
ADH HOTELS & RESORTS CORPORATE POLICIES

1. BASIC CONCEPTS
• Breaks / time off: Breaks and time off are periods during which the employee is not 
performing work-related tasks and is not available to the employer.

• Continuous or compressed workday: In a continuous workday, the employee works 
the established number of daily hours, with no breaks other than those required by law.

• Workday: The time that employees spend on their work. A workday may be ordinary 
(the workday established in the work contract) or extraordinary (when it involves 
overtime).

• Ordinary workday: An ordinary workday is one in which the number of hours set out in 
law is not exceeded.

• Extraordinary workday / Overtime: Overtime are hours worked beyond the legally 
established ordinary workday.

• Remote work: Remote work is work performed away from the workplace, exclusively 
using computer, IT and telecommunications media and systems.

2. COLLECTIVE BARGAINING AGREEMENT APPLICABLE TO THE ORGANISATION
At ADH Hotels & Resorts we are governed by the collective bargaining agreement for 
offices of the Province of Madrid, Spain.

In addition, we signed a company agreement with employee representatives on 1 
October 2019, improving some of the conditions set forth in the collective bargaining 
agreement, as detailed below:

• Improvement 1: Flexible arrivals (between 8:00 and 9:30) and departures (between 
17:30 and 19:00).

3. ORDINARY WORKDAY
ADH Hotels & Resorts’ regular workday is split, and compressed in the summer months, 
in accordance with each year’s work calendar set out in the collective bargaining 
agreement.

This workday is in keeping with the legal limit of 1826 hours 27 minutes, not counting 
vacations, weekly days off and public holidays.

As for the type of workday, the company has a split workday, in accordance with the 
collective bargaining agreement.

Workdays are calculated according to the following table:

TIME MANAGEMENT POLICY
POL-007

Type of workday Calculation

Daily The maximum workday is 8 hours of effective work.

Weekly Expressed in weekly terms, the maximum workday translates into 40 hours 
of effective work per week.

Annual Expressed in annual term, the workday translate into a maximum average of 
40 hours of effective work per week.
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4.BREAKS

This section sets out the types of breaks foreseen at the company, and the approximate 
amount of time for each. 

ADH Hotels & Resorts has established the following breaks:

•Meal break: One hour.

5.EMPLOYEE SCHEDULE

This schedule applies to employees regardless of the category to which they belong, 
given that the established schedule is the same for all employees.

NORMAL WORKDAY

Monday to Thursday

Arrival between 8:00h and 9:30h
Departure between 17:30h and 19:00h

1 hour meal break

Friday Arrival between 8:00h and 9:30h
Departure between 14:30h and 16:00h

COMPRESSED WORKDAY

Summer: According to each year’s work calendar

Monday to Friday Arrival between 8:00h and 9:30h
Departure between 15:00h and 16:30h
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