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1. Responsibility of employees to other employees 
 

Employees, including staff employed by companies providing maintenance and 
operational services in URBICSA, are the driving force of the organization. All 
people who form this professional body assume the following obligations: 

 

1.They will be treated with respect, care, and attention. 

2. Faithful to the principle of equality, they will not be undermined or 

discriminated against as a result of gender, origin, physical condition, 

religious beliefs, sexual orientation, gender identity, political beliefs or any 

other aspect. 

3. They will maintain, with other employees, relations governed at all times by 

the spirit of cooperation. 

4. They will coordinate with other employees as necessary to satisfy the 

instructions of the management bodies, seeking excellence in the 

maintenance of the City of Justice of Barcelona and L'Hospitalet de 

Llobregat, as well as the commercialisation of offices, premises and car parks 

in the surrounding area. 

5. Faced with the commission of a new assignment, they will coordinate with 

each other to agree on an appropriate timetable, structure their task in 

phases, establish the person responsible for each phase and provide the 

information needed. 

6. They will mutually respect their fields of action and avoid invading the powers 

of others. 

7. Requests for information to be made to each other, whether in person, by 

telephone or e-mail, will be responded to whenever it is necessary 

information for the development of their work. 
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8. They will welcome new employees by facilitating adaptation and providing 

them with access to all the information necessary for the performance of their 

work. 

9. If an employee leaves the job, takes a leave of absence, or a leave of 

motherhood, paternity, child care or dependent persons, they will make a 

proper and rigorous transfer to the person who replaces them, unless the 

state of health does not allow them. 

10. They shall treat as confidential all information concerning the private life of 

colleagues which has come to their knowledge in the course of their work and 

which is likely to constitute a professional secret, except in cases where it 

may endanger the health of others. 

11. They will practise active listening and be empathetic in their dealings with 

each other. 

12. They will recognise, if necessary, their mistakes and look for ways to correct 

them. 

13. The rest and rest times will be mutually respected. 

14. They will be flexible and able to adapt to exceptional situations. 

15. They will publicly acknowledge the good work of their colleagues. 

16. If they consider that their contractual conditions are not suited to the task 

they perform and their responsibility, they will communicate it to their boss 

and/or to the person responsible for human resources. 

17. If they consider that they are victims of some form of harassment, abuse of 

power or discrimination by some other employee, they will communicate it to 

the Legal Compliment Committee (canal.etic@urbicsa.es). 

 

 
Mutual respect, fairness, non-discrimination, cooperation, 

confidentiality, privacy, active listening, empathy, self-criticism, 
ethical channel 
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2. Reciprocal Responsibility of people employed to managerial 
bodies 
 

The management bodies have the task of leading the organization to achieve 
its mission: to seek excellence in the maintenance of the City of Justice of 
Barcelona and L'Hospitalet de Llobregat, as well as the commercialization of 
offices, premises and parking in its surroundings, assuming ESG (Environment, 
Social and Governance Media) values as their own and applying them to 
decision making at all levels, as well as to the development of all URBICSA 
activities. 

 
The task of the other employed persons, insofar as it follows the guidelines of 
the governing bodies, enables the mission to be achieved. 

 

To this end, employees: 

1. Organise their working time according to the conditions laid down in their 

contract. 

2.  Treat people with respect, care and attention. 

3. They will not be undermined or discriminated against as a result of gender, 

origin, physical condition, religious beliefs, sexual orientation, gender identity, 

political beliefs or any other aspect. 

4. They will follow the guidelines of the governing bodies. 

5. They will attend meetings to which they are called, and read the instructions 

given to them. They will take careful and attentive notes and follow them. 

When in doubt, they will ask for clarification. 

6. They shall organise themselves to ensure that the tasks entrusted to them 

are carried out neatly and thoroughly within the deadlines set. 

7. They will be coordinated with the other employees needed to meet the 

guidelines indicated. 
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8. They will be proactive in solving the problems that arise on a daily basis in 

their work and will keep their managers informed. 

9. They shall keep the responsible individuals informed of issues of concern that 

arise in the course of their work and which may require a reorientation of the 

guidelines. 

10. They will have fluid communication with management and a relationship of 

basic trust. 

11. Be kind and empathetic in their dealings and have an exemplary attitude. 

12. They shall treat as confidential all information concerning the private life of 

directors which has come to their knowledge as a result of their work and 

which is likely to constitute a professional secret, except in cases where the 

law requires disclosure of the information. 

13. If they consider that they do not have the resources - seasonal, material or 

human - to perform the task entrusted to them, they will communicate it to the 

person responsible. 

14. If you consider that they are victims of some form of harassment, abuse of 

power or discrimination by some member of the management bodies, you will 

communicate that to the Legal Compliment Committee (canal.etic@urbicsa.es) 

 

 

 

 

 

 

 

Organization, respect, non-discrimination, follow-up guidelines, 
Coordination, proactiveness, trust, kindness, empathy, 

confidentiality, privacy, ethical channel 
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3. Responsibility of employees for infrastructure 
 

Infrastructures are the set of material resources an organization has to 
accomplish its mission. It includes installations, electronic equipment, 
machinery and furniture, among others. You will be responsible for this in line 
with the guidelines of the UN agenda 2030 and the seventeen Sustainable 
Development Goals. 

 

Employees will make responsible use of it, i.e.: 

 

1. They will carefully deal with the infrastructures, both those owned by the 
organisation and those for which the organisation supervises. 

2. They shall use them in a sustainable manner, i.e. they shall ensure that their 
present use does not compromise their future fitness. 

3. They will implement measures designed by the organization so that the 
footprint the organization leaves in the environment is minimal: to reduce 
emissions and waste, as well as to efficiently use natural resources and 
energy (gas, light, water). 

4. They shall notify the person responsible for the damage of those 
infrastructures that they consider to have been damaged. 

5. Advise the responsible person of opportunities for improvement to make the 
infrastructure more accessible. 

6. Maintain order and cleanliness in shared spaces. 

7. They'll practice recycling. 

8. They will be exemplary in the good use of the infrastructures and equipment 
as members of URBICSA that they are. 
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9. Be careful to respect data privacy and cyber-security criteria for IT systems in 
accordance with company rules, policies and procedures to which employees 
subscribe. 

 

 

 

 

 

 

Care, sustainability, order, neatness, recycling, copies in use, 
confidentiality, privacy, cybersecurity 
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