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This guide is intended to help you understand how the Plan 

operates and the key points to be aware of in relation to an 

award under the Plan. 

Full details are set out in the Plan Rules and the Terms and 

Conditions of the Plan, a copy of which are available at 

www.woodplc.com/employeeshareplan  

If there is any conflict between this guide and the Rules or any 

relevant legislation, the Rules or any relevant legislation will 

prevail. 

1. What is the Employee Share Plan? 

1.1. What is a share? 

A share is a unit of ownership in a company.  If you have a share in 

a company, you own a part of it and are a shareholder. 

1.2. What is the Wood Employee Share Plan? 

The Employee Share Plan (the “Plan”) is an opportunity for you to 

purchase shares in John Wood Group PLC (“Wood” or the 

“Company”) via payroll, subject to meeting certain criteria, and 

receive one free share (a “match”) from the Company in return for 

every two purchased. 

1.3. What benefits does the Employee Share Plan offer?  

The Plan provides eligible employees with the opportunity to 

purchase shares in Wood by way of salary deductions. Subject to 

remaining in employment with Wood and holding the Purchased 

Shares, employees can receive additional matching shares from the 

Company. 

1.4. How does the Plan work?  

Employees decide how much they want to invest in the Plan during 

the enrolment period.  This can be between 1% and 10% of annual 

gross base pay.  Regular deductions are then made from every 

payroll/pay period.  These post tax deductions are used to purchase 

Wood shares on the employee’s behalf (“Purchased Shares”).  Shares 

purchased are held in secure, individual online employee accounts 

with our Plan administrator, Computershare; the shares can be sold 

online, at any time, subject to the Company’s Share Dealing Policy, 

which can be found at www.woodplc.com/employeeshareplan.  

Employees must hold these Purchased Shares for a specified period 

of time (the “Holding Period”); at the end of which Wood will reward 

the employee by giving them one share for every two shares they 

hold at that time (the “Matching Shares”). 

1.5. What’s in it for me?  

First and foremost, the Plan provides an easy way to invest in shares 

and receive a company match.  We believe that most employees find 

work more satisfying when they feel they are contributing to the 

overall success of the Company; owning a stake in our future will 

increase the sense of ownership and inclusion. 

1.6. What’s in it for Wood?  

We want to offer our employees the opportunity to invest in Wood 

which will promote wider share ownership.  In recognition of this 

investment, Wood will provide a match for Purchased Shares, 

subject to the Holding Period.  The match is one free share from the 

Company in return for every two purchased.    

The Plan supports our aim of being an employer of choice, and 

enhances our benefit offering, enabling us to be more competitive. 

1.7. Is the Plan risk free? 

No.  The value of the shares you purchase through the Plan can go 

up as well as down and exchange rates can fluctuate.  You should 

take this into account before joining the Plan.  All shares are traded 

in pounds sterling (GBP) on the London Stock Exchange, therefore 

you may be negatively affected if the exchange rate of your local 

currency performs badly against GBP; this may adversely affect your 

investment. 

1.8. Do I have to invest in Wood shares? 

Your decision to participate in the Plan is entirely personal and 

voluntary and will have no effect on your employment.  

 

1.9. Is there a tax advantage to joining the Plan? 

No.  All deductions will be made from post-tax pay and carry no tax 

advantages.  Also, any gains from the Plan will be taxed accordingly; 

this includes any Matching Shares which may be liable for income 

tax and/or social security contributions.  Specific details of taxation 

will depend on your local jurisdiction and your personal 

circumstances. If you require any advice regarding your tax position 

you should contact your independent tax or financial advisor.  

1.10. Is Wood doing this to raise money? 

No. Securities laws in certain jurisdictions such as the United States 

do not permit Wood to sell shares to raise capital and at the same 

time enjoy an exemption from certain requirements of the securities 

laws for these types of arrangements.  In the United States, Wood is 

providing the Plan as a “compensatory benefit plan” to employees.  

The Plan has not been authorised or approved in any applicable 

securities authorities and may have been offered pursuant to an 

exemption from registration in your jurisdiction. The regulatory 

bodies in your jurisdiction accept no responsibility for the accuracy 

and completeness of the statements and information contained in 

the plan documents and takes no liability whatsoever for any loss 

arising from reliance upon the whole or party of the contents of the 

plan documents.             

http://www.woodgroup.com/employeeshareplan
http://www.woodgroup.com/employeeshareplan
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1.11. Can I get advice on participation in the Plan from the 

Company? 

No.  If you require advice you will need to engage with an 

independent advisor.  Any costs associated with this advice will be 

at your own cost. Wood cannot advise you whether or not to 

participate. 

1.12. Why isn’t Wood taking advantage of tax friendly share 

plans that might be available in different countries?  

We want to introduce a simple, consistent Employee Share Plan.  

Different tax regimes result in increased complexity and 

administration.  We are committed however to reviewing this, based 

on employees’ feedback, once the Plan has been operating for a few 

years.  Wood is not benefiting from any employer tax advantages. 

1.13. Is the Employee Share Plan linked to any retirement plans, 

such as the 401(k) plan or GPP? 

No, there is no link to the retirement plans offered by Wood. The 

Plan is a separate offering that employees can choose whether to 

participate in or not. 

1.14. Is the Employee Share Plan linked to any UK Stocks and 

Shares ISAs? 

No, there is no link between the Plan and any ISA products. If you 

want to buy Wood shares through your ISA, this would be a separate 

arrangement and not connected to the Plan. 

1.15. What are the foreign investment implications if any? 

Share accounts will be set up according to your location and held in 

one of three locations.  Please check the table below for where your 

shares will be held.  If you require advice about foreign investment 

you should engage with an independent financial adviser at your 

own cost. 

Country of 

participation 

Shares held by Country in which 

shares are held 

USA USA by Computershare 

Trust Company, North 

America (CTCNA) 

USA 

Australia Australia by Computershare 

Plan Managers Pty Ltd and 

CPU Share Plans Pty Ltd 

Australia 

UK and rest 

of world 

UK by Computershare 

Investor Services PLC 

UK 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1.16. What are the administration charges? 

The administrative charges and the cost of purchasing shares, such 

as brokerage, on a monthly basis will be paid by Wood.  There will, 

however, be a cost to employees when they choose to sell any 

shares. A list of the current charges is below: 

Activity Fee 

Share sale fee 0.2% subject to £11.25 minimum 

Wire fee £9 per transaction 

 

1.17. Who can participate? 

All employees, including employees on fixed-term contracts are 

eligible to participate in the Plan if they are in employment as of 1st 

November in the preceding year; their payroll, country of residence, 

and country of work (and state, within the USA), must also be in 

scope at the start of the Plan enrolment year.  If your payroll and/or 

country is included in the Plan mid-way through a Plan year, an 

eligibility cut-off date will be set for that particular roll out. 

For the avoidance of doubt, contractors are not eligible to 

participate. 

A list of eligible payrolls, countries and states is available at: 

www.woodplc.com/employeeshareplan  

 

1.18. Which countries and states are ‘in scope’? 

The Plan is offered in Australia, Azerbaijan, Brazil, Canada, Chile, 

France, India, Italy, Malaysia, Norway, Republic of Ireland, Singapore, 

Spain, Thailand, UAE, UK, and the US (excluding California & 

Oregon).  We will introduce the Plan to other locations and/or 

jurisdictions as soon as possible.  Roll out in any country is subject 

to legal and tax due diligence. 

1.19. Is there a minimum length of service to participate in the 

Plan? 

Yes, you must be employed on 1st November in the preceding year.  

For the 2020 Plan year, this means 1st November 2019.  

If you are joining the plan during one of the phased roll outs this 

date might vary and will be confirmed during enrolment for your 

payroll and/or country. 

1.20. When does the Plan year commence?  

The Plan year will commence on 1st March of each year, with payroll 

deductions beginning from that date.   

If your country and/or payroll join in the middle of the Plan year, you 

will purchase your shares on that same timetable as those who 

started deductions in March and also receive your match on the 

same timetable. This means you will have fewer purchases during 

your purchase period but will take advantage of the match being 

applied at the same date as those who started saving at the Plan 

start date.  

1.21. Can members of my family take part in, or contribute to 

the Employee Share Plan? 

No, you need to be an employee of Wood to enrol in the Plan. 

 

http://www.woodplc.com/employeeshareplan
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1.22. I work part-time.  Will I be able to participate in the Plan? 

Yes, your status as a full or part time employee of Wood will not 

affect your eligibility to participate in the Plan. 

1.23. I am a contractor; can I enrol in the Employee Share Plan? 

No, the Plan is being offered to Wood employees only.   

1.24. I am an employee paid via a payroll based in a 

participating country, but work in a non-participating 

country on assignment; can I participate in the Employee 

Share Plan? 

Sorry, not at this time.  The payroll and the country (and state, in the 

USA) in which you are based must be eligible to participate before 

you can enrol in the Plan.      

1.25. I have been participating in the legacy Amec Foster 

Wheeler Sharesave plan. How does the Employee Share 

Plan differ to this? 

The Employee Share Plan is a share purchase plan, which means that 

all funds contributed from your pay are used to purchase shares in 

the Company, unlike the Sharesave plan, where your funds were 

saved in a bank account over a period of time and linked to the 

option to buy shares in the Company. 

2. Joining the Plan 

2.1. How do I join? 

You will receive an invitation to enrol in the Plan from our Plan 

Administrator, Computershare Investor Services PLC 

(“Computershare”).  The invitation will provide you with details of 

how to enrol in the Plan via Computershare’s online system. 

2.2. How will invitations to enrol be issued? 

Invitations will be sent out by email if we have a registered email 

address for you; if we do not hold an email address for you, you will 

be issued with a postal enrolment pack. 

2.3. How many opportunities per year will there be to join? 

There will be one opportunity every year, known as the annual 

enrolment window.  Each enrolment period will be open for five/six 

weeks starting in January and running through to mid-February. 

Due to their position in the Company, some employees are subject 

to share dealing restrictions and as such will not be able to enrol in 

a Closed Period. A different enrolment window for these employees 

will be offered. If these restrictions apply, you will be informed of 

your amended enrolment window. 

Where you have joined mid-way through a Plan year because of the 

phased roll out, you will have an opportunity to join the current Plan 

but you will also be invited to enrol in the next Plan which may start 

just 6 months after you enrolled for the first time. 

2.4. What happens if I join Wood after the enrolment window 

has closed? 

You will receive an invitation to enrol the following January. 

2.5. Does enrolment in one year rollover to the next?  

No.  If you wish to continue contributing to the Plan, you will need 

to enrol each Plan year, this includes if you join mid plan year due 

to the phased roll out. 

 

2.6. Can I leave the Plan during a plan year? 

Yes, you can leave the Plan at any time, subject to providing at least 

14 days’ notice.   However, once you have left, you cannot re-join 

until the following Plan year.  

2.7. How do I leave the Plan? 

If you decide to cancel your participation in the Plan, you can do this 

online. Log in to your account and select Employee Share Plan and 

select the ‘Contributions’ tab where you will find details of how to 

cancel. 

3. Re-enrolling 

3.1. I enrolled in the 2019 Employee Share Plan; do I have to 

participate in the 2020 Employee Share Plan? 

No, the decision to enrol is entirely yours. If you choose not to enrol 

you will still retain your eligibility for your matching shares as long 

as you continue to be an employee and also hold some or all of your 

purchased shares from the 2019 Plan Year. 

3.2. I have enrolled in the 2019 Employee Share Plan and 

would like to participate in the 2020 Employee Share Plan. 

Do I need to enrol? 

Yes, you will need to actively re-enrol in to the 2020 Plan when the 

enrolment window opens. Your participation will not rollover and if 

you do not enrol, your last contribution will be in February 2020 and 

you will not be able to re-join until the 2021 Plan.  

3.3. I already have a personal online account with 

Computershare as I enrolled in the 2019 Plan; will I get 

another account if I enrol for the 2020 Plan? 

No, you will continue to use the same account. You will enrol using 

the same account details you currently use to access your account. 

During enrolment you will only receive an enrolment notice as you 

will have set up a PIN already. However, if you have forgotten your 

PIN you can reset this online using the “Forgotten Pin” functionality.  

4. Contributing 

4.1. How do I purchase shares? 

During the enrolment period you decide how much of your salary 

(as a percentage of your gross base pay) you wish to put into the 

Plan.  Regular deductions will then be made from your post tax pay 

every payroll/pay period.  These deductions will then be used to 

purchase shares every month on your behalf.  These shares will be 

held in your individual, secure account administered by 

Computershare. 

4.2. How much can I choose to invest in the Plan? 

If you choose to join the Plan, the minimum contribution is 1% of 

your gross base salary.  The maximum level is 10% of your gross 

base salary. 

4.3. What is meant by gross base pay? 

This is your gross base pay before any adjustments for tax or 

benefits such as retirement plans.  Bonuses and supplementary 

allowances (not part of your regular pay) will not be taken into 

consideration; if you are in any doubt, please speak with your local 

P&O support. 
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4.4. I am not paid in pounds sterling (GBP), how will my 

investment amount be converted into GBP to purchase 

shares? 

The prevailing exchange rate on a designated date each month will 

be used; you will find these details your account.  Any exchange rate 

fluctuation will therefore affect the number of shares your 

investment amount will purchase from month to month.  You will 

not be compensated for any negative impact the exchange rate may 

have on your contribution between deduction and purchase.   

4.5. Where are shares in Wood listed and in what currency? 

Wood’s shares are listed on the London Stock Exchange (UK) under 

WG.L and are traded in GBP.  

4.6. Where can I find the current Wood share price? 

The Wood share price is available to view at any time by viewing our 

Investor Relations website: 

https://www.woodplc.com/investors/share-performance 

 

The price is always displayed in GBP in pence. There are 100 pence 

in one GBP. If GBP is not your local currency you will need to convert 

this to your local currency. 

4.7. Can I choose a currency in which to make my investment 

contributions? 

No, your contributions will be the same as your salary currency.   

4.8. Do I have to contribute the maximum amount? 

No, you can choose how much you want to contribute, from 1% to 

10% of gross base pay. 

4.9. Do I have to make contributions via my payroll? 

Yes, if you wish to join the Plan, only contributions deducted 

through payroll will be eligible.  If you want to buy additional shares 

over and above what you contribute through payroll you will have 

to do this outside the Plan and these shares will not be matched. 

4.10. Can I purchase Wood shares on the open market outside 

the Plan? 

Yes. Wood shares are traded on the London Stock Exchange. 

However, the company match is only available for shares purchased 

under the terms of the Plan. 

4.11. Can I change my contributions during a Plan year? 

You can change your contributions using the link on the 

Contributions section of your Computershare account.  

4.12. Can I stop my contributions during a Plan year? 

Yes, you can choose to leave the Plan at any time subject to 14 days’ 

notice.  The notice period ensures the necessary payroll processes 

can be followed.   

Log in to your account and select Employee Share Plan and select 

the ‘Contributions’ tab where you will find details of how to cancel. 

4.13. Can I make contributions whilst on temporary leave (e.g. 

maternity/parental leave, sick leave, long-service leave, 

sabbatical)? 

Contributions will continue as long as you are receiving pay whilst 

on temporary leave.  If you are no longer receiving pay, then any 

contributions will stop. Deductions, however, will not be made from 

any statutory payments such as SMP, SSP or SPP. 

 

4.14. Can I give my annual maximum contribution in a lump 

sum? 

No. Whilst our plan rules do offer us the flexibility to offer maximum 

contributions, we do not currently allow this under the plan. 

4.15. When will the first payroll deductions be made? 

The first payroll deductions will take place in March of each year. If 

you join mid plan year due to the phased roll out, the first deduction 

date will be confirmed in your enrolment pack. 

https://www.woodplc.com/investors/share-performance
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4.16 Worked Examples: A few examples are provided below.   

All tax rates, share prices and exchange rates given are for illustrative purposes only and will vary depending on individual and market circumstances. The Company nor your local employer does not 

warrant any particular tax treatment in relation to an award and you are responsible for the payment of all personal taxes. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Week 1 Week 2 Week 3 Week 4 Pay period 1 Pay period 2

Gross base pay £500 £100 £600 £500 $2,300 $2,300

Tax & other deductions £90 £18 £108 £90 $630 $630

Post-tax pay £410 £82 £492 £410 $1,670 $1,670

Share Plan contribution 

(5% of gross pay)
£25 £5 £30 £25 $184 $184

FINAL NET PAY £385 £77 £462 £385 $1,486 $1,486

$368

£6.50

13.08 £6.50

156.92 43.55

78.46 522.60

261.30

195.98

210.28 718.58

UK weekly paid employee example:

John has decided to invest 5% in the Plan

He is weekly paid and his earnings vary from week to week

*please note some months may contain five weeks' pay

TOTAL SHARES OWNED AT END OF HOLDING PERIOD

United States (TX) bi-weekly paid employee example:

Brad has decided to invest 8% in the Plan

He is bi-weekly paid and earns the same each pay period. As his contributions are deducted in US 

dollars, his contributions will be converted to pounds sterling (GBP) prior to the purchase.

*please note some months may contain five weeks' pay

Post-tax pay

Tax & other deductions

Gross base pay

Share Plan contribution 

(8% of gross pay)

FINAL NET PAY

Total Plan contributions per month

Share price on purchase date

Shares purchased in month*

TOTAL SHARES OWNED AT END OF HOLDING PERIOD

Share price on purchase date

Shares purchaed in month*

Shares purchased in Plan year

(assuming share price & earnings remain the same)

Matching Shares awarded - gross

(assuming all Purchased Shares are

held until the end of the Holding Period)

Matching Shares awarded - net

If John has combined tax and National Insurance deductions of 32% 

(actual tax may vary), then this is applied to the Matching Shares

53.35

Plan contribution after exchange rate has been applied  

assuming £1 = $1.30
£283.08

Total Plan contributions per month £85

Shares purchased in Plan year

(assuming share price & earnings remain the same)

Matching Shares awarded - gross

(assuming all Purchased Shares are held  until the end of the 

Holding Period)

Matching Shares awarded - net

If Brad has combined tax and Social Security deductions of 25% 

(actual tax may vary), then this is applied to the Matching Shares
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Pay period 1 Pay period 1 Pay period 1 Pay period 2

A$5,200 €2,500 $2,300 $2,300

A$1,650 €713 $613 $613

A$3,550 €1,787 $1,687 $1,687

A$520 €125 $138 $138

A$3,030 €1,662 $1,549 $1,549

A$520 €125 $276

£281.08 £107.76 £153.33

£6.50 £6.50 £6.50

43.24 16.58 23.59

518.9 198.94 283.07

259.45 99.47 141.54

259.45 71.62 104.73

778.35 270.56 387.80

Matching Shares awarded - gross

(assuming all Purchased Shares are held 

until the end of the Holding Period)

Gross base pay

Tax & other deductions

Net pay

Share plan contribution 

(10% of gross pay)

FINAL NET PAY

Total Plan contributions per month

Plan contribution after exchange rate has 

been applied assuming £1 = A$1.85

Share price on purchase date

Shares purchaed in month*

Shares purchased in Plan year

(assuming share price & earnings remain 

the same)

Matching Shares awarded - net

If Linda combines tax, PRSE and USC of 28% 

(actual tax may vary) then this is applied to the 

Matching Shares

TOTAL SHARES OWNED AT END OF 

HOLDING PERIOD

Matching Shares awarded - net

(there is no withholding in Australia*)

TOTAL SHARES OWNED AT END OF 

HOLDING PERIOD

*although there is no withholding tax and social security 

in Australia, you will be liable for tax on the match and 

this should be declared on your personal tax return. 

Please refer to the tax guidance for further information.

Matching Shares awarded - gross

(assuming all Purchased Shares are held until the 

end of the Holding Period)

Matching Shares awarded - net

If Nick has combined tax and social security 

deductions of 26% (actual tax may vary), then this 

is applied to the Matching Shares

TOTAL SHARES OWNED AT END OF HOLDING 

PERIOD

Plan contribution after exchange rate has been 

applied assuming £1 = $1.80 

Share price on purchase date

Shares purchaed in month*

Shares purchased in Plan year

(assuming share price & earnings remain the 

same)

Plan contribution after exchange rate has been 

applied assuming £1 = €1.16

Share price on purchase date

Shares purchaed in month*

Shares purchased in Plan year

(assuming share price & earnings remain the 

same)

Matching Shares awarded - gross

(assuming all Purchased Shares are held until the 

end of the Holding Period)

Net pay

Share plan contribution 

(6% of gross pay)

FINAL NET PAY

Total Plan contributions per monthTotal Plan contributions per month

Net pay

Share plan contribution 

(5% of gross pay)

FINAL NET PAY

Australia monthly paid employee example:

Jennifer has decided to invest 10% in the Plan.

She is paid monthly and earns the same each month.

As her contributions are deducted in Australian dollars, 

her contributions will be converted to pounds sterling 

(GBP) prior to the purchase.

Ireland monthly paid employee example:

Linda has decided to invest 5% in the Plan.

She is paid monthly and earns the same each month.

As her contributions are deducted in Euros, her contributions 

will be converted to pounds sterling (GBP) prior to the 

purchase.

Canada bi-weekly paid employee example:

Nick has decided to invest 6% in the Plan.

He is paid bi-weekly and earns the same each pay period.

As his contributions are deducted in Canadian dollars, his 

contributions will be converted to pounds sterling (GBP) prior to the 

purchase.

*please note some months may contain three pay periods

Gross base pay

Tax & other deductions

Gross base pay

Tax & other deductions
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5. Purchasing shares 

5.1. What does the payroll do with my contributions? 

All contributions will be paid over to Computershare, the Plan 

Administrator on a monthly basis, regardless of the frequency of pay 

periods.  Computershare will hold the contributions in non-interest 

bearing bank accounts until the purchase dates, at which time shares 

are purchased on the open market. In Australia these amounts will 

be held on trust in a special purpose account with an Australian 

deposit taking institution until being used to purchase shares. 

5.2. Who purchases the shares? 

Computershare will purchase the shares on your behalf; these are 

your Purchased Shares.  

5.3. How often will shares be purchased? 

Shares will be purchased in monthly instalments over a 12-month 

period (the “Purchase Period”).   

The purchase timetable will be available via 

www.woodplc.com/employeeshareplan    

5.4. When will the first purchase of shares be made? 

The first purchase will be made in April 2020 for the 2020/21 plan. A 

full timetable of purchases is published on the website 

www.woodplc.com/employeeshareplan   

5.5. What will be shown on our payslips? 

Contributions to purchase shares in the Plan will show as a 

deduction from your post-tax pay. 

5.6. What price will I purchase the shares at? 

Shares will be purchased on specific dates which will be 

communicated to you at the start of the enrolment period; you will 

find details of the dates for 2020 on the website 

www.woodplc.com/employeeshareplan 

The purchase price will be the average price of the period in which 

the shares will be purchased.  Due to the nature of trading on the 

stock exchange, the share price will fluctuate from one purchase 

date to the next.  Therefore, the number of shares you obtain on 

each purchase date for your contribution will vary.   Don’t forget that 

if you are paid in a currency other than pounds sterling, the 

exchange rate will also affect the number of shares purchased under 

the Plan. 

5.7. Will my investment amount purchase more or fewer 

shares each purchase date depending on the share price? 

Yes, that’s correct.  If the share price is lower, your investment 

amount will purchase more shares; if the share price is higher, your 

investment amount will purchase fewer shares.  Remember that any 

exchange rate fluctuations will also have an impact on the number 

of shares your investment amount will purchase. 

5.8. What happens to my contributions if I leave employment 

with Wood before the next purchase date? 

Your final purchase will go ahead with your last contribution unless 

you specifically request a refund. Administrative processes of the 

purchase begin in the first week of the month; cancellations after 

this point will not be refunded.  

5.9. Will I be advised of the number of shares that have been 

purchased on my behalf? 

You will be able to access all your details from the Plan 

administrator’s, Computershare’s, designated website which will 

record the number of shares that have been purchased on your 

behalf.   

5.10. What happens if my contribution does not buy me a whole 

number of shares? 

Where your contribution does not buy you an entire share, a fraction 

of a share will be purchased on your behalf by Computershare.   

5.11. What happens to the Purchased Shares after they’ve been 

purchased? 

Computershare will hold all the Purchased Shares on your behalf in 

a dedicated, secure online account. 

5.12. Will the Purchased Shares be held in my name? 

Purchased Shares will be held in a nominee account by 

Computershare, where you will be listed as the beneficial owner. 

5.13. Why are the shares held in a nominee account? 

The nominee account allows you easy access to the transaction 

service.  Most global share plans are run through a similar type of 

arrangement. 

5.14. How long do I have to hold my Purchased Shares in order 

to receive my Matching shares? 

At the end of the Purchase Period (the first year of the Plan cycle, 

when you make purchases), you must hold your Purchased Shares 

for a further 12 months to receive any match, this is known as the 

“Holding Period”.    

5.15. Can I transfer my Purchased Shares to a member of my 

family or a trust? 

No, you cannot make transfers directly from your share plan account 

with Computershare to a member of your family or a trust. If you 

wish to do this you will first need to transfer your shares to a share 

certificate in your own name, then you will need to find a broker to 

then transfer these. This would be at your own cost. You will also not 

receive the match on these if you transfer them before the end of 

the Holding Period.  It should be noted that only whole numbers of 

shares can be transferred to a share certificate, if you hold a fraction 

of a share, the value of this share will be delivered to you in cash at 

the point of transfer.  

5.16. Can I sell my Purchased Shares at any time? 

Yes, but please take note of the Wood Share Dealing Policy which 

you can find on Wood’s intranet or the Computershare site.  If you 

sell Purchased Shares during the Holding Period you will forfeit the 

right to receive Matching Shares in respect of the Purchased Shares 

you sell. Your Computershare account segregates your shares in to 

three groups: 

• Available with no restrictions 

These are shares which you have purchased which have 

been held for a sufficient period of time, matching shares 

which have been released to you or dividend shares.  

• Available with restrictions  

These are shares which you have purchased but are still 

subject to a holding period, you can still sell these but in 

doing so you would forfeit matching shares.  

• Restricted shares 

These are matching shares which have not yet reached 

their release date and are dependent on continuing to 

hold the associated purchased shares. 

http://www.woodgroup.com/employeeshareplan
http://www.woodgroup.com/employeeshareplan
http://www.woodgroup.com/employeeshareplan
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5.17. How do I sell my Purchased Shares? 

You can sell your Purchased Shares through the online trading 

facility provided by Computershare.  There is a sales transaction fee 

which is currently 0.2% (subject to £11.25 minimum), which will be 

deducted from any proceeds.   

5.18. Can I purchase shares in other Companies through my 

online account? 

No. Only Wood shares can be purchased through the Plan and your 

online account. 

 

5.19. Can I sell my Purchased Shares or Matching Shares outside 

the Plan? 

If and when you decide to sell Purchased Shares or Matching Shares 

you must do so through the online trading facility provided by 

Computershare. These shares will be sold on the London Stock 

Exchange. 

 

5.20. When I sell my shares, which shares are sold first and how 

can I tell the base cost of these shares for Capital Gains 

purposes? 

Shares are sold on a first in, first out basis with the purchased shares 

and their corresponding matching shares being sold first, if 

unrestricted shares are sold. If restricted shares are sold, the oldest 

purchased shares are sold first. 

 

As for calculating the base cost of the shares, this information can 

be viewed from your online Computershare account but does 

require some calculation. The Transaction History tab can be used 

to determine which shares have been sold by calculating which 

shares became unrestricted first; this information can be exported 

to spreadsheet and is populated in date order. Once you have 

calculated which shares have been sold, the award price of these 

shares can be found from the Holding Information tab of the online 

account. This information again can be exported to spreadsheet. 

6. Holding Period 

6.1. What is a Holding Period? 

At the end of the Purchase Period, the Purchased Shares need to be 

held for a further 12 months, if you want to receive any Matching 

Shares.  This is known as the “Holding Period”; you can find details 

of the dates for 2019 on the website 

www.woodplc.com/employeeshareplan.   At the end of the Holding 

Period any Purchased Shares held will be “matched” on a basis of 

one share for every two shares purchased.    

6.2. Can I sell my Purchased Shares during the Holding Period? 

Yes, but please take note of the Company’s Share Dealing Policy 

which you can find on Wood’s intranet or the Computershare site.  

If you sell Purchased Shares during the Holding Period you will 

forfeit the right to receive Matching Shares in respect of the 

Purchased Shares you sell.  

6.3. Will I be able to receive Matching Shares if I leave 

employment with Wood during the Holding Period? 

 

Your eligibility to receive Matching Shares will depend on the reason 

for leaving; the table below highlights some different leaving 

scenarios.  Any applicable Matching Shares will be released to you 

upon your cessation of employment and your purchased shares will 

no longer be restricted; in certain jurisdictions this may differ due to 

legislation and you will be advised if this is the case. 

Reason for leaving 
Eligible to receive 

Matching Shares? 

Resignation/termination/dismissal No 

Mutual agreement if reason is performance 

related 
No 

Redundancy/lay-off Yes 

Death/Disability/Serious injury/illness Yes 

Business Sale Yes 

Mutual agreement if reason is not 

performance related 
Yes 

 

6.4. What happens at the end of the Holding Period? 

At the end of the Holding Period, the number of Purchased Shares 

you hold will be used to calculate the number of Matching Shares 

you will receive.  You will receive one Matching Share for every two 

Purchased Shares you hold, subject to any applicable tax and Social 

Security. 

6.5. What happens if I no longer hold any Purchased Shares at 

the end of the Holding Period? 

You will not receive any Matching Shares. 

7. Matching Shares 

7.1. What happens when the shares are matched? 

As soon as any Purchased Shares are matched, Matching Shares vest 

immediately, subject to local tax regulations.  This means that all 

shares, Purchased Shares plus Matching Shares can be sold.  You will 

be able to sell all of them, sell some of them, or continue to hold 

them in your individual account with Computershare.   

7.2. How many Matching Shares will I have the right to 

receive? 

You will receive one Matching Share for every two Purchased Shares 

you hold at the end of each Holding Period.  This means that for 

every two shares held in your share account, Wood will give one 

free; so, essentially, buy two, get one free (subject to any applicable 

tax and social security).  This is known as the matching ratio. 

7.3. Can the Company change the ratio of Matching Shares? 

Yes, each Plan year Wood will determine the ratio of Matching 

Shares and communicate it during the enrolment period. The 

matching ratio for the 2020 Plan is buy 2 get 1 free.  

7.4. Are the Matching Shares liable for tax? 

Generally, yes there will be tax to pay but this depends on your 

individual tax circumstances.  Where applicable, you will be liable to 

income tax (and social security/national insurance) deductions on 

http://www.woodgroup.com/employeeshareplan
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some, or all, of the match.  In countries where we have a 

responsibility to withhold tax and or social security from your 

Matching Shares, this will be carried out at the end of the Holding 

Period, thereby delivering a net amount of Matching Shares to your 

account.  Tax and social security/national insurance rates will vary 

from country to country, and person to person. Please refer to the 

tax guidance for your specific country for more information.  It is 

your responsibility to ensure that you have paid the correct amount 

of tax due.  Please also refer to the example in section 3. 

If you are a United States taxpayer (regardless of where you are 

employed) you are strongly encouraged to inform your employer of 

your United States taxpayer status and to speak to your tax advisors 

regarding your tax treatment.  

7.5. If I sell my Purchased Shares will I still receive Matching 

Shares? 

You will only receive Matching Shares if you have any Purchased 

Shares in your individual account at the end of the Holding Period. 

If you sell a proportion of your Purchased Shares, you will lose the 

right to receive the corresponding Matching Shares relating to the 

proportion you have sold. 

7.6. When are the Matching Shares awarded? 

Matching Shares will be awarded at the end of the Holding Period. 

If it would breach any law or regulation to settle a Matching Share 

Award in shares or where for some practical reason the Company 

decided it would be too difficult to settle in shares, then it will be 

settled in cash instead of shares.   

We may also change the Matching date for administrative purposes 

to ensure that the Payroll cut off dates are met. If there is a change 

to the Matching date you will be advised ahead of this. Likewise, if 

there is a regulatory restriction on us matching shares on a certain 

date, the matching shares will be released as soon as practicable and 

you will be advised of any such change. 

7.7. Do I have to hold my Matching Shares for a period of time 

after they have been made available to me? 

No.   Matching Shares will be available immediately after the end of 

the holding period which means you can sell all or some of the 

Matching Shares after they have been awarded to you, subject to 

the share dealing restrictions. 

8. Relocating employees 

8.1. I am relocating - is there anything I need to do in relation 

to my participation in the Plan? 

Before you relocate, you will need to advise your current payroll and 

your new payroll if eligible; your People & Organisation (P&O) 

support should be able to assist with this process.  P&O will also 

advise Computershare of your new location, but you are responsible 

for updating your personal information, such as change of address, 

on your Computershare account. 

8.2. If I relocate during the Purchase or Holding period, where 

will my Matching Shares be taxed? 

If you are a mobile employee, meaning that you are based in 

different jurisdictions during the course of your employment, you 

are strongly encouraged to inform your employer and to speak to 

your personal tax advisor(s) regarding the tax treatment. Please refer 

to the tax guidance for the two countries you have relocated 

between for some guidance.    

9. Temporary leave 

9.1. Can I continue to participate whilst I am on temporary 

leave (e.g. maternity/parental leave, sick leave, long 

service leave, sabbatical)? 

Yes.  Contributions will continue as long as you are receiving pay.  If 

you are not receiving pay, then any contributions will stop, although 

you will still participate in the Plan.     

9.2. Can I join whilst I am on unpaid leave? 

Yes, you can elect to join the Plan.  If you are not receiving any pay 

however, any contributions to the Plan will stop, and no purchases 

will be possible for that time.  As soon as you start to receive 

payments via payroll, your contributions and purchases will start 

again. 

9.3. If I am on temporary or unpaid leave during the Holding 

Period will my Matching Shares be reduced? 

Matching Shares are based on the number of Purchased Shares you 

have in your individual account at the end of the Holding Period. 

9.4. I am classified as an EBA employee in Australia and am 

about to take my portable construction long service leave; 

can I still make contributions to the Employee Share Plan 

during any of this leave? 

No.  This is because the portable construction long service leave 

fund pays you directly, not Wood; during this leave, contributions 

will be temporarily suspended.  When you come back from your 

leave and receive pay from Wood your contributions will restart. 

10. Leaving 

10.1. I am leaving Wood; will I still be able to contribute to the 

Plan after I leave? 

No, you must be a current employee of a Wood company. 

10.2. If I leave before the end of the Holding Period do I lose 

my right to receive Matching Shares? 

Your eligibility to receive Matching Shares depends on your reason 

for leaving.  The Plan rules determine whether you will still be able 

to receive your Matching Shares upon leaving, depending on the 

circumstances of your departure.   

The table below sets out the different reasons and the eligibility to 

receive Matching Shares.   

Reason for leaving Eligible to receive 

Matching Shares? 

Resignation/termination/dismissal No 

Mutual agreement if reason is performance 

related 

No 

Redundancy/Lay-off Yes 

Death/Disability/Serious injury/illness Yes 
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Business Sale Yes 

Mutual agreement if reason is not 

performance related 

Yes 

 

 

10.3. I am being made redundant/laid off.  Will I lose my right 

to receive Matching Shares?  

No, you will retain your eligibility to receive matching shares. The 

matching shares will be released to you after cessation of 

employment. 

10.4. I am retiring.  Will I lose my right to receive Matching 

Shares? 

You will receive your Matching Shares once you have left and your 

last purchase has been processed based on the number of 

Purchased Share you hold. 

 

10.5. The company I work for is being sold.  Will I lose my right 

to receive Matching Shares? 

You will receive your Matching Shares once you have left Wood 

based on the number of Purchased Shares you hold. 

10.6. I am resigning.  Do I lose my Purchased Shares?  Will I lose 

my right to receive Matching Shares? 

You will not lose your Purchased Shares – these are yours.   You will 

lose your right to receive Matching Shares.   

10.7. Will I still have access to my Computershare account after 

I leave? 

Yes, you will still have access to your account after you leave. There 

is no time limit on how long you should continue to hold your 

shares.  

To prevent any access issues after you leave, you should log in to 

your account and update your details under My Profile to a personal 

email address. 

11. Being a shareholder 

11.1. What are dividends? 

A dividend is the distribution of part of a company’s net profit, made 

to shareholders for investing in the company.  Shareholders need to 

be recorded as owning shares at a date set by the Company (the 

record date) in order to receive dividends. 

11.2. Will I receive dividends on my Purchased Shares? 

Yes.  As you will be a shareholder you will earn dividend payments 

on all shares that you own.  After the end of the Holding Period you 

will also earn dividend payments on Matching Shares which you still 

hold.  As a shareholder you will be entitled to receive any dividends 

payable on the shares whilst you own them. 

11.3. Will the dividends be paid as cash? 

Depending on local legislation in the country you live in, you may 

be awarded dividends in cash or in the form of more shares. 

Dividends awarded in shares will be added to your online share 

account as unrestricted shares.  

 

11.4. Will the dividends be taxable? 

Generally there will be tax to pay but this depends on your individual 

tax circumstances.  Even although the dividends are paid in shares, 

the value is liable to income tax.  Please refer to the local tax 

guidance notes for the specific tax treatment. 

11.5. When are dividends paid? 

Wood normally pays dividends twice a year. 

11.6. Will I receive a match on Dividend Shares? 

No. 

11.7. Are there any restrictions on Dividend Shares?  

No.  You can trade the shares awarded which comprise the dividend 

distribution as soon as they are available to you. 

11.8. Will I have a vote on shareholder matters? 

Yes, you will be able to vote by proxy via Computershare.  Prior to 

any voting event, you will be emailed details of how you can take 

part in shareholder votes.  Proxy simply means you vote via a third 

party, which in this case is Computershare.  Computershare will 

collate all votes received and lodge those votes in time for the 

Annual General Meeting (AGM). 

11.9. 11.9. Are there any restrictions on resale? 

The shares that you acquire upon settlement of your awards may be 

subject to restrictions on transfer and resale in your local jurisdiction. 

The shares may not be offered, sold, advertised or otherwise 

marketed in circumstances which may constitute any type of public 

offering of securities, unless an exemption applies.  

12. General 

12.1. How can I track how many Purchased Shares I have? 

Your individual online account with Computershare, the Plan 

Administrator, will have details of all your shares held under the Plan.  

To access the website, you will need your enrolment number and 

PIN which will be sent to you by Computershare.  The website is 

www.computershare.com/woodshareplans 

12.2. I didn’t consent to my personal data being passed to 

Computershare? 

We make certain personal information available to third parties such 

as Computershare who provide a service to us which is for our 

legitimate business purpose. In this case, Computershare administer 

all Wood employee stock plans including an enrolment facility. The 

data we provide them with is on a need to know basis and is 

assessed regularly to ensure that we only provide what is required. 

Please refer to the Wood Global Data Privacy Notice for Workers.  

 

12.3. If I don’t enrol, will Computershare retain my personal 

data? 

No, following the enrolment process, all unused enrolment accounts 

will be deleted from Computershare’s servers. 

 

12.4. I have lost my enrolment number.  Where can I get this 

information? 

Please contact Computershare to obtain your enrolment number at: 

wood@computershare.co.uk  

12.5. I have forgotten my PIN.  How do I get another PIN? 

Please contact Computershare at wood@computershare.co.uk 

http://www.computershare.com/woodgroupshareplans
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If you have previously used the Computershare website for other 

plans, you can enter your SRN or enrolment number on the member 

login page then select ‘forgotten your PIN’ from the main menu.  

You will be asked to answer your security questions.  If you answer 

the questions correctly, you will be able to set up a new PIN. 

12.6. How do I contact the Plan Administrator, 

Computershare? 

You can contact Computershare by sending an email to 

wood@computershare.co.uk.  Alternatively, you can contact them 

by telephone using the numbers supplied in the enrolment pack. 

12.7. Where can I find out more? 

There’s a short animated film and other information available on 

www.woodplc.com/employeeshareplan     Any additional questions 

can be emailed to shareplan@woodplc.com    

 

This document is for information purposes only and it does not 

contain investment advice. It does not constitute a public offer 

to sell or a solicitation to purchase shares in John Wood Group 

PLC, nor is it an invitation to join the Wood Employee Share Plan 

(the “Plan”). No prospectus or similar offering or registration 

document has been prepared, authorised or approved by any 

applicable authority in your jurisdiction. 

The value of the shares you purchase through the Plan can go 

up as well as down. You should take this into account before 

submitting any application to join the Plan. All shares are 

traded in GBP on the London Stock Exchange. If you reside 

outside the UK and you are paid in your local currency, the cost 

per share to you will vary with movements in the exchange rate 

of that currency against GBP and the value of your holding is 

also subject to movements in the exchange between your home 

currency and GBP irrespective of price movements of Wood 

shares. You should read the full documentation provided for 

your relevant location before making any decision to participate 

in the Plan. The full documentation is available at: 

 www.woodplc.com/employeeshareplan  

The information provided does not take account of your 

objectives, financial situations or needs. If you are in any doubt 

as to the action you should take you are recommended to seek 

your own financial advice from an appropriately 

authorised independent financial advisor.  
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