
Series Design

Brief: Design a cover for a book currently being 
written but it needs to be able to work as part of 
a series. Present some cover ideas that will work 
well together and that can be carried on through 
a variety of titles, number unknown at present.

Secondly create a style for inside of the books 
which can be carried throughout the whole series 
including up to 7 heading styles, bullet points, 
secondary bullet points etc.



BRAND

Carrying on from the book designs, create 
accompanying leaflets for each individual 
book, a small brochure showcasing all of the 
books, re-design the logo text and eventually 
create their company guidelines document 
bringing all of these elements together.

Individual book leaflets

Book series leaflet

Icon design

Logo re-brand

Guidelines



LAYOUTS

I have worked on numerous Annual Reports and lengthy documents 
that require typesetting, re-styling and generally ‘jazzing up’. 
Consider fonts, colours, layout styles, images and type.

I really enjoyed taking what is seen as a boring document and 
making it enjoyable to read and want to read.



LAYOUTS



DESIGN

Banner stand

A4 statistics brochure

Annual Report 
 (design & layout)

Business cards

Tri-fold leaflet

Started by designing a few business cards and leaflets for this client which led on 
to them wanting us to produce their Annual Report and accompanying statistics 
brochure, created to try and entice people to then order the annual report.  
A very enjoyable project working directly with the client.



Web campaigns

Brief:  Supplied are approximately 24 written messages that require a series 
of illustrations that are simple yet recognisable as part of the same campaign.

They went on to be used on the two biggest social media sites, Facebook and 
Twitter, highlighting Fire Safety throughout the year.



LOGO Design

HO
RS

FORD YOUTH

FOO TBA L L  C L U
BYF C

A competition was held to redesign the 
Horsford FC logo, shown to the side here.

£100 Chapelfield voucher first prize

My logo was chosen and adapted slightly 
and will be printed on 27 team shirts 
and looked at by their 20,000+ Twitter 
followers and on other social media sites.

Brief: Club was founded in 1975 so that could go on 
the badge maybe. There is no official nickname as such 
but Horsford has a connection with horses historically.  
Colours to stay the same. www.horsfordfc.co.uk



BRAND

Placecards & 
table plan

Certificates

Programme Brochure

Banner stand

Brief: Create branding and publications for an upcoming 
event which follows through on multiple materials to be 
used on the night of the award ceremony.

I received thanks on this project from the client



BRAND

Students attain a minimum of three STEM A levels at Welbeck 
including Maths

Welbeck tuition funded by the Ministry of Defence with means-
tested boarding fees

In 2016, 35% of all A levels were awarded at A* or A and 81% 
A* - C

Choice of over 200 degree courses at 11 Partner Universities

Students receive £4000 per year bursary whilst at university

Starting training salary of circa £25,000 rising to £30,000 on 
completion of service training

Visit www.dsfc.ac.uk to order or download a prospectus  
and book a place on one of our upcoming Open Days.

Engineering

Maths

Science

Technology

The A level Pathway to STEM Careers in Defence
For potential engineers with drive, ambition and ability, Welbeck is where potential turns into bright 
futures as officers in the armed forces or civilian engineers with the civil service.
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Welbeck is fully committed to equal opportunities. We aim  
to treat everyone fairly and will not tolerate unlawful 
discrimination including harassment and bullying.  
The contents of this publication are intended as a guide and 
cannot be quoted as an authority. Crown Copyright 2017.

www.dsfc.ac.uk

The A level pathway to  
STEM Careers in Defence
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Engineering
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A mixture of half page and full page adverts, 
posters, pull-up banners and even a trailer wrap. 
All following the client guidelines and all to be 
consistant and recognisable as Welbeck.



BRAND

Loraine Allen MGBT MGNT

07770 613820 / 0208 763 9721
loraineallen@blueyonder.co.uk
visit me on facebook 
L.A.Beauty Coulsdon

L A Beauty
Beauty by Loraine
Specialist in Gel Nails 
and Eyelash Extensions

L A Beauty
Beauty by Loraine MGBT MGNT

Aftercare for  
Eyelash extensions

• Do not allow water/steam to  
come into contact with the  
lashes for at least 24 hours

• Do not use mascara or oil based make up 
remover

• Only use Marvelash Mascara and Oil Free 
make up removers 48 hours after treatment

• Do not perm eyelashes 

• Do not use a mechanical eyelash curler

• Do not rub the eyes when washing face

• Only very gently pat lashes dry if required

L A Beauty
Beauty by Loraine MGBT MGNT

GelColor Aftercare

• Use cuticle oil regularly

• Wear rubber gloves for cleaning, 
gardening & washing

• Do no bite, pick, cut or file your nails

• Avoid heat treatments for a minimum of  
24 hours i.e. baths, swimming, saunas etc

• Wash your hands thoroughly when in 
contact with an SPF products or tinted 
products

• Do not leave your hands submerged in 
water for long periods of time

• Keep your hands moisturised

L A Beauty
Beauty by Loraine MGBT MGNT
Specialising in Eyelash extensions  
(the Guild of Beauty Therapists)

and Gel Nails  
(the Guild of Nail Technicians/OPI trained and products available)

Loraine Allen
07770 613820 / 0208 763 9721
loraineallen@blueyonder.co.uk
visit me on facebook 
L.A.Beauty Coulsdon

Introductory offer

your first treatment
20% off

a further 
treatment

20% off
Recommend  

a friend for 

Promotional Discount leaflet

Aftercare leaflet 02Aftercare leaflet 01

Business card

Brief: A friend is setting up a beauty company and 
needs some business cards and leaflets to start. 
No idea what she wants except to use cobalt blue 
colour somewhere.

The client was over the moon with her cards and 
leaflets, I even got a bottle of Gin to say thank you.



ARTWORKING

I have amended many DVSA books, covers, DVD covers and leaflets and became 
the go-to-girl where all amends were sent directly to me to process accurately.



ARTWORKING
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This job comes in 4-5 times 
throughout the year. Only 
a PDF is supplied and we 
need to replace all of the 
ellipses in the document, 
the last one I did had 46 
pages to amend. Each page 
needed to be opened up 
individually in Illustrator and 
the dots replaced. I created 
a template to make this 
process easier, more accurate 
and less time consuming 
for myself and for any other 
member of the team when 
picked up in the future.

Delete all of the dots 
individually, place the 
templated dots in, line them 
up from the right of the 
number and delete the ones 
not required, the ones that 
fall behind the text on the 
left hand side.



ARTWORKING

I was specifically asked to amend an important second edition of an important 
book as I had previously showed how accurate I was and that very few were 
returned in the next round of amends, unlike others that they have received.
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ECOSAFE
You save money and
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Pollution from cars can: 

 deteriorate and weaken 

buildings and bridges

 disrupt wildlife 

 have implications on humans health 

of the carbon dioxide 

we produce in this 

country is due to 

transport pollution 

and hydrocarbons
nitrogen oxide 
carbon monoxide

A good working order catalytic converter 

removes up to 75% of 

Most congestion is caused by work and 

school related travel – avoid driving between

8.00am - 9.00am
and
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The amount of road tax you pay depends on the 

amount of carbon dioxide emitted by your car

80%
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Every vehicle is 
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Vehicles travelling at 70mph use up to

more fuel to cover the 
same distance as those 
travelling at 50mph

70mph 50mph

30%

Driving smoothly can reduce 

fuel consumption by about 

15%, as well as reducing 

wear and tear on your vehicle

Your car engine works most efficiently 

when its revs per minute (rpm) are kept 

between 1,500 and 2,500rpm (petrol) 

and

1,200 and 2,000rpm (diesel) 

Find out more about 

tips on saving money 

and how to help the 

environment with the 

DVSA Safe Driving for 

Life Series Ecosafe 

Driving eBook 

Saving you money – how to drive economically 

and top tips on reducing fuel consumption 

Keeping you safe – develop your planning, 

perception and anticipation skills 

Plan ahead – preparing for your journey and 

avoiding congestion

Go green – How to reduce your emissions and 

help the environment

For everyone  – Indispensable advice for all 

drivers – whether you’re learning to drive or 

you’ve been driving for years

reasons to 
download it5

This eBook is available 

from your device’s store

on iBooks and Kindle

For advice on safe driving for life, 

refreshing your driving skills and 

much more visit 

www.safedrivingforlife.info follow us 

on Facebook and Twitter - just search 

for SafeDrivingLife

For other DVSA Safe Driving for Life Series eBooks visit

www.safedrivingforlife.info/shop/car/experienced

TSO (The Stationery Office) is proud to be 

DVSA’s Official publishing partner.

Source: DVSA Safe Driving for Life Series Ecosafe Driving eBook.

Registered office: 29 St John's Lane, London EC1M 4NA. Part of the Williams Lea Group. The marketing of products 

published by TSO is funded by tso.co.uk. Company Registered Number 3049649
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I have worked on many infographics for use on both screen and 
print working individually and also within the team, discussing 
along the way ideas so we kept them all consistant.
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Search information
Full name of individual/company to search: 
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Gazette date or time period:

Gazette issue number: 

Individual
Previous name(s) or ‘otherwise  
known as’ name(s):

Service number:
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Company
Company number:

Previous company/‘trading as’ name(s):

Location:

Please include any other information you feel may be useful to our search:

10806 05/17

Executor/administrator’s details

*Company name

and/or

*Executor/administrator surname 

*Executor/administrator first name

Executor/administrator middle name

*Executor/administrator address

Postcode
Telephone number

Fax number

Email address

Reference number 

*Claims date2    n Forwarding service1D D M M Y Y Y Y

Please email the completed form to customer.services@thegazette.co.uk or fax to +44 (0)333 202 50801 The PO Box forwarding service replaces your address with The Gazette’s postal box for correspondence, ensuring your address remains private. All correspondence received will be sent on to you from The Gazette. Please note The Gazette is a permanent public record and as such, if you include your own address on the notice, it will remain permanently on the public record.
2 For deceased estates notices in England, Wales and Northern Ireland, your claim date must be a minimum of two months and one day from the date of publishing in The Gazette. For Scotland, your claim date must be six months from the deceased’s date of death. Once submitted, your notice and associated documents (if required) will be checked by The Gazette’s customer service team. If necessary, the claim date will be automatically changed to two months and one day from the date your notice is published for England, Wales and Northern Ireland, and six months from the deceased’s date for Scotland. 
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 I enclose a cheque for £   made payable to The Gazette
To pay by credit or debit card please provide a contact telephone number or alternatively, call customer services on + (0) 333 200 2434.

Telephone number

Notice details
The Gazette is a permanent public record, and as such, if you include your personal contact information as the executor/administrator within the notice details, these will appear online at www.thegazette.co.uk, and will remain permanently searchable. The Gazette’s forwarding service ensures this information remains private. If you would like to take advantage of this service, please tick the forwarding service option on page 1, and below under Executor/administrator’s details.
Deceased details

*Deceased surname

*Deceased first name

Deceased middle name(s)

Deceased title      Maiden name

Deceased honour

Deceased rank

Previous name/any other name/also known as name

*Date of death 

Or, if exact date unknown, between dates                            and
Deceased occupation (optional, but recommended)

Deceased address (optional, but recommended):

Postcode

D D M M Y Y Y Y

D D M M Y Y Y Y D D M M Y Y Y Y

INTERACTIVE FORMS

The Gazette’s Research Service

Thank you for your interest in The Gazette’s 

Research Service.

In order to start the search, we need a few details 

from you, so please fill in the form below and return 

to us. Please supply as much information as you can 

to assist with the search you would like us to 

perform. Once we receive this, together with the fee, 

we will cross-reference our indexes and vast archive.

Should we find any Gazette references to the 

individual or business in which you are interested, we 

will compile a personalised results document for you. 

This results document will contain details of any 

award or medal, citation or notice contained within 

The Gazette that relates to your request. You will 

also be offered the opportunity to purchase a 

reproduction or commemorative edition of the 

related Gazette.

Please note that if you are searching some honours, 

such as a mention in dispatches or a military medal, 

information may only extend to a single entry in a list 

of names. If you have already found the name, we 

can search for further information, however this may 

be the only entry in The Gazette.

Please post your completed form and payment to:

The Gazette 

PO Box 3584 

Norwich 

NR7 7WD

Email: customer.services@thegazette.co.uk 

Tel: 0870 600 33 22 

The Gazette’s Research Service charges:

1 individual/company name £15.00 

2–5 individual/company names £12.00 per name 

6–10 individual/company names £10.00 per name

Cheques should be made payable to The Gazette. 

Alternatively, we can contact you by phone to take 

payment by credit or debit card.

Please tick the services that you are interested in: 

Research Service 

Archive Search 

We will complete an exhaustive search of our 

archives and indexes, and will strive to produce 

results regarding the individual or company that you 

seek. However, we cannot guarantee results for 

every search. Ticking the box above indicates your 

agreement to paying the fee, even on those rare 

occasions when a result cannot be found. 

Commemorative editions

Personal Parchment 

A luxury presentation box containing a personalised 

cover encasing a ribbon-tied,  

watermarked,  parchment  

edition of The Gazette from 

the day of publication of  

the achievement.

Certificate of Record 

A luxury presentation box containing 

a personal Certificate of Record,  

printed on embossed paper, which 

is ideal for framing, and a bound  

edition of The Gazette from  

the day of publication of  

the achievement.

World War One 

A bespoke linen-textured folder containing a 

customised Certificate of Record printed on 

embossed paper, and an edition of  

The Gazette from the day of 

publication of the award.  

The folder contains  

a pocket, ideal to store 

additional papers or  

memorabilia.

PLACING A DECEASED ESTATES

NOTICE IN THE GAZETTE

The easiest way to submit a deceased estates notice is online at www.thegazette.co.uk. Simply register for a 

notice placer account and once this has been approved you can submit notices directly to the website at a time 

that is convenient to you, without the need to adhere to publishing deadlines. When you submit a deceased 

estates notice online there is also the option to place your notice in a local newspaper. Submitting your notice 

online offers significant cost savings and is just £74.58 including VAT per notice. 

2018 price list Online at thegazette.co.uk Post, email or fax

Deceased estates notice 
£74.58

£101.52

Logo

£67.80
£67.80

Forwarding service
£67.80

£67.80

Local newspaper notice
£222.00

N/A

If you would like to place a deceased estates notice via email or fax, please fill in the form below, writing 

clearly in BLOCK CAPITALS and BLACK INK. Any details which are not clear could result in a delay in 

publication, and potentially the claims deadline. Placing a notice via the form below will cost £101.52. If you 

are NOT an organisation please attach a copy of at least one of the following for approval: a copy of grant of 

probate or grant of confirmation for Scotland, letter of administration or death certificate. 

Place a deceased estates notice in The Gazette

Fields marked with an * are mandatory. Failure to complete the required fields may result in delayed 

publication, and a delayed claims deadline.

*Name:

*Contact number

Email address

*Gazette edition in which to place notice n London n Edinburgh n Belfast

*Earliest publication date D D M M Y Y Y Y

Details of person submitting the notice

To purchase The Gazette’s forwarding service please tick the box below

To purchase logo placement on the notice please tick the box below

To purchase a copy of The Gazette containing your notice please tick the relevant box below n Forwarding service1 
£67.80 (Replaces your address with The Gazette’s postal box for correspondence, ensuring your address remains private)

n Logo placement  
£67.80 (Organisations only)

PDF voucher copy: (sent by email) 
n London £3.60 n Edinburgh  £2.22 n Belfast £2.16

Email address if different to executor’s email address

Printed voucher copy (sent by 1st class post) n London £3.00 n Edinburgh  £1.85 n Belfast £1.80

Postal address if different to executor’s address Postcode

TOTAL

Form EPB: Application for an environmental permit – Part B6.6 Existing discharge of treated domestic sewage effluent of 2m3 a day or less into 
ground within an SPZ 1

EPB6.6 Version 2, June 2016 page 1 of 10

www.gov.uk or by calling our National Customer Contact Centre 
on 03708 506 506.

If you are making any other kind of discharge please search on 
the www.gov.uk website for ‘small sewage discharge’ or 
contact us on 03708 506 506.

If you have more than one sewage treatment facility that you 
wish to apply for please indicate on the form. For sections 
where the information is different for each sewage treatment 
facility it will be necessary to complete these sections for each 
facility. For example, each discharge will need a different grid 
reference number for each discharge point.

Source protection zone 1
You can check if you are in an SPZ1 using our groundwater 
interactive maps. Go to www.gov.uk and search for ‘maps’ and 
follow the links from ‘check local environmental data and 
maps’ and select the ‘groundwater’ maps. We do not hold 
records of private water supplies that are used for drinking 
water. You should also ask your neighbours if there is a private 
drinking water supply (a well, borehole or spring) within 50 
metres of the point of discharge. This will also be an SPZ1 with 
a default radius of 50 metres from the supply.

Definition of ‘domestic sewage’ effluent
Our definition of ‘domestic sewage’ is based on the Urban 
Waste Water Treatment Directive and the Water Industry Act 
(1991) and case law.

Introduction
This form is for an environmental permit application for  
existing small sewage discharges to ground in an SPZ1.

This discharge is legally a ‘groundwater activity’ under current 
legislation and an environmental permit is required for all 
sewage discharges to ground in an SPZ1.

Before filling in this Part B6.6 you should confirm the following:
l Your discharge is to ground from a septic tank or a PTP.
l It is an existing discharge.
l It is two cubic metres per day or less.

Do not fill in this form if:
l  The discharge is made to surface water, even if you are

within a groundwater SPZ1 (you may be eligible for an
exemption from the requirement for a permit)

l  You no longer make the discharge (for example, you are 
now connected to the mains foul sewer).

To see if you are eligible for an exemption please visit  
www.gov.uk and search for ‘septic tanks’ and ‘small sewage 
discharges’ or call our National Customer Contact Centre on
03708 506 506.

Which form(s) do I have to complete?
If the discharge is new (started on or after 1 January 2015) or if
the volume is more than two cubic metres per day do not fill in
this form. Please fill in Part B6.5. This is available from

Application for an environmental permit
Part B6.6 – Existing small sewage discharges to ground 
within a source protection zone 1

Additional information sheets
If you have to send us any additional sheets please provide a 
document reference for each sheet in the following format: 
house number or name/postcode/sheet name. For example:

Eve Cottage/AB10 2BC/Site plan

Please send the documents with the application form when 
you have completed it.

Please read the guidance notes (contained in boxes within 
the text) for each section as you go through the form. The 
term ‘sewage treatment facility’ is used throughout this form. 
It is explained in more detail in the guidance note 2c.

Contents 
Introduction 
1 About you 
2 About your application  
3 Operating your treatment system 
4 About your existing discharge  
5 Your site plan 
6 Further information about your application 
7 Payment 
8 The Data Protection Act 1998 and confidentiality 
9 Declaration 
10 How to contact us 
11 Where to send your application 
12 Application checklist (you must fill in this section) 
Appendix 1 – Discharges to a well, borehole or other deep 
structure 

Please read through this form and the guidance 
notes. Please write clearly in the answer spaces.
It will take about one hour to fill in this form.

Environmental permit application form Part B6.6
This form is for an environmental permit application for 
existing small sewage discharges to ground of treated 
domestic sewage effluent of two cubic metres a day or less 
in a groundwater source protection zone 1 (SPZ1).
l An existing discharge is one that was in place before 1

January 2015.

Two cubic metres per day is the same as 2000 litres; it is 
roughly equivalent to:
l the discharge from a single property with up to 11

bedrooms; or
l where two properties share a septic tank or package

treatment plant (PTP) with a neighbour – a total of 10 
bedrooms in both of the properties.

Table 1 on page 4 will help you work out if your discharge is 
two cubic metres a day or less (a small sewage discharge) 
and whether you need to complete this form.

Discharges to boreholes, wells or other deep structures
If you discharge to a well, borehole or other deep structure 
you will have to provide additional information in order for 
us to assess your application fully. Please make sure you 
answer the additional questions in Appendix 1.
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‘Domestic sewage’ means sewage effluent from residential 
properties and services that originates predominantly from the 
human metabolism and from household activities. This is 
typically waste from toilets, sinks and drains in a home or 
small business (such as a nursing home, guest house or pub). 
If you are not sure please contact us.

1 About you

1a Have you spoken to us already about this 
application?

If you have already spoken to us about your application 
please give details on a separate sheet and tell us the 
reference number you have given it. We will then be able to 
refer to the information you have already given us and the 
discussions we have had with you. This will help us to 
make a decision about your application.

Document reference

1b Your details

An individual
Please provide your title (Mr, Mrs, Miss, and so on), your 
full name, the address where you live with the postcode 
and your telephone and/or your mobile number. Please 
provide your email address if you have one. We can issue 
permits only to named individuals.

Note that in some cases the address may be different from 
where the discharge is taking place. You can provide further 
details in 2a if necessary.

Small businesses
Please provide your company name and company 
registration number. If you are applying as a limited 
company, give the address of the registered office. Please 
also provide the email address of the company secretary as 
we will use this to email a copy of the permit and any 
associated information or notices connected with the 
permit.

Unregistered corporate bodies
If you are an unregistered corporate body, you will need to 
give us evidence that you are a legal body and that we can 
issue a permit to you.

Please give us details of the people you want to be named on 
the permit. If you are applying for a permit for more than one 
individual (for example, because you share your sewage 
treatment facility with your neighbours), or as a corporate 
organisation (for example, a limited company), please give us 
the name and contact details of the main representative.

1 About you, continued
Address (if you are applying as a company, this must be the 
address given at Companies House)

Company or corporate organisation name

(If you are applying as a company, this must be the name given 
at Companies House.)

Company registration number (if relevant)

If you are applying as a corporate organisation that is not a 
limited company, please provide evidence of your status and 
tell us the reference you have given the document containing 
this evidence.

Document reference

1c Details of additional applicants

You need to provide details of additional applicants if you 
share a septic tank or a PTP with your neighbours, or if you 
are applying as a group of people, such as a partnership or 
a club. Please provide the name of the lead individual who 
is filling in the form in 1b and include on a separate sheet 
the title, full name and address of all the other individuals. 
Additional applicants will also need to complete the 
declaration in section 9.

Do you want additional people to be named on the permit?

Yes 

No 

On a separate sheet please give us the details we ask for in 1b 
for all additional applicants. Please tell us the reference you 
have given this sheet.

Document reference

Title (Mr, Mrs, Miss and so on)

First name

Last name

Postcode

Contact numbers, including the area code

Email

Phone

Fax

Mobile
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1 About you, continued

1d Has someone helped you to fill in this form?

This may be a family member, a friend or an agent. It will 
help us if there is someone we can contact if we have any 
questions about the application. If you do not name 
anyone here we will contact the person named in 1b. The 
person you name should have the authority to act on your 
behalf but only the applicant or applicants named in 1b are 
able to complete the declaration in part 9.

If you want us to contact another person not named in 1b you 
must provide their details here. This can be a relative or 
someone acting as a consultant or an ‘agent’ for you.

Position

Address

2 About your application

2a About your sewage treatment facility
If your sewage treatment facility is at the same address as 
you gave in 1b tick this box. 

If not, please give the name, address and postcode details 
here.

Site name

Address

2 About your application, continued

2b Discharge point national grid reference

What is a 12-character national grid reference and how do I 
find one for my discharge point?
A 12-character national grid reference is two letters 
followed by 10 numbers; for example, ST 12345 67890.

You can find a grid reference using the UK Grid Reference 
Finder website at www.gridreferencefinder.com

How to use the grid reference finder
Enter your postcode. On the aerial photograph find your 
property and try to identify as closely as possible where the 
point of discharge is. Right-click on this spot and a grid 
reference will be provided.

Grid reference of the discharge point

2c What type of sewage treatment system 
(discharge) are you applying for?

Please indicate on the application form what sewage 
treatment system you are using to treat your sewage effluent.

A septic tank is a simple tank that is usually buried in the 
ground; it has an inflow of sewage from the house and an 
outflow from the tank. The septic tank allows solid matter 
to settle in the tank and liquids to flow out. The outflow 
from the septic tank requires further treatment and this is 
normally achieved by allowing it to soak into the ground, 
where bacteria in the soil complete the treatment process.

Normal maintenance for a septic tank would be removal of 
the accumulated solid matter (sludge) from the bottom of 
the tank. This is known as de-sludging.

Package sewage treatment plants (PTPs) are like mini-
sewage works and produce cleaner effluent than septic 
tanks. PTPs are more sophisticated than septic tanks and 
require a source of power as well as more regular 
maintenance. They also accumulate solid matter (sludge) 
that is settled out from the sewage and therefore also 
require de-sludging. To find out if your PTP meets BS 12566 
you can look at the manufacturer’s information or 
maintenance instructions. If you are unsure, you must 
describe the treatment plant as best you can.

A drainage field or infiltration system is a series of 
infiltration pipes with holes placed in trenches and 
arranged so that sewage effluent can be trickled through 
the ground for further treatment. This should not be 
confused with surface water ‘soakaways’ which are 
underground structures, designed to speed the drainage 
of rainwater into the ground and are not suitable for 
discharging sewage effluent (see 4d).

Please tick one box:

A discharge from a septic tank 

A discharge from a package treatment plant that 
meets BS 12566  

A discharge from a package treatment plant 
(not known if it meets BS 12566) 

Other (see guidance notes below) 

Title (Mr, Mrs, Miss and so on)

First name

Last name

Postcode

Contact numbers, including the area code

Email

Phone

Fax

Mobile

Postcode
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2 About your application, continued

2c What type of sewage treatment facility (discharge) 
are you applying for?

If you are unsure what type of sewage treatment facility you 
are applying for, please tick ‘other’. You must provide 
design details of ‘other’ treatment systems in a separate 
document giving a document reference. For example, do 
you discharge to a reed bed following treatment by a septic 
tank or package treatment plant?

Document reference

3 Operating your treatment system

Your permit will include a condition to make sure your small 
sewage discharge is maintained and run effectively. This is 
referred to within your permit as the general management 
condition.

These are the things you will need to do to comply with the 
general management condition:
l Know your treatment system.
l Look after and routinely check your system.
l Follow some dos and don’ts to prevent pollution.
l Keep a record of maintenance for your system.
l Record accidents/incidents, near misses and 

complaints.

For further information and guidance please see our 
website www.gov.uk and search for ‘small sewage 
discharge’.

The British Water Codes of Practice guides provide some 
useful information on how to look after your system. Please 
search on their website, www.britishwater.co.uk for:
l ‘Guide to the Desludging of Sewage Treatment Systems’
l ‘A Guide for Users of Small Wastewater Treatment

Systems’.

Please tick this box to confirm that that you will be able to 
meet this condition. 

4 About your existing discharge

4a What is the maximum volume of effluent you 
discharge in a day (in litres)?

Use table 1 below to work this out and check whether your 
discharge is within the permitted maximum daily volume. 
Please circle on the table which situation is representative 
of your small sewage discharge and note the maximum 
volume of effluent you discharge in a day in the section 
below.

Please note that all values given in Table 1 are based on 
typical sewage generation from a domestic household. 
These rates may differ for other uses, such as small offices 
and restaurants.

For small businesses
For more information please see ‘Flows and Loads 4 – 
Sizing Criteria, Treatment Capacity for Sewage Treatment 
Equipment’, published by British Water. We recommend 
that small businesses refer to this as sewage generation 
rates will differ depending on usage. You should provide 
details of how the daily volume was calculated.

‘Wastewater Treatment Systems (Package Plants)’ is also 
published by British Water. Both publications are available 
from British Water at www.britishwater.co.uk.

4a What is the maximum volume of effluent you 
discharge in a day (in litres)?

Use Table 1 to work this out. Please circle on the table which 
situation you are applying for.

Single
property

Property 2
Up to 3 bed 4 bed 5 bed 6 bed 7 bed 

Up to 3 bed 750 1500 1650 1800 1800 1950
4 bed 900 1650 1800 1800 1950
5 bed 1050 1800 1800 1950
6 bed 1200 1800 1950
7 bed 1350 1950
8 bed 1500
9 bed 1650

10 bed 1800
11 bed 1950

Table 1 Maximum volume of effluent in litres – houses

Note 1: The number of bedrooms is used as differing numbers of people may occupy the property at different times.
Note 2: Dark grey boxes have a reduction factor applied to allow for the balancing effects on daily flow of a group of houses.
Note 3: For groups of small one- and two-bedroom houses and flats please refer to ‘Flows and Loads 4’ (www.britishwater.co.uk) or contact us for further 
information.

Pr
op
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ty

 1

Above 2000 litres (2m3) daily discharge limit. This form cannot be used 
for these applications. Please use Part B6.5 to apply.
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4 About your existing discharge, continued

4b Are you discharging to a borehole?
Yes 

No 

If you are discharging to a well, borehole or other deep 
structure you will also need to answer the questions in 
Appendix 1. (You do not need to answer 4d and 4g.)

4c Do you know when your sewage treatment facility 
was built or installed?
Please give the date your sewage treatment facility was 
installed as accurately as you can. If you do not know this, it 
may have been when the property was constructed. For 
example, you could answer ‘Early 1970s’.

Date (DD/MM/YYYY)

4d Is your drainage field or infiltration system 
designed and built to BS 6297:2007+A1:2008?
Please indicate if you know whether the drainage field was 
built to BS 6297:2007+A1:2008. See also guidance note to 2c. 
Please provide a description on a separate sheet if you are not 
sure what system you have.

Yes 

No 

Don’t know 

4e When your drainage field or infiltration system 
was designed or built, was a percolation test in line 
with BS 6297:2007+A1:2008 undertaken?
Yes 

No 

Don’t know 

4f If a percolation test was undertaken in line with 
BS 6297:2007+A1:2008 do you know the percolation 
value (Vp) in seconds per millimetre?

The results of the percolation test describe how slowly or 
fast the sewage will drain away into the soil. It is normally a 
number between 15 and 100 and is called the Vp. It is 
usually measured in seconds per millimetre.

Yes  Vp value

No 

4g What are the dimensions (length and width) of 
your drainage field or infiltration system?
Please provide the length and width (in metres) of the 
infiltration system as illustrated on the example site plan in 
section 5.

metres

You should mark the extent of the drainage field or infiltration 
system on your site plan, which you will need to provide in 
response to section 5.

4 About your existing discharge, continued

4h Is any part of your drainage field or infiltration 
system within 50 metres of a well, spring or borehole 
used to supply water for human consumption?
Yes 

No 

Don’t know 

If you answer ‘Yes’, you should mark the location of the well, 
spring or borehole on your site plan, which you will need to 
provide in response to section 5. Please describe on a 
separate sheet what, as far as you know, the water supplied is 
used for, giving a document reference; for example, a private 
household drinking water supply; industrial use for food 
manufacturing; water bottling, and so on.

Document reference

4i What do you currently do to maintain the sewage 
treatment facility?
How often is your septic tank or package treatment plant 
de-sludged?

How often is your package treatment plant serviced?

Is this the service frequency recommended by the 
manufacturer?

Yes 

No 

Don’t know 

For any further information on maintenance please continue on 
a separate sheet, giving a document reference.

Document reference
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5 Your site plan

You must send us a site plan with your application. If you 
do not provide a site plan we will not be able to process 
your application and we will need to ask you for one.

Your site plan must show the extent of your sewage 
treatment facility, ideally outlined in green or another 
colour. The extent of your sewage treatment facility means:
l The septic tank or package treatment plant (or other

method of treatment); and
l The extent and dimensions (in metres) of the drainage 

field (or other method of discharge to ground, such as
a borehole).

Your site plan must also show any well, borehole or spring 
used to supply water for human consumption that you are
aware of within 50 metres of any part of your facility. We
will hold details of large abstractions; you will need to
check if there are any smaller private water supplies nearby.
For example, you could ask your neighbours.

If you have a sampling point where the treated effluent 
could be sampled, you should also mark this on your site 
plan. Please show the properties served by the sewage
treatment facility. However, these are not part of the
sewage treatment facility and so do not need to be outlined 
in green. If you are discharging to a well or borehole then
you should provide the grid reference for this.

Please provide the grid reference you gave in 2b. An 
example of a site plan is shown below:

Please draw your site plan on a separate sheet.

Document reference

5 Your site plan, continued

Copyright issue
If you do not use a hand-drawn plan, please note that some 
plans and maps will have copyright issues. Unless you are 
using your own maps or plans or have paid for the 
copyright (for example, with Ordnance Survey) you will 
need to check whether you have the right to reproduce the 
map or plan.

6 Further information about your application

Please provide any further information that you feel is 
necessary to support your application. For example, is there 
any relevant information about your sewage treatment 
facility that we have not asked for anywhere else on the 
form and that you want us to consider? This could include:
l if any major maintenance has been carried out
l if there are problems during wetter periods (such as

seepage of sewage)
l if flooding is a problem
l if in the past you have rectified any problems that were

causing odour
l manufacturer’s information, if this helps you describe

the type of sewage treatment facility you are applying
for in 2c

l if any monitoring has been done, a copy of the results.

Please continue on a separate sheet if necessary, giving the
document reference.

Are there any other factors we need to take into account as 
part of your application?

Yes  Please provide details on a separate sheet.

Document reference

No 
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IN-HOUSE Design

Again I was always the go-to-girl for any in-house HR work, both designing and helping with the 
organisation of the activities. These included the end of year party poster & tickets, Halloween activities, 
and Christmas activities to be sent and emailed across the whole of the company.

2015

2017

Friday 5 December 2014 

8:00pm–1:00am

Buffet and entertainment from 8:00pm

at The Doghouse
(The Kennels function room)

18 St George Street, City Centre NR3 1BA

Please visit Francesca Mallen in 2B  

or email francesca.mallen@tso.co.uk to purchase your ticket.

£5 per employee*

(Refundable on the night)

Dress code: smart/casual

*  This payment is to confirm attendance and will be refunded on the night. Upon payment, employees will receive an entry ticket and  

5 drinks vouchers (to the value of £4.20 each), redeemable at The Doghouse on 5 December 2014 after 8pm. All deposits need to be 

paid to Francesca Mallen by 21 November – cash only. Open to all TSO/Williams Lea permanent and temporary staff based at  

St Crispins. Please let Francesca Mallen know of any dietary requirements when purchasing your ticket.

End of  Year
Party

End of  Year Party
Friday 5 December 2014

8:00pm − 1:00am
Buffet and entertainment from 8:00pm

The Doghouse (The Kennel function room), 18 St George Street, City Centre NR3 1BA

Vouchers below redeemable at The Doghouse on 5 December 2014 after 8:00pm

1 DRINK

VOUCHER

1 DRINK

VOUCHER

£4.20
To the 

value of

1 DRINK

VOUCHER

£4.20
To the 

value of

1 DRINK

VOUCHER

£4.20
To the 

value of

1 DRINK

VOUCHER

£4.20
To the 

value of

1 DRINK

VOUCHER

£4.20
To the 

value of

9158 End of Year Party Tickets v0_2.indd   1 22/10/2014   14:38

Charity bake sale
Any volunteers for this, contact maxi.nathan@tso.co.uk

Best dressed area
decorate your area Freaky 
Friday style, the scariest 

department will win 
a £50 restaurant 

voucher

Best dressed individual
PREPARE TO SCARE!
The best dressed individual 

will win a £50 high 
street voucher

Carving competition
put your skills to the test and get carving those pumpkins! The owner of the best carved pumpkin 

will win a £30 high 
street voucherSTC

Social Committee

Charity bake sale

Freaky
Friday!

Halloween quiz
if you think you are clever 

enough, we challenge you to 
the annual Halloween quiz.

Freaky Friday will be heading your way on Friday 31 October to celebrate Halloween.There will be several events going on throughout the day, including:

FESTIVE FUN
AT

FESTIVE FUN
AT

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY *WEEKEND*
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2019 FIND SANTA’S SACKCHRISTMAS MOVIES QUIZ

30

8 GUESS THE WEIGHT

16 CHRISTMAS JUMPER DAY

To donate £2 text 

TEAMWLT
to 70050QUIZ

 

example

Static Activites

Thursday 1st December
A festive wordsearch will be sent out to the site contact on the morning of 1st 
December, anyone wishing to take part either as a team or individually in the 
activity should complete the sheet and send it back to the generic inbox. 
Cut off time for entries will be 10am on Friday 2nd December. 
A winner will be selected at random from the correct completed entries

Monday 5th December
A festive quiz will be sent out to the site contact on the morning of 5th 
December, anyone wishing to take part either as a team or individually in the 
activity should complete the sheet and send it back to the generic inbox. 
Cut off time for entries will be 10am on Tuesday 6th December. 
A winner will be selected at random from the correct completed entries

Wednesday 7th December
Guess the number of sweets in the jar – Do you have a sweet tooth? How 
good is your eye? A photo of a pre-filled jar of wrapped sweets will be shared 
on the morning of 7th December, do your best to guess the number of sweets 
in the jar for your chance of winning it for your team.  
Cut off time for entries will be 10am on Thursday 8th December. 
The team who make the nearest correct guess will receive the jar of sweeties 
to enjoy. In the event that we have more than one correct guess a winner be 
selected at random.

Thursday 8th December
Guess the weight of the cake. An image of a cake will be circulated to the 
site/team co-ordinator along with a weight guess card, you will then have 
an opportunity to make your best guess and submit this to the inbox. The 
person or team who make the most accurate guess will receive a tasty treat.
Cut off time for entries will be 10am on Thursday 15th December. 
The team who make the nearest correct guess will receive the jar of sweeties 
to enjoy. In the event that we have more than one correct guess a winner be 
selected at random.

Monday 12th December
How well do you know your festive tunes?
This is your teams chance to impress, a list of cryptic clues will be sent out on 
the morning of 12th December for you and your team. 
Cut off time for entries will be 10am on Tuesday 13th December. 
From the correct entries a winning team will be selected and will receive a 
prize.

1 Festive word search

5 Festive QUIZ

7 GUESS THE SWEETS

8 GUESS THE WEIGHT

Festive SONG QUIZ

QUIZ

12

Tuesday 13th December 
What’s my name? – Guess the name of the Bear/Soft Toy
Does the cuddly toy look like a Snuggles or Pootle – you decide.  
A picture of a bear/soft toy will be sent out on the morning of 13th December. 
The bear/soft toy will be given a name selected from the grid at random. If 
you could ask each team member to select a name from the grid, complete 
the grid and send it back to the inbox. The person who names the bear/soft 
toy correctly will win the bear/soft toy, alternatively if the winner does not 
wish to receive the bear/soft toy this will be donated to a local toy library or 
hospital. 
Cut off time for naming will be 10am on Tuesday 20th December 

Friday 16th December
Save the Children - Christmas Jumper Day, another opportunity to support 
another worthy cause. The suggested donation will be £2 per person to don 
your best festive jumper, t-shirt or outfit. Donations can be made to Save the 
Children by texting TEAMWLT to 70050 (please note you will be charged £2 
plus your standard text fee) or donations can be made in cash. Donations can 
be paid in using a number of methods:
• Online: go to christmasjumperday.org on or after 16 December to make 

a quick, secure payment, if using this method please use the reference 
CJD160027477

• At the bank: take your money to any branch of NatWest bank and ask for 
the monies to be credited to the “Save the Children Christmas Jumper 
Day Collection Account” quoting ref CJD160027477 as per the example 
slip below:

Monday 19th December
How well do you know your Christmas films? It’s time to test your knowledge, 
quiz sheets will be sent out on the morning of 16th December. Anyone 
wishing to take part either as a team or individually in the activity should 
complete the sheet and send it back to the generic inbox. 
Cut off time for entries will be 10am on Tuesday 20th December
A winner will be selected at random from the correct completed entries

Tuesday 20th December 
It’s been a long year and Santa has forgotten where he has left his sack full 
of presents!! Can you help him find it?  
Send your guess to PSandLXmas@wlt.com

13 WHAT’S MY NAME

CHRISTMAS JUMPER DAY

To donate £2 text 

TEAMWLT
to 70050

16

19 CHRISTMAS MOVIES QUIZ

20 FIND SANTA’S SACK

Other activities throughout the month that you can choose to do  
on an appropriate date, depending on your site
cut out and stick on your sites calendar

Ready Steady Bake – Impress your team 
with culinary treats, these do not need to be 
traditionally festive but could be a celebratory 
treat of any kind, your team will vote 
anonymously for their site/regional winner.

Mince Pie and Coffee Morning – Take a moment 
to enjoy a mince pie – bake or purchase some 
delicious mince pies and enjoy with a cuppa of 
your choice to get you in the festive mood.

Christmas Food Bank – Let’s give a little back 
–ask everyone to donate some much needed 
food items from the list below and deliver to the 
local food bank – visit the Tressel Trust website 
www.trusselltrust.org to find your local site.

Let me take an ‘Elfie  – A frame will be available 
at your site for you to take your best Selfie or 
‘Elfie…send your pictures to the inbox, the 
funniest photo will be selected by a panel of 
judges for the chance to win a prize.

Festive makeover – Decorate your workstation 
or area glitter and sparkle, take a photo and 
send it in. A panel will decide on the ‘best 
dressed’ and the team will win a prize.

You’re having a laugh – Send us your best/
favourite jokes – throughout the month spread 
some cheer and send your (clean) jokes to the 
inbox, these will then be sent out on a daily 
basis to raise a smile.

Head, Shoulders, Knees and Toes – Your chance 
to show off your favourite festive wear – be it a 
hat, tie, jumper, trousers, dress, skirt, gloves, 
socks glasses, earrings etc take a picture and 
send to the inbox – the best dressed team will 
be judged by a panel and will receive a prize.

Glitter & Sparkle – It’s that time of year to add 
a bit of glitter and sparkle to our working world. 
Lets see who has the most festive spirit. If you 
are based on a client site, please ensure that 
they have agreed anything you have in mind.

Christmas Buffet – All employees should be 
encouraged to attend an organised onsite 
event. A budget has been allocated for 
your site. Each MD/business leader will be 
responsible for facilitating and managing the 
overall budget allocated. Please speak to your 
site co-ordinator for more information.

Merry Christmas to you all

GLITTER & SPARKLE

✁

✁

Festive MAKEOVER

✁

✁

MINCE PIES & COFFEE

✁

✁

Let me take an ’ElFie 

✁

✁

you’re having a laugh

✁

✁

READY STEADY BAKE

✁

✁

HEADS SHOULDERS 
KNEES & TOES

✁

✁

✁

✁christmas food bank

✁

✁CHRISTMAS BUFFET

FESTIVE FUN
AT

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY *WEEKEND*
1

8

22

29

6

13

20

27

5

12

19

26

2

9

16

23

30

7

14

28

Festive wordsearch

GUESS THE WEIGHT
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15 CHRISTMAS JUMPER DAY

To donate £2 text 

TEAMWLT
to 70050

HEADS SHOULDERS 
KNEES & TOES

30 Festive MAKEOVER

QUIZ
Who gives 

puppies 
Christmas 
presents??

Santa Paws!

What do you 
get if Santa 
goes down 

the chimney 
when the fire 

is lit?

Crisp Cringle!

How many 
presents can 
Santa fit in 
an empty 

sack?

Only one, 
after that it’s 

not empty 
any more!

Who delivers 
presents to 
baby sharks 

at Christmas?

Santa Jaws!

 

Festive
wordsearch

Date:

Send your completed word search to PSandLXmas@wlt.com a winning team will be selected at random.

Thursday 1st December

festive quiz
Date:

Return your completed entries to PSandLXmas@wlt.com 
by 10am on Tuesday 6th December.

Monday 5th December Date:

Once you have had a look at the jar,  
send your best guess to PSandLXmas@wlt.com 

by 10am on Thursday 8th December.

Wednesday 7th December

guess the weight  
of the cake

Date:

Who doesn’t like cake? But can you guess how much it might weigh. 
Send your best guess to PSandLXmas@wlt.com by 10am on Thursday 15th December.

Thursday 8th December

festive song 
quiz

Date:

We all love a good ole sing song, but do you know the words?  
Send your completed quiz to PSandLXmas@wlt.com by 10am on Tuesday 13th December.

Monday 12th December

QUIZ

WHAT’S MY NAME
Date:

All this fluff has gone to my head, I can’t remember my name... can you help?
Send your chosen name to PSandLXmas@wlt.com by 10am on Wednesday 14th December.

Tuesday 13th December Date:

We know it’s silly, but by wearing your jumper with friends, family or colleagues on Friday 16 December 
and each donating £2 you’ll be making a serious difference to the lives of children around the world.

To donate £2 text 

TEAMWLT
to 70050

Friday 16th December

Date: Monday 19th December

f ind santa’s sack
Date:

Santa is getting forgetful, can you help him find his sack?
Send your best guess (grid reference) to PSandLXmas@wlt.com  

by 10am on Wednesday 21st December.

Tuesday 20th December
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CHRISTMAS 
BUFFET

Photo for illustrative purpose only, ours will be better!

Date: Time: Where:

Who gives 
puppies 

Christmas 
presents??

Santa Paws!

What do you 
get if Santa 
goes down 

the chimney 
when the fire 

is lit?

Crisp Cringle!

How many 
presents can 
Santa fit in 
an empty 

sack?

Only one, 
after that it’s 

not empty 
any more!

Who delivers 
presents to 
baby sharks 

at Christmas?

Santa Jaws!

Think you can 
do better?

Date:

Send us your best jokes PSandLXmas@wlt.com 

Your jokes will be shared across the festive period

Heads, shoulders, 
Knees and Toes 

Date:

Dress up in your favourite festive wear – send photos to PSandLXmas@wlt.com

Prize for the Best dressed team

Date:

Chrismas  
food bank

Date:

Support your local food bank www.trusselltrust.org or a local charity of your choice

Mince pies &  
coffee morning

Date: Time: Where:

Festive 
makeover 

Date:

Make your desk/workstation/bank of desks sparkle and shine

Prize for the Best dressed area

Ready Steady 
Bake

Date:

Treat your team to a festive/seasonal/traditional treat of your choice to eat

Let me take  
an ’ElFie 

Date:

give us your best smile and email to PSandLXmas@wlt.com

You will have the opportunity to vote for your favourite photo
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Festive
wordsearch

robin

sparkle

mistletoe

party

sleigh

mince pie

snowflake

celebrate

mulled wine

candy cane

holly

food

santa

presents

snowman

tree

cracker

family

holidays

joy

elf

bauble

tinsel

reindeer

WHAT’S MY NAME
Coco Lucky Candy Bertie Sidney Pebbles Ozzy

Buzz Harvey Willow Skye Daisy Barnie Stanley

Fluffy Samira Opal Maya Evie Honey Caesar

Elsie Forest Trevor Elmer Rufus Ezra Parker

Zack Chip Buddy Cyril Maddy April Dax

Fenton Charlotte Iggy Drew Benton Darcy May

Sonny Rudolph Big Ted Emily Rex Flopsy Pip

Flo Bear Snuggles Spot Fudge Teddy Ollie

Zeb Roly Petal Milo Theo Otis Smudge

William Humphrey Ralph Gus Ed Bert Merlin

Shelby Little Ted Rupert Ruby Bunny Oscar Woody

Grace Percy Leo Orinoco Talullah Milly Pootle

Pepper Vegas Wilmer Snowy Max Bingo Fred

Best dressed 
desk/work area

Make your desk/area a frightful 
place to be on Halloween, 
there will be a prize for the 

best dressed desk/area. 
Please send your pictures to 
seasonalfun@wlt.com

Fancy Dress
Dress to distress 
release your inner 

devil, zombie or bare 
your bones to get 
in a Spooktacular 

mood. Please send 
your pictures to 

seasonalfun@wlt.com
Spot the 

Difference

A winner will be picked randomly 
from all correct entries

Pumpkin carving 
competition

Prize for the best

Best dressed 
desk/work area

Prize for the best

Fancy  
Dress

Prize for the best

AT WORKHALLOWEEN FUN

Spot the 
difference
Find the 12 Differences

Spot the 
difference
Find the 12 Differences

Spot the 
difference
Find the 12 Differences

Spot the 
difference
Find the 12 Differences

2016



IN-HOUSE Design continued...

f ind RUDOLPHS CARROT

A

B

C

D

E

F

G

H

I

J

K

L

1 2 3 4 5 6 7 

Poor rudolph won’t be able to see his way through the night sky if he hasn’t eaten his  
carrots, can you help him find them?  Submit your entry by 9am on Monday 11th December to  

seasonalfun@wlt.com. All correct entries will be entered into a draw and a winner selected at random.

NAME the teddy

Coco Sven Candy Bertie Sidney Pebbles Irina

Buzz Harvey Willow Skye Daisy Barnie Stanley

Ishmal Samira Opal Maya Evie Honey Caesar

Elsie Ravi Valentina Elmer Rufus Ezra Parker

Zack Pina Buddy Cyril Maddy Vijay Dax

Marta Amir Iggy Drew Eboneezer Darcy Ahmed

Sonny Rudolph Agnieska Emily Rex Flopsy Pip

Flo Bear Snuggles Alannah Pav Teddy Catarina

Zeb Roly Petal Milo Theo Otis Smudge

William Humphrey Ralph Gus Ed Bert Merlin

Amran Ifti Rupert Ruby Lucia Cornelia Woody

Juanita Antoinette Leo Orinoco Talullah Leoni Pootle

Tyson Vegas Wilmer Snowy Max Bingo Rocio

  These two bears of orient are...arrived in a basket holding two stars   
But can you guess their names? 

There will be two winners, select the name that you think suits each bear 
best, one for the white and one for the brown.  Submit your entry by 9am on 

Monday 11th December to seasonalfun@wlt.com.

Emoji
Quiz
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FESTIVE

Can you identify the seasonal sayings from the emoji clues?  
 Submit your entry by 9am on Monday 11th December to seasonalfun@wlt.com 

All correct entries will be entered into a draw and a winner selected at random

O’

SEASONAL CROSSWORD
ACROSS
16. Number of lords a leaping
19. White flakes from the sky
23. Where would you find a manger
20. Can they really fly?
21. Santa’s transportation
18. Prickly bush with leaves and berries
24. If it snows enough you might make one of these
26. To keep your hands toasty
25. You’ll need one of these to stop you losing too much heat
22. A sweet pie
27. Something to decorate
17. Frozen water

UP/DOWN
2. Some families put one of these on top of their tree
3. Decoration for a door
4. Hanging spike of ice
10. To make your tree pretty
9. Warm wine
15. The season
1. Man in a red suit
13. Achoo
5. Olympic winter sport
11. White bear
14. Winter footwear
7. To keep your drink warm
12. You might hang one of these over your fireplace
6. Santa’s preferred method of entry
8. A famous snowman

Submit your entry by 9am on Monday 18th December to seasonalfun@wlt.com.  
All correct entries will be entered into a draw and a winner selected at random.

1

2

3

17
4

5 6 7

18 8

1020

9

21

22 23

11

15

27

26

25

14

13

19

16

24
12

Thank you and I hope those of you who have taken part in the activities over the last fortnight have enjoyed them.
We have had a great response and as always would welcome your feedback so that we can continue to make 
improvements to our range of seasonal events: seasonalfun@wlt.com

Again the Spot the Difference activity was very popular and therefore all correct entries have been entered into a draw and three winners picked at random;
Wayne Holden 
St Crispins

Ian Lumbera & Christopher Bergado Paul Hastings, London
Darren Eades 
Aldgate

Spot the 
   Difference

Find the 15 Differences

Spot the 
   Difference

Find the 15 Differences

Three people managed to get 11 of the 12 emoji sayings; Rachael Clarke; St Crispins, Stewart Jackson, DAC Beachcroft Winchester and Nadine Last, DAC Beachcroft Winchester – they were entered into a hat and a winner drawn at random;

Rachael Clarke 
was the  
winner!

We had a great response to 
the wordsearch and therefore we have picked two winners;
Nia Manning 
Electronic Working Administrator, DAC Beachcroft, Newport
Willemina Hill 
Document Production Operator, 
Simmons and Simmons, 
AbbeyView

The Seasonal Crossword 
was very popular therefore 
all correct entries have 
been entered into a draw 
and three winners picked  
at random;
Nadine Last 
DAC Beachcroft Winchester 
Karen Palmer 
Simmons & Simmons, London
Hugo Rodrigo 
Aldgate

SEASONAL CROSSWORD
ACROSS
16. Number of lords a leaping
19. White flakes from the sky
23. Where would you find a manger20. Can they really fly?
21. Santa’s transportation
18. Prickly bush with leaves and berries24. If it snows enough you might make one of these26. To keep your hands toasty

25. You’ll need one of these to stop you losing too much heat22. A sweet pie
27. Something to decorate
17. Frozen water

UP/DOWN
2. Some families put one of these on top of their tree3. Decoration for a door
4. Hanging spike of ice
10. To make your tree pretty
9. Warm wine
15. The season
1. Man in a red suit
13. Achoo
5. Olympic winter sport
11. White bear
14. Winter footwear
7. To keep your drink warm
12. You might hang one of these over your fireplace6. Santa’s preferred method of entry8. A famous snowman

Submit your entry by 9am on Monday 18th December to seasonalfun@wlt.com.  All correct entries will be entered into a draw and a winner selected at random.
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Jeremy and his management team who were here yesterday voted for the best dressed desk/area and the winners are...

Front End Development Area

DRESS YOUR DESK

NAME the teddy

Coco Sven Candy Bertie Sidney Pebbles IrinaBuzz Harvey Willow Skye Daisy Barnie StanleyIshmal Samira Opal Maya Evie Honey CaesarElsie Ravi Valentina Elmer Rufus Ezra ParkerZack Pina Buddy Cyril Maddy Vijay DaxMarta Amir Iggy Drew Eboneezer Darcy AhmedSonny Rudolph Agnieska Emily Rex Flopsy PipFlo Bear Snuggles Alannah Pav Teddy CatarinaZeb Roly Petal Milo Theo Otis SmudgeWilliam Humphrey Ralph Gus Ed Bert MerlinAmran Ifti Rupert Ruby Lucia Cornelia WoodyJuanita Antoinette Leo Orinoco Talullah Leoni PootleTyson Vegas Wilmer Snowy Max Bingo Rocio

  These two bears of orient are...arrived in a basket holding two stars   But can you guess their names? There will be two winners, select the name that you think suits each bear best, one for the white and one for the brown.  Submit your entry by 9am on Monday 11th December to seasonalfun@wlt.com.

White Bear – Pina 
We had two guesses for Pina from Kayleigh Wright and Louise Smith, both in St Crispins Norwich. A winner was drawn at random: Louise Smith Graphic Designer, who said she will be donating her teddy to a childrens charity.

Brown Bear – Willow 
Only one person guessed this correctly; Soneitha Adams, Receptionist at DAC Beachcroft, Minster Court, London.

The most popular guesses for the bears names were: White Bear – Snowy with 5 guesses  Brown Bear were Stanley and Smudge who received 5 guesses each.

f ind RUDOLPHS CARROT
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Poor rudolph won’t be able to see his way through the night sky if he hasn’t eaten his  
carrots, can you help him find them?  Submit your entry by 9am on Monday 11th December to  

seasonalfun@wlt.com. All correct entries will be entered into a draw and a winner selected at random.

Five people guessed correctly that Santa was holding the carrot for Rudolph (G5); Victoria Holland, Liz Hawkins, Jo Bangs, Ian Lumbera  and Melania Culea, and were entered into a draw and two winners were picked at random:
Victoria Holland 
Java Support Developer,  
St Crispins, Norwich
Jo Bangs 
Marketing Projects Manager, 
Commerzbank, London

WEEK 1: Monday 4th - Sunday 10th December

All entries to this week’s activities to be submitted to
seasonalfun@wlt.com by 9am on Monday 11th December

We hope as many of you take part as possible for your 
chance to win some prezzies before Christmas!

FESTIVE FUN
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MONDAY TUESDAY WEDNESDAY

THURSDAY FRIDAY *WEEKEND*

find rudolphs carrots

DRESS YOUR DESK

NAME THE TEDDY

JEREMY THE MINCE PIE ELF

SEASONAL WORDSEARCH
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WEEKEND 
TEAMS
GET INVOLVED 
WITH THE 
FESTIVITIES AND 
SUBMIT YOUR 
ENTRIES BEFORE 
MONDAY 11TH DEC

FESTIVE FUN
11

14

12

15
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16
&
17

MONDAY TUESDAY WEDNESDAY

THURSDAY FRIDAY *WEEKEND*

WINTER CROSSWORD

END OF YEAR PARTY

SEASONAL EMOJI QUIZ

DRESS TO IMPRESS

CHRISTMAS QUIZ

THE LAWYER
12-14 WENSUM STREET,  
NORWICH NR3 1HY

1700 - MIDNIGHT
FOOD SERVED AT 1900HRS

WEEKEND 
TEAMS
GET INVOLVED 
WITH THE 
FESTIVITIES AND 
SUBMIT YOUR 
ENTRIES BEFORE 
MONDAY 18TH DEC

TAKE AN ‘ELFIE

WEEK 2: Monday 11th - Sunday 17th December

All entries to this week’s activities to be submitted to
seasonalfun@wlt.com by 9am on Monday 18th December

We hope as many of you take part as possible for your 
chance to win some prezzies before Christmas!

FESTIVE FUN
Find Rudolphs carrots
Poor Rudolph won’t be able to see his way through the night sky if he hasn’t eaten  
his carrots, can you help him find them? 
Submit your entry by 9am on Monday 11th December to seasonalfun@wlt.com
All correct entries will be entered into a draw and a winner selected at random.

Name the Teddy
These two bears of orient are...arrived in a basket holding two stars
But can you guess their names? There will be two winners, select the name that you  
think suits each bear best, one for the white and one for the brown.
Submit your entry by 9am on Monday 11th December to seasonalfun@wlt.com
The person who correctly guesses the name will win the soft toy.

Seasonal Wordsearch
A seasonal word-search will be sent out on the morning of Wednesday 6th December.
Submit your entry by 9am on Monday 11th December to seasonalfun@wlt.com
All correct entries will be entered into a draw and a winner selected at random.

Dress up your desk
Get creative and make your space sparkle and shine
Submit your photos to seasonalfun@wlt.com throughout the day.

Jeremy the mince pie elf 
Sweet treats 
Jeremy will be providing you with a festive treat

Winter crossword
Can you solve the clues to complete the cross word?  
A crossword will be sent out on the morning of Monday 11th December.
Submit your entry by 9am on Monday 18th December to seasonalfun@wlt.com
All correct entries will be entered into a draw and a winner selected at random.

Seasonal Emoji quiz 
Can you identify the seasonal sayings from the emoji clues?  
The emoji quiz will be sent out on Tuesday 12th December.
Submit your entry by 9am on Monday 18th December to seasonalfun@wlt.com
All correct entries will be entered into a draw and a winner selected at random.

Christmas Quiz
Test your knowledge of all things festive.  
A quiz will be sent out on the morning of Wednesday 13th December.
Submit your entry by 9am on Monday 18th December to seasonalfun@wlt.com
All correct entries will be entered into a draw and a winner selected at random.

STC Party Time
The Lawyer – From 5pm, food from 7pm, 2 free drinks 

Save the Children Christmas Jumper day / Let me take an Elfie 
Submit photos of you and your team in your best festive outfit
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PROJECT MANAGEMENT

Supplied Powerpoint files containing approximately 60 diagrams 
that needed remaking in InDesign. This task was split between our 
design team of 5 where I then volunteered to present the diagrams 
as one collected file and send them to the client to which they 

would send back any amends that were needed directly to me. I 
was then in first-hand contact with the client making amends on 
all 60 diagrams and in charge of sending them the final files once 
approved.

I also took on a similar role for the Health & Safety Executive when the company won the contract and the client required their 
collection of books to be re-branded; cover logos added, RTP pages amended and consistancy to be deployed throughout the collection.
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RE-Design

Annual Performance Review

Please select your job level

Manager

Non-Manager

Interim Performance Review

Please select your job level

Manager

Non-Manager

1

Annual Performance Review – Management
Name Job title 

 Date 

Line manager Review year

Section A - Key achievements

Employees’ summary of achievements and successes for the year.

Section B - Objectives for the year (from Balanced Scorecard or IKO’s from the Target Agreement Form)

1. Objective

Employee comments: Manager comments:

2. Objective

Employee comments: Manager comments:

Far exceeds
Exceeds
Fully meets
Partially meets
Does not meet

Far exceeds
Exceeds
Fully meets
Partially meets
Does not meet

Business Area 
/ Function

2

3. Objective

Employee comments: Manager comments:

4. Objective

Employee comments: Manager comments:

5. Objective

Employee comments: Manager comments:

6. Objective

Employee comments: Manager comments:

Far exceeds
Exceeds
Fully meets
Partially meets
Does not meet

Far exceeds
Exceeds
Fully meets
Partially meets
Does not meet

Far exceeds
Exceeds
Fully meets
Partially meets
Does not meet

Far exceeds
Exceeds
Fully meets
Partially meets
Does not meet

3

Maintains effective relationship with customers; develops/delivers high quality/innovative products, services or solutions; focuses on 
customer needs and gains their commitment; gains management/colleague support to meet customer needs.

Ensures strategies/plans are aligned and reflect others views; develops strategies/plans aligned to broader organisational strategy; 
communicates strategy.

Establishes clear, challenging and achievable objectives, aligns resources & the organisation within own area of responsibility to achieve 
objectives; regularly reviews and communicates progress against objectives and adjusts as needed; champions continuous improvement 
and innovation; inspires results and respect by empowerment, accountability, recognition and rewards, recognising the contribution of others.

Making customers more successful

Shaping direction

Driving high performance

Section C - Core competencies

Provides employees, colleagues and business partners with candid and regular feedback; provides employees with development 
opportunities; supports employees with career opportunities; inspires others to develop themselves.

Conveys a clear sense of personal goals and values; actively seeks feedback to improve performance; develops new skills and modifies 
behaviours based on feedback; takes personal responsibility for career and development.

Developing others

Developing self

Employee comments: Manager comments: Far exceeds
Exceeds
Fully meets
Partially meets
Does not meet

Employee comments: Manager comments: Far exceeds
Exceeds
Fully meets
Partially meets
Does not meet

Employee comments: Manager comments: Far exceeds
Exceeds
Fully meets
Partially meets
Does not meet

Employee comments: Manager comments: Far exceeds
Exceeds
Fully meets
Partially meets
Does not meet

Employee comments: Manager comments: Far exceeds
Exceeds
Fully meets
Partially meets
Does not meet

4

Section D - Overall objective and competency rating

After the assessment of objectives and competencies, please confirm the performance rating with the individual and enter it below.

Adds value to the client or Williams Lea Tag that is far in excess of the contribution expected at this level.  
Meets all goals and requirements of the position, and contributes notable achievements that extend the 
impact of the position.

Far exceeds

Adds value to the client or Williams Lea Tag that is significantly above the contribution expected at this 
level. Meets in full all goals and requirements of the position, and consistently contributes in excess of 
expectations.

Exceeds

Adds value to the client or Williams Lea Tag, making a strong contribution that is consistent with the 
contribution expected at this level. Meets in full all goals and requirements of position, consistently 
contributing in line with expectations.

Fully meets

Contributes to the client or Williams Lea Tag in a manner that partially meets the contribution expected at 
this level. Meets some of the goals and requirements of position, inconsistently contributing in line with 
expectations.

Partially meets

Contributes to the client or Williams Lea Tag in a manner which is below the contribution expected at this 
level. Performance improvement is required. Fails to meet many goals and requirements of the position. Does not meet

Section E - Career aspirations

Stay in current job Lateral move (0-6 months) followed by upward move

Stay in current job followed by a move (6-12 months) Next higher-level role (0-6 months)

Lateral move (0-6 months)

Section F - Compliance training

Has all relevant compliance training been completed on MyTalentWorld (and any offline training if applicable)?

  Yes   No

What is outstanding and next steps

5

Section G - Summary comments

Agreed comments on strengths:

Agreed comments on areas of development:

Employee Signature: Date:

Manager Signature: Date:

Please now update PeopleLinx and ensure the Annual Performance Review form is uploaded
You can find a template personal development plan for completion in the performance review folder in 

‘HR Policy, Procedure and Template Documents’ on PeopleLinx.

I was approached by the HR team to re-design the company performance review forms following their 
corporate brand but ‘jazzing it up a bit’ and also making them interactive.
Four forms were required in total: Annual Review - Management, Annual Review - Non-Management,  
Interim Review - Management, Interim Review - Non-Management
The company were very happy with them.



ARCHANT

Stockists of Phoenix gowns, 
D'Zage, Sonsie, Stevies, Verise,

Hilary Morgan, Tobi Hannah and
maternity bridal by Tiffany Rose. 

Beautiful Tiaras and Veils.

Stunning crystal shoes and bouquets 

You deserve a fabulous wedding....
We specialise in fabulous

�
5 Rendezvous Street, Folkestone, Kent, CT20 1EY

TEL 01303 250179
www.weddingdresskent.com

The Crystal Fairy Company, 14 Station Road, Birchington, Kent CT7 9DQ
01843 844 880  | thecrystalfairy@btinternet.com |  Open 6 days a week  Find us on Facebook

Here at the Crystal Fairy Company we offer a truly personal 
and professional service in elegant and comfortable surroundings.

We aim to make the experience of choosing your wedding gown
an exciting and pleasurable one.

Gowns by Ellis Bridals, San Patrick, White One by Pronovias,
hoenix Gowns, Veromia and Kelsey Rose.

An Exclusive Service Without The Expensive Price Tag

Your fairytale starts here with our fabulous range of gowns,
veils, shoes and beautiful handmade crystal accessories 
– your complete bridal wardrobe all under one roof.

�
ONLINE • IN-PAPER • ON MOBILE

Look local with 
If the shoe fits we can help you wear it

BWF3x1 BWF4x1 BWF5x1 BWF6x1

for details call 01284 702588
or 01787 882271

FREE PRIVATE
ADVERTISING FREE

PRIVATE
ADVERTISING

FREE
PRIVATE
ADVERTISING

FREE PRIVATE ADVERTISING
for details call 01284 702588

or 01787 882271

for details call 01284 702588
or 01787 882271

for details call 01284 702588
or 01787 882271

BWE3x1 BWE4x1 BWE5x1 BWE6x1

KEEP IT LOCAL! KEEP IT 
LOCAL!

KEEP IT 
LOCAL!

01284 702588
www.burymercury.co.uk

01787 882271
www.sudburymercury.co.uk

01284 702588
www.burymercury.co.uk

01787 882271
www.sudburymercury.co.uk

01284 702588
www.burymercury.co.uk

01787 882271
www.sudburymercury.co.uk

01284 702588
www.burymercury.co.uk

01787 882271
www.sudburymercury.co.uk

KEEP IT LOCAL! KEEP IT 
LOCAL!

KEEP IT 
LOCAL!

For all your motoring needs contact

01954 782666
www.andys-kars.co.uk

6 Viking Way | Bar Hill | CB23 8EL

For your everyday servicing and repairs 
specialising in electronics and diagnostics

• Tyres • All makes of Servicing • Clutches
• Cambelts • Laser Wheel Alignment • Air Con 
• Steering & Suspension • Engine Management 

• Brakes • Specialists Mobility Installations

Andy’s Kars
An Award Winning Company

ATA Accredited Technicians

For Quality Servicing & Repairs

off an MOT 
Mention this advert to receive

when booking an annual
service, with MOT.

Telephone now to make an appointment

50% ✃

✃

SCREEN PRICE SCREEN PRICE

54 AUDI A3 2.0 T/Diesel 3dr Auto Hatch, flame red, velour trim, alloys, a/con, stunning..............................................................£6,695
04 AUDI A4 Convertible, 1.8T Auto, gold, tan leather trim, a/con, alloys, F/S/H, 1 owner, 82k, stunning car ............................£7,995
02 BMW 318 SE Estate, 5 speed, met black, matching cloth interior, alloys, a/con, e/windows ................................................£3,495
Y  BMW 325 Auto Saloon, dark met green, grey matching trim, alloys, a/con, e/windows, 1 yr MoT ........................................£1,995
55 CHEVROLET Tacoma 1.6SX people carrier, black velour trim, alloys, e/windows, a/con, 71k................................................£2,695
08 CHRYSLER Sebring 2.0 T/Diesel Ltd Edition Saloon, silver, full grey leather trim, a/con, alloys, 44k ....................................£6,995
55 CHRYSLER 300 Saloon, black, leather trim, every extra poss, sat nav, cruise, e/windows, alloys, 1owner, 27k ................£7,995
02 CHRYSLER Cherokee LPG 3.7 Auto Jeep, jet black, full black leather trim, a/con, alloys, history ......................................£5,400
55 CITROEN C2 1.1 Design 3dr Hatch, silver, grey matching trim, alloys, a/con, c/locking, FSH, 23k ......................................£4,295
05 FIAT Stilo 1.4 Active 5dr Hatch, blue, matching blue trim, alloys, a/con, e/windows, c/locking ............................................£2,995
54 FIAT Punto 1.2 Dynamique 5dr Hatch, met satin red, matching trim, p/steering, alloys, a/con, S/H, 44k ............................£3,095
06 FORD C-Max 1.8 Ghia People Carrier, met blue, velour trim, alloy wheels, a/con, c/locking, S/H, 62k,................................£4,995
08 FORD Fiesta 1.2 Style 3dr Hatch, black, black/blue trim, a/con, e/windows, c/locking, stunning ........................................£5,495
07 FORD Fiesta 1.4 T/Diesel 5dr Hatch, star silver, grey/blue trim, a/con, e/windows, c/locking................................................£5,595
05 FORD Fiesta 1.4 Zetec 5dr Hatch, white, grey/blue tweed trim, a/con, e/windows, c/locking, 50k ......................................£4,495
05 FORD Fiesta 1.2 3dr, Hatch, silver, matching tweed trim, a/con, alloys, p/steering..................................................................£3,895
53 FORD Fiesta 1.4 T Diesel 5dr Hatch, silver, velour trim, a/con, e/windows, c/locking ............................................................£3,495
10 FIESTA 1.4 Zetec 3dr Hatch, met plum, matching red/black trim, alloys, bluetooth, a/con, 1 owner, F/S/H, 10k ................£8,500
57 FIESTA 1.6S 3dr Hatch, met black, full black leather trim, alloys, a/con, c/locking, 1 owner, 65k..........................................£5,995
57 FIESTA 1.4 T/Diesel Zetec 5dr Hatch, silver, matching black trim, a/con, p/steering, e/windows, F/S/H, 63k ....................£5,995
07 FIESTA 1.4 T/Diesel Style 5dr Hatch, silver, matching grey trim, e/windows, a/con, c/locking, S/H ......................................£5,695
55 FIESTA 1.2 Zetec 3dr Hatch, silver, grey/blue trim, a/con, alloys, p/steering, 34k ....................................................................£4,695
04 FIESTA 1.2 Zetec 3dr Hatch, silver, grey/black trim, a/con, alloys, p/steering, 47k, history, superb ......................................£4,295
07 FORD Focus 1.6 Zetec 5dr Hatch, met light blue, tweed trim, a/con, alloys, 1 owner, 42k ....................................................£6,295
07 FORD Focus 1.6 Zetec 5dr Hatch, met red, contrasting velour trim, alloys, a/con, S/H, 47k..................................................£6,195
07 FORD Focus 1.6 Zetec Climate 116 5dr Hatch, met rust red, matching grey trim, alloys, a/con, 47k....................................£6,195
56 FORD Focus 1.6 T/Diesel Zetec 5dr Hatch, silver, black/grey tweed trim, alloys, a/con, c/locking, S/H ..............................£5,695
55 FORD Focus 1.6 Zetec Auto 3dr Hatch, black, black/grey tweed trim, alloys, a/con, c/locking, S/H, 37k............................£5,695
05 FORD Focus 1.8 T/Diesel Edge 5dr Hatch, silver, black/grey trim, alloys, a/con, e/windows, c/locking ..............................£4,495
54 FORD Focus 2.0 Ghia Auto 5dr Hatch, silver, velour grey trim, alloys, a/con, e/windows, s/history ......................................£3,700
03 FORD Focus 1.6 Zetec 3dr Hatch, jet black, contrasting cloth trim, a/con, alloys, c/locking ................................................£3,495
02 FORD Focus 1.6 Zetec, 3dr Hatch, jet black, black tweed trim, alloys, a/con, c/locking, F/S/H, 59k ....................................£2,995
53 FORD Fusion 1.4 Zetec 5dr, gold, grey/black tweed trim, a/con, e/windows, c/locking, S/H, 21k ........................................£3,495
59 FORD KA 3dr Studio Hatch, lime green, contrasting cloth trim, CD player, e/windows, F/S/H ..............................................£6,695
56 FORD KA 3dr Hatch, silver, grey trim, CD player, 1 owner, p/steering, S/H, 40k ......................................................................£2,895
52 FORD KA Collection, burgundy, red/grey trim, p/steering, e/windows, low insurance ..........................................................£1,795
57 FORD Mondeo 2.0 T/Diesel Zetec 140 Hatch, silver, grey/black tweed trim, a/con, alloys, S/H, 53k ....................................£8,995
56 FORD Mondeo 2.2 ST T/Diesel 5dr Hatch, silver, half leather trim, a/con, alloys, S/H, superb ..............................................£5,995
06 FORD Mondeo 2.2 ST T/Diesel 5dr Hatch, met dark navy, half leather trim, a/con, alloys, S/H, 68k ....................................£6,995
04 FORD TRANSIT 2.0 T/Diesel Minibus 9 Seater, silver, velour trim, e/windows, p/steering ......................................................£4,995
06 JAGUAR X-Type 2.0 T/Diesel Saloon, racing green, half leather grey tweed trim, a/con, alloys, 64k ....................................£6,995
05 LANDROVER Freelander 2.0 T/Diesel Xi TD4 3dr Auto, silver, grey sports trim, removable roof............................................£5,295
R  LANDROVER Freelander 1.8 SE 5dr Hatch, dark green, grey tweed trim, e/windows, c/locking, superb ............................£1,995
04 MAZDA 6 T Diesel Saloon, silver, gold velour trim, e/windows, a/con, 80k, superb ................................................................£3,895
52 MAZDA 6 Sport 2.2 Hatch, met green, sports trim, alloys, a/con, e/windows ..........................................................................£1,695
05 MERCEDES 350 SLK Convertible, silver, leather trim, a/con, e/windows, F/S/H, 54k............................................................£12,995
53 MERCEDES C270 Elegance Auto Estate, met navy blue, beige leather, a/con, alloys, S/H, 83k ............................................£4,995
02 MERCEDES 220 T/Diesel Saloon, silver, black/grey tween trim, alloys, a/con, e/windows, c/locking ..................................£4,995
X  MERCEDES E240 Saloon Elegance, flame red, black trim, alloys, a/con, c/locking, 59k, superb ..........................................£4,295
P  MERCEDES C220 CDi T/diesel Saloon, met blue, velour trim, e/windows, c/locking, alloys, a/con, p/steering, ...............£,1995
P  MERCEDES E300 T/diesel Elegance, navy contrasting trim, alloys, a/con, c/locking, e/windows ........................................£1,695

05 MG 1.4 ZR 5dr Hatch, black, sport trim, alloys, a/con, c/locking, spoiler, e/windows..............................................................£2,895
54 MGF 135 Storm Convertible/Hard Top, silver, grey leather trim, p/steering, e/windows, c/locking, 40k ..............................£3,995
53 MG 1.8 ZR Saloon, met red, matching interior, alloys, a/con, c/locking, electric windows ....................................................£1,995
52 MGF Convertible, mid met blue, sports trim, alloys, e/windows, c/locking, 38k ......................................................................£2,995
51 MGF 1.8 Convertible, light met green, sports trim, alloys, c/locking 38k ..................................................................................£2,595
51 MINI Cooper 1.6, yellow/black, black leather trim, full split sun roof, alloys, S/H, 71k ............................................................£5,195
06 MITSUBISHI Shogun Sport 2.5 T/Diesel Station Wagon 5dr, black leather trim, 41k, 1 owner, as new ................................£9,000
02 MITSUBISHI L200, silver/grey, cloth trim, a/con, alloys, c/locking, CD..........................................................................................£3,995
06 PEUGEOT 206 Auto 5dr Hatch, silver, grey velour trim, a/con, alloys, S/H, 43k ........................................................................£4,295
55 PEUGEOT 407 SW 20.131SE Estate T/Diesel, met grey, blue matching trim, a/con, alloys ....................................................£3,795
55 PEUGEOT 1007 1.4 Dolce Auto, silver, contrasting grey trim, S/H, a/con, 19k..........................................................................£4,495
55 PEUGEOT 1007 Dolce Auto, met blue, black trim, a/con, e/windows, e/doors, F/S/H, 36K superb ......................................£3,695
05 PEUGEOT 206 1.1 5dr Hatch, silver velour trim, alloys, a/con, c/locking, 64k ..........................................................................£3,995
51 PEUGEOT 307 2.0 GLX Sport 5 door, black, half leather, alloys, p/steering, e/window, c/locking 1 year MoT........................£995
W PEUGEOT 206 3dr 1.2 met green, contrasting velour trim, a/con, alloys, e/windows ..............................................................£1,495
X  PEUGEOT 406 T/Diesel Saloon, black, beige trim, alloys, a/con, 1 yr MoT, bargain ....................................................................£795
55 RENAULT Megane 1.6 Dynamique, met gold, black trim, glass roof, alloys, a/con, F/S/H, 45k..............................................£5,495
05 RENAULT Scenic 1.9 Turbo Diesel, light met blue, valour trim, a/con, alloys ............................................................................£4,195
02 RENAULT Megane Convertible 1.6, silver, blue velour trim, alloys, p/steering, c/locking ........................................................£2,595
51 RENAULT Clio Dominque 5dr Hatch, burgundy, grey velour trim, alloys, s/roof, a/con, e/windows ......................................£1,995
08 TOYOTA Prius Electric Car Hybrid, silver, grey velour trim, a/con, e/windows, sat nav, 1 owner, S/H, 33k ..........................£9,500
53 TOYOTA Avensis 5dr Hatch, silver, black velour trim, a/con, alloys, S/H, 63k ..........................................................................£4,295
02 TOYOTA Corolla 16VT 5dr Hatch, silver, velour grey trim, alloys, S/H, a/con ..........................................................................£3,995
57 VAUXHALL Astra 1.8 Auto Estate, navy/black, contrasting trim, a/con, e/windows, S/H, 26k................................................£5,495
07 VAUXHALL Astra 1.8 Auto Life, 5 door hatch, silver, black tweed trim, a/con, e/windows, S/H, 41K ....................................£5,295
55 VAUXHALL Astra 1.8 Auto Life Estate, navy met, black tweed trim, alloys, a/con, 24k ..........................................................£5,495
55 VAUXHALL Astra 1.8 SRi Estate, jet black sports trim, alloys, a/con, S/H ................................................................................£4,995
05 VAUXHALL Astra 1.7T Diesel Life 5dr Hatch, silver, black tweed trim, a/con, S/H, CD............................................................£4,995
05 VAUXHALL Astra 1.3T Diesel 5dr Hatch Life, gold, black tweed trim, a/con, e/windows, S/H ..............................................£4,795
57 VAUXHALL Astra 1.8 Design Auto, silver, contrasting trim, alloys, a/con, c/locking, 38k ..........................................................£4,995
04 VAUXHALL Astra 1.6 Convertible, mid blue, black trim, e/roof, a/con, alloys, e/windows ......................................................£4,495
03 VAUXHALL Astra 2.0GSi 3dr Hatch, met black, leather trim, alloys, a/con, e/windows, superb ............................................£3,395
10 VAUXHALL Corsa 1.4 Auto Exclusive 5dr Hatch, silver, alloys, a/c, alloys, e/windows, 1 owner, 10k, F/S/H........................£7,695
08 VAUXHALL Corsa 1.2 Club 5dr Hatch, met blue, matching interior, a/con, e/windows, p/steering, S/H, 29k ......................£6,495
57 VAUXHALL Corsa 1.4SXi, 3dr, jet black, sports trim, alloy wheels, c/locking, a/con, S/H, CD, p/steering, 42k ......................£5,700
58 VAUXHALL INSIGNIA 2.0 SE T/Diesel 160 hatch, silver, half leather, alloys, a/con, e/windows, S/H, 38K ..............................£9,950
08 VAUXHALL Vectra TD SRI 150 Hatch, silver, sports trim, alloys, a/con, F/S/H, 1 owner, 69k ..................................................£6,595
06 VAUXHALL Vectra 1.9 T/Diesel SRi Hatch, met grey, blue sports trim, sat nav, a/con, alloys, 51k ..........................................£4,995
55 VAUXHALL Vectra 1.9 T/Diesel Design Hatch, met red, half leather, a/com, alloys, S/H, 71k ....................................................£4,995
05 VAUXHALL Vectra 1.9 T/Diesel, grey, matching trim, alloys, a/con, c/locking..............................................................................£4,695
03 VAUXHALL Vectra 2.2 Auto Hatch, met light blue, velour grey trim, e/windows, c/locking ....................................................£1,495
08 VAUXHALL Zafira 1.6 Life 7 Seater, silver gold black trim, a/con, alloys, 1 owner, 33k............................................................£6,595
08 VAUXHALL Zafira 1.8 Exclusive 7 Seater, silver/gold, black trim, a/con, e/windows, c/locking, 1 owner, S/H, 33k ............£6,995
06 VAUXHALL Zafira 1.6 Life 7 Seater, black velour trim, a/con, alloys, 1 owner, F/S/H, 31k ......................................................£5,395
06-08 VAUXHALL Zafira 1.9T/Diesel Design, choice of colours awaiting clearance ............................................................from £5,595
04 VAUXHALL Zafira T/Diesel 7 Seater Design, silver, black/grey tweed trim, alloys, a/con, S/H, 73k ......................................£4,300
05 VOLKSWAGEN Beetle 2.0, met blue, matching velour trim, alloys, a/con, c/locking, p/steering............................................£3,395
04 VOLKSWAGEN Beetle 1.4 Convertible, beige/black roof, a/con, CD player, e/windows, F/S/H, 50K ....................................£7,695
X  VOLKSWAGEN 2.0 Beetle, met blue, black blue tweed trim, a/con, e/windows, alloys, 1 yr MoT..........................................£3,495

Cavectra Centre
111-113 LONDON ROAD ◆ GRAYS ◆ ESSEX RM17 5YB

01375 391 305 (5 lines) Fax: 01375 383 071

www.Cavect raCent re .co .ukOpen
24 Hours on...

Cars wanted with
F/S/H | Cash paid

FIESTA - FOCUS
ASTRA - CORSA

from £1695 
51-09 PLATES

Auto/Manual
Petrol/Diesel

Finance available for customers with good or bad credit rating

EVERY VEHICLE IS TAXED • 1 YEAR MOT • VALET • OUR OWN PARTS AND LABOUR WARRANTY

CRED
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&
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ACCEP
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D

P/EX CLEARANCE FROM £495
PHONE FOR DETAILS

MONDEO - VECTRA
ASTRA - PEUGEOT

from £2195 
53-58 PLATES
Auto/Manual/Diesel

FREELANDER -
PICASSO

7 SEAT KIA - ZAFIRA
from £2495 

53-06 PLATES

PARTS DEPARTMENT - ALL MAKES OF PARTS 
BELOW TRADE PRICES: 01375 391931

SURVIVING emotional and physical problems
can be one of the toughest parts of life - but there
is help out there if you're struggling to cope. 

If you're struggling to come to terms with the
disability of a loved one whether it be obesity, a
serious injury or mental problems here are some

top tips to help
you through this
difficult time. 

Understanding
the issue is a key
step, your friend
or family
member's life has
been turned
upside down and
they may believe
that things will
never be the
same again. 

They may not
be able to
socialise as much
as they used to -
but this may be
the time to show
them how much
they mean to you.

You should support them and help guide them
through this rocky period and help them keep a
positive outlook.

Support groups can be key in aiding those
coming to terms with illness and those struggling
with disability. 

The simple act of sharing a common complaint
and useful tips can be invaluable when traversing
a rough patch.

It is important to appreciate all the help of the
professionals who organise these support groups
and put people in contact. 

You can either ignore them or make most of
them. The choice is yours. 

The battle to understand the loss of a loved one
can be a
bitter pill
and some
p e o p l e
n e v e r
r e c o v e r
from a
death. 

However there are ways to deal with loss,
although it is not easy to do. 

It's vital that you don't expect too much from
yourself. Give yourself permission to be
disorganised for a while. Forgive yourself when
you make mistakes.

Lack of sleep and nourishment may mean that
you're more prone to infections and illness, so
eating little and
often and getting
rest if at all
possible are
both important.

If possible do
some form of

exercise, even if it's only a gentle walk. Reliance
on alcohol may help temporarily to dull the pain,
but in the long run it doesn't help.

Remembering anniversaries is also important
and maintaining bonds with the deceased can
help maintain the memory of a loved one.

CARING&COPING

01223 354556 www.hibbittmasonry.co.uk
• Monumental Masonary • Carving 

• Letter Cutting • Memorial Restoration
• Specialist Commissions • Nameplates

• Kitchen Worktops • Fireplaces
• Supply Only • Supply & Fix

• Building Masonry

128 Victoria Road,
Cambridge CB4 3DZ

BRAMM & RQMF reg.

Carters Quality Shoes
Comberton Road, Barton, Cambridge

(Junction 12, M11) CB23 7BA 

Opening Hours: 9.15am - 5.15pm Tuesday to Saturday

Tel: 01223 264930  Free Parking

� A family run business with
over 25 years experience

� Set in 2 acres of beautifully
landscaped gardens

� Respite and holiday stays
welcome

� We encourage residents to
be active and keep their
independence

� All dietary requirements
catered for

� Lift access to all floors

01763 848272
Barley, Nr Royston, Herts SG8 8JS

www.margarethousecare.co.uk

CQC ★★★
EXCELLENT RATED HOME

Creating a Home from
Home Environment

DON'T DIE
WITHOUT A

WILL!
✓ Protect Your Family 
✓ Protect Your Assets

Call now for
professional advice on: 

01763 243430
www.oliverswills.co.uk

Could Counselling help you?
(Stress, Relationships, Anxiety,

Redundancy, Guilt, Childhood issues,
Isolation and Self-Esteem are some of the
reasons why some people get help from

counselling.)

Confidential Therapy is now available
with a qualified Counsellor (MBACP) at

'Esse' in Melbourn.

For an appointment call Alison on
07747 798628.

• High quality service at low prices
• 24 hour service, every day of the year
• Our Pre-Payment Funeral Plans give

you total peace of mind

Newling House, Market Hill
(opposite Library) ROYSTON:

(01763) 243048

Funeral Directors &
Memorial Stonemasons

www.cecilnewling.co.uk

WE DON’T KNOW WHEN
YOU MIGHT NEED US
THAT’S WHY WE’RE OPEN
24 HOURS A DAY
Samaritans provides confidential non-
judgemental emotional support, 24 hours a
day for people who are experiencing
feelings of distress or despair, including
those which could lead to suicide.
Whatever you’re going through, whether
it’s big or small, don’t bottle it up. We are
here for you if you’re worried about
something, feel upset or confused, or just
want to talk to someone

Call us on: 08457 90 90 90
Visit us at: 5 NunsClose, Hitchin, SG5 1EP
Email: jo@samaritans.org
Website: www.samaritans.org/hitchin

JEREMY RULE
FUNERAL SERVICE

Jeremy Rule.
M.B.I.E Dip FD

Ben Rule.
Dip. FD

Office & Chapel of Rest

12, CHURCH LANE, ROYSTON

Tel: 01763 242560
Or visit our new web-site on

www.jeremyrulefunerals.co.uk
for details, including charges

Independent Family Funeral Director
~Caring

~Dignified
~Affordable

Unit 2 Twickenham Road,
Off Fifers Lane,

Norwich, NR6 6NG

01603 423600
www.petshopping.co.uk

off on
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of this
advert

10%

The Lobster Pot
*Mussels *Whelks *Prawns *Crab *Lobster *Mussels *Whelks *Prawns *Crab

*Lobster *Mussels *Whelks *Prawns *Crab *Lobster *Mussels *Whelks

*Mussels *Whelks *Prawns *Crab *Lobster *Mussels *Whelks *Prawns *Crab

*Lobster *Mussels *Whelks *Prawns *Crab *Lobster *Mussels *Whelks
*Mussels *Whelks *Prawns *Crab *Lobster *Mussels *Whelks *Prawns *Crab

*Mussels *Whelks *Prawns *Crab *Lobster *Mussels *Whelks *Prawns *Crab

R
• Drainage Investigations 

• Drain Cleaning 
• CCTV Surveys • Root Cutting

Tel: 07071 780799
Fax: 01945 882030

Free Phone: 0800 358 1313
Fir Tree Farm, 40 Old Church Road,

Terrington St. Johns, Wisbech, Cambs PE14 7XA

SIMPLY DRAIN SERVICES
24HR CALL OUT

Domestic & Commercial

(Behind Green Welly Cafe)
Doddington Road, Chatteris

01354 694777

CHATTERIS MOBILITY

STEVE KILBY WINDOWS
01354 740270

Our business is built on your recommendations.
We only install top quality products - free estimates

10 year written guarantee

MOTOR INSURANCE
Tel: (01945) 584094
Fax: (01945) 588442

Authorised and Regulated by the Financial Services Authority

BURTON ASSOCIATES
7 Old market Wisbech Cambs PE13 1NJ

HERMITAGE PRIVATE
RESIDENTIAL HOME

6-12 St Mary’s Street, Whittlesey, Cambs
01733 204922

FAST AND FRIENDLY SERVICE FROM YOUR LOCAL TEAM

CAR AND COMMERCIALS, SERVICING,
REPAIRS AND MoT’s CLASS 4  AND 7

R. T. MOTORS

Hassock Drove, Gorefield Wisbech PE13 4QE
Tel: 01945 870485 / 01945 700484

FRANKS FISHFRANKS FISH &&
CCHIPHIP RERESSTTAAUURARANNTT

Come and see us at
7 Lynn Road, Wisbech 0011945945 587496587496

CHATTERIS
GARAGE

27 High Street, Chatteris
01354 695080

Paddons
Veterinary Surgery

214 Elm Low Road, Wisbech

01945 583204

Whittlesey PINE
Aaron Road Ind. Estate, Station Road, Whittlesey

For kitchens, bedrooms etc
Tel: 01733 350676

Now also working in Oak and various hard wood.

HEALTH AND FITNESS CENTRE
18 North Street,Wisbech

Tel: (01945) 589100

&WHITING
PARTNERS

12 & 13 The Crescent, Wisbech
01945 584113

www.whitingandpartners.co.uk

A & T 
Windows Ltd
Unit 3, Elm Low Road Wisbech, Cambs PE14 0DF

Tel: 01945 580546  Fax: 01945 466963

104 High Street, Chatteris
01354 693785

CALOR GAS, COAL, FIREWOOD
VEHICLE SERVICING, MOTs

ALL MAKES
TEL: 01354 652311

WIMBLINGTON ROAD, MARCH SINCE 1953

LONGS OF MARCHLONGS OF MARCH
81 High Street, March
01354 652508

West View, Murrow, 
Wisbech, Cambs

01945 700200

PETER BARNES
Funeral Directors

C &G COACHES
Honeysome Road Industrial Estate,
Honeysome Road, Chatteris, Cambs

Tel. 01354 692200

COOK BUTCHERS
WISBECH LTD

COOK BUTCHERS
WISBECH LTD

14-16 School Road, West Walton, Wisbech, Cambs

01945 583549

MARTIN’S CARAVANS
for all your caravan needs

Visit our well stocked accessory shop
Tel: 01945 474666

Find us at Anglia Way, Wisbech, Cambs 
or have a look on our website.

www.martins-caravans.co.uk

KENT MEMORIALS
Family Run Business • Home visits

Special memorials for special people
168a Station Road, March, Cambs PE15 8NG

Also at Wisbech and Long Sutton
01354 652030

Brian Hardy Ltd.
Speciality Foods

50 HILL STREET, WISBECH Tel: 01945 582437

LUXURY GROCERIES, CHEESES AND CONTINENTAL FAYRE
Vegetarian, Wholefood and Healthy Options

ESTABLISHED 1961

CELEBRATING OUR GOLDEN JUBILEE

W & M Travel
10 Main Road,

Parsons Drove, Wisbech

Tel: 01945 700492

Fence Bank North, Walpole Highway, Wisbech
01945 880091

Dean Drove, Ireton Way, 
Chatteris, Cambs, PE16 6UZ

Tel: 01354 693705

NIGHTLAYER
LEEK CO LTD

The Wedding March
52 High Street, March, 

Cambs, PE15 9JR

Tel: 01354 650444

Wright’s Tools & Supplies
Suppliers To All Trades

ELECTRICIANS, PLUMBERS, MECHANICS, 
ENGINEERS AND BRICKLAYERS

Trade Tools for Kitchen Fitters, 
i.e. Glue, Colorfill, Router Cutter

Unit 1 57 Thorby Avenue, March, Cambs, PE15 0AZ
Tel: 01354 661778  enquiries@wrightstools.co.uk

Navrady’s

Navrady’s GOOD FOOD,
GOOD VALUE
FISH & CHIPS

105 SCHOOL ROAD, UPWELL
TEL: 01945 772398

Ring Roger or Matt at Mortgage Force on

01354 697746

Home Visits Available 
3a High St, Chatteris

Floodsferry, March
01354 661036

March Patio CentreMarch Patio Centre
Floodsferry, March
01354 661036

Clingo Funeral Director
Pinfold House

St. Peters Street, Wisbech, Cambs

01945 772502

SSunshineunshine
ClCleeaninaningg

General household duties 

Ironing Service in your
home 

Office Cleaning

Cleaning service at a 
reasonable price

always delivering 
excellent quality

Bernadett Lahingerne
01638 720699
07561 033161

sunshinecleaning67@
yahoo.co.uk

Captain ConkChucklechomp

Appletree Gifts Ltd
Traditional Toys, Games and Giftware

40 The Broadway, St Ives

01480 354413
www.appletreegifts.co.uk

Only      to enter
(full £1 goes to Comic Relief)

See in store for full details

10 years 
or younger?
Then do something funny
with Appletree Gifts this 

Comic Relief and you could
win a prize!

Draw or paint a picture, 
including at least one
red nose and a toy, 

the funnier the better!

Honkus

£1

- whether it's climbing the
corporate ladder or starting
your own business.

That's the view of Irette
Murray of Cambourne, who
gave up her job in the fashion
industry to pursue her dream
of running a cake-making
business - www.luvcake.net

"As women, we always look
after our families and tend to
our needs and dreams as a last
priority," she said.

"It is very scary to take the
plunge and go for your dream.
But the satisfaction you get
from seeing the fruits of your
labour makes up for it."

Being a woman in business is about
following your heart and going for 

what you are passionate about

ONLINE • IN-PAPER • ON MOBILE

Look local with 

There are always shoes 
to fill on Jobs24

Let us find the right local job for you

Created many adverts for 
various newspapers and 

some magazines, all different 
shapes and sizes and content.



ARCHANT

As well as working in Ad Production at Archant I was chosen to 
takeover the production of adverts in the EDP Wedding show guides 
created for all of the wedding shows held by the EDP throughout the 
years. I liased with clients directly and produced their ads to exactly 
how they wanted them and even worked with the layout team to 

suggest where the adverts were placed in the show guides so that no 
two similar exhibitors were next to each other in the guide. I worked 
at all of the shows over the four years and I loved every second.  
I am still friends with many of the exhibitors to this day.



If you want someone who gives a great service, 
pays attention to detail, can solve any design 

problem and does it with a smile, then look no 
further than Lou! She did sterling work on the 

DVSA portfolio. Highly recommended!

Dominic Fenn
DVSA Content Manager & Editor 

EMEA Shared Service Centre 
Williams Lea Tag

PROJECT FEEDBACK

Thank you, Louise, for the care 
and attention you took when 
correcting the page proofs. It’s 

great knowing that I can rely on 
you to do an excellent job.

Michele Staple
Editorial Manager 

EMEA Shared Service Centre 
Williams Lea Tag

Louise created the cover designs, page layouts and typeset a 
brand new series of publications - International Best Practice.

She is very conscientiousness and thorough. To this end 
I always requested Louise implement corrections, as she 

always diligent.

JULIE POINTER
Service Delivery Executive 
EMEA Shared Service Centre 

Williams Lea Tag

Thanks for your 
creativity in creating 
posters and email 

banners used to deliver 
our site messages to 

staff. Superb!

NICKY HARGRAVE
Executive Assistant 

Williams Lea Tag

Louise Smith worked flawlessly through HEE 
Leadership recognition awards. Her work was 

so well accepted on the award ceremony, 
WLT received an automatic retention of the 
following years, which again was a success.

ALLAN WRIGHT
Creative Account Executive 

Public Health England 
Williams Lea Tag




