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1. INTRODUCTION

We aim to continue providing our clients with the highest standards of service. To do so, it is vital that
we maintain a working environment which ensures all employees are capable of working efficiently
and to their full potential. We hope you will play your part in this aim by observing our rules, policies
and procedures.

It is your responsibility to study the contents of this handbook carefully. Along with your Contract of
Employment document, the Handbook forms part of your contract of employment. In addition, the

handbook contains information which you will find useful during the course of your employment.

The Handbook also contains policies relevant to your employment. These policies are not contractual
unless otherwise stated but you should be aware of their contents.

If you have any queries regarding this handbook please contact a member of Management.
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2. STARTING WORK

CONTRACT OF EMPLOYMENT

We shall provide you with a Statement of Particulars of Employment document within two months of
the commencement date of your employment. Your contract of employment consists of this Contract
of Employment document, any offer letter that you have received from us and the content of this
Handbook.

In the event of any conflict between this handbook and your terms and conditions document, the
latter will prevail.

You will also be required to familiarise yourself with any policies of ours currently in force. These
policies are intended only as statements of policy and do not provide you with contractual rights.

IDENTITY DOCUMENTATION

Prior to confirming your employment with us we are obliged to ensure that you have the right to work
in the United Kingdom. We will require you to produce original documentation verifying your right to
work in the UK. We require satisfaction that you are the rightful holder of any such documentation
that you present.

We shall make and retain copies of any original documentation we inspect.

It is your responsibility to notify us of any changes in your documentation and to provide us with up
to date documents.

TIMEKEEPING POLICY

All employees are expected to report for work punctually and to observe the normal hours of work
laid down in their contract of employment, including the provision for lunch breaks. Failure to report
for work on time is detrimental to the efficient running of the business and imposes an unnecessary
and unfair burden on your work colleagues.

You are responsible for ensuring you arrive at work early enough to enable you to begin work at your
appointed start time. Your start time is the time you are expected to actually start work, not the time
you are expected to arrive at your place of work. Likewise, you are required to remain at work and
actually be working at least until your appointed finishing time, unless granted authorisation by
Management to leave early. The same principles apply to lunch breaks.

If you are going to be late for work, you must make every effort to contact Management by telephone
as soon as possible to notify them of this fact and of the time you expect to arrive. If you are then late
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for work, you must report to Management and explain the reason for your lateness before starting
work. It is expected that, occasionally, circumstances outside your control can cause lateness, for
example cancelled trains or road traffic accidents. However, where the reason for delay is a normal
or regular occurrence, or one which can reasonably be anticipated, this will not be regarded as a valid
reason for your lateness, for example ongoing road works on your route to work.

If it becomes necessary for you to leave work before your normal finishing time or to take time off
work during normal working hours (even in circumstances of a family emergency), prior authorisation
must be obtained from Management. You must then report to your line manager on re-starting work.

This policy also governs your timekeeping whilst at work, for example in respect of your attendance
at meetings or internal staff training. You should aim to arrive at meetings, etc at least five minutes
before they are scheduled to start.

Except in the normal course of your job duties and during your lunch break, you must not leave your
place of work without prior authorisation from Management.

Management will monitor your timekeeping on an ongoing basis. Such monitoring will include visual
observation and/or checking signing in books (where appropriate). Management is responsible for
keeping records of the dates and number of occasions of lateness and the length of lateness on each
occasion.

You have no contractual or statutory right to be paid for time not worked due to lateness or absence.
Any payments made by the Company in such circumstances are done so in its absolute discretion.

Failure to comply with the above rules and procedures without reasonable excuse and/or persistent

poor or unsatisfactory timekeeping are disciplinary offences and will be dealt with in accordance with
the Company’s disciplinary procedure.
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3. SICKNESS AND ABSENCE

ABSENCE NOTIFICATION

The Management must be contacted by you on the first day of your sickness absence. Such contact
must normally be made personally in advance of your start time. Such contact must normally be made
by telephone. Texting or leaving a message with someone other than Management will not be
acceptable.

You are required to inform us of the reasons for your absence and the expected duration of your
absence.

If in exceptional circumstances, you are unable to contact us in person, a relative or friend may contact
us on your behalf.

You must observe these rules in order that we can make arrangements to minimise the disruption
your absence may cause to the business. If you fail to observe these rules your absence may be
considered unauthorised and disciplinary action may be pursued.

PAYMENTS
You will be paid from the 4™ day of absence at the current rate of Statutory Sick Pay.

RETURN TO WORK INTERVIEW
On returning to work, you will be required to attend an interview with a member of Management.
During this interview the following matters will be discussed:

e The reasons for your absence;

Whether you observed our notification procedures;

Whether you are fit to resume your normal duties;

Your general attendance record;

If appropriate, any personal problems which are having a detrimental effect on your
attendance record; and

e If appropriate, a timescale during which your general attendance can be assessed.

CERTIFICATION

Following your return to work, you will be required to obtain and complete a self-certification form.
The completed form should be returned to the Management.

You may only self-certificate for seven calendar days. If you are absent from work for longer than
seven days the absence must be covered a Doctor’s certificate. You must submit the first Doctor’s
certificate relating to the period of absence on the eighth calendar day of your absence. You must
submit any further Doctor’s certificates required on the day your previous certificate expires.
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We reserve the right, in certain circumstances, to require you to provide a Doctor’s certificate for
periods of absence of fewer than seven calendar days.

While repeated or continued absence may be certificated such repeated or continued absence may

not be acceptable to the business. While we sympathise with genuine periods of sickness absence,
we are unable to operate efficiently with an excessive level of absenteeism.

INFECTIONS/CONTAGIOUS ILLNESS

If you have been suffering from an infectious or contagious illness you should not report for work
without obtaining clearance from your doctor to do so. If you are in any doubt regarding this matter
you should notify the Company and consult your doctor.

ACCESS TO MEDICAL REPORTS

On occasions, we may require to obtain a medical report from your doctor in order to obtain further
information about your current state of health and your fitness to return to work and undertake your
normal duties.

Should the Company find it necessary to obtain a medical report concerning your fitness for work, or
any other relevant matter, you will be asked for your written consent.

INDEPENDENT MEDICAL EXAMINATION

We reserve the right, where we consider it necessary, to request you to undergo an independent
medical examination.

ALTERNATIVE DUTIES

During any period which you have been certified as being unfit to undertake your normal duties, we
may require you to attend work and undertake reasonable alternative duties, or to work reduced
hours.
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4. PROTECTED DISCLOSURE POLICY

MAKING A DISCLOSURE

We are committed to ensuring that all employees are provided with a safe and effective means of
reporting any matters relating to the business, and/or its employees, in the strictest confidence and
without any threat of detriment.

We expect all employees to report any act or omission within the business which they believe
constitutes wrongdoing or malpractice. We appreciate such matters can be sensitive and that it may
be difficult to report a concern. However, employees are requested to report any concerns at the
earliest opportunity in order that prompt and effective action can be taken.

In the first instance, we request that any such matter is reported to a senior member of management.
Any report will be treated with complete confidence. The further co-operation of the disclosing party
may be requested to progress our investigation of the matter. If the employee who has made the
report is not satisfied with the manner in which the matter is subsequently handled they may choose
to raise the matter with an appropriate external body.

In any event, in terms of the Public Interest Disclosure Act 1998, employees may disclose certain

information or matters relating to the business to relevant external parties, whether or not an internal
report has already been made.

PROTECTION OF DISCLOSING PARTY

We shall not permit any detrimental treatment of a disclosing individual on the proviso the individual
has acted reasonably and in good faith. This will be the case even if the report made has not been
substantiated.

We shall take disciplinary action against anybody who attempts to discourage a disclosing individual

from making a report, or who subjects a disclosing individual to detrimental treatment after a report
has been made. Such disciplinary action may include dismissal.

MALICIOUS ALLEGATIONS

We shall take disciplinary action against any disclosing individual whose report has not been made in
good faith. Such disciplinary action may include dismissal.
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5. GRIEVANCE PROCEDURE

We appreciate that difficulties and tensions can sometimes arise in the workplace. It is best if such
matters are resolved as quickly as possible. Accordingly, we have established a grievance procedure
which is available to you at any time.

We do not wish to prevent minor issues being settled informally. If you wish to attempt to resolve a
matter informally you should raise the issue with the Management. However, if you feel raising the
matter informally is inappropriate, or has been unsuccessful, you should raise the matter formally.

FORMAL GRIEVANCES

You are required to set out your grievance and the basis for it, in writing, and submit it to a member
of Management who will then arrange a meeting to discuss the matter. We shall endeavour to arrange
this meeting as quickly as possible.

At the meeting you will be given the opportunity to present details of your grievance. You are entitled
to be accompanied by a Trade Union representative, or a fellow employee, at the meeting. No
alternative representation will be permitted.

Following the grievance hearing you will be informed, in writing, of the outcome of the grievance
meeting.

GRIEVANCE APPEALS

If you wish to appeal against the outcome of the grievance meeting, your appeal, together with
grounds, should be made to the specified person, in writing, within five working days of the day on
which you received written confirmation of our decision. You should also provide details of any new
evidence or information that you wish to be considered.

In some circumstances it may not be possible for the appeal hearing to be conducted by a person who
has not previously been involved in the process leading to the decision against which you are
appealing. In such circumstances, the appeal hearing will review all the facts of the case, the conduct
of the original hearing and the fairness and reasonableness of the outcome.

We will hold the appeal hearing as quickly as possible. At the appeal hearing you will be given the
opportunity to present your case in order to establish that the decision taken by the original grievance
meeting was not appropriate. You are entitled to be accompanied by a Trade Union representative,
or a fellow employee, at the hearing. No alternative representation will be permitted.

You will be notified, in writing, of the decision of the Appeal Hearing. The decision of the Appeal
Hearing will be final.
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6. DISCIPLINARY RULES AND PROCEDURES

INTRODUCTION

We aim to encourage and assist all our employees to achieve and maintain acceptable standards of
conduct and performance. Nonetheless, we appreciate that difficulties will arise from time to time.
We will seek, wherever possible, to resolve matters informally but on occasions this will not be
possible.

In circumstances where formal disciplinary action is necessary we shall aim to ensure that:

o All steps taken under this procedure are taken in a fair and reasonable manner in light of the
circumstances of the case;

e You will be made fully aware of the allegations being made against you and you will have an
opportunity to provide your side of the case;

e Disciplinary standards are applied consistently;

e You receive a clear explanation of the decision reached and of any penalty imposed; and

e You are afforded the opportunity to appeal against the decision we have reached and/or
penalty imposed.

Our disciplinary rules and procedures are non-contractual and may be amended by us at any time.
We retain the discretion to vary our disciplinary procedures in appropriate cases.

INVESTIGATION AND SUSPENSION

In all but a few simple cases we will investigate all allegations of potential disciplinary offences to
establish the facts prior to deciding whether to take disciplinary action.

On occasions, it may be necessary to suspend you on full pay pending the outcome of any investigation
and subsequent hearing. Suspension does not in itself constitute disciplinary action and is not a pre-
judgement of the process. It is a temporary measure required to assist in the proper conduct of the
disciplinary process.

HEARING

If, following any initial investigation, it is considered there may be a need for disciplinary action to be
taken we will convene a hearing as soon as is practicable.

If it is necessary to proceed to this stage, you will be notified in writing of the time and date of the
hearing. We will also set out the allegations to be considered at the hearing and provide details/copies

of any evidence which may be relied upon at that hearing.

You are entitled to be accompanied by a Trade Union representative, or a fellow employee, at the
hearing. No alternative representation will be permitted.
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You should take all reasonable steps to attend the meeting. If you or your representative is unable to
attend the hearing you may propose an alternative date. The alternative date offered must be within
five days of the date of the original hearing.

At the hearing, the nature of the disciplinary matter will be explained to you in as much detail as
possible and you will be entitled to state your case in full. Should you require further time to prepare
your case we may adjourn the hearing to a later date. If your statement of your case necessitates
further investigations on our part we will adjourn the hearing to undertake these investigations.

DISCIPLINARY ACTION

It is not possible to produce an exhaustive list of examples of performance or misconduct which may
give rise to disciplinary action being taken against you. Similarly, it is not possible to state with
certainty the level of disciplinary action which will be taken after a performance issue or misconduct
has been established. Nonetheless it is unlikely that dismissal will be the first course of action except
where gross misconduct has been established.

Examples of instances that may be regarded as Gross Misconduct:

Abusive or Threatening behaviour;

Discriminatory behaviour;

Any criminal act in or outside of work hours;

Any action that causes reputational damage to the company;

Unauthorised leave;

Reckless or deliberate damage to company property / hired plant;

Breach of confidentiality;

Refusal to comply with legitimate instructions from a supervisor or manager

PNV A WNE

THE POSSIBLE SANCTIONS
Immediate Dismissal

1% Written Warnings: a first instance of a minor breach of our rules, or a relatively minor example of
unsatisfactory performance, will be regarded as unsatisfactory conduct. It is likely that in such cases
you will be given a 1st written warning.

2" Written Warnings: these will normally be warranted in circumstances where we feel misconduct,
or a significant shortfall in performance, has been established. This may be where there is continued
repetition of action or failure to improve performance which resulted in a previous written warning
for unsatisfactory conduct or performance. However, it may be that your conduct or performance is
sufficiently serious to warrant an immediate written warning at this level despite the fact no previous
warning has been issued.

Final Written Warnings: these will normally be warranted where there has been serious misconduct
or a serious shortfall in performance. This may be where you have received written warnings in respect
of your performance or conduct and there has either been no improvement, or there has been a
repeat of the performance or conduct which has led to the previous warnings. However, it may be
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your conduct or performance is sufficiently serious that a final written warning is warranted despite
the fact no previous warnings have been issued.

Any warnings, of whatever level, will be confirmed to you in writing. Warnings relating to capability
or performance may indicate a timescale for improvement.

Any further disciplinary action which is required after a previous warning has been given is likely to
result in the imposition of a more serious penalty. This is likely to be the case even if the second
matter is of a different type to the offence which gave rise to the earlier warning.

DURATION OF WARNINGS
e 1stwritten warnings will be disregarded after a period of 3 months.
e 2nd written warnings will be disregarded after 6 months.
e Final written warnings will be disregarded after a 12 months

ALTERNATIVE/ADDITIONAL DISCIPLINARY SANCTIONS

Demotion: in circumstances where your conduct or performance leads us to believe that you are
unsuitable for your present position, we may consider demotion as an action short of dismissal. If
there is no satisfactory improvement in your conduct or performance this may subsequently lead to
dismissal.

Dismissal with Notice: if, after the issue of a final written warning, there is any further repetition of
poor conduct or performance, or any further breach in relation to conduct or performance, then it is
possible you will be contractually dismissed after a hearing. This will result in the termination of your
employment with notice or payment in lieu of notice.

Summary Dismissal (without notice): if your behaviour, conduct or performance is so serious that it
is regarded as gross misconduct then it is possible you will be summarily dismissed after a hearing.
This will result in the termination of your employment without notice or payment in lieu of notice.

Examples of Gross Misconduct

You may be summarily dismissed following a disciplinary hearing if you have acted in one of the
following ways:

e Theft, or unauthorised possession of property whether belonging to us, a fellow employee, or
a third party;

e Fraud, deliberate falsification of records or any action intended to defraud;

e Deliberate or malicious damage to our property;

e  Fighting or physical assault;

e Abusive or threatening behaviour;

e Discriminatory conduct or harassment

e Consumption of alcohol on the premises;

e Being under the influence of intoxicants, drugs or other substances during working hours;

e Possession, supply or use of illicit drugs;

e  Working in competition with us;
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e Undertaking private work on the premises and/or in working hours without express
permission;

e Approaching customers/potential customers of the Company with a view to securing private
work without our express permission;

e Carrying out private work for customers/potential customers of the Company without express
permission

e Breach of confidentiality or misuse of confidential information;

e Wilful refusal to carry out legitimate instructions;

e Serious breaches of our health and safety rules;

e Serious breaches of our policies and procedures.

e Any criminal act in or outside of work hours;

e Any action that causes reputational damage to the company;

e Unauthorised leave;

The above list is not exhaustive.

APPEALS

You shall have the right to appeal against any form of disciplinary action.

Your appeal, together with grounds, should be made to the specified person, in writing, within five
working days of the day on which you received written confirmation of the disciplinary hearing
decision. You should also provide details of any new evidence or information that you wish to be
considered.

In some circumstances it may not be possible for the appeal hearing to be conducted by a person who
has not previously been involved in the disciplinary process leading to the decision against which you
are appealing. In such circumstances, the appeal hearing will review all the facts of the case, the
conduct of the original hearing and the fairness and reasonableness of the findings/ penalty imposed.

At the appeal hearing you will be given the opportunity to present your case in order to establish that
the disciplinary action taken is unfair or unduly harsh. You are entitled to be accompanied by a Trade
Union representative, or a fellow employee, at the hearing. No alternative representation will be
permitted.

You will be notified, in writing, of the decision of the Appeal Hearing. The decision of the Appeal
Hearing will be final.
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7. MATERNITY RIGHTS

You will be entitled to the following Maternity Rights under the provisions of legislation.
NOTIFICATION

No later than the 15" week before your expected week of confinement you should give us notice that you
intend to take leave. You are required to give notice of:

e The fact you are pregnant;
e  Your expected week of confinement; and
e The date on which you intend to commence your Maternity Leave.

PROOF

We may require you to provide confirmation of your pregnancy and it would be helpful if you could obtain
your MATB1 Form for presentation after you have been pregnant for 26 weeks.

COMPANY RESPONSE

In each case we will respond in 28 days and set out the date you are expected to return to work. This will
mean that you will not be entitled to return to work earlier than this date unless you have given 8 weeks’
notice or we give you permission to do so.

RISK ASSESSMENTS

A risk assessment should be carried out in respect of the pregnant employee as soon as possible. If you are
signed up for Health and Safety with MIL then your health and safety consultant should be able to assist you
with this.

ANTE-NATAL CARE
An employee is entitled to time off with pay for ante-natal appointments.

MATERNITY LEAVE

An employee is entitled to 52 weeks maternity leave. If she wishes to return before the 52 weeks expires
then she should give you 8 weeks written notice. The first two weeks immediately following the birth is
compulsory maternity leave (four weeks for factory workers).

KEEPING-IN-TOUCH DAYS

You may work for up to 10 days without bringing the maternity leave to an end or losing SMP
entitlement. The keeping-in-touch days do not have to be consecutive. They can be used for any work-
related activity including training, conferences or meetings. Working for part of a day will count as one
day’s work. Days of work will not extend maternity leave period. You are protected from dismissal and
detriment for refusing to work during maternity leave.
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MATERNITY PAY

If an employee has been continuously employed for a period of 26 weeks immediately before the 15th week
before the expected week of childbirth she will be entitled to maternity pay if her average earnings meet
the lower earnings limit at which national insurance contributions are payable.

In the absence of your own maternity pay scheme, statutory maternity pay (SMP) will become payable.
SMP is payable at two rates. For the first 6 weeks, SMP is earning-related, currently 90% of the employees

normal weekly wage. The further 33 weeks are paid at the prescribed rate. SMP is subject to tax and NI
contributions, and any other lawful deductions (e.g. pension contributions, trade union subscriptions etc).

HOLIDAYS
An employee will still accrue all holidays during her maternity leave.
RETURNING FROM MATERNITY

An employee is entitled to return to her original job at the end of her maternity leave.

If you decide to change the date you wish to commence your Maternity Leave you must give 28 days’ notice
before your amended start date.

Please note that dismissal due to pregnancy is AUTOMATICALLY UNFAIR.
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8. PATERNITY RIGHTS

Normal Paternity Leave

Employees must satisfy the following conditions in order to qualify for paternity leave. They must:
e Have or expect to have responsibility for the child’s upbringing;
e Be the biological father of the child or the mothers husband or partner; and

e Have worked continuously for their employer for 26 weeks ending with the 15th week before
the baby is due.

Eligible employees can choose to take either one week or two consecutive week’s paternity leave (not
odd days).

During their paternity leave, most employees are entitled to Statutory Paternity Pay (SPP) from their
employers.

SPP is paid by employers for either one or two consecutive weeks as the employee has chosen.
Additional Paternity Leave
You may qualify for Additional Paternity Leave and Pay if either:

e you are the father of a child due on or after 3 April 2011

e your wife, partner or civil partner is pregnant and due to give birth to a child on or after 3
April 2011

e you and your partner receive notification that you are matched with a child for adoption
on or after 3 April 2011

e your spouse, civil partner or partner (including same-sex relationships) is adopting a child
from overseas and the child enters Great Britain on or after 3 April 2011

Additional Paternity Leave is for a maximum of 26 weeks. If your partner has returned to work, the
leave can be taken between 20 weeks and one year after your child is born or placed for adoption.
You may be entitled to receive Additional Statutory Paternity Pay during your partner's Statutory
Maternity Pay, Maternity Allowance or Adoption Pay period.

Additional Statutory Paternity Pay is paid if you either:

e take Additional Paternity Leave
e are not working for the purposes of caring for your child, during your partner's Statutory
Maternity Pay, Maternity Allowance or Statutory Adoption Pay period

To qualify for Additional Paternity Leave you must be an employee.
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The rate of SPP is the same as the standard rate of Statutory Maternity Pay.

Employees who have average weekly earnings below the Lower Earnings Limit for National Insurance
purposes do not qualify for SPP.
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9. FAMILY FRIENDLY ENTITLEMENTS
ADOPTION ENTITLEMENT

We shall meet your individual entitlements in respect of Statutory Adoption leave and pay in
accordance with the current Statutory Regulations.

You should speak to a member of Management as soon as possible after you are aware of the
adoption. We will then advise you of your individual entitlements to Adoption leave and pay and

details of your other rights in terms of the relevant legislation and regulations.

You should ensure you provide us with the appropriate level of notice when requesting leave in terms
of the Regulations.

PARENTAL LEAVE
If you have more than one year’s continuous service with us and have, or expect to have responsibility
for a child, you may qualify for unpaid parental leave in terms of the relevant legislation and

regulations.

You should ensure you provide us with the appropriate notice of your intention to take parental leave.
In certain circumstances, we may exercise our right to postpone any such leave for up to 6 months.

TIME OFF FOR DEPENDANTS

You are entitled to a reasonable amount of unpaid time off during working hours in order to deal with
emergency situations relating to a dependant.

If you qualify for unpaid time off in terms of the relevant legislation, you should inform us as soon as

possible of the reason for your absence. Unless it is impossible for you to do so, you should also
confirm the length of time for which you expect to be absent.

FLEXIBLE WORKING

If you have more than 26 weeks’ continuous service with us, you may be entitled to apply in writing
to us requesting a change in your hours, times or location of work for the purpose of enabling you to
care for a child under 17, a disabled child under 18 or for certain adults.

If you make such a request we shall deal with the matter in accordance with the procedure and time
limits prescribed by the relevant statutory regulations.
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10. OTHER TIME OFF

UNPAID LEAVE

At our absolute discretion, we may grant unpaid leave of absence on a case by case basis. All requests
should be made well in advance to a member of Management.

You are not permitted to take unpaid leave of absence without prior written authorisation from a
member of Management.

BEREAVEMENT LEAVE

If you suffer bereavement, we will endeavour to be sympathetic to your needs. Your Manager will
discuss the situation with you and agree upon a suitable period of leave of absence and whether
payment will be made during this leave of absence.

JURY SERVICE

If you are called for Jury Service, or cited as a witness in a Court Case, you will be given time off without
pay. You will need to provide us with the appropriate court paperwork in order that we can provide
confirmation of your loss of earnings.

You should provide a member of Management with details of when you will be absent from work. On
return to work you should also provide a member of Management with the date and time of your

release from your jury/witness duties.

Expenses incurred, including those allowed by the court for loss of earnings, should be claimed form
the court.

REDUNDANCY SITUATIONS

You are entitled to a reasonable amount of time off to look for other work, or to make arrangements
for retraining if you are under notice of dismissal for redundancy.
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11. EQUAL OPPORTUNITIES POLICY
SCOPE AND INTENT

As an equal opportunities employer we are committed to ensuring all job applicants and employees are
treated fairly and without favour or prejudice.

We have therefore adopted an Equal Opportunities Policy with the aim of ensuring that we provide a
working environment in which all employees are treated fairly and are able to realise their full potential
and to contribute to our success irrespective of their race, colour, ethnic or national origin, sex, gender,
marital status, sexual orientation, religion or belief, disability or age.

The policy will be implemented in accordance with the relevant statutory requirements and account will
be taken of any appropriate codes of practice. The area of Equal Opportunities practice is continually
developing as social attitudes and legislation change. We shall review our policy and practice on a regular
basis and implement appropriate changes where we believe changes could improve equality of
opportunity.

We expect all employees to contribute towards fostering an environment of equal opportunity
throughout our business. Breaches of the policy will be treated seriously and may result in disciplinary
action including dismissal.

PRACTICE

We seek to fulfil our commitment to equal opportunities through the application of policies and
procedures which are consistent and equitable. We may be required to depart from these procedures
but we shall do so only if it is the case that being of a particular sex, race, religion or belief, or sexual
orientation is a genuine occupational requirement for a particular job.

When advertising positions we shall endeavour to reach a full spectrum of potential job applicants.
Processes and/or media sources which provide applicants only of a particular group will be avoided.

Our application forms will be as simple as possible and will not seek irrelevant information. Applicants
will be short-listed solely on the basis of their capability. Interview questions will be related to the

requirements of the job.

All individuals involved in the recruitment process will review the selection criteria being used by them
on a regular basis.

We will ensure that training, development and progression opportunities are available to all employees.
Employees will be promoted on the basis of capability alone.
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Terms and conditions of employment, and access to employment related benefits, shall be non-
discriminatory.

Decisions on redundancy will be made using non-discriminatory selection criteria.

We will apply any corrective or disciplinary action fairly and consistently.

REDRESS

The grievance procedure is available to any individual who believes they have suffered discrimination or
been the victim of a breach of this policy. If the matter cannot be resolved informally, we would urge any
such individual to pursue the matter by means of our grievance procedure.

MONITORING

We will monitor the progress of this policy. To do so we will review the employment records of all our
employees on a periodic basis. Monitoring may in turn lead us to make changes to this policy in order
to afford improved equality of opportunities for all applicant and employees. You will be advised of
any such changes to this policy.
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12. ANTI-HARASSMENT POLICY

We are committed to maintaining a working environment which is free of harassment.

We expect all employees to respect the feelings of their colleagues. It is important to appreciate that
behaviour which may be acceptable to one person may be upsetting and/or intimidating to another.

Harassment may take many forms and may include any conduct which is embarrassing, threatening
or offensive to the recipient. Examples include:

e (Coarse or insensitive jokes or comments;
e Display or circulation of offensive material;
e Deliberate exclusion from conversation and activities;
e Lewd, suggestive or over-familiar behaviour;
e Abusive, insulting or threatening behaviour;
e Demands or threats to obtain favours;
e Threatened or actual violence.
The list provided is not an exhaustive list.

We recognise the dangers of bullying and harassment and request all employees to assist in reporting
all instances at an early stage.

REDRESS

An employee who believes they have been subjected to harassment or bullying may wish to attempt
to resolve the matter informally in the first instance. If the matter cannot be resolved informally, we
would urge any such individual to pursue the matter by means of our grievance procedure.

If it is established that our anti-harassment policy has been breached, the harasser will face

disciplinary action. Serious cases of harassment may be treated as gross misconduct and may result
in summary dismissal.

© Encompass Page 24 of 49



13. REST ENTITLEMENTS

ADULT WORKERS

An adult worker (a worker that has attained the age of 18) has the right to a 30 minute rest break if they
are expected to work for more than six hours. Thus anyone working five hours would not be entitled to a
daily rest break. However, you should check the contract of employment as it may include additional
breaks. There is no statutory entitlement for these breaks to be paid.

An Adult worker is entitled to a daily rest period of not less than 11 consecutive hours in each 24-hour
period during which they work for the employer and they are entitled to an uninterrupted weekly rest
period of not less than 24 hours in each 7-day period during which they work for the employer. This 7-day
reference period may be extended to a 14-day reference period by the employer, as long as the adult
worker is provided with two uninterrupted weekly rest periods each of not less than 24 hours or one
uninterrupted weekly rest period of not less than 48 hours.

The weekly rest period must not include any part of a daily rest period which the adult worker is entitled,
except where this is justified by objective or technical reasons or reasons concerning the organisation of
work.

YOUNG WORKERS

A Young worker is an employee who is between 16 - 18 years of age but is no longer in full time education
having attained compulsory school leaving age.

A Young worker may not ordinarily work more than 8 hours a day or 40 hours per week under the Working
Time Regulations, nor at night between 10pm-6am or 11pm to 7am. Young workers cannot opt-out of the
40 hour limit.

A young worker is entitled to a rest break of at least 30 minutes, which should be consecutive if possible,
if their daily working time is more than 4% hours. The young worker is entitled to have the rest break away
from the workstation if they have one.

A young worker is entitled to a daily rest period of not less than 12 consecutive hours in each 24-hour
period during which they work for the employer. This daily rest period may be interrupted for work that is
split up over the day or work of short duration.

A young worker is entitled to a weekly rest period of not less than 48 hours in each 7-day period during
which they work for the employer. Unlike the case of an adult worker above, an employer cannot extend
the 7-day reference period in the case of a young worker. The weekly rest period may be interrupted in
the case of work which is split up over the day or work of short duration, and may be reduced where this
is justified by technical or organisational reasons, but not to less than 36 consecutive hours.

REFERENCE PERIOD

The starting dates of the 7-day reference or the 14-day reference periods will be the times on such days as
stated in a relevant agreement. Where there is no applicable relevant agreement, the starting date of the
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7-day reference period will begin at the start of each week and the starting date of the 14-day reference
will begin at the start of every other week. A week starts at midnight between Sunday and Monday.

Where the 14-day reference period will begin at the start of every other week, the first period of the 14-
day reference period began on 5 October 1998, if the worker to whom the reference period applies started
employment with their employer on or before that date. If the worker's employment by the employer
begins after 5 October 1998, the first period of the 14-day reference period will begin at the start of the
week in which that employment begins.

NIGHT WORKERS

A night worker is a worker who normally works at least three hours of their daily working time during night-
time or who is likely, during night-time, to work a proportion of their annual working time that is specified
in a collective agreement or a workforce agreement. A night worker is also a worker who normally works
the majority of the days they work during night-time.

Night-time is a period which is not less than seven hours and which includes the period between midnight
and 0500 hours. What is to count as night-time may be determined by a relevant agreement, otherwise a
default period of between 2300 hours and 0600 hours will apply.

A worker who works on a cycle of three shifts, e.g. 0600 hours to 1400 hours, 1400 hours to 2200 hours,
2200 hours to 0600 hours is a night worker.

A Night worker will have the opportunity for a free health assessment before they take up the assignment,
without any cost to that worker.

NIGHT WORKER’S AVERAGE HOURS

A night worker's average normal hours of work must not exceed 8 hours for each 24-hour period, over a
reference period of 17 weeks. A night worker's average normal hours of work excludes overtime which is
not compulsory or guaranteed: i.e., the employer is under no obligation to provide overtime and you are
under no obligation to work overtime. An employee who regularly works overtime should not presume
that the overtime is compulsory or guaranteed.

An employer must take all reasonable steps to ensure that this limit is complied with in the case of each
night worker employed by them.

It is important to note the amount of overtime which is not compulsory or guaranteed that is worked by a
night worker will still be restricted by the average weekly working time limit (see Average Weekly Working

Time), unless the worker has agreed to work more than an average of 48 hours for each 7 days (see
Workers Who Agree to Work More than an Average of 48 Hours for Each 7 Days).

REFERENCE PERIOD FOR NIGHT WORKERS

The reference period is 17 weeks - i.e. a worker must not have worked more than 48 hours for each seven
days when averaged out over a 17-week period. The reference period will be any period of 17 weeks,
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unless a relevant agreement (see What is a Relevant Agreement?) provides that it is to be consecutive
periods of 17 weeks.

Where a night worker has worked for their employer for less than 17 weeks, the reference period is that
period that has elapsed since they started work for their employer.

Actual Length of Night Work Involving Special Hazards or Heavy Physical or Mental Strain

A night worker whose work involves special hazards or heavy physical or mental strain must not actually
work for more than 8 hours in any 24-hour period during which they perform night work.

The work of a night worker will involve special hazards or heavy physical or mental strain if it is identified
as such in:

1. Acollective agreement (see Collective Agreements)

2. A workforce agreement (see Workforce Agreements) which takes account of the specific effects
and hazards of night work

3. Arisk assessment which all employers are required to carry out under the Management of Health
and Safety at Work Regulations 1999 (S.1. 1999, No. 3242)See also The Management of Health and
Safety at Work Regulations 1999.

The Government's consultation document indicates that we may reorganise the allocation of work with a
view to confining night work involving special hazards, or heavy physical or mental strain, to particular night
workers in its workforce.

MOBILE WORKERS/DRIVERS

Rules relating to rest entitlements for drivers, and transport workers can be found from the Vehicle and
Operator Services Agency (VOSA). For further information, please contact VOSA directly on 0300 123 9000.
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14. NATIONAL MINIMUM WAGE

Current rates

These rates are for the National Living Wage and the National Minimum Wage. The rates change
every April.

Year 25 and over 21to 24 18 to 20 Under 18 Apprentice

April 2017 £7.50 £7.05 £5.60 £4.05 £3.50

Apprentices
Apprentices are entitled to the apprentice rate if they’re either:

aged under 19
aged 19 or over and in the first year of their apprenticeship

Example - An apprentice aged 22 in the first year of their apprenticeship is entitled to a minimum
hourly rate of £3.50

Apprentices are entitled to the minimum wage for their age if they both:

are aged 19 or over

have completed the first year of their apprenticeship
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15. NO SMOKING POLICY

It is our policy that our workplace is smoke-free. All Employees have a right to work in a smoke-free
environment and not be exposed to second-hand smoke. This is also a statutory requirement.

The Company’s business premises are no smoking premises and smoking is prohibited in all areas of
the workplace at all times. Smoking is prohibited throughout the entire workplace; this includes all
company cars and company vehicles. This policy applies to all Employees, consultants, customers and
visitors.

Appropriate “No Smoking” signs are clearly displayed at the entrances to and within the workplace.
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16. INTELLECTUAL PROPERTY

The Employee agrees that during the course of their employment their job functions may require the
Employee to assist, participate or otherwise be involved in the creation or improvement of designs,
plans, manufacturing methods, processes or techniques in relation to new or improved inventions
relating to the Company’s business. For the purposes of this Agreement the term “Intellectual
Property” shall mean every design , development, discovery, formula, improvement or process (“the
inventions”) and every work or design in which copyright may exist, including moral rights as defined
in the Copyright Designs and Patents Act 1988.

Should the Employee make an invention in the course of the normal duties of their employment or in
relation to duties that have been specifically assigned to the Employee but would not otherwise have
been their normal duties or where the invention was made in the furtherance of the Company’s
undertaking then all such inventions will belong to the Company and all Intellectual Property made
during the course of their duties will so vest in the Company to the absolute extent that is permitted
by law.

The Employee agrees that they will forthwith notify the Company of all Intellectual Property which the
Employee may make during their employment, whether made by them or with other persons and the
Employee will keep the Company appraised at all times of the stage that has been reached in relation
to any improvement or creation of such Intellectual Property.

The Employee agrees that they will take all steps and carry out all acts that may be necessary to ensure
that the Intellectual Property is lawfully vested in the Company, including signing all applications and
any other documents that may be necessary to apply for any Patent rights or any other form of
application in the United Kingdom and Worldwide and to transfer the entire rights and interests in the
Intellectual Property to the Company and the Employee will carry out such acts and steps with filing
of any claim to such Intellectual Property right may give the Company priority.

The Employee will not be entitled to payment in respect of any Intellectual Property other than their
normal provisions for remuneration. However, if the Employee is entitled to additional compensation
by section 40 of the Patents Act 1977 the Company will pay this to the Employee and their rights under
sections 39 to 43 of the Patents Act 1977 are recognised.

These provisions remain in force with regard to Intellectual Property notwithstanding the termination
of their employment.

INVENTIONS AND DISCOVERIES

If the Employee is or has been employed by the Company to carry out any functions that involve making
new inventions or improving original inventions or that relate to the use of confidential information or
creating material that it subject to copyright or in applying designs, manufacturing methods, plans,
processes or techniques that are new or have been improved then the Employee must have signed an
agreement that relates to the protection of all such material (“the Intellectual Property”). The Employee
agrees that the Employee will keep confidential all such information and will promptly disclose to the
Company all such Intellectual Property whether made by the employee or in conjunction with others
during the course of, or arising out of, their employment. The Employee will hold in trust for the Company
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all such Intellectual Property and will take whatever lawful steps the Company requires to assign the
Intellectual Property to the Company and ensure that it is lawfully vested in the Company. Where it is
necessary to secure a patent to protect the Intellectual property or to take any other steps the Employee
will render all assistance and do everything that is necessary to assist the Company in obtaining such
protection. The use of the Intellectual Property is at the absolute discretion of the Company.

In any event by signing their Statement of Written Terms and Conditions the Employee agree to be bound

by the terms of the Agreement, which is described as the “Intellectual Property Agreement”. For the
avoidance of doubt its contents the terms of that Agreement are set out in this manual.
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17. REDUNDANCY

Itis regrettable that the business may face circumstances when factors such as changes in our market,
changes in technology or changes in our organisational requirements may result in a potential
redundancy situation.

When a potential redundancy situation has arisen, we will give consideration to options, which may
include:

e Imposing a restriction on recruitment where such recruitment could have a bearing on the
outcome of any potential redundancy situation;

e Reducing the amount of overtime working to an absolute minimum;

e Investigation of whether appropriate measures such as short-time working and/or lay off
can be implemented in order to avoid potential redundancies.

In the event a redundancy programme is required we will notify all potentially affected employees of
our proposals. There will be consultation with the relevant pool(s). Where applicable, selection
criteria will be discussed. No final decision will be taken by us without giving affected employees the
opportunity to consult with us and explore possible alternatives.
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18. RETIREMENT

The Company is committed to supporting all employees, irrelevant of age. When employees are
approaching retirement the Company will continue to support them in their transition from work to
retirement.

RETIREMENT AGE

There is no set retirement age. Employees should notify the Company when they intend to terminate
their employment due to retirement.

PROCEDURE

If you wish to retire, you should put your resignation in writing to your line Manager. You will be
required to give the amount of notice as set out in your contract of employment.
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19. PENSION SCHEME

We comply with current legislation regarding the provision of a registered Employee Pension
Scheme. For further details please contact a member of Management and refer to your
employee company handbook.
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20. CONFIDENTIALITY POLICY

This information includes, but is not limited to:

e Marketing and sales policies;
e Pricing information;
e Customer information and details.

By the same token the affairs of our clients are private, and any information that you obtain about
clients or customers during the period that you are employed must be regarded as confidential. We
will regard any breach of confidentiality as a disciplinary offence and any breaches may lead to
dismissal.

Accordingly, you agree that during and after your employment you will not disclose any confidential
information that has come to your attention during the course of your employment. You will at all
times protect and maintain the confidentiality of our information and that of its clients and may only
disclose such information as is required by law or as is necessary during the course of your duties with
us. You understand that this obligation will continue at all times both during and after the termination
of your employment unless and until the information has come into the public domain.

You may have been required to sign a confidentiality undertaking when you signed your letter of
appointment. You must abide by the terms of that confidentiality undertaking at all times and it will
be regarded as an act of gross misconduct if you breach the terms of that undertaking, which may lead
to disciplinary proceedings and possible dismissal.

For the purpose of this Agreement, confidential information shall be deemed to include: information
relating to the business methods, corporate plans, management systems, finances, maturing new
business opportunities, or research and development projects; marketing information relating to the
marketing or sales of any past, present or future product or service including limitation sales targets and
statistics, market share and pricing statistics, marketing surveys and plans, market research reports,
sales techniques, price lists, discount structures, the names, addresses, telephone numbers, contact
names and identities of customers and potential suppliers to us and all confidential aspects of your
business relationship with us; technical information consisting of all and any trade secrets, secret
formulae, processes, inventions, designs, know-how, discoveries, technical specifications and other
technical information relating to the creation, production or supply of any past, present or future
product or service of us; information relating to the trade secrets or other information of a confidential
nature belonging to the customers of us or in respect of which we owe an obligation of confidence.
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21. VEHICLE RULES

DRIVING LICENCES

Before you can drive one of our vehicles you must receive authorisation from a member of
Management. To receive authorisation, you must hold a full U.K. driving licence, or international
equivalent. A photocopy of your licence will be taken and held on file.

Your licence shall be inspected by us as and when necessary. A copy of your licence will be kept on file
for 12 months. We reserve the right to inspect your licence at other random intervals throughout your
employment.

If you are charged with or convicted of driving offences, or have your driving licence endorsed, you
must report this fact to the Company at the earliest possible opportunity.

FITNESS TO DRIVE
You must report to us any health conditions or treatments which may affect your fitness to drive.
DISQUALIFICATION FROM DRIVING

If driving accounts for all, or a significant proportion, of your job and you are disqualified from driving,
we reserve the right to terminate your employment.

FINES

If you incur any fines, or charges, for any motoring/parking offences while driving one of our vehicles,
you will be personally accountable for the fine or charge. You will be personally accountable whether
or not the fine or charge was incurred in the course of our business.

The fine or charge should be paid immediately by you. If you fail to pay a driving related fine or charge,
we reserve the right to pay the fine or charge and deduct the cost from your pay.

PERMITTED USE
Our vehicles are for business use unless otherwise specified.

If you are absent from work we reserve the right to require you to make our vehicles available for
business use by other employees.

FUEL AND MILEAGE
Authorised vehicle drivers may be issued with a fuel card with which to purchase fuel for business use.
Mileage Records must be kept in accordance with our procedures. You will be responsible for

repayment in full of any mileage costs which can not shown to have been incurred for business use.
In addition, disciplinary action may be taken against you.
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If you are required to purchase fuel, for business use, you will be required to submit a fuel expense
claim along with valid VAT receipts confirming your purchases on a weekly/monthly basis. You will be
responsible for repayment in full of any mileage costs which can not shown to have been incurred for
business use. In addition, disciplinary action may be taken against you.

MAINTENANCE AND SERVICING

You are responsible for keeping your vehicle clean and for carrying out routine checks on the vehicle.
Such checks should be carried out on a regular basis to ensure your vehicle is always maintained in a
roadworthy condition.

You are also responsible for ensuring the vehicle is serviced in accordance with the manufacturers’
recommendations.

All maintenance work required must be authorised in advance by the Company.

DRIVING UNDER THE INFLUENCE OF ALCOHOL OR DRUGS
If you are found to have been under the influence of alcohol or drugs while driving one of our vehicles,
disciplinary action will be taken against you. This may result in your summary dismissal for gross

misconduct.

Prescribed drugs which affect your ability to drive our vehicle safely will be treated in the same manner
as illegal drugs.

ACCIDENTS AND DAMAGE

You are required to drive our vehicles in a safe and responsible manner.

All damage to, or loss from, one of our vehicles must be reported to a member of management
without delay. Thereafter, we will require you to provide a full written report of the circumstances of
the damage or loss.

If requested to make a statement by the police you should contact a member of management before
doing so. This is particularly important following serious accidents causing injury where it may be

necessary to ensure that you are legally represented.

In the event of repeated incidents/accidents disciplinary action may be taken against you. In such
circumstances, we may also withdraw your vehicle.

If, as a result of your negligence, damage is caused to one of our vehicles you will be liable for the total
cost of repairing the vehicle and/or for paying any insurance excess following any claim made by us.

In the event of your failure to make payment, we have the contractual right to recover any such
sum/sums by making a deduction from your pay.
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USE OF MOBILE PHONES/HANDS FREE PHONES IN OUR VEHICLES

You must not use a ‘hand held’ mobile telephone while driving one of our vehicles. In terms of the
relevant legislation, ‘driving includes sitting in a stationary vehicle while the engine is running.

The only time mobile phones may be used in one of our vehicles is when the vehicle is parked and the
car engine is switched off.

Hands free phones should not be used for making calls while driving. If you receive a call via a hands
free phone you should only answer the call if it is safe to do so.

If you are convicted of using a mobile phone or hands free phone in contravention of the relevant
legislation, disciplinary action may be taken against you.

USE OF PRIVATE VEHICLE

You must not use your own vehicle on our business without the consent of the Company. If such
consent is given you will receive payment of a fixed allowance or a mileage rate.

It will be your responsibility to ensure your vehicle is insured for business use.

SATELLITE TRACKING SYSTEM

We have the option of fitting our vehicles with Global Positioning Satellite Tracking Systems. This
enhances the security of our vehicles and enables us to monitor the use and location of the vehicle.

Any attempt to disable, or interfere with the proper operation the system, will result in disciplinary
action being taken against you and may result in your summary dismissal.
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SOCIAL MEDIA POLICY

Social media definition

Social media is an interactive online media that allows users to communicate instantly with
each other or to share data in a public forum. It includes social and business networking
websites such as Facebook, MySpace, Bebo, Twitter and LinkedIn. Social media also covers
video and image sharing websites such as YouTube and Flickr, as well as personal weblogs
(“blogs”). This is a constantly changing area with new websites being launched on a regular
basis and therefore this list is not exhaustive.

This policy applies in relation to any social media that employees may use.

Social media rules

The Company recognises that many employees make use of social media in a personal
capacity outside the workplace and outside normal working hours. While they are not
acting on behalf of the Company in these circumstances, employees must be aware that
they can still cause damage to the Company if they are recognised online as being one of its
employees. Therefore, it is important that the Company has strict social media rules in
place to protect its position.

When logging on to and using social media websites and blogs at any time, including
personal use on non-Company computers outside the workplace and outside normal
working hours, employees must not:

e Other than in relation to the Company’s own social media activities or other than where
expressly permitted by the Company for business networking websites such as LinkedIn,
publicly identify themselves as working for the Company, make reference to the Company
or provide information from which others can ascertain the name of the Company.

e Other than in relation to the Company’s own social media activities or other than where
expressly permitted by the Company for business networking websites such as LinkedIn,
write about their work for the Company — and, in postings that could be linked to the
Company, they must also ensure that any personal views expressed are clearly stated to
be theirs alone and do not represent those of the Company.

e Conduct themselves in a way that is potentially detrimental to the Company or brings the
Company or its employees, clients, customers, contractors or suppliers into disrepute, for
example by posting images or video clips that are inappropriate or links to inappropriate
website content.

e Other than in relation to the Company’s own social media activities or other than where
expressly permitted by the Company for business networking websites such as LinkedIn,
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use their work e-mail address when registering on such sites or provide any link to the
Company’s website.

Allow their interaction on these websites or blogs to damage working relationships with
or between employees and clients, customers, contractors or suppliers of the Company,
for example by criticising or arguing with such persons.

Include personal information or data about the Company’s employees, clients, customers,
contractors or suppliers without their express consent (an employee may still be liable
even if employees, clients, customers, contractors or suppliers are not expressly named
in the websites or blogs as long as the Company reasonably believes they are identifiable)
— this could constitute a breach of the Data Protection Act 1998 which is a criminal
offence.

Make any derogatory, offensive, adverse, discriminatory, untrue, negative, critical or
defamatory comments about the Company, its employees, clients, customers, contractors
or suppliers, or any comments which might reasonably be considered to insult, damage
or impugn the Company’s or their reputation or character (an employee may still be liable
even if the Company, its employees, clients, customers, contractors or suppliers are not
expressly named in the websites or blogs as long as the Company reasonably believes they
are identifiable).

Make any comments about the Company’s employees that could constitute unlawful
discrimination, harassment or cyber-bullying contrary to the Equality Act 2010 or post any
images or video clips that are discriminatory or which may constitute unlawful harassment
or cyber-bullying — employees can be personally liable for their actions under the
legislation.

Disclose any trade secrets or confidential, proprietary or sensitive information belonging
to the Company, its employees, clients, customers, contractors or suppliers or any
information which could be used by one or more of the Company’s competitors, for
example information about the Company’s work, its products and services, technical
developments, deals that it is doing, future business plans and staff morale.

Breach copyright or any other proprietary interest belonging to the Company, for
example, using someone else’s images or written content without permission or failing to
give acknowledgement where permission has been given to reproduce particular work —
if employees wish to post images, photographs or videos of their work colleagues or
clients, customers, contractors or suppliers on their online profile, they should first obtain
the other party’s express permission to do so.

Employees must remove any offending content immediately if they are asked to do so by
the Company.

Work and business contacts made during the course of employment through social media
websites and which are added to personal social networking accounts amount to
confidential information belonging to the Company and accordingly the Company may ask
for them to be surrendered on termination of employment.

Employees should remember that social media websites are a public forum, even if they
have set their account privacy settings at a restricted access or “friends only” level, and
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therefore they should not assume that their entries on any website will remain private or
confidential.

Employees must also be security conscious when using social media websites and should
take appropriate steps to protect themselves from identity theft, for example by setting
their privacy settings at a high level and restricting the amount of personal information they
give out, such as date and place of birth, schools attended, family names and favourite
football team. This information may form the basis of security questions and/or passwords
on other websites, such as online banking.

Should employees observe inaccurate information about the Company on any web sources
of information, they should report this to their line manager in the first instance.

Social media references

Where employees (or ex-employees) have set up personal profiles on business networking
websites such as LinkedIn, these websites may include the facility for the user to request
their contacts or other users to provide them with open recommendations, endorsements
or references which are then published on their personal profile web pages for other
contacts or connections, or prospective contacts or connections, to read. As these could
potentially be construed as open references given on behalf of the Company, employees are
prohibited from providing these types of recommendations, endorsements or references
online to or for the benefit of other employees or ex-employees without the prior
permission of their line manager.

If these types of recommendations, endorsements or references are requested online by
clients, customers, contractors, suppliers or other Company-related business connections,
employees should refer such requests to their line managers.

Contravention of this policy
Failure to comply with any of the requirements of this policy is a disciplinary offence and
may result in disciplinary action being taken under the Company’s disciplinary procedure.

Depending on the seriousness of the offence, it may amount to gross misconduct and could
result in the employee’s summary dismissal.
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22. EMAIL POLICY

INTRODUCTION

The Company’s computer system contains an e-mail facility which is intended to promote effective
communication within the organisation on matters relating to its business. The e-mail system should
therefore be used for that purpose. Personal messages may be sent but these should respect the
primary purpose of the e-mail system. This means the e-mail system should not be used for frivolous
purposes such as spreading gossip, or for personal gain or in breach of any of the Company’s standard
employment policies on issues such as sexual harassment.

Messages sent on the e-mail systems are to be written in accordance with the standards of any other
form of written communication and the content and language used in the message must be consistent
with best Company practice. Messages should be concise and directed to those individuals with a need
to know. General messages to a wide group should only be used where necessary.

Confidential information should not be sent externally by e-mail without express authority and unless
the messages can be lawfully encrypted.

LEGAL ACTION AGAINST THE COMPANY

Messages sent over the e-mail system can give rise to legal action against the Company. Claims of
defamation, breach of confidentiality or contract could arise from a misuse of the system. It is
therefore vital for e-mail messages to be treated like any other form of correspondence and where
necessary hard copies to be retained. Employees are also reminded that messages are disclosable in
any legal action commenced against the Company relevant to the issues set out in the e-mail.

THE COMPANY'’S RIGHTS

The Company reserves the right to retrieve the contents of messages for the purpose of monitoring
whether the use of the e-mail system is legitimate, to find lost messages or to retrieve messages lost
due to computer failure, to assist in the investigations of wrongful acts, or to comply with any legal
obligation.

The Company may routinely monitor messages.

SECURITY

If the Employee is given access to the e-mail system the Employee is responsible for the security of
their terminal and the Employee must not allow the terminal to be used by an unauthorised person.

The Employee should therefore keep their personal password confidential and change it regularly.

When leaving their terminal unattended or on leaving the office the Employee should ensure the
Employee logs off the system to prevent unauthorised users using their terminal in their absence.

GENERAL RULES
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Should the Employee receive an e-mail message which has been wrongly delivered to their e-mail
address the Employee should notify the sender of the message by redirecting the message to that
person. Further in the event the e-mail message contains confidential information the Employee must
not disclose or use that confidential information. Should the Employee receive an e-mail which
contravenes this policy the e-mail should be brought to the attention of theirimmediate superior/line
manager.

Misuse of the e-mail system in breach of this policy statement will be considered to be misconduct
and will be dealt with within the framework of the Company’s disciplinary procedure.

Misuse of the e-mail system by transmission of any material in any of the following ways may
constitute gross misconduct:

Defamatory;
Offensive or obscene;
Untrue or malicious;
In breach of copyright.
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23. RIGHT TO SEARCH

In order to minimise the problems caused by the unauthorised removal of property (including
products, data held on computer disks or mobile phones) belonging to us, our clients, employees or
visitors, we reserve the right to carry out random searches when we consider it necessary.

The act of searching does not necessarily imply that the individual is under suspicion. Employees, your
briefcases, handbags and other receptacles, cars and other vehicles will be subject to search by
authorised persons both on entering and leaving the premises.

We also retain the right to search desks, lockers and any other facilities used by employees for storage
while at work. The searches will be carried out by a member of the firm's security staff, members of
staff trained and appointed by us to do so or by an outside Company contracted to us for this purpose.

Searches will be carried out by a person of the same sex as you, in private and in the presence of a
witness who will usually be a manager/supervisor/team leader of the same sex as you.

Any individual found with property which does not belong to him or her, and for which he or she
cannot satisfactorily account, will be subject to the disciplinary procedure, which could result in
dismissal for gross misconduct. ‘Property’ will be deemed to include confidential information, such as
customer credit card or account details.

A refusal to be searched involves a breach of your conditions of employment and may result in
disciplinary action being taken. You have the right to refuse, but in doing so, you may be detained for
questioning by the police.

Any unreasonable refusal by an individual to submit to a search when properly requested will be

viewed as misconduct and may lead to disciplinary action (up to and including dismissal) being taken
against them.
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24. ALCOHOL AND DRUGS POLICY

At no time is alcohol or drugs to be consumed during working hours. Any person found to be in breach of
this clause will face disciplinary action.

If you are suspected of using drugs or alcohol you may be required to undergo a medical examination for
us to ascertain whether there is a problem in relation to drink and drugs which is affecting your work.

You may be suspended from work until the problem has been resolved. We will decide whether to require
you to undergo a programme of rehabilitation or whether abuse of alcohol or drugs should be treated as
a disciplinary matter.

It is the policy of us to offer support and assistance to any employee who has a problem which is
related to drugs or alcohol. Our priority is to maintain a working environment which is safe for all and,
within this environment, to assist in the identification of alcohol of drug related problems and to
encourage and assist you to seek help with these problems.

DISCIPLINARY MATTERS

We distinguish between the use of alcohol and drugs in the workplace, which will be regarded as a
disciplinary offence and treated appropriately, and sickness arising out of alcohol or drug problems.
However, you should be aware that the abuse of alcohol or drugs in the workplace is likely to lead to
dismissal. The following rules apply:

1. If you are found consuming alcohol or taking drugs on our premises or are under the influence of
alcohol or drugs in the workplace then this will be treated as gross misconduct under our
disciplinary procedure. The possession of drugs for any reason other than medical is forbidden.
You must inform your manager if you are taking drugs for medical reasons and in particular if they
are likely to affect your ability to work.

2. You may be required to undergo a medical examination in order to ascertain whether there is a
problem in relation to drink or drugs which is affecting your ability to work. You may be
suspended from work until the problem has been resolved. We will decide whether to require
you to undergo a programme of rehabilitation or whether abuse of alcohol or drugs should be
treated as a disciplinary matter.

3. The following may be treated as disciplinary matters:

e Ifyou are offered a programme of rehabilitation and do not comply with the programme;

e If you refuse to accept that you have a drug or alcohol related problem and are guilty of
poor attendance, poor or impaired performance or conduct which is inconsistent with
your position or which affects the work environment, well-being or health and safety of
co-employees.

4. You should be aware that we would not hesitate to inform the police if we believe that there has
been an abuse of controlled drugs for which criminal sanctions are appropriate. However, where
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you recognise that you have a problem and seek support we may, in our discretion, not inform
the police if you have volunteered information about the use of illegal substances.

EMPLOYEE SUPPORT

If you consider that another employee may have an alcohol or drug related problem then you are
encouraged to discuss these problems with Human Resources/your line manager. Any discussions
will be in complete confidence and we will offer support by way of medical treatment, counselling
or leave for the purpose or rehabilitation.

Co-employees who notice signs of alcohol and drug abuse in a work colleague should report their
suspicions and their reason for them to the Line manager or appointed person. This will be
treated in total confidence.

A manager who believes that you have a drug related problem or who has received information
about suspected abuse from a work colleague will take the appropriate action to discuss the
matter with you. This will not be regarded as a disciplinary matter at this stage but you may be
required to stop work where it poses a risk to health or safety. Depending on the circumstances
your conduct may be treated as a disciplinary matter under 1 to 4 above.

The Disciplinary Procedure is NON-CONTRACTUAL.
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25. DRESS CODE AND HYGIENE

We expect you to maintain a high standard of personal hygiene while at work. You should also wear
clothing which is appropriate to your job responsibilities during working hours. Proper standards of
hygiene and dress ensure that we portray a professional image at all times.

PROTECTIVE CLOTHING AND EQUIPMENT

We may provide you with protective clothing and/or equipment. If you are issued with such clothing
and/or equipment it must be worn or used at the appropriate times.

It is your responsibility to take care of any protective clothing and/or equipment issued to you.

Failure to wear protective clothing or to use safety equipment provided to you may result in
disciplinary action being taken against you.

UNIFORMS/COMPANY WORKWEAR

We may provide you with items of uniform/overalls/company work wear. Such items should be worn
in the prescribed manner at all times during your working hours.

These items of uniform remain our property at all times. In the event that you leave our employment,
for whatever reason, you must immediately return any items of uniform belonging to us. Payment of
any final sums due to you upon termination of your employment will be delayed until such time as all
items of uniform in your possession have been returned in good condition.
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26. COMPANY PROPERTY

OUR PROPERTY

You should use our property only for the purpose for which it is intended. Our property must not be
removed from our premises without our prior written approval.

If you become aware of any loss of, or damage to, our property you should report the matter to
management immediately.

RETURN OF OUR EQUIPMENT/PROPERTY

We require you to return any property belonging to us which is in your possession, or for which you
have responsibility prior to your official leaving date. If you have been summarily dismissed any such
property must be returned immediately.

Failure to return our property will result in the cost of the replacement/s being deducted from any
final sums owing to you.
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