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Part 1:
WELCOME TO ENSEMBLE

The literal definition of 
Ensemble is “a group of 
people or things that
make up a complete unit”. 
We	don’t	think	there’s	a	better	way	to	
describe	our	product,	our	service,	or	indeed	
our	workforce,	than	that	one	simple	word.

You	see,	at ensemble we help 
organisations create and manage 
memorable events. Now,	if	you’ve	ever	tried	
to	run	an	event	before,	then	you’ll	know	how	
many moving parts are at play - and that you 
need	them	to	all	work	together	for	the	event	
to	be	a	success.	And	the	success	of	our	own	
organisation	is	exactly	the	same.

That’s	because	Ensemble	is	far	more	than	just	
the software we develop. It is far more than 
just	the	service	we	offer.	And	it	is	far	more	
than	the	vision	of	just	one	person	within	the	
organisation.

each and every person who works for 
ensemble has a unique part to play in 
making up our complete unit. And that’s 
why	we’ve	decided	to	publish	this	employee	
handbook	-	because	from	the	day	you	join	our	
organisation,	we	want	you	to	feel	welcome,	to	
feel	important,	and	to	understand	the	unique	
way	we	work.	We	believe	that	this	will	help	
you	flourish	to	the	best	of	your	ability.	And	
this	will	help	the	entire	organisation	succeed.

So	within	the	pages	of	this	book,	we	hope	
you’ll	find	a	personal	message	that	helps	you	
to	hit	the	ground	running.	But	if	you’re	hoping	
that	this	book	will	tell	you	what	to	wear,	how	
to	speak,	or	when	to	take	your	lunch	break...	
then you might as well put it down now.

Because that’s not
how we work here.
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Part 2:
ABOUT YOU

This handbook
isn’t about us.
It’s about you. 
Therefore,	this	section	is	probably	the	most	
important	part	of	the	book.	And	the	reason	
it’s	the	most	important,	is	because	it	talks	
about	why	we	hired	you,	why	you’re	so	
important	to	our	success,	and	what	makes	
you	so	wonderful.	After	all,	we’re	the	ones	
who	are	lucky	to	have	you,	not	the	other	way	
around.

And	sure,	perhaps	right	now	you’re	saying	
“but	you’re	just	words	in	a	book,	you	
don’t	know	me!”	-	and	if	so,	then	you’re	
quite	correct.	But	if	there’s	one	thing	we	
knew	when	we	wrote	this	book,	it’s	that	
you should always hire people who are 
smarter than you. And that means if we’ve 
hired	you...	then	hey,	we	already	know	you’re	
more	wonderful	than	we	are.	At	something,	
anyway. Whatever that thing might be.

the reason you’re so 
important to our success

Look,	you’re	really	important	to	our	success.	
Honestly,	we	mean	it	-	if	you	weren’t	
important,	we	wouldn’t	have	hired	you.

So why did we
hire you?
Well,	it	was	either	because	you’re	really	good	
at	a	particular	set	of	skills.	Or	it’s	because	
you’re	overflowing	with	the	values	we	
cherish.	In	all	honesty,	it’s	probably	both	of	
those things.

We’ll	come	onto	the	values	later.	But	first,	we	
want	to	talk	about	your	skills.	Because	here	
at	Ensemble,	we	don’t	believe	in	hiring	people	
just	to	boss	them	around.	We believe in 
hiring people who can use their initiative 
and apply their skills to help us grow our 
business.	After	all,	not	a	single	person	in	this	
organisation	has	all	the	skills	it	would	take	
for	Ensemble	to	succeed	-	and	we’d	be	pretty	
silly to believe otherwise.

Of	course,	just	because	we	want	you	to	use	
your	initiative,	and	just	because	we	recognise	
that	you	have	unique	skills,	it	doesn’t	mean	
we’ll	be	locking	you	in	a	room	on	your	own	
and ignoring you forever. That would be an 
awful	way	for	anybody	to	work.	So	you’ll	find	
that	we	still	want	to	work	together	with	you,	
and that we still want to guide and support 
you.

For	example,	we may try to teach you 
things that you don’t already know. Or we 
may	introduce	you	to	people	who	can	help	
you improve. And we will always be on-hand 
to	offer	constructive	feedback	and	support.

But	honestly?	We hired you because you’re 
good at what you do. And we’re delighted 
to	have	you	here,	doing	it	with	us.
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some of the things
we love about you

There	are	certain	values	we	absolutely	adore.	
The	fact	that	we’ve	hired	you	means	we	can	
see a lot of these values in you - and we’re 
excited	for	them	to	shine	through.

here are some of our favourites.

Confidence
We	love	confidence	because	it	helps	drive	
things	forward	at	pace,	and	takes	us	to	places	
that	seem	out	of	reach.	Of	course,	confidence 
is not to be confused with arrogance 
-	confident	people	do	not	push	forward	
because	they	are	sure	they	are	right;	they
push	ahead	because	they	have	a	backup	plan	
if they turn out to be wrong.

kindness
	Somebody	wise	once	said	“in	a	world	where	
you	can	be	anything,	be	kind.” At ensemble, 
we love to work in an environment driven 
by kindness,	where	our	colleagues	want	to	
make	each	other	happy.	And	the	beautiful	
thing	about	kindness,	is	that	it	is	sort	of	
contagious.	So	we	hire	as	many	kind	people	
as	we	can.

curiosity
	All	successful	organisations	have	curious	
people	at	their	core,	because	curious 
people work out what makes stuff tick. 
To	a	curious	person,	there’s	no	such	thing	
as boring - there is only ever a new mystery 
waiting	to	be	understood.	So	we	like	to	hire	
curious	people	who	can	help	us	work	out	
what’s	hiding	under	the	rocks	we	find.

open mindedness
	Being	open	minded	is	the	only	way	to	reach	
your	full	potential.	No	matter	how	fantastic	
you	already	are,	if	you	don’t	approach	life	
with	an	open	mind	then	you’ll	never	change	
for	the	better.	There	is	more	than	one	“right”	
way	to	do	most	things,	so	we look for open 
minded people eager to consider new 
approaches.

respect
We	can’t	all	agree	with	each	other	all	of	
the	time.	But	what	we	can	do	is	respect 
each other’s differences,	and	treat	each	
other	with	courtesy	and	good	manners.	We	
love	to	hire	respectful	people	because	it	
fosters	a	harmonious	and	pleasant	working	
environment.
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honesty
Taking	ownership	of	your	mistakes	is	
just	as	important	as	taking	ownership	of	
your	successes.	And	while	the	truth	can	
sometimes	hurt,	deception	hurts	even	more.	
We value honesty in our people,	because	
we	know	that	through	transparency	and	
trust,	we	can	all	grow	together.	

loyalty
A	good	working	relationship	goes	beyond	
transactional.	it is a two-way partnership, 
powered	by	a	mutual	desire	for	each	other	
to	succeed.	We	value	loyalty	because	we	like	
to	know	that	you’ve	got	our	best	interests	at	
heart	-	and	so	we	will	work	hard	to	earn	your	
loyalty,	while	giving	you	ours	in	return.
 
Adaptability
Being	unflappable	in	the	face	of	chaos	is	
a	true	talent.	When	you’re	adaptable,	you	
don’t need to worry about what’s around the 
corner,	because	you	know	that	whatever	it	
is,	you	can	scoop	it	up	and	work	it	into	any	
shape	you	want.	In	a	world	that	is	constantly	
changing,	adaptable people tend to thrive.

A good sense of humour
Laughter	delivers	massive	health	benefits,	
from	relieving	stress	and	tension,	to	
improving your immune system. We spend 
the	majority	of	our	waking	lives	at	work,	and	
so we don’t believe it should be dull - we 
firmly believe work should be a place of 
fun, and therefore we love people with a 
good sense of humour.
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Part 3:
ThE WAY WE WOrk

The way we work here at 
Ensemble is probably quite 
different to the way you’ve 
worked at any other 
organisation before. 
You	see,	we	believe	in	a	few	important	
concepts.

	 Firstly,	we believe in a flat
 management structure.

	 Secondly,	we believe in the
 importance of making mistakes.

	 And	thirdly,	we believe in giving you
 true autonomy over the way
 you grow.

Therefore,	this	section	is	not	going	to	tell	you	
how	to	behave.	What	it	will	tell	you,	however,	
is	what	we	mean	by	a	“flat	management	
structure”.	It	will	also	tell	you	why	we	believe	
mistakes	are	important,	and	it	will	give	you	a	
few ideas about what you might want to do 
now that you’re here.

the flat management 
structure

We are not a traditional organisation,	
and one of the most important things to 
learn	about	the	way	we	work,	is	that	we	
don’t	conform	to	a	traditional	organisational	
hierarchy.	Rather,	we	work	on	a	principle	we	
call	the	“flat	management	structure”.	This	
means	that	we	don’t	feed	instructions	from	
the	top	down	-	rather,	we	communicate	as	
equal	humans.	We	like	to	see	ourselves,	each	
and	every	member	of	the	organisation,	as	an
equally	important	piece	in	the	overall	
machine.

And that
includes you.
There’s	a	reason	we	work	that	way.	And	it’s	
because	the	traditional	top-down	hierarchy	
tends	to	cater	more	for	organisations	with	
pre-defined	operational	structures,	where	
everybody	knows	exactly	what	needs	to	
happen and when.

that’s not us.

We operate in the ever-changing world 
of technology,	and	we	cannot	afford	to	be	
complacent.	We	are	powered	by	creativity	
and	innovation,	and	we	know	that	in	order	
to	adapt,	grow	and	succeed,	we	need	to	
properly	empower	our	colleagues,	and	give	
them	a	real	voice	with	real	autonomy	over	
their	actions.

There is no single person in this 
organisation who is more
important than another.
And that’s why you
won’t	find	anybody
telling you what to do.
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You may have a specific job title, but this 
should never restrict you.		Just	because	
you	work	in	marketing	doesn’t	mean	you	
shouldn’t	care	about	customer	support.	And	
just	because	you’re	a	programmer	doesn’t	
mean	you	can’t	get	involved	with	helping	
to	close	a	sale.	We	may	have	hired	you	for	
your	specific	area	expertise,	but	we	should	
all	remember	that	it’s	wonderful	to	work	
together,	without	departmental	boundaries	
holding	us	back.
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You may have a technical 
reporting line within the 
organisation, but this is not a 
place to sit and wait for orders.  
At	Ensemble,	we	treat	reporting	
lines more as guidelines showing 
you	where	to	turn	first	if	you	want	
advice	or	support.	And	we	really	
do	want	you	to	seek	out	advice	and	
ideas	from	your	peers!	But	we	are	
more	concerned	with	empowering	
you	to	use	your	own	initiative,	to	
trust	your	own	expertise,	and	to	
get	out	there	and	make	something	
awesome.

Ultimately,	you	may	find	there	are	some	areas	
where	we	do	follow	certain	processes	or	
procedures,	simply	because	they	are	what	we	
find	works	best.	But	for	the	most	part,	what 
works best will be down to you - we want 
you	to	choose	how	you	work,	and	we	want	
you	to	make	your	own	decisions.



the importance of
making mistakes

In an environment where everybody is 
making	their	own	decisions	and	choosing	
how	they	work,	things	are	bound	to	go	
wrong.	And	that’s	excellent,	because	it	feeds	
straight	into	our	next	philosophy	-	which	is	
that	making	mistakes	is	really	important.

Look,	let’s	get	one	thing	straight:	At	some	
point	during	your	career	with	Ensemble,	you	
will	make	mistakes.	We’re all going to make 
mistakes	during	our	career	with	Ensemble.	
We	can’t	change	that,	even	if	we	roll	
ourselves up in sheets of bubble wrap and sit 
in	padded	cells.
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A few things to do
now you’re here 

so, we’ve hired you. What now?

We’ve	compiled	a	list	of	suggestions	that	
might help you settle into your new way of 
working	a	little	more	easily!

relax. 	If	you’re	tense	and	worked	up,	it	
will	take	its	toll	on	your	mind	and	body.	If	
you’re	feeling	stressed,	take	a	moment	to	
do whatever it is that helps you relax the 
best.

smile. 	You	use	43	muscles	when	
you	frown,	but	only	17	when	you	smile.	
And	when	you	smile,	there’s	a	chance	
somebody	will	see,	and	you	might	just	
make	their	day!

So instead of worrying about avoiding 
mistakes,	we	think	it’s	more	important	to	take	
the	attitude	of	learning	from	our	mistakes	-	
and using these vitally important moments to 
help	us	improve	our	decision	making	in	future.
When	you	make	a	mistake,	it	shows	that	you	
were at least trying something. You were 
putting	yourself	out	there,	and	that	was	a	
good thing to do.

don’t be shy.  We’re a friendly 
bunch,	and	we	love	to	chat.	We’re	looking	
forward	to	getting	to	know	more	about	
you,	so	be	confident	and	take	the	leap!

Ask questions.  At	Ensemble,	
everybody	wants	to	help	each	other,	and	
there’s	no	such	thing	as	a	stupid	question.	
So	if	something’s	on	your	mind,	just	ask!

take breaks.  It’s not good to sit 
looking	at	a	screen	for	hours	on	end.	
So	remember	to	take	frequent	breaks,	
either	to	relax	and	refresh,	or	to	simply	do	
something	you	love!

eat well.  Our	diet	plays	a	huge	role,	
both	for	our	physical	health,	as	well	as	
our mental health and wellbeing. Avoid 
skipping	meals,	and	eat	a	balanced	diet.
What,	you	weren’t	expecting	us	to	tell	you	
how	to	do	your	job,	were	you?



Part 4:
WhErE WE’rE hEAdiNg

If we had a crystal ball, 
then we’d be able to tell 
you exactly where we all 
were a year from now, five 
years from now, twenty 
years from now. 
Unfortunately,	we	can’t	tell	you	where	we’re	
all	going	to	be	-	but	we	can	tell	you	how	
we’re going to get there.

moving upward when 
everything is flat

Let’s	start	with	your	future.	After	all,	we	
already said that you’re the most important 
part	of	this	book.

One	of	the	hardest	things	people	seem	to	find	
when	they	join	a	flat	management	structure,	
is	how	they’re	meant	to	advance	their	career.	
You	see,	in	a	traditional	hierarchy,	career	
progression	is	clearly	labelled	and	linear.	You	
have	a	job	title,	which	perhaps	you	reached	
after	completing	a	job	title	lower	down	in	the	
chain.	And	perhaps	you’re	next	aiming	for	
another	job	title	that	is	higher	up	in	the	chain.

But	we	don’t	think	that	this	linear	career	path	
is	actually	the	most	effective.	Not	for	our	
organisational	success,	nor	for	your	individual	
growth.	You	see,	when	you	shoehorn	
somebody	into	a	production	line	like	this,	you	
actually	end	up	limiting	their	potential.	For	
example,	an	excellent	teacher	might	make	a	
terrible	headteacher.	And	a	fantastic	nurse	
might	make	a	dreadful	ward	manager.

So	instead,	we simply encourage 
you to grow your skills and 
abilities, in whichever way makes 
the most sense to you. Perhaps 
that	means	you	want	to	work	
towards guiding and nurturing 
a team of your own. Perhaps it 
means	you	want	to	branch	out	of	
your	current	area,	and	learn	a	new	
set	of	skills.	Or	perhaps	it	means	
you	just	want	to	get	insanely	good	
at	one	specific	thing,	and	spend	
your	life	becoming	the	true	master	
of	your	craft.

At	Ensemble,	we	don’t	attach	your	pay	
reviews	to	job	titles	and	bands. We simply 
give you the freedom to grow your career 
in the way that suits you the best - and we 
will	continue	to	recognise	that	as	your	skills	
grow,	so	should	your	salary.
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the future of ensemble

At ensemble, we love technology, we love 
events, and we love our people. So no 
matter	which	direction	we	take,	we	know	that	
our	future	will	always	involve	a	combination	
of these three things.

We aim to grow our organisation in a 
way	that	lets	us	increase	our	profits	while	
improving the lives and livelihoods of the 
organisations	we	serve.	But	beyond	this	goal,	
our	future	is	a	huge	canvas	ready	to
be painted.

We	already	know	that	if	we	stay	ahead
of	the	technological	curve,	then	for	as
long	as	the	world	keeps	spinning,	we
will	be	able	to	continue	helping	our
customers	create	successful	and
memorable	events.	But	in	order	to
do	this,	we need to continue to
nurture a strong workforce,
packed with talented
individuals like you.

So	we	might	not	know	exactly
what	the	future	holds.	But	we
certainly	know	that	you’re
going to help us get there.
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Part 5:
ChALLENgES WE MighT fACE

Just because we have a 
cool philosophy which we 
strongly believe in, doesn’t 
mean we won’t face 
obstacles as we grow.

In	fact,	we	know	for	sure	that	we	will	face	
several	challenges	-	and	we	won’t	be	able	to	
anticipate	them	all.

With	that	in	mind,	here	are	a	few	of	the	
challenges	which	we	know,	from	experience,	
that	we	will	probably	encounter	as	we	
continue	to	grow.

our imperfect philosophy

We	know	that	a	flat	management	structure	
is a really neat way to run a business. It helps 
you	feel	more	valued	as	an	employee,	it	
results	in	excellent	ideas	and	innovations,	and	
it helps us to grow faster as an organisation. 
But	we	also	know	that	it	isn’t	a	perfect	
philosophy.	You	see,	a	flat	management	
structure	presents	challenges	that	do	not	
exist within a more traditional top-down 
hierarchy.	For	example,	you	might	sometimes	
feel as if the weight of responsibility plays 
heavily on your shoulders. Or you might 
forget	where	to	turn	when	you	need	guidance	
or	advice.	But	try to remember that we all 
want to look after each other, and your 
colleagues	will	be	very	happy	to	help	you	if	
you’re	struggling	-	just	ask.

the isolation of
remote working

We	value	flexibility,	and	you	will	find	that	at	
Ensemble,	there is plenty of opportunity to 
work remotely.	After	all,	we	were	founded	
during	a	global	pandemic,	while	nearly	the	
whole	world	was	in	some	form	of	lockdown.	
But	while	flexible	working	delivers	benefits,	
most	of	us	know	from	experience	that	it	
can	also	bring	isolation	and	loneliness.	And	

sometimes,	there	is	no	substitute	for	real-life	
human	connection.	We	know	that	as our 
organisation grows, we should continue 
to make time to meet one another face to 
face, wherever possible.

meeting fatigue

We	know	that	maintaining	regular	positive	
communication	between	colleagues	is	good	
for	our	wellbeing,	good	for	our	culture,	and	
good for our business. So we encourage you 
to keep the conversations and the ideas 
flowing. However,	we	also	know	how	easy	
it	is	to	accidentally	overfill	our	diaries	with	
meetings that perhaps we do not need. In our 
experience,	when	we	avoid	meetings	that	are	
simply	there	for	the	sake	of	it,	we	get	more	
done - and our minds feel fresher.

Analysis paralysis

In	a	culture	where	everybody’s	opinion	
matters - and all of those opinions are 
awesome - it is only too easy to slip into 
analysis paralysis. This is where there are so 
many	approaches	being	considered,	none	
of	them	make	the	cut.	So	while	it’s	great	
to	share	insight,	and	it’s	great	to	listen	to	
one	another’s	expertise,	we	may	find	that	
sometimes,	the	right	decision	is	simply	any	
decision	-	as	long	as	we’re	prepared	to	learn	
from what we do. it is often better to take 
an option and run with it, than to sit
like	a	rabbit	in	the	headlights
and wait for something
to happen.
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Part 6:
iT’S grEAT TO hAvE YOU hErE

Unless you’ve been sneaky 
and skipped to the end, 
then thanks for reading 
this book.

We	hope	it	helps	you	feel	welcome,	and	we	
hope	you	feel	eager	to	put	your	skills	to
good use.

We’d love you to read this book again, 
once	you’re	a	little	more	settled.	And	then	
again,	once	you’re	a	little	more	experienced.	
We	tend	to	find	that	you	get	something	a	
little	different	out	of	it	each	time	you	read	it	-	
your	perspective	changes	as	you	learn
and grow.

But	if	you	take	nothing	else	from	this	book,	
remember	that	from	this	point	onwards,	
you’re	part	of	our	family,	and	the	future	of	
your	career	is	down	to	you.	the future of 
ensemble is down to you, too!

An	exciting	world	of	possibility	awaits.	So	
please	embrace	these	words	with	an	open	
mind	and	an	open	heart,	and	go	get	stuck	in.	
It’s	so	great	to	have	you	here,	and	we can’t 
wait to see where you take us!

Welcome to 
Ensemble.
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