you are not subject to a repay-
ment scheme.
• The training is obligatory in order to perform your job. Your manager must confirm this.
• The training is a product training offered by the Lely Academy.
• The training is part of the OneLely curriculum from the Lely Academy.
• The education expenses (including travel, accommodation, and other related costs) 

amount to less than €3,000, excluding VAT.
 
Subject to repayment scheme
If you take a training course from an external training provider and the costs (hereinafter 
understood to include travel, accommodation, and other related expenses) for this course 
amount to more than €3,000, excluding VAT, those costs are subject to a repayment scheme, 
which will be outlined in an education expense agreement prior to taking the training course. 
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The regulations listed below apply to the repayment scheme:
• There is an obligation to repay 100% of the educational expenses incurred or yet to be 

incurred by Lely if one or more of the following circumstances occurs before the comple-
tion of the training, or within one year after the completion of the training and there is 
an obligation to repay 50% of the incurred or yet to be incurred educational expenses if 
one of the following circumstances occurs after one year after completion and within two 
years after completion of the training:

 o You have acted negligently when taking the course, for example by failing to  
  attend the mandatory training days, sit for exams, or submit homework as 
  signments and this negligence is attributable to you.
 o You have (temporarily) stopped the training course, without your manager’s  
  approval.
 o Your employment with Lely ends due to (seriously) culpable actions or omis 
  sions and/or for urgent reasons.
 o Your employment with Lely is terminated at your own initiative, either by no 
  tice or by mutual agreement.
 
Lely reserves the right in all cases, when a repayment obligation applies, to settle the costs 
to be repaid against your salary or any final payment due to you. If this is not (entirely) pos-
sible, Lely will request that the remainder of the training costs to be repaid to Lely as soon 
as reasonably possible. Further payment arrangements will be made to this end if necessary.

If the costs amount to €10,000 or more, excluding VAT, Lely will draw up an individual 
repayment scheme with you, which may deviate from the above repayment scheme. 

In individual cases, Lely may decide not to apply this policy, in full or in part, if its application 
would lead to exceptionally unreasonable consequences.



Employee Handbook
for employees and managers

Lely Campus
Cornelis van der Lelylaan 1

3147 PB Maassluis - Nederland
Tel.: +31 (0)88 122 82 21

Mail: hr@lely.com


	Test - Introductie
	Test - Inleiding
	Test - Toepassing

	Test - Werken bij Lely
	Test - Back to Content
	Inhoudsopgave 
	Introduction
	1. Introduction
	2. Applicability and target group 
	3. JWC

	Lely's Principles
	4. Mission, vision and strategy
	5. Core values
	6. Lely’s Code of Conduct
	7. Privacy
	8. Behavioural norms and standards
	9. Alcohol and drug use 
	10. Medication use 
	11. Smoking 
	12. Clothing 
	13. Speak Up!
	14. Confidential Advisor 

	Working at Lely
	15. Work Smarter
	16. Opening hours and working hours 

	Remuneration policy and 
	30. Special events, anniversaries,
	29. Overseas allowance and separation hours 
	27. Mobility 
	26. Pension and employee benefits 
	25. Referral programme
	24. Demotion
	23. Promotion
	22. Changing positions during the calendar year 
	21. Starting work during the year 
	20. Performance Management
	19. Variable remuneration 
	18. Holiday allowance 
	17. Fixed salary 
	28. Overtime
	Leave and absence
	31. Leave
	32. Sickness Absence Policy 

	Training and development
	33. Employee education reimbursement programme


	Content 4: 
	Page 2: 
	Page 4: 
	Page 6: 
	Page 8: 
	Page 10: 
	Page 12: 
	Page 14: 
	Page 16: 
	Page 18: 
	Page 20: 
	Page 22: 
	Page 24: 
	Page 26: 
	Page 28: 
	Page 30: 
	Page 32: 
	Page 34: 
	Page 36: 
	Page 38: 
	Page 40: 
	Page 42: 
	Page 44: 
	Page 46: 
	Page 48: 
	Page 50: 

	Back to Content Table: 
	Page 2: 
	Page 4: 
	Page 6: 
	Page 8: 
	Page 10: 
	Page 12: 
	Page 14: 
	Page 16: 
	Page 18: 
	Page 20: 
	Page 22: 
	Page 24: 
	Page 26: 
	Page 28: 
	Page 30: 
	Page 32: 
	Page 34: 
	Page 36: 
	Page 38: 
	Page 40: 
	Page 42: 
	Page 44: 
	Page 46: 
	Page 48: 
	Page 50: 

	Content 2 : 
	Page 3: 
	Page 5: 
	Page 7: 
	Page 9: 
	Page 11: 
	Page 13: 
	Page 15: 
	Page 17: 
	Page 19: 
	Page 21: 
	Page 23: 
	Page 25: 
	Page 27: 
	Page 29: 
	Page 31: 
	Page 33: 
	Page 35: 
	Page 37: 
	Page 39: 
	Page 41: 
	Page 43: 
	Page 45: 
	Page 47: 
	Page 49: 
	Page 51: 

	Content 6: 
	Page 3: 
	Page 5: 
	Page 7: 
	Page 9: 
	Page 11: 
	Page 13: 
	Page 15: 
	Page 17: 
	Page 19: 
	Page 21: 
	Page 23: 
	Page 25: 
	Page 27: 
	Page 29: 
	Page 31: 
	Page 33: 
	Page 35: 
	Page 37: 
	Page 39: 
	Page 41: 
	Page 43: 
	Page 45: 
	Page 47: 
	Page 49: 
	Page 51: 

	Back to Content Table 2: 
	Page 3: 
	Page 5: 
	Page 7: 
	Page 9: 
	Page 11: 
	Page 13: 
	Page 15: 
	Page 17: 
	Page 19: 
	Page 21: 
	Page 23: 
	Page 25: 
	Page 27: 
	Page 29: 
	Page 31: 
	Page 33: 
	Page 35: 
	Page 37: 
	Page 39: 
	Page 41: 
	Page 43: 
	Page 45: 
	Page 47: 
	Page 49: 
	Page 51: 

	Content 2  2: 
	Page 4: 
	Page 6: 
	Page 8: 
	Page 10: 
	Page 12: 
	Page 14: 
	Page 16: 
	Page 18: 
	Page 20: 
	Page 22: 
	Page 24: 
	Page 26: 
	Page 28: 
	Page 30: 
	Page 32: 
	Page 34: 
	Page 36: 
	Page 38: 
	Page 40: 
	Page 42: 
	Page 44: 
	Page 46: 
	Page 48: 
	Page 50: 



