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Introduction

Welcome to StaffCo Direct Ltd

This Employee Handbook is designed both to introduce
you to StaffCo Direct and to be of continuing use whilst
working on assignment for us.

We ask that you study carefully the contents of this
Employee Handbook as, in addition to setting out our rules
and regulations, it also contains information on the policies
and procedures relating to your employment. If you require
any clarification or additional information please refer to
your recruitment consultant.

Please note that we provide equal opportunities and are
committed to the principle of equality in accordance with
legislative provisions. We expect your support in
implementing these policies. We will not condone any
unlawful discriminatory act or attitude in the course of your
time with us or in your dealings with our clients, suppliers,
contract workers, members of the public. Acts of unlawful
discrimination, harassment or victimisation will result in
disciplinary action or termination of contract.

General amendments to the Employee Handbook will be
issued from time to time.



Pay

A) ADMINISTRATION

1) Payment

a) For all candidates paid by StaffCo Direct or via an external payroll provider, you
will receive a payslip showing how the total amount of your pay has been
calculated. It will also show the deductions that have been made and the
reasons for them, e.g. Income Tax, National Insurance, etc. Any paid Holiday
pay will be detailed on your payslip.

b) For all candidates that are registered as self employed and paid through your
Limited Company, you will not receive payslips or any further allowances,
holiday pay etc.

c) Any pay queries that you may have should be raised with your recruitment
consultant.

2) Overpayments

If you are overpaid for any reason, the total amount of the overpayment will be
deducted from your next payment but if this would cause hardship, arrangements
may be made for the overpayment to be recovered over a longer period.

B) LATENESS/ABSENTEEISM

1)  You must attend work punctually at the specified time(s) and you are required to
comply strictly with any time recording procedures relating to your work.

2) All absences must be notified in accordance with the sickness reporting
procedures laid down in this Employee Handbook.

3) Lateness or absence may result in termination of contract and/or loss of
appropriate payment.

Holiday Entitlement and Conditions

A) ANNUAL HOLIDAYS

1) Your annual holiday entitlement is 20 days plus 8 days bank holiday. This is paid
and is shown on your payslip as a payment when holiday is taken.

2) Ifyou are working via your own Ltd Company you do not accrue any holiday.
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Sickness/Injury Payments and

Conditions

A)

B)
1)

2)

3)

Q
1)

2)

NOTIFICATION OF INCAPACITY FOR WORK

You must notify us by telephone on the first day of incapacity at the earliest
possible opportunity and by no later than 1 hour before your start time. Text
messages and e-mails are not an acceptable method of notification. Other than
in exceptional circumstances notification should be made personally, to your
recruitment consultant.

PAYMENTS

You are entitled to statutory sick pay (SSP) if you are absent for four or more
consecutive days because of sickness or injury provided you meet the statutory
qualifying conditions. SSP is treated like wages and is subject to normal
deductions.

Qualifying days are the only days for which you are entitled to SSP. These days
are normally your working days unless otherwise notified to you. The first three
qualifying days of absence are waiting days for which SSP is not payable. Where
a second or subsequent period of incapacity (of four days or more) occurs within
56 days of a previous period of incapacity, waiting days are not served again.

Where the circumstances of your incapacity are such that you receive or are
awarded any sum by way of compensation or damages in respect of the
incapacity from a third party, then any payments which we may have made to
you because of the absence (including SSP) shall be repaid by you to us up to an
amount not exceeding the amount of the compensation or damages paid by the
third party and up to, but not exceeding, any amount paid by us.

RETURN TO WORK

You should notify your recruitment consultant as soon as you know on which day
you will be returning to work, if this differs fromm a date of return previously
notified.

If you have been suffering from an infectious or contagious disease or illness
such as rubella or hepatitis you must not report for work without clearance from
your own doctor.



A) WORKING TIME DIRECTIVE

B) A maximum average 48 hour working week — which is calculated over the agreed
reference period.

C) A maximum cap of 60 hours working time in any fixed week — the fixed week
starts at 00.00 hours on each Monday and finishes at 23.59 hours the following
Sunday.

D) A maximum limit of 10 hours in any 24 hour period for night workers - for goods
vehicle operations, a night worker is someone who works for any time between
00.00 hours and 04.00 hours.

E) Breaks from work — you may not work for more than 6 hours without a break. A
30-minute break is needed if your total working time is over 6 but not over 9
hours, or 45 minutes is needed if your total working time over 9 hours. Breaks
must interrupt working time - in other words they may not be taken at the very
beginning or end of a shift. They may be sub-divided into periods of at least 15
minutes and spread over the working day.

F) Breaks taken as breaks from driving under tachograph rules can also be
counted as breaks from working time, and vice-versa. When looking at both
working time and tachograph rules together, it is important to remember that
breaks must be taken after 6 hours work or after 4.5 hours driving, whichever
happens soonest.

G) Daily and weekly rest - as specified in the tachograph rules.

Safeguards

A) DATA PROTECTION

The General Data Protection Regulation (GCDPR) and the current Data Protection Act
regulate our use of your personal data. As an employer it is our responsibility to
ensure that the personal data we process in relation to you is done so in accordance
with the required principles. Any data held shall be processed fairly and lawfully and
in accordance with the rights of data subjects.

We will process data in line with our privacy notices in relation to both job applicants
and employees. You have several rights in relation to your data. More information
about these rights is available in our GDPR policy. We commit to ensuring that your
rights are upheld in accordance with the law and have appropriate mechanisms for
dealing with such.

We may ask for your consent for processing certain types of personal data. In these
circumstances, you will be fully informed as to the personal data we wish to process
and the reason for the processing. You may choose to provide or withhold your
consent. Once consent is provided, you are able to withdraw consent at any time.

You are required to comply with all company policies and procedures in relation to
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processing data. Failure to do so may result in disciplinary action up to and including
dismissal.

Standards

A) CUSTOMER SERVICE

Customers are the key to the success of our business and excellent service is a key
element to gaining and retaining customers. It is expected that delivering an
exemplary service to our customers is at the forefront of the minds of all of our
candidates. Delivering excellent customer service involves understanding the
customers’ needs (however great or small) and managing their expectations. This
will vary from each customer however all customers should expect:

a) A friendly, professional greeting, smile;

b) Be friendly, empathetic and listen to the customer’s needs ask questions as
necessary where
further clarification is required;

c) Act promptly and efficiently when delivering the service demonstrating your
skills and product knowledge. Ask the customer if there is anything else you
can help them with today;

d) Thank the customer for their business, ensure they leave satisfied with a
positive impression of you and the Company.

Health, Safety, Welfare and Hygiene

A) SAFETY

1) You should make yourself familiar with our Health and Safety Policy and your
own health and safety duties and responsibilities, as shown separately.

2) You must not take any action that could threaten the health or safety of yourself,
other candidates, clients or members of the public.

3) Protective clothing and other equipment which may be required for your
protection because of the nature of your job must be worn and used at all
appropriate times. Failure to do so could be a contravention of your health and
safety responsibilities.
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4) You should report all accidents and injuries at work, no matter how minor, to
your relevant recruitment consultant.

5) You must ensure that you are aware of our fire and evacuation procedures and
the action you should take in the event of such an emergency.

B) ALCOHOL & DRUGS POLICY

Under legislation we have a duty to ensure so far as is reasonably practicable, the
health and safety and welfare at work of all our candidates and similarly you have a
responsibility to yourself and your colleagues. The use of alcohol and drugs may
impair the safe and efficient running of the business and/or the health and safety of
our employees.

If your performance or attendance at work is affected as a result of alcohol or drugs,
or we believe you have been involved in any drug related action/offence, you may be
subject to disciplinary action and, dependent on the circumstances, this may lead to
your contract being terminated.

C) NO SMOKING POLICY

We are committed to protecting your health, safety and welfare and that of all those
who work for us by providing a safe place of work and protecting all workers, service
users, customers and visitors from exposure to smoke.

All of our workplaces (including our vehicles) are smoke-free and all staff and visitors
have a right to a smoke-free environment.

This no-smoking policy complies with the Health Act 2006 and associated
regulations. We are committed to a programme of action to make this policy
effective and to bring it to the attention of all staff.

D) FITNESS FOR WORK

If you arrive for work and, in our opinion, you are not fit to work, we reserve the right to
exercise our duty of care if we believe that you may not be able to undertake your
duties in a safe manner or may pose a safety risk to others, and send you away for the
remainder of the day with or without pay and, dependent on the circumstances, you
may be liable to disciplinary action.

E) MANUAL HANDLING

You are required, in accordance with the Manual Handling Regulations 1992, to advise
us of any condition which may make you more vulnerable to injury.



General Terms and Procedures

A) CHANGES IN PERSONAL DETAILS

You must notify us of any change of name, address, telephone number, etc., so that
we can maintain accurate information on our records and make contact with you in
an emergency, if necessary, outside normal working hours.

B) CLIENT'S PREMISES

Whilst visiting or working at any of our clients premises, it is imperative that you
familiarise yourself and comply with all of their rules and requirements including
(but not limited to) security, health and safety, smoking, parking, etc. Failure to
comply with site rules could result in your removal from site and potentially the
termination of your contract.

Every reasonable effort should be made to attend work in accordance with your
contract. In the event that you are unable to attend work owing to inclement
weather conditions and/or severe disruption to your travel arrangements, you should
report your absence through the normal absence reporting procedures.

C) DRIVING LICENCE

If driving is a necessary part of your role it is imperative that you maintain a valid
driving licence suitable for the vehicle you operate at all times during your
employment. We may also require you to provide us with the ability to access your
driving licence details online. If at any time your licence is endorsed, or you are
disqualified from driving, we must be informed immediately.

D) FINES

We will not be held responsible for any fines (e.g. parking, speeding etc.) incurred by
you whilst working for us. Any fines occurred will be taken from your next salary
payment.



Anti-Bribery Policy

A) INTRODUCTION

Bribery is a criminal offence. The Company prohibits any form of bribery. We require
compliance, from everyone connected with our business, with the highest ethical
standards and anti-bribery laws applicable. Integrity and transparency are of utmost
importance to us and we have a zero tolerance attitude towards corrupt activities of
any kind, whether committed by candidates or by third parties acting for or on behalf
of the Company.

B) POLICY

It is prohibited, directly or indirectly, for any candidate or person working on our
behalf to offer, give, request or accept any bribe i.e. gift, loan, payment, reward or
advantage, either in cash or any other form of inducement, to or from any person or
Company in order to gain commercial, contractual or regulatory advantage for the
Company, or in order to gain any personal advantage for an individual or anyone
connected with the individual in a way that is unethical.

C) SUSPICION

If we suspect that you have committed an act of bribery or attempted bribery, an
investigation will be carried out and, in line with our disciplinary procedure where
appropriate, action may be taken against you which may result in your dismissal, or
the cessation of our business arrangement with you.

D) REPORTING

If you, as a candidate or person working on our behalf, suspect that an act of bribery
or attempted bribery has taken place, even if you are not personally involved, you are
expected to report this to your Line Manager. You may be asked to give a written
account of events.

Staff are reminded of the Company’'s Whistleblowing Policy which is available in this
Candidate Handbook.



Anti-Tax Evasion Policy

A) INTRODUCTION
Tax evasion is a criminal offence. The Company prohibits any form of tax evasion.
Involvement in the criminal facilitation of tax evasion exposes the Company and the
person facilitating the evasion to a criminal offence. It will also damage our
reputation and the confidence of our clients, suppliers and business partners.
Indicators of tax evasion are:-

a) request for payment by cash;

b) overly-complex payment mechanisms;

c¢) services/good provided to jurisdictions that do not subscribe to Common
Reporting Standards;

d) transactions involving overly complex supply chains;

e) transactions involving private banking facilities; and/or

f) records are incomplete or missing.
Our position is simple: we conduct our business to the highest legal and ethical
standards. We will not be party to tax evasion or the facilitation of tax evasion of any
form. Such acts would damage our reputation and expose us, and our staff and

representatives, to the risk of fines and imprisonment.

We take a zero-tolerance approach to tax evasion facilitation by our people and our
third party representatives. We are committed to:

a) rejecting the facilitation of tax evasion; and

b) not recommending the services of others who do not have reasonable
prevention procedures in place.

We require compliance in regards to this from everyone connected with our
business. Integrity and transparency are of utmost importance to us.

B) DEFINITIONS OF TAX EVASION

Tax evasion is the practice of using illegal methods to avoid paying tax. It frequently
involves contrived, artificial transactions that serve no purpose other than to reduce
tax liability.
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c) POLICY

It is prohibited, directly or indirectly, for any candidate or person working on our
behalf to take part in any activity relating to tax evasion.

If we suspect that you have taken part in such activity, an investigation will be carried
out and, in line with our disciplinary procedure where appropriate, action may be
taken against you which may result in your dismissal, or the cessation of our
business arrangement with you.

If you, as an candidate or person working on our behalf, suspect any activity related
to tax evasion or attempted tax evasion has taken place, even if you are not personally
involved, you are expected to report this to your Line Manager. You may be asked to
give a written account of events.

D) TRAINING/MONITORING/REVIEW

The Company will ensure that it gives all relevant training for staff in relation to
financial crime detection and prevention, it will ensure it monitors and enforces
compliance with the prevention procedures and regularly review the effectiveness of
prevention procedures, refining them where necessary.

E) CONCERNS

Staff are reminded of the Company’'s Whistleblowing policy which is available in this
Candidate Handbook, or upon request.

Whistle-blowers

We are committed to conducting our business with honesty and integrity, and we
expect all staff to maintain high standards in accordance with our Code of Conduct.
However, all organisations face the risk of things going wrong from time to time, or
of unknowingly harbouring illegal or unethical conduct. A culture of openness and
accountability is essential in order to prevent such situations occurring or to
address them when they do occur.

The aims of this policy are:

(a) To encourage staff to report suspected wrongdoing as soon as possible, in the
knowledge that their concerns will be taken seriously and investigated as appropriate, and that
their confidentiality will be respected.

(b) To provide staff with guidance as to how to raise those concerns. (c) To reassure staff
that they should be able to raise genuine concerns in good faith without fear of reprisals,
even if they turn out to be mistaken.



What is whistleblowing?

Whistleblowing is the disclosure of information which relates to suspected
wrongdoing or dangers at work. This may include:

1. criminal activity;

2. miscarriages of justice;

3. danger to health and safety;

4, damage to the environment;

5. failure to comply with any legal or professional obligation or regulatory requirements;
6. financial fraud or mismanagement;

7. negligence;

8. breach of our internal policies and procedures including our Code of Conduct;

9. conduct likely to damage our reputation;

10. unauthorised disclosure of confidential information;

1. the deliberate concealment of any of the above matters.

A whistle-blower is a person who raises a genuine concern in good faith relating to
any of the above. If you have any genuine concerns related to suspected wrongdoing
or danger affecting any of our activities (a whistleblowing concern) you should
report it under this policy.

This policy should not be used for complaints relating to your own personal
circumstances, such as the way you have been treated at work. In those cases you
should use the GCrievance Procedure or Anti-harassment and Bullying Policy as
appropriate.

If you are uncertain whether something is within the scope of this policy you

should seek advice from the Whistleblowing Officer, whose contact details are at the
end of this policy.

Raising a whistleblowing concern

We hope that in many cases you will be able to raise any concerns with your line
manager. You may tell them in person or put the matter in writing if you prefer.

They may be able to agree a way of resolving your concern quickly and effectively. In
some cases they may refer the matter to the Whistleblowing Officer.

However, where the matter is more serious, or you feel that your line manager has
not addressed your concern, or you prefer not to raise it with them for any reason,



you should contact one of the following: (a) The Whistleblowing Officer, Sarah
Kingshott, (b) The CEO of the business, Lee French Contact details are set out at
the end of this policy.

We will arrange a meeting with you as soon as possible to discuss your concern.
You may bring a colleague or union representative to any meetings under this
policy. Your companion must respect the confidentiality of your disclosure and any
subsequent investigation.

We will take down a written summary of your concern and provide you with a copy
after the meeting. We will also aim to give you an indication of how we propose to
deal with the matter.

Confidentiality

We hope that staff will feel able to voice whistleblowing concerns openly under this
policy. However, if you want to raise your concern confidentially, we will make every
effort to keep your identity secret. If it is necessary for anyone investigating your
concern to know your identity, we will discuss this with you.

We do not encourage staff to make disclosures anonymously. Proper investigation
may be more difficult or impossible if we cannot obtain further information from
you. It is also more difficult to establish whether any allegations are credible and
have been made in good faith. Whistle-blowers who are concerned about possible
reprisals if their identity is revealed should come forward to the Whistleblowing
Officer or one of the other contacts and appropriate measures can then be taken to
preserve confidentiality. If you are in any doubt, you can seek advice from Public
Concern at Work, the independent whistleblowing charity, who offer a confidential
helpline. Their contact details are at the end of this policy.

External disclosures

The aim of this policy is to provide an internal mechanism for reporting,
investigating, and remedying any wrongdoing in the workplace. In most cases
you should not find it necessary to alert anyone externally.

The law recognises that in some circumstances it may be appropriate for you to report
your concerns to an external body such as a regulator. It will very rarely if ever be
appropriate to alert the media. We strongly encourage you to seek advice before
reporting a concern to anyone external. The independent whistleblowing charity,
Public Concern at Work, operates a confidential helpline. They also have a list of
prescribed regulators for reporting certain types of concern. Their contact details
are at the end of this policy.
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Whistleblowing concerns usually relate to the conduct of our staff, but they may
sometimes relate to the actions of a third party, such as a customer, supplier or
service provider. The law allows you to raise a concern in good faith with a third
party, where you reasonably believe it relates mainly to their actions or something
that is legally their responsibility. However, we encourage you to report such
concerns internally first. You should contact your line manager or one of the other
individuals set out in this policy for guidance.

Investigation and outcome

Once you have raised a concern, we will carry out an initial assessment to
determine the scope of any investigation. We will inform you of the outcome of our
assessment. You may be required to attend additional meetings in order to
provide further information.

In some cases we may appoint an investigator or team of investigators including
staff with relevant experience of investigations or specialist knowledge of the
subject matter. The investigator(s) may make recommendations for change to
enable us to minimise the risk of future wrongdoing.

We will aim to keep you informed of the progress of the investigation and its likely
timescale. However, sometimes the need for confidentiality may prevent us giving
you specific details of the investigation or any disciplinary action taken as a result.
You should treat any information about the investigation as confidential.

If we conclude that a whistle-blower has made false allegations maliciously, in bad
faith or with a view to personal gain, the whistle-blower will be subject to
disciplinary action.

If you are not satisfied

While we cannot always guarantee the outcome you are seeking, we will try to deal
with your concern fairly and in an appropriate way. By using this policy you can
help us to achieve this.

If you are not happy with the way in which your concern has been handled, you can
raise it with one of the other key contacts. Alternatively, you may contact the chairman
of the board of directors (the board) or our external auditors. Contact details are set
out at the end of this policy.



Protection and support for whistle-blowers

It is understandable that whistle-blowers are sometimes worried about possible
repercussions. We aim to encourage openness and will support staff who raise
genuine concerns in good faith under this policy, even if they turn out to be
mistaken.

Staff must not suffer any detrimental treatment as a result of raising a concern
in good faith. Detrimental treatment includes dismissal, disciplinary action,
threats or other unfavourable treatment connected with raising a concern. If you
believe that you have suffered any such treatment, you should inform the
Whistleblowing Officer immediately. If the matter is not remedied, you should
raise it formally using our Grievance Procedure.

Staff must not threaten or retaliate against whistle-blowers in any way. Anyone
involved in such conduct will be subject to disciplinary action.

Contacts:

Whistleblowing Officer Sarah Kingshott, Sarah.Kingshott@redmanngroup.com or
Public Concern at Work (Independent whistleblowing charity)

Helpline: (020) 7404 6609

E-mail: whistle@pcaw.co.uk

Website:www.pcaw.co.uk
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Disciplinary Procedures

A) INTRODUCTION

It is necessary to have a minimum number of rules in the interests of the whole
organisation.

The rules set standards of performance and behaviour whilst the procedures are
designed to help promote fairness and order in the treatment of individuals. It is our
aim that the rules and procedures should emphasise and encourage improvement
in the conduct of individuals, where they are failing to meet the required standards,
and not be seen merely as a means of punishment. We reserve the right to amend
these rules and procedures where appropriate.

Every effort will be made to ensure that any action taken under this procedure is fair,
with you being given the opportunity to state your case and appeal against any
decision that you consider to be unjust.

B) DISCIPLINARY PROCEDURE

1) Disciplinary action taken against you will be based on the following procedure:

OFFENCE FIRST SECOND THIRD f)?:léi;r
OCCASION OCCASION OCCASION ON
Unsatisfactory Formal Written Final written .
. . Dismissal
Conduct verbal Warning warning
warning
. Written Final written .
Misconduct . . Dismissal
Warning Warning
. Final written L
Serious Dismissal

. warnin
misconduct 9

Gross misconduct Dismissal

2) We retain discretion in respect of the disciplinary procedures to take account of
your length of service and to vary the procedures accordingly. If you have a short
amount of service you may not be in receipt of any warnings before dismissal.

3) If a disciplinary penalty is imposed it will be in line with the procedure outlined

above, which may encompass a formal verbal warning, written warning, final
written warning, or dismissal, and full details will be given to you.
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4)

Q
1)

2)

3)

4)

In all cases warnings will be issued for misconduct, irrespective of the precise
matters concerned, and any further breach of the rules in relation to similar or
entirely independent matters of misconduct will be treated as further
disciplinary matters and allow the continuation of the disciplinary process
through to dismissal if the warnings are not heeded.

GENERAL NOTES

If you are in a supervisory or Managerial position, then demotion to a lower status
at the appropriate rate may be considered as an alternative to dismissal except
in cases of gross misconduct.

In exceptional circumstances, suspension from work without pay for up to five
days as an alternative to dismissal (except dismissal for gross misconduct) may
be considered by the person authorised to dismiss.

Gross misconduct offences will result in dismissal without notice.

You have the right to appeal against any disciplinary action.

Capability/Disciplinary Appeal

Procedure

1)

2)

3)

4)

5)

6)

You have the right to lodge an appeal in respect of any capability/disciplinary
action taken against you.

If you wish to exercise this right you should apply either verbally or in writing to
the recruitment consultant.

An appeal against a formal warning or dismissal should give details of why the
penalty imposed is too severe, inappropriate or unfair in the circumstances.

The appeal procedure will normally be conducted by a member of staff not
previously connected with the process so that an independent decision into the
severity and appropriateness of the action taken can be made.

If you are appealing on the grounds that you have not committed the offence
then your appeal may take the form of a complete re-hearing and reappraisal of
all matters so that the person who conducts the appeal can make an
independent decision before deciding to grant or refuse the appeal.

You may be accompanied at any stage of the appeal hearing by a fellow

employee of your choice. The result of the appeal will be made known to you in
writing, normally within five working days after the hearing.
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Grievance Procedure

1)

2)

3)

4)

5)

6)

It is important that if you feel dissatisfied with any matter relating to your
employment you should have an effective means by which such a grievance can
be aired and, where appropriate, resolved.

Nothing in this procedure is intended to prevent you from informally raising any
matter you may wish to mention. Informal discussion can frequently solve
problems without the need for a written record. However, if you wish to raise a
formal grievance you should normally do so in writing from the outset.

You have the right to be accompanied at any stage of the procedure by a fellow
employee who may act as a witness or speak on your behalf to explain the
situation more clearly.

If you feel aggrieved at any matter relating to your work (except personal
harassment, for which there is a separate procedure following this section), you
should first raise the matter with the person specified in your Statement of Main
Terms of Employment, explaining fully the nature and extent of your grievance.
You will then be invited to a meeting at a reasonable time and location at which
your grievance will be investigated fully. You must take all reasonable steps to
attend this meeting. You will be notified of the decision, in writing, normally
within ten working days of the meeting, including your right of appeal.

If you wish to appeal you must inform Managing Director of the business within
five working days.

You will then be invited to a further meeting, which you must take all reasonable
steps to attend. As far as reasonably practicable, the Company will be
represented by a more Senior Manager than attended the first meeting (unless
the most Senior Manager attended that meeting).

Following the appeal meeting you will be informed of the final decision, normally
within ten working days, which will be confirmed in writing.



Personal Harassment Policy and

Procedure

A)
1)

3)

Q

INTRODUCTION

Harassment or victimisation on the grounds of age, disability, gender
reassignment, marriage and civil partnership, pregnancy or maternity, race,
religion or belief, sex or sexual orientation is unacceptable.

Personal harassment takes many forms ranging from tasteless jokes and abusive
remarks to pestering for sexual favours, threatening behaviour and actual physical
abuse. Whatever form it takes, personal harassment is always taken seriously and
is totally unacceptable.

We recognise that personal harassment can exist in the workplace, as well as
outside, and that this can seriously affect candidate's working lives by interfering
with their job performance or by creating a stressful, intimidating and unpleasant
working environment.

POLICY
We deplore all forms of personal harassment and seek to ensure that the
working environment is sympathetic to all our candidates.

We have published these procedures to inform candidates of the type of
behaviour that is unacceptable and provide candidates who are the victims of
personal harassment with a means of redress.

We recognise that we have a duty to implement this policy and all candidates are
expected to comply with it.

EXAMPLES OF PERSONAL HARASSMENT

Personal harassment takes many forms and employees may not always realise that
their behaviour constitutes harassment. Personal harassment is unwanted behaviour
by one candidates towards another and examples of harassment include:

a) insensitive jokes and pranks;

b) lewd or abusive commments about appearance;

c) deliberate exclusion from conversations;

d) displaying abusive or offensive writing or material;

e) unwelcome touching; and
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f) abusive, threatening or insulting words or behaviour.

These examples are not exhaustive and disciplinary action at the appropriate level
will be taken against candidate committing any form of personal harassment.

D) COMPLAINING ABOUT PERSONAL HARASSMENT

1) Informal complaint

We recognise that complaints of personal harassment, and particularly of sexual
harassment, can sometimes be of a sensitive or intimate nature and that it may not
be appropriate for you to raise the issue through our normal grievance procedure. In
these circumstances you are encouraged to raise such issues with a senior colleague
of your choice (whether or not that person has a direct supervisory responsibility for
you) as a confidential helper. This person cannot be your recruitment consultant who
will be responsible for investigating the matter if it becomes a formal complaint.

If you are the victim of minor harassment you should make it clear to the harasser on
an informal basis that their behaviour is unwelcome and ask the harasser to stop. If
you feel unable to do this verbally then you should hand a written request to the
harasser, and your confidential helper can assist you in this.
2) Formal complaint
Where the informal approach fails or if the harassment is more serious, you should
bring the matter to the attention of your recruitment consultant as a formal written
complaint and again your confidential helper can assist you in this. If possible, you
should keep notes of the harassment so that the written complaint can include:

a) the name of the alleged harasser;

b) the nature of the alleged harassment;

c) the dates and times when the alleged harassment occurred;

d) the names of any witnesses; and

e) any action already taken by you to stop the alleged harassment.
On receipt of a formal complaint we will take action to separate you from the alleged
harasser to enable an uninterrupted investigation to take place. This may involve a
temporary transfer of the alleged harasser to another work area or suspension with

contractual pay until the matter has been resolved.

The person dealing with the complaint will invite you to attend a meeting, at a
reasonable time and
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location, to discuss the matter and carry out a thorough investigation. You have the
right to be accompanied at such a meeting by your confidential helper or another
work colleague of your choice and you must take all reasonable steps to attend.
Those involved in the investigation will be expected to act in confidence and any
breach of confidence will be a disciplinary matter.

On conclusion of the investigation, which will normally be within ten working days of
the meeting with you, the decision of the investigator, detailing the findings, will be
sent in writing to you.

You have the right to appeal against the findings of the investigator in accordance
with the appeal provisions of the grievance procedure.

E) GENERAL NOTES

1) If the decision is that the allegation is well founded, the harasser will be liable to
disciplinary action in accordance with our disciplinary procedure. An candidate
who receives a formal warning or who is dismissed for harassment may appeal
by using our capability/disciplinary appeal procedure.

2) If you bring a complaint of harassment you will not be victimised for having
brought the complaint. However if it is concluded that the complaint is both

untrue and has been brought with malicious intent, disciplinary action will be
taken against you.

Equality, Inclusion and Diversity
Policy

A) STATEMENT OF POLICY

1) The terms equality, inclusion and diversity are at the heart of this policy. ‘Equality’
means ensuring everyone has the same opportunities to fulfil their potential free
from discrimination. ‘Inclusion’ means ensuring everyone feels comfortable to be
themselves at work and feels the worth of their contribution. ‘Diversity’ means
the celebration of individual differences amongst the workforce. We will actively
support diversity and inclusion and ensure that all our candidates are valued and
treated with dignity and respect. .

2) The aim of the policy is to ensure no job applicant, employee or worker is
discriminated against either directly or indirectly on the grounds of age,
disability, gender reassignment, marriage and civil partnership, pregnancy or
maternity, race, religion or belief, sex or sexual orientation.

3) The policy will be communicated to all private contractors reminding them of
their responsibilities towards the equality of opportunity.

§taff?:.



4)

B)
1)

2)

4)

5)

6)

8)

9)

We will maintain a neutral working environment in which no employee or
worker feels under threat or intimidated.

RECRUITMENT AND SELECTION

The recruitment and selection process is crucially important to any equality,
inclusion and diversity policy. We will endeavour through appropriate training to
ensure that employees making selection and recruitment decisions will not
discriminate, whether consciously or unconsciously, in makingthese decisions.

Job descriptions, where used, will be revised to ensure that they are in line with
this policy. Job requirements will be reflected accurately in any personnel
specifications.

We will adopt a consistent, non-discriminatory approach to the advertising of
vacancies.

We will not confine our recruitment to areas or media sources which provide
only, or mainly, applicants of a particular group.

All applicants who apply for jobs with us will receive fair treatment and will be
considered solely on their ability to do the job.

All employees involved in the recruitment process will periodically review their
selection criteria to ensure that they are related to the job requirements and do
not unlawfully discriminate.

Short listing and interviewing will be carried out by more than one person where
possible.

Interview questions will be related to the requirements of the job and will not be
of a discriminatory nature.

We will not disqualify any applicant because he/she is unable to complete an
application form unassisted unless personal completion of the form is a valid test
of the standard of English required for the safe and effective performance of the
job.

10) Selection decisions will not be influenced by any perceived prejudices of other

staff.



Termination of Employment

If either you or the Company serves notice on the other to terminate your employment
the Company will require, where practical, a week's notice.



