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INTRODUCTION

1.1 Cors Bewards gensral datails

1.2 '‘We are an equal epportunities employer and go not discriminate on the grounds of gender, sexual orientation,
marital ar civil partner status, pregrancy or maternity, gender reassignment, race, colour, nationality, =thnic ar
natignal origin, religien or belief, disakility or age.

2. USING THE 5TAFF HANDBOOK

2.1 This s5taff Handbook sets out the main polides and procedures that vou will need to be aware of while working
far us, You $hould familiarse yowrsef with it and cormphy with it 8t all Bmes, Sy queastions you may have with regard
ta Its contents or what wou have to do to comply with It should be referrad to your line manager.

2.2 In this 5tall Handbook,

{a) "“Staff’ includes managers, officers, directors, employess, consultants, contractors, trainees,
hameworkears, part-time and fixed-term employess, Umbrella employees, Umbralla workers {(limb (b}
workers}, casual and agency staff and voluntesrs,

(b} "In-Housa staff means staff working direddy in our own busness, and dees nok include Lmnbrela
Ztaff,

() ‘Umbralia staff’ maans individuals engaged and paid by us, to wark (possibly via an agency) for
and clients; Umbrella stall include

Umbrella employzes, and
Umbralla workers {who are not emplovess, and may otharsise e called 'limb {b) werkers'), and
Jointly Employed stafll.

{d} "Jointly Employed staff’ mmansthase who have a jeint emplaymant contract, under which bath
we and a third party Joint Employver {who may be an agency, of an end client) jeintdy share the
responsibilities of employer; Jointly Employed staff also fall inte the cabegory of Umbrella staff,

2.3 Save where atherwise provided, the policies and procedures set culb in this Staif Handboak
{a) apply to all Staff, at all levels, and whatever type of contract they may be engaged on;
(b} apply to both In-Hoeuse staff, and Umbrella staff, unless otherwise indicated;

(e} da not farm part of the terms of any membear of Stalfs cortract; the contract terms are pravided
separately.

Z.4. Other policies and procedures:

[N-3] Umbrells staff: the and client may also have palicies and procedurss that must be cormplied with;
and, if there is an agency Involved, the agency tod may have relevart policies and procedures (eg for
amasheats]. If youfall into the category of Umbrella staff, itis your respongbility ta find aut whether e
are any such policles and precedures that apply to you, and {If sa) to comply with tham,

(e} Jaintly Ernplayed staff:  the Jeint Ernployer may also have palicies and procedurss that must be
complied with, [fyouware a Jointy Empleyed worker, itis vour responsibility w find out whether there anz
any such policies and proceduras that apply o you, and (il 8a) to camply with tham,

2.5 Conflicts:

{a) [f there is @ conflict between the content of a palicy and vour cantract, your contract will generally
averride the palicy. 1f in doubt, ask far clarification,

(b} If there s a conflict between tha contant of an end client or agency pelicy, or a Joint Employer's
palicy, and sither aur awn policies, ar your contract, you moust ask for clarification.

3. RESPONSIBILITY FOR THE STAFF HANDBOOK

3.1 The Managing Diredor has overall respangbility for this Staff Handbaok and for ensuring that its policies ard
procedures comply with our legal cbligatoens.

3.2 The Staff Handbook is reviewed regularly to ensure that its provisions coentinue te meet our lagal obligations
and reflact best practice,

3.3 Everyone should ensure that they take tha time to read and understand the contant of this handbook and act
in accardance with its aims and abjectives. Managers must ansure all staff understand the standards of behaviour
expected of them and o @ke action when behaviour falls below these requirements.,
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4. PERSOMNAL DATA

4.1 Whenaever wa process persanal data about you in connadion with cur pelicies, we will process it in accerdance
with our Privacy Standerd. We will only pracess your pergenal data if we have b lawlul bagis for doing so. We wil
natfy you of tha purpesa or purpasas for whichwe use it, Please see the Privacy Motice attadhed to your employment
ar engagaement contrect for further information.

5. EMERGENCY CONTACT DETAILS

5.1 The Accounts Department i£ rezponsible far maintaining up-to-date details of yauwr harme addres and the
emeargency contact telephone numbers of the person or parsons you would like us t© contact in the avent of an
emeargency, for example if you have an accident, This information will be reguested by yaur line manager ar the
Accounts Department when yoeu startwork and you should advise us of any changas stralght away. This infgrmatien
i% held in confidence and will only e wsed when needed,

5.2 We will write separately to the person or persens whase contack detalls you have provided, notfying tham of by
we hold their details, namely that it is in your legitimate interests.
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Schedule 1 ADOPTION POLICY
1. ABOUT THIS POLICY

2,

4,

1.1 Thispolicy sat= outthe arrangaments for adoption leave and pay for amployees who are adopting a child through
a UK adeption agency. IT you are adopting through an oversess adaplion agency your manager wil advise you of the

relavant raquiramants,

1.2 Arrangements for tirme off for adeption appointrments are set out in cur Time off for Adoption Appointments
Falicy,

1.3 1In some cases you and your spause or partner may be gligible to opt inte the shared parental leave [ SPL)
schemea which gives you rmare Aexibility ta share the leave and pay available in the first year. You will need to gie
us at least akght weeks notice to opt inte 5PL, and one of you must ke at least two weeks’ adoption leava. For
information about SPL, $ee our Shared Parental Leave (Adoption) Policy.

1.4 This policy anly applies o employees and does not apply to Umbralla workers (who are not employess, and may
atharwise ba called limb (b) woerkers), agency workears, or sell-employed contractars, save only that Umbreba
workers {who are noteamployees, and whae may otherwise be called limb (B} workers) may ba entidad to S4P, subjedt
ta conditions.

1.5, This policy doas nat farm part af any empl yee's or warker's contract of employment or engagement and we
may amend it &t any tme.

ENTITLEMENT TO ADOPTION LEAVE

2.1 You are entided o adoption leave if you meet all the following conditions;
(&) You are adopting & child through a UK or owerseas adoption agency.

(B} Tha adoption agency has given you written notice that it has matched you with a child for adoption ard
talls you the date the child is expected to be placed into your care with a view to adoption { Expected
Placement Date).

{e) ¥ou have nobfied the agency that you agree to the child being placed with you on the Expeched
Macermant Date.

{d} Your spousa or parmar will not be @king  doptien leave with their employer (although they may ba
antitled to teke patarnity leaye).

2.2 Tha maximum adopticn leave entitlernant is 52 weeks, consisting of 26 weeks' Ordinary Adaption Lesve (GOAL]
and 26 weeks' Additional Adoption Leave [AAL).

HNOTIFICATION REQUIREMENTS

3.1 Mobmore than sevendays afterthe agency natifies youin 'ﬁ'l'ltlf'rﬂ that it has matched you with a child [or whera
that is nat reasonably practicable, 8% soon as reasaonably practica le), you must give ws notice in writing of the
Expected Flacement Date, and your intended start date for adoption |EE'~'E {Intended Start Date).

3.2 We will then write to you within 28 days to infarm you af your expected return date assoming you take your ful
anttlemant to adopton leave.

3.3 Once you redeive the matching certilicate issued by the adeplion agendy, you must provide us with a copy.

STARTING ADOPTION LEAVE

a
4.1 QAL may start on a predetermined date ng more than 14 days before the Expected Flacement Date, or on the
date af placameant it2ell, bul Ao later.

4.2 1f youwant o changs wour Intendad Start Deta please tall us in wrniting, You should giva ws as much notics as
yau can, but wherever possible youmust tell us at bzast 2B days befare the ariginal Intended Start Dabe (ar the rew
startdate if you are bringing tha date forward), Wa will then write to you within 28 days to il you your naw ax pecied
return date.

ADOPTION PAY

5.1 Statutory adoptien pay (SAP) is payable for up o 3% weeks provided you have at least 26 weeks' continuous
employment with us atthe end of the Qualifying Weak and your Bversge eamings arenct leLs than the lower 2armings
bmit set by the government each tax year. The first six weaks SAF are paid at 99% of vour averagpe eamings and
the remaining 33 weeks are at a rate set by the govenment each year. For further information plesse speaak to your
manager,

DURING ADOPTION LEAVE

6.1 All the terms and conditions of your employment remain in force during DAL and AAL, except for the terms
relating to pay.

6.2 Holiday entitlement will continue to acerue at the rate provided under your contract., [f your adoption leave vl



Cora Rawards Ltd - Palicies and Staff Handbook - lanuary 2025 edition

continue inte the nextheliday vear, any hobday entitiernent that cannat reasonably be taken bafore starting your
adaption leave can be carried over and must be taken immeadiately bafore returning to work unl=£s yoaur manager
agrees otherwise, Please discuss your haliday plans with your managerin goed time before starting vour adopton
beave. All holiday dates are subject to approval by your managear.

6.3 Ifvou are a member of the pension schame, we shall make employer pensiaon contributions during QAL and any
further period of paid adoption leave based on the minimum legal reguiremeants, in acoordance with the g nsion
schema rulas Any employes contnbubdons you make will be based on the amount of any adepton pay you ame
receiving, unless yau inform the Pansions Administrator that you wish to make ug any shortfall.

7. KEEPING IN TOUCH

7.1 We may make reasonable cantadt with you frem Hrme te tme during your adoption leave although we will keep
this to @ minimum, This may include contacting youw to disowss arrangements for your return to work,

7.2 ¥You may work [Including athending fraining} on up te ten "keeping=n-touch” days during yvour adapbion leave,
This is not compulfory and must be discussed and agreaed with your line manager.

7.3 You will be paid at your narmal basicrate of pay for dme spant working on a keaping-in-touch day and this wil
be inclusive of any adoption pay entithement,

8. RETURNING TO WORK

B.1 You musk return b work on the expected returm date unless you tell us atherwize, IF you wish b reterm b work
aarly, you must give us at least elght weeks' notice of tha date, It ks helpful if you give this notice in writing, You
fray be able to return later than the expacted relurn date if you Fequest annual leave ar parental l2ave, which will
ba at our discretion,

B.2 You are normelly ertided o return to work in the position you held before starting adoption leave, on the sams
tarms of amploymant. Howaver, if you have takan AL and it is not reasonably practicable for us t2 allow you o
return bo the same positien, we may give you another suitable and appropriate jobr on terms and cendtions that ame
nat less favourable,

8.3 If youwant to change your heurs or other werking arrangements on return from adoption leave you should
make a request under our Flexible Working Policy. [t is helpful f such requests are made as early as possible,

8.4 1If you decide you do not want to retwrn to work you should give notice of resignation In accordance with your
contract.
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Schedule 2 AGENCY WORKERS REGULATIONS 2010 POLICY
1. ABOUT THIS POLICY

1.1 This policy apglies to in-house staff, and deals with the company’s pelicy in relation o Umbrella staff and the
Agency Workers Regulations 20130.

1.2 This policy applies to tha way in which the company ensuras that its Umbrella staff achieve the benafit of the
rights given to therm by the regulations {ie anjoyment of rights egual to those they would have berefited Mram, had
thay been engagad diractly by tha cliant, aftar an Inidal gqualifying pericd of 12 weeks),

1.3 This policy does not form part of any employee’s or workers coentract of employment oF engagement ard we
may amend it at any tima,

2. POLICY STATEMENT

2.1 After aninitisl qualiying period of 13 wesks an agency worker [and the company’s Urmnbrelle stafl will generally
be considered to be agency workars, for this purpose) is entitied w rights equal o those thay would have benefted
frerm, had they baan engeged directly by the client.

2.2 Thosa rights inchede pay parity, and the rights w0 an egual amount of paid annual lzave,

2.3 Toassesswhether the woerker is in fact receiving these egua rights, we first need o know what equality "looks
Eke’ - we need information. So, whers a person who is Umnbrella staff is placed with a dlient (either via an agency,
aF direct) a guesticnnaire in the appropriate form (to be found in the cempany's package of umbrella deoumentaton)
should be sent to the agency,

For the aveldance of deubt, this sheuld ba sent
{&} Ter an assignment of mers than 12 weaeks Bt the start of the assignment; or

(b} in the case of an assignment of less than 12 wesks, at the start of the first extersion, or {if sooner) as
00N as it appears lkely that the assignment will last more than 12 weeks,

2.4 If no response i received within 14 days, a reminder (again in the appropriate form, and to be found in the

company’s package of umbrella documantation ) should be sent to the agency. Failure by an agency to respond o
the initial request, and to a reminder, should generally be sufficient to transfer responsibility to the agency.

2.4 On a respensa being receved, it will be avaluated, and a judgmant made as o whether or not aguality s
achieved; therears spreadshests in the company's package of um brella documentation ta assist with this evaluation.

2.5 [fthare is any doubt as o whether equality is achioved, the issue shawld be raised with the agency and the
agency alfered the opportunity to make adjustrmeants {whether to the rate, or otherwise] o enable eguality to be
achievad,

2.6 I the agency is nat prepared ta make apprepriate adjustments to enable aguality to be achieved, the campary
should discuss with the warker, and should terminate the engageamaent with tha agency.
2.7 Inthe case of long assignments (including any extensions],

- annual updates of the information obtained from the agency/irer shauld be requested on ead
anniversary of the inttlal request {a suggested form, can be found In the company's package of umbrels
documentatian], and

= an a response being recalved, itwill be evaluated, and a judgment made as to whethar or not equalty &
achieved.

2.8 More information about the Agency Workers Regulations 2010 can be found in the guide ta the Begulations,
contained in the cormpany’s package of umbrella documentation.
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Schedule 3 ANTI-FACILTATION OF TAX EVASION POLICY (Criminal Finances Act 2017
i POLICY STATEMEMNT

1.1 Itis our palicy to conduct all of our business in an honest and ethicalmanner. 'We @ka a zer <tle@Ance approach o
facilitation of tax evasion, whether under UK law or under the law of any foreign country.

1.2 We are committad ta acting professionally, fairly and with integrity in all our business dealings and relationships
wherever we oparate and imglementing and enfercing affective systems to counter tax avasion facilitation,

1.3 We will uphald all laws relevant to countering tax avasion in all the jurisdictions in which we eperate, including the
Crirninal Finances Act 2017,

] ABOUT THIS POLICY

2.1 The purpose of this policy s to:

{&) setout our responsibilties, and of thoss working for us, in abserving and upholding our position on prevanting
tha criminal facilitation of tax evasion; and

(b} provide information and guidance te these working for us on how to recognise and avoid @x evasion,

2.2 As an employer, il we Tail b pravent aur emplovess, workers, agents ar service providers Tadlitating tax evasian, wea
can faca criminal sanctions Including an undimited fine, as weall as exclusion from tendering for publc contracks and damage
ta aur reputation. We therefore take our legal respansibillities 2erioushy.

2.3 We have identified that the following are partioular risks for gur business, such as workersclaiming t2 be self employed
ar under the Coenstruction Industry Scherme. To address thase risks we have a qualified IR 35 assessar available ta carry aut
any raquired assessmants, we insist on a S@us Determimnton S@ement for any Limited Company Contractors, we do not
process amy Limited Company Contraciers via an agency and we insist on a satisfactory Suparyigion, Diredion and Corntrol
gquastionnaire and verfication of a Unigue Tax Reference before process any werker under the Canstruction Industry Scheme,

2.4 Inthis policy, third party means any Individaal or organisation you come into contack with during the course of your
work for us, and includes actual and potential dlients, customers, suppliers, distributors, business contacts, agents, advsers,
and government and public bodies, including their advisers, representatives and officials, politiclans and political parties,

2.8 This policy does not form part of any employes’s or worker's contract af employrment or engagement and we may
amand it at amy time.

3 WHO MUST COMPLY WITH THIS POLICY?

This palicy applies to all parsans working for us or any GroupCampany or on curbehaFinany capacity, including employoes
at all levels, directors, officers, agency workers, seconded workers, valunteers, interns, agents, centractors, extemal
consultants, third-party representatoves and business partners, sponsars, or any other persan assooated with us, wheresar
lacatbed.

4 WHO I5 RESPONSIBLE FOR THIS POLICY?Y

4.1 The baard of dirediors has overall respensibility for erEunng this policy complies with our |Eﬂa| and ethical abligatons,
and that all those under aur contral comply with it

4.2 The complianca manager has primary and day=te=day responsibdity for implementing this pelicy, monitoring = se
and effectiveness, dealing with any gqueries abaut it, and auditing internal control Systems and proceduras to snsure they ans
effactive In preventng the faclitation of tax evasion.

4.3 Managermant at all levels are respansible for @nsuring those reporting te therm wnderstand and comply with this poboy
and ara given adequate and regular training on it.

4.4 You are invited to comment on this policy and suggest ways in which it might be improved. Comments, suggestions
and gqueries should be addressed to the compliance manager.,

5 WHAT IS5 TAX EVASION FACILITATIONY
5.1 For the purpases of this policy:

{a)} Tax evasion meansthe cffenceaf chaating the public reverue orfrawdulantly evading LK tax, and is 2 criminal offence,
The offence raguires an element of fraud, which means there must be deliberate action, or ormission with dishonest intent;

(b) Foreigntax evasion means evadingtax in a foreign cauntry, provided that condoect s an offence in that country and
would be a oriminal offence If committad In the UK. As with tax evasion, the ekement of fraud means thare must be delibzrate
action, or amission with dishanest inkent; and

(e} Taxevasion facilition maans baing knowingly concerned in, or @king steps with a view o, the fravdulent evason
afl tax (whethar UK tax or tax in & fersign country) by anather persen, or aiding, abetting, counsaling or procuring the
commission of that offence. Tax evasion faclitation is a criminal offence, whera it is done delberately and dishonesthy,
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5.2 Under the Criminal Finances Act 2017, a saparate criminal offence is automatically committed by a corperate anthy
ar partnershipwhers the tax evasion is facilitated by a person acting in the capacity of an "assadated persan” Lo that bady
For the offence to be made put, the associated persen must deliperately and dizhonestly take action to faciitate the tax
avasion by the taxpayer. I the associated parson accidentally, ignarantly, ar nagligently facilitates the tax evadan, then the
corparate offence will not have been committed. The company doas not have to have deliberately or dishonestly facilimted
the kax evasion itSelf; the fact that the asscciated person has dane o creates the liability far the company.

5.3 Tax evaskon is notthe same a5 tax avoidance or tax planning, Tax evasion involves deliberate and dishenast conducd,
Tax avoidance is mot illagal and invalves aking steps, within the law, o minimice @x payable (or maximise @y reliafs),

5.4 In this policy, all references to tax include national insurance contributions (and their eguivalents in any non-UK
jurisdiction ).

G WHAT YOU MUST NOT DO
8.1 It is not accaptable for you [or samaane on your behalf) to:
{a) engage in any form of facilitatng tax evasion or foreign @x evasion;
(b} aid, abet, counsel or procure the commisson of 8 tax evason affence or foreign tax evasaon offence by anather person;

{e} fallto premptly report any reguest or dermand from any thind party to facilitate the fraudulent evasion of tax (whether
UK tax ar tax in a foreion country), or any suspected fraudulent evasion of tax (whather UK tax or tax in a foreiogn country)
EI'|.' angther persen, in accerdance with this I]-{I-"l:'g.':

{d} =noage in any other activity that rmight lead Lo & breach of this pelicy; or

(e} threaten or retal@te against another indwidual whe has refused to commit a tax evasion offence or a foreign @@x evason
affence or who has raised concerns under this pelicy.

7 YOUR RESPONSIBILITIES
7.1 You must ensure that you read, understand and comply with this policy.

7.2 The prevention, detection and reporting of tax evasion and foreign tax evasion are the responsibility of all thosa
working for us or wnder cur contrel. You are reqguired o aveid any activity that might lead to, or swggest, a breach of this
palicy.

7.3 You must notify the compliance manager as soon a5 pessible if you believe or suspect that & conflict with this poboy
has sccurred, of may scour in the future. For example, if an employes or supplier asks to be paid into an offshore bank
account, without good reason, or a supplier asks to be paid in cash, indicating that this will mean the payment is nat subject
o WAT. Further “red flags” that may indicate potential e evasion oF fereign tax evasion are set out in Clause 12,

g HOW TO RAISE A CONCERN

8.1 ¥ou ara ancouraged to raise concams about any Issus orsuspicion of tax avasion or fareign @y evasion at the earkest
possible stage.

8.2 Ifvou bacoma aware of any fravduaent ewasion of tax (whether UK tx or tax in a foreign country ) by anothar person
in the course of your work, or you are asked to assist ancther persen in their fraudulent evasion of tax [whether directy or
indiractly), or if you believe or suspect that any fraudulent evasion of tax has accured or may occur, whether in respec o
LK tax o t3x in a foreigm country, you must notify your manager or repert it in accerdance with our Whistleblowing Policg as
500N a5 passible,

8.3 If W are unsure about whather a pa ricular act constitutes tax evasion or flill'Ell',]l'l tax evasion, raise it with your
manager as soon as pessible, You should note that the corporate offerce is anly committed where you deliberately and
dishionestly take action to facktates the tax evasion or ferelgn tax evasion. 1f you do not take ary such action, than the offence
will not be made out. However, & deliberate Failure to report Suspected taw evasion or foreign tax @vasion, or "turning a bind
aya® o susplcious activity could amount to criminal facilitation of tax evasion.

9 PROTECTION

9.1 Individuals wha rakse concems or repert another’s wrangdoing, are sometimes worrled about possible repercussions,
We aim to ancoursge apernaess and will Support anyone whao raiges genuine concems ingood faith under thig palicy, sven i
they turn ouk to be mistaken,

8.2 We are commitied tp ensuring ne ane sulfers any detrimantal treatment as & result of!
(a)} refusing to take part in, be concerned in, ar faclitate tax evasion or ferekgn tax evasion by another person;

(k) refusing to ald, abet, counsel ar procure the commission of a tax evasion affance or a forelgn tax evashen offance by
anather person; or

{c) reportingin goad faith their suspicion that an actual or potental tax evasion offence or fareign kax evasion offence has
takan place, or may Eke place in the future.
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Detnimental treatment iIncludes dismissal, disciplinary action, threats or ather unfavourable treatment conneded with raising
a concern. [fyou believathat you have suffered any such treatrment, you Should infarm the compliance mana ger immediatezly,
If the matter s not remedied, and you are an emploves, vou sheuld rakse it fermally using our Grievance Procedure, which
can be found in your ermployment or engagerment contract.

10 TRAINING AND COMMUNICATION

10.1 Training ¢nthis policy forms part of the inductien process for all individuaks who work for us, and regular training
will ke provided as necessary. Such training may form part of wider financial crime detection and prevention training.

10.2 Qur zerc-txlerance approach to @x evasion and foreign tax evasion must ke communicated to all suppliers,
contractors and business partners at the gutset of our business relationship with them and as appropriete after that,

11 BREACHES OF THIS POLICY

11.1 Any ernployes wha breaches this policy will face disdglinary adien, which could result in disrissal for miscendud ar
gross misconduct,

11.2 We may terminate cur relationship with other individuals and erganisations working on our behalf if they breach this
palicy.
12 POTENTIAL RISK SCEMARIOS: “"RED FLAGS™

The fellowing i= & list of possible red Mags that may arige during the cauwrse of you working far v and which may raiee
cencarns related to tax evasion or fareign tax evasion. The list s not Intendad to be exhaustive and Is for llustrative purpases
anky,
1If wou encounter any of thase red flags while working for us, you must report tham promptly to your manager or to the
compliance manager oF using the pracedure set out in the whistleblowing palicy

(a} woubecome aware, in the cowrse of your work, that a third party has made crintends to make a false statement relating
ko tax, has failed to disclose income or gains to, or to registar with, HMRC [or the eguivalant authorty in any relevant nen-
UK jurisdiction}, has delivered or intends to deliver a false document relating to tax, or has set up or intends to set up a
structure o ry to hide incorme, gains or assats from a tax authority

(b} wou become aware, in the course of your work, that a third party has deliberately failed to register for VAT [ar the
aquivalent tax in any relevant non-UK jurisdiction} er falled to acoount for VAT

(e} @& third party requests papment in cash sndfor refuses bo sign a fermal commission or fee agreament, ar o provide én
invoice or recalpt for a paymant made;

(d) vou bacormsa awars, in the course of your work, that a third party woerking for Us 85 an employes asks to be traated as
a self-employed contractor, but without any materal changes to their working conditions;

{H} a supplier or othar subcontractor is paid grass when thay should have been paid net, under a schame sUCh 25 the
Construction Industry Scheme;

{f) athird party reguests that paymant s made to a country or geggraphic locatien differant from whare tha third party
resides or conducts business;

{g) athird party to whom we have provided services requests that their invoica is addressad to a diffarent entity, whers we
did mot provide services to such entity directly;

(h}) athird party to whom we have provided services asks us to change the description of services rendered an an invaioe
ina way that saams I:|E5-|-BI'IEE| to ohscure the nature of the services pf{l-l.lhjElj:

(i} you receive an invoice frarm a third party that appears o be nan-standard ar custormised;

{1} a third party insists on the use of side letters or refuses to put terms agread in writng or asks for contracks or other
dacumentation o be backdated:

{(k} wou notice that we have beeninveiced for a commissien or fee payment that appaars oo large or too small, given tha
Service stated to have been provided;

(1} athird party requests ar requires the use of an agent, intermediary, consultant, distrbutor or supplierthatis notbypically
used by or Known o us;
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Schedule 4 ANTI-HARASSMENT AND BULLYING POLICY
1. ABOUT THIS POLICY

1.1 Core RewardsLd Is committad to providing a working envirenment frae from harassment and bullying and
ensuring all staff are treated, and treat others, with dignity and respect.

1.2 This policy covers harassment or bullying which ecowrs at work and out of the werkplace, sich as on business
rips ar at work-reated events or secial Tunctions. 1L covers bullying and harassment by stall (which may inchds
consultants, contractors and agency warkers] and alse by third partes such as customers, suppliers or visitors @
aur premises. We have a separate policy dealing with sexual harassment.

1.3 This policy does not farm part af any emplayes’s or worker's contrack of employment or angagement and we
may amend It at any time.

2. WHAT IS HARASSMENT?

2.1 Harassmentis any unwanted physical, verbal or non=vertal conduct that has the purposse or effect of violating
a parsan's dignity er creating an intimidating, hastile, degrading, humiliating or alfensive environmant far therm, A
zingle n¢idant can amount to harassmeant,

2.2 It also includes reating someons less favourably becauss they have subrmitted or refused b submit o sudh
behaviour in the past,

2.3 Unlawful harassment may invalve condud: of a sexual nature (sexual harassment}, oritmay be related o age,
disahility, gender reassgnment, marital or civil partner status, pregnancy or maternity, race, colawr, nationalkty,
athnic or national argin, FE"B',]'III-I'I of belief, sex or sexual crientation. Sexual harassmert s dealt with under gur
separate policy, Harassment is unacceptable even if it does not fall within any of these categories.

2.4 Harassmant may includae, for example:
(&) unwanted physical conduct or "horseplay”, including touching, ginching, pushing and grabbing;
(b} unwelcome sexual advances ar suggestive behaviour {which the harasser may perceive as harmless);
{e) offensive e=malls, text messages or soclal media contant;
{d) mocking, mimicking or belitting a persen’s disability;

{e) dersgatory or stereotypical remarks about a particular ethnic or religisus group, religion ar belief, ar
gender..

2.8 A persan may be haratsed even if they were not the intendad "target”. Far example, 8 parson may be harassed
by racist jokes about a different ethnic group If the jokes create an offensive environment,

2.6 Victimisatian includes subjecting a person to & detriment becavse they have dane, or are suspected of daing or
imtending to do, any of the following protected acts:

{a} Bringing praceedings under the Equality Act 2010.
{b}  Giving evidance or infermation in connection with procaadings undar tha Equality Act 2016,
{c)  Dairg any other thing for the purpeses of ar in ceonnectien with the Equality Act 2010,
(d}  Alleging that a8 persan has cantravened the Equality Act 2010.
2.7. Victimisation may includa, for example:

{a} Denying someons an opporiunity because it is suspected that they intend to make a complaint about
harassment,

{b}  Exchuding somesne because they have ratsed a grievance about harassment,
{e1  Failing to pramote sameanebecause they sccompanisd &nothar saflf membarto a grievancs mesting,

{d}  [esmissing somaone because they gave avidence on kehalf of ancther staff member at an
amployrment Fibunal haaring.

2.8 Harassment and victimisation are unlawful and will not be tolerated, They may lead to discipinany action up o
and including dismissal.

2.9. Third-party harassment ocours whera 8 parson i€ harassed by someans whio doss not wark for, and who & nat
an agent of, tha sama empleyer, but with whoem they have come inte contact during the course of thair empleyment
Third-party harassment could inclede, for exarmple, derogatory commeants about a persors age, disability, ealsur af
sexual arientation by a client, custorner or supplier visiting the employer's premises, o wher a persen is visiing a
client, customer or supplier's premises ar other location in the course af thair emplayment.
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3. WHAT I5 BULLYING?

3.1 Bullyimg is effensive, intirmidating, malidous or insulting behaviaur invelving the misuse of powear that can make
a parsan faal vulnerable, upset, humiliated, undermined or threatened, Fowar does not always mean being in a
pasition of authority, but can include both persengl Strength and the pawer to coerce threugh fear o intirmidation.

3.2 Bullying can take the form of physcal, verbal and non-verbal conduct. Bullying may include, by way of example;
(a) physical or psycholzgical threats;
(b} owerbearing and intimidating lavels af supervisian;
{€) imnappropriate derogatory remarks abaut semeona’s performance;

F.3 Lagitimate, rea sonable and construckive criticism ¢f a worker's performance or behaviour, or reasonable
instrections given to workers in the course af their amployment, will not amount ko bullying on their own.

4. IF YOUW ARE BEING HARASSED OR BULLIED

4.1 If you are being harassed or bullied, consider whather you feal able o raige the problem informally with tha

parsan respensible, You should explain clearly to them that their behaviour is not welcome or makes you
uncomfortable, IF this is oo difficult or embarrasging, you should speak @ your ne manager or the Managing

Cirector, wha can provide confidential advice and assistance in I'ESl.‘.l|'|'|ﬂl'|] the issue formally er infermally.

4.2 If informeal steps are nol approgaate, or have not bean suceessful, you should raise the matter forrmally under
aur Grievanca Procedura,

4.3 We will investigabe complaints in & timely and confidential manner. The investigation will be conducked by
semeona with approprista experiencs and no prier inyvelvemant in the complaint, whare possibla. Details of tha
investigaticn and the names of the persen making the compglaint and the geson accused must only be disdased an
a “need o know” basis, We will consider whethar any staps are necessary to manages any cngoing relationship
batwean you and the person accusad during the investigation.

4.4 Once the investioation is complete, we will inform you of our decision. If we consideryou have baen harassed
of bulliad by an employes the matter will b2 dealt with under the Disciplinary Precedure as a case of possiok
miscanduct or gress miscondud. The outcome of aur investigation may be put an held while disciplinary action i
takan. If the harassar or Baully ks & third FIEI'T‘.I' Sdh 35 a customer o other visiter, we will consider what action woukd
be appropriate to deal with the problem, Whether or not your complaint is upheld, we will consider how best o
manage any ongoing working relatienship betwesn you and the person cencernad.

5. PROTECTION AND SUPPORT FOR THOSE INVOLVED

5.1 Staff who maka complaints, repert that they have witnessed wrongdeoing, or who participate in good faith in any
investgation must nok sulfer any ferm of retalistion or victirmisation as 8 result. Anyanse Teund o have retaligted
against ar victimised someane in this way will be subject to disciplinary action under auwr Disciplinary Procedura,

6. RECORD-KEEPING
6.1 Information about a complaint by or about an employes may be placed on the employes's pearsonnel file, along

with a recerd of tha outcome and of any notes or other documents compiled during the process, Thesa will b
processad in accordance with our Privacy Standard.
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Schedule 5 ANTI-SLAVERY AND HUMAN TRAFFICKING POLICY
1 POLICY STATEMENT

1.1 Modern slavery is & crime and a vielation of fundamental hurman rights, 1 Eakes various form s, Such as
slavery, servitude, forced and compulsory labour and human trafficking, all of which have in commoan the
deprivation of a pearson’s liberty by anotherin order bo axploit them for persenal or commercial gain, We have
a zero-tolarance approach to moderm slavery and we are committed to acting ethically and with integrity in all
aur business dealings and relationships and to mplementing and enforcing effective systems and controks to
ensure modern slavery is not taking place anywhere in gur own business orin any of our supply chains.

1.2 We are also committed to ensuring there is transparency in our own business and in our appreach to
tackling modern slavery throughout cur supply chains, consiskent with our disclosure obligations wunder the
Modern Slavary Act 2015, We expect the same high standards from all of our contractors, suppliers and other
business partners, and as part of our contracting processes, we Include specific prohibitiens against the usa of
forced, compulsony or trafficked labour, or anyone held in slavery or servitude, whather adults or children, and
we expact that our suppliers will hald their own suppliers to the same high standards.

1.3 This policy applies to Staff, and all all parsons warking for us oron aur behalf in any capacity, including
amployees at all levels, directors, officers, agency workers, seconded workers, volunteers, intarms, agents,
contractors, external consultants, third=party representatives and business partners.

1.4 This policy does not form part of any Staff member's contract of employment or engage ment. and we
may amend it at any time.

2z RESPONSIBILITY FOR THE POLICY

2.1 The board of directers has overall responsibility for ensuring this policy cemplies with our legal and
ethical obligations, and that all these under our centrel camply with it,

2.2 The compliance manager has primary and day-to-day responsibility for implementing this policy,
monitoring its use and effectiveness, dealing with any queries about it, and auditing inte rnal control Systems
and procedures to ensure they are effective in countering modern slavery,

2.3 Mansgement at all levels are responsible for ensuring those reporting to them understand and caomply
with this policy and are given adeguate and regular braining on it and the issue of modern slavery in supply
chains,

2.4 You are invited te comment on this policy and sugoestways in which it might be improved ., Comments,
suggestions and queries are encouraged and should be addressed to the compliance manager,

3 ACTIONS WE TAKE TO HELP IDENTIFY AND ERADICATE MODERN SLAVERY MAY IMCLUDE:
3.1 Conduct robust due dillgence when establishing relatienships with agencies:
{a) Establish in particular that the VAT number being used is legitim ate,
{I:lba} Ensure that the erganisation has never been convicted of offences relating te modem
slavery.

3.2 Conduct regular checks inte agences which we have ongoing relationships with to ensure that they are
continuing to com ply with relevant legislation and preventative measures to combat mader slavery.

3.3 Ensure that each individual on the payroll s being paid inta a separate bank account and that the name
on the account matches the name of the individual.

3.4 Pravide training for staff in identifying the sions of modern slavery and human trafficking, and what
steps should be taken if exploitation is suspected.

3.5 Share data and intelligence throwgh the supply chain, pamicularly where suspicious activities hawe Desn
detected.

4 COMPLIANCE WITH THE POLICY

4.1 You must ensure that you read, understand and comply with this palicy,
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4.2 The prevention, detection and reporting of modern slavery in any part of our Business or supply chains
is the responsibility of all these working for us or under our control, You are required to avoid any ackivity that
might lead bo, or suggest, a breach of Ehis palicy.

4.3 You must netify the compliance manager as soon as possible if you believe or suspectthat a conflict
with ERis policy has occurred, or may occur in Ehe fukure,

4.4 You are encouraged bo raise concerns about any issue or suspicion of modern slavery in any parts of
our business or supply chaing of any supplier tier at the eariest possible stage,

4.5 If wou believe or suspect a bregch of this policy has occurred orthat it may occur you must notify the
coampliance mManager &8 So00n as passible,

4.6 If your are unsure about whether a particular act, the treatment of workers more generally, or thair
working conditions withim any tier of cur supply chains consttutes any of the various forms of moedern slaverny,
raisa it with the complance manager,

4.7 We aim to encourage openness and will support anyone who raises genuine concerns in good Faith under
this policy, even if they turn out to be mistaken, We are committed bo ensuring no one suffers any detrimental
treatment as a result of reporting in good faith their suspicion that modern slavery of whatever form is or may
be taking place in any part of our own businessorin any of our supply chains. Detrimental treatment includes
dismissal, disciplinary action, threats ar other unfavourable treatment connacted with raising a concern. If you
balizava that you have sufferad any such treatment, you should inform the compliance manager immeadiataby. If
the matter s not remedied, and you are an employes, yvou should raise £ formally using our Grevance
Procedura.

5 COMMUNICATION AND AWARENESS OF THIS POLICY

5.1 Training on this policy, and on the fsk our business faces from maderm slavery in its supply chains,
firrms part of the induction process For 8l individuals who work for us, and regular training will be provided as
NECeES5ary.

L, QOur rero-tolerance approach to modem slavery must be communicated to all suppliers, contractors and
business partners at the outset of our business relationship with them and reinforced as appropriate thereafter,

65 BREACHES OF THIS POLICY

5.1 Any mem ber of Staff who breaches this pelicy will face disciplimary action, which could result in dis missal
far misconduct or gross miscenduct.

6.2 We may terminate our relationship with other Indiwiduals and erganisations warking on our behalf i
they breach this palicy.
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Schedule & CARERS LEAVE POLICY

1. ABOUT THIS POLICY

1.1. The law recognises and wa respect that there may e occasions when you will nead to take time off work @
prowide or arrange cara for a dependant with a long-term care nead, The purpose of this policy (s o set out the
cirgumstanons in which we will give employess unpaid tme off work to deal with these situations. For ome off for
dapendants to deal with unexpected avents, plaase ses our Time off for Degendants Palicy.

1.2. No-ane wha takes time off in accordance with this policy will be subjected to any detriment.

1.3. This policy dees not form part of any contract of employment or other contract to provide sarvices, and we may
amend it &t any time.

2. WHO DOES THIS POLICY APPLY TOY

2.1. This policy oty applies to employees and does not apgly o Umbralla workers {whe are not employesas, and may
atharwise be called ‘limb (b) workers), agency workers, self-employed contractors, valuntesrs or interns,

3. TIME OFF

3.1, You have & right bo take up lo one week of unpaid time off work in each ralling 12 -month period Lo provide ar
arrange cara for a depandant with a long-term care need,

3.2. & dependant for the purposes of this palicy is:
your spouse, civil partner, child ar parent;
a person who lives in the same household as you, but wha is not your tenant, ledger, boarder or emplayee; or

anyone elie who reasonably reles on you to pravide or arrange care for therm.

1.3 & dependant has a long=term care naad for the purpases of this pelicy if:

{a) they have an illness or injury (whether phiysical or rmental) that requires, or is likely to reguire, care far more
than three months;

{by they have a disability for the purposes of the Equality Act 2010; or
they require care far a reasan connected with their ald age.
4 AMOUNT OF TIME OFF

d.1. You may take a minimum of half & working day's lave under this policy and vp to a maximuom of anse wesk's
leava, You do not need o takae the days conseoutively, provided that you ke no more than the equivalent of one
working week's leave in 2ach relling 12-month period.

4,2, If tha ameunt of Bma vou wark vanes from waek o week, 3 week's lgave will be an average of a waek's work:

{ch If wou have been amployed for at least a year, this will be calculated by dividing the total of the perieds for
which you were narmally required to work during the course of & week in the previous 12 months by 52,

1f you have been empleyed for lass than a year, this will be calculated by dividing the total of the pariods for which
wiru ware narrmally required o work during the course af a waek by the number of wesks you hawve been

employead.
5. EXERCISING THE RIGHT TO TIME OFF

5.1, To ke leave under this policy you must give o yeur line manager the longer of; thres days' notice or twice as
many days' natice as the number of days yau want to take aff,

.2, Tha notice must:
{a) specily that you are entitlad to ke carer's l2ave in accordance with paragraph 0 of this golicy; and
specify the days pou intend to take carer's leave and if you will take 2 full or & half day.

5.3, If you fail o notfy us as set gut above, vou may be subject o disciplinary proceadings under our Msciplinary
Procedurse far taking unauthorised time off.
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5.4. In some circumstances, whare the operation of the busiress would be disruptad IF you ook leave, we may need
to postpons your carer’s leave, If we do this, we will allow youw te take the same amount of leave you have requested
ata mutually convenient time within ane manth of the firsk day you reguestad o ke leave under this policy. If this
happens, we will write 0 you within seven days of your reguest to take leave, satting out the reason for the
pastponerment and the days we have agread you can take carer's leave,

5.5. [r"H}IJ taka carer's leave and any pther statutory laawe I:fl:IF axarmple, matamity or EIﬂ-DFﬂEII'I- leave) consadutively
carer's leave does nok count when calculating the period of time you hawve been away from work in resped of your
right to return to the job in which you were previously engaged.
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Schedule 7 COMPASSIONATE LEAVE POLICY

1. ABDUT THIS POLICY

1.1 Compassionate lrave is 'I]EEH]I\'E"H o hE'I:I you Ccope with the death of a close relative, deal with necassary
arrangements and attend their funeral, Tt may also be granted where a dose relative is seriously or critically ill.

1.2 This policy doas not form part of any employes’s or werker's contract of amployment or engagemsant and w2
may amend it at any tirme.

2. WHEN COMPASSIONATE LEAVE MAY BE AVAILABLE

2.1 Youmay teke unpaid compassionate leave of up to 10 days in any 12 -manth peried, where a clase relative has
died, is critically il with a life-threatening illness, ar has suffered a lifie -threatening injury.

2.2 Intheevent of the death of a child, inchiding a stillbirth, please see ourParental Berzavement Leave Policy which
applies mstead of this polcy, We may gant furdher unpakl compassionaie leave m this siteation af eur dscretion,

2.3 We will consuder reguests fior unm]'r.a.'q.'si.rmme leave due to other tmumatic events or diffculk pem‘mal
circumstances on a case by case hass,

2.4 [Ifvouare soll unable to return to work following compassionate keave vou should contact vour ine managear,
We may atour discretian grant you further unpiid cormpassionate leave in these circurrstances, ARernatively, you
may be able to take a period of annual lzave, subject t your manager's approval,

3. REQUESTING COMPASSIOMNATE LEAVE

3.1 We recogrise that it may not always be passibla to request compassionate leave in advance. Howewer, where it
i% possible, you should maks a8 reguest to your line manager, You should tell them the reasoens for your request and
the number of days leave you would like to ke,

3.2 Where it is not pessible to request keave in advance you should contact your line manager as soon as poessik
ta tell thermn the reason for your absence and the number of days youespect to be absent. Somesne can do this on
vaur bahalf if necassary.

3.3 In exceplionral circurnstanoes we may have to refuse 8 request for compassionate l=ave and will give you a
written explanation of the reasons. If vou are dissatisfied with this decision you may maka a complaint under our
Grievancse Procedurs,
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Schedule 8 DISCIPLINARY AND CAPABILITY PROCEDURE

1. ABODUT THIS PROCEDURE

1.1 Thizs procedurs is intendad to help maintzin standards of conduct and performance and to ensure faimess and
censistency when dealing with allegations of misconduct or poar perfermance,

1.2 Minor conduct oF parfommance issues canusually be resolved infarmally with vour ine manages. This procedurs
sets ouk formal steps to be taken if the matter is more serious or cannot be resabeed informally,

1.2 This procadurs applies to all employess regardiess of length of service. It doas nok apply te warkers, or to self-
employed contractors,

1.3 This procedurs doas not fomm part of any confract. 1t may be amendad at any ime and we may depart from it
depending an the circurmstances aof any cage,

1.4 The Disciplinary procedures applicable to you at the dabe of your engagemeant contract can be found appended
ta that contrast.
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Schedule 9 DIVERSITY, EQUITY AND INCLUSION ('DEI') POLICY
1. OUR COMMITMENT

1.1 “We are committed © promaoting egual opportunitdes in employment and creating a workplace culture in which
diversity and inclusion is velued and sveryone is treated with dignity and respect. A% part of our zero -toleranoe
approach ta discrimination in any ferm, you and any job applicants will recaive equal reatment regandless of aga,
disability, gender reassignment, marital or civil partner status, pregnancy ar maternity, race, colaur, nationalty,
athnic or national ariging religien or belief, sex or sexual arientation (Protected Characteristics). We are also
committed to praviding eaquitable treatment to all those we deal with as an arganisation, incduding custamers and
suppliars.

2. ABDUT THIS POLICY

2.1 This pelicy sets out our approach to diversity, equity and inclusion, Owr aim 5 o encourage and support
diversity, equity and inclusion and actively promote a culbure that valuas difference and eliminates disarimination in
aur workplace, It apples to all aspacts of employment with us; including recruitment, pay, benefits and candtions,
flaxible working and leave, raining, appraisals, promation, condud at work, disciplinary and grievancs procadunes,
and terminaticn of emplaymeant,

2.2 This policy applies to all employees, officars, consultants, contractors, volunteers, intarns, casual warksars and
agency workers,

2.3. The Managing Director Is respensitle for this policy and will reviaw it annually,

2.4 This policy does not form part of any contract f erngleymant or other contradt to provide services, and we may
amand it at any time.

3. DIVERSITY AND INCLUSION TRAINING

3.1, Managers will be given apprapriate training on recogrising and evoiding discrimination, harassrmeant and
wictimisation, and promating equality of cpportunity and diversity in the areas of recrultmant, development and
prormatian, The Managing Director has overall responsgibility for egquality training, for stalf and managers &
appropriate,

3.2, We will provide in-house staff with regular training B ensure that everyone i awars of and understands the
centents of this pelicy and the Anti-harassment and Bulkying Palicy, Follawing the training, in-housa staff will ba
requifed ta confirm that they have read, undarstand and will comply with this palicy and the Anti-harassment ard
Bullying Paloy. We may also previde squality and diversity training from time to time,

4. DISCRIMINATION

4.1 You must not unlawfully discriminate against or harass ather peeple, including current and formar staff, job
applicants, clients, cuskormers, suppliers and visitors. This applies in the workplace, outside the workplace {when
daaling with customers, suppliers or athar work-related contads), andon work -related trips or eyents including sodal
events,

4.2 The follawing farrms af discrimination are prahibited under this pelicy and are unlawful:

{a) Rirectdiscrimination: treatng someone less favouraohy bacause of a Frotected Charactenstic, For
example, rejecting a job applicant because of their religious views or bacauds they might be gay.

(b} Indirect discrimination: a provision, criterion ar practice that applias to everyons but adversehy
affects paaple with a particular Probedted Characteristic mere than others, and is not justified. For exampls,
requiring a job to ba done full-time rather than part-time would adversely affec women because ey
generally have greater childcare commitments than men, Such & reguirement would be discriminatory
unless it can be justified,

{e) Harassment this includes sexual harassment and other unwanted conduct related to a Proteded
Charactenstic, which has the purpose ar effect of violating somepne's dignity or creating an intimidating,
hastile, degrading, humiliating or offensive environment for them . Harassment is dealt with further in our
Anti-harassment and Bullying Policy.

(d} Victimisatien: retaliation against somesnz who has complained or has supported somacne alsa’s
complaint about digcrirrenetion or harassment. This includes whers sameone mistakenly believes that the
persen vicomised has done so.

(&) Disability discrimination: this includes direct and indirect discrirnination, any wenjustified |ess
favourable reatment becausa of the effacts of a disability, and failure to make reasonable adjustments o
alleviate disadvantages caused by a disability.

E. RECRUITMENT AND SELECTION

5.1 Recruitment, prometion, and othar selection exerdses such as redundancy selection will ke condected an tha
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asis of merit, aganst objectve critena that avold discrimination Whan recruiting or promoting, we will aim o Eke
Sleps o improve the diversity of our warkTarce and provide equality af apportunity, Sharlisting shauld be dore by
mare than one person where passible. Qur recruitment proceduras will be reviewed regulardy to ensure that
individuals are objectively assessed on the bass of their relevant merits and abilities.,

5.2 Vacanckesshould generally be advertisedto a diverse section of the labour market. Advertisements should avaid
steraaty pirg or using wording that may discourage particular groups from appelying. They should ncluda a shon
palicy statement on egual opporunities and the employer's commitment bo diversity, aguity and inclusien in the
workplace and state that a capy of this palicy will be made available on regquest

5.3 Job applicants should not be asked questions which might sugoest an intenticn to discriminate on grounds of a
Probacted Characterstic. For example, applicants should nat be asked whether thay are pragrant of planning © have
children.

5.4 Job applicants should not be asked about health or disabllity befora a job offer is made, excapt in the very
limited circumstances allovwed by law: far exarmple, to check that the applicant could perform an intringe part af the
job (taking sccount of any reasonable adjustments), or to see i any adjustments might be neadad at intervisw
bacausa of a disability, Where necessary, job offers can be made conditonal on a satisfactory medical check. Healh
ar dizability guestions may be included in equal appoertunities monitering farrms, which must not be used for selection
ar decision-making purpnsas,

5.5. We are required by law to ensure that all employeas are entitled to work in the UK. Assumptions about
immigration status should not be made based on appearance ar apparent nationality, All prospective employess,
regardless of natienality, mustbe able te produce ariginal documents {(such as a passport) before empleymeant starts,
ta satisfy current immigration legislation. The list of acceptable documents is available from the H8 Gepartment ar
UK Visas and Immigraticn.

6. DISABILITIES

6.1 Ifyouaredisabled or becoma disabled, we encourage you o tell us about your condition so that we can consider
whal reasonable pdjustments or Supporl may be Bpproprigle.

7. PART-TIME AND FIXED-TERM WORK

7.1 Part-time and fixed-tarm staff should be treated the same as comparabla full-time or pemanent staff and enjoy
na lezs favourable terms and conditions {on a pro-rata basis where appropriate}, unless different treatment i
justified.

B. BREACHES OF THIS POLICY

8.1 We take 2 strict approach to breaches of this policy, which will be dealt with in accordance with our Disciplinary
Procedure. Serous cases of deliberate discriminstion and victimisation may amaunt o gross misconduct resulting in
dismissal.

B.2 If YU bellevea that ¥au have suffered harassment, DIJ""'IT‘I-B or discrimination, or witnessed it I'IEIZIIIIEHH'I] 1]
someone else in the work place, you can raise the matter throwah our Grievance Procedure and throwgh our Anti-
harassment and Bullying Pelicy as appropriate. Complaints will be treated in confidence and investigabed as
apprapriate,

8.3 There must be ng vicomisation or retaliatien against staff who complain abowt or repart discrimimation, B vouw
Balieve you have besn victimiged for making a complaint or repart al discrimination, or have witnessed it hapgering
ta someons else in the workplace, you shauld rakse this through our Grevance Procedura,

B.4. We ancourage the reporting of all by pes of potential discrimination, as this assists us in ensuring that diversiy,
aquity and inclusion principles are adherad to in the workplace. However, making a false allegation in bad faith, or
that youw know o be untrue, will be treated as misconduct and dealt with under awr Disciplinary Procedurs,
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Schedule 10 DRESS CODE

1. ABOUT THIS POLICY

1.1 We encourage everyone o maintain an appropriale standard of dress and personal appearance st work. Tha

purpase of our dress coda i5 1o establish basc guidelings on appropnate clothing and appearance at our workplaos,
0 that we:

{a) promote a positive and professional image;

{b} respect the needs of men and women from all cultures and religizns;

{e) rmaks any adjustrnents that may be needed bacause of disability;

(d} take account of health and safety reguirements; and

(&) halp staff and managars decids what clothing It s apprapriats to wear te work.

1.2 Managersars responsible for ensuring that this dress code is obsarsed and that & eemmon Sense spproach g
rakan to any issues that may arisa. Any enquirias regarding the cperation of cur dress code (including whether an
article of clothing i Suitable to wear o wark) should be made to your line manager or the Hurman Resouroes
Gepartment,

1.3 Failura o comply with the dress code may result in action under aur Disciplinary Procadursa,

1.4 We will review our dress code periadically ta ensure that it reflects appropriate standards and continuess o mest
aur neads.

1.5 This policy daes nat farm part of any employes’s or worker's contrack of employment ar angagement and wa
may amend it at any tme.

1.6 Umbrella staff working on client sites are also subject to the client's own dress code reguirements.
2. APPEARANCE

2.1 Whils warking for us you represent us with clients or custormars and the public. Your appearance contibubes m
ayur reputation and the developmant of our business,

2.2 1t is important that yvou appear clean and smart at all imas when at wark, I}EI'UEIJ|EI"|'|' whan yeu may e in
contack with clients, other business contacts or the general public,

2.3 Differant deparmments may havea spachic clothing requirements, for example, bacause thair work is custamaer-
facing or raises particuler health and Sefety concerrg, IS important thak you dress in 8 manner spprogiale o your
working environmeant and the typa of work yvou do,

2.4 All ernployees in custormer Tacing rales should wear smart business attire or business casual attire.

2.5 Employessin customer and public facing roles may be asked to cover up visible tattoos or to remove or cover
up visiole body plarcings.

2.6 You should not wear caswal, gym or beach wear to work. This includes treck suits, sweat-shirts, t-shirts ar
shorts, combat trousers, jogging botoms, denim, or leggings, Clething sheuld not e dirty, frayed or torn. Tops
should not carry warding or picturas that might be offensive or cause damage Lo our reputation It is inappropriate
to wear cut-off shorts, crop tops, see throwgh materal or clothing that exposes areas of the bedy nomally coverad
at work.

2.7 Footwear must be safe and clean and taka account of health and safety considarations, Trairars, stilattos and
Mip-flaps are nob acceptabla,

2.8 Where we provide safety clathing and equipment, including protecive footwear, it should be worn or used as
appropriate and directad.

2.9 You shauld not wear clothing ar jewellery that could present & health and safety risk.
Z2.10 If vou are supplied with an identity bados, it must be worn and visible at all times when you are at work,
3. RELIGIOUS AND CULTURAL DRESS

2.1 You may wear appropriate religious and cultural dress (incleding clerical callars, haad scarves, skullcaps and
urbans] unless it creates a health and salety risk o you ar any other person or otherwise breachses this policy.

3.2 Where necessary your ling managercan give further information and guidance an cultural and religious dress
in the workplace.
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3.3 Priority is at all times given to health and salely requirements, Where necessary, advies will ba taken from the
Health and Safety Officer.
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Schedule 11 EXPENSES POLICY

1. ABOUT THIS POLICY

1.1 This policy deals with claims for reimbursament of @xpenses, incledng travel, accommodation, hospitality, and
rrileage, workplace parking, and wark-Trom-hame.

1.2 Thiz policy daes nat farm part af any emplayes’s or worker's contract af employment ar angagemant ard we
may amend Ik at any tme.

1.3. Thiz policy apgliet to in-hause taff. It alse applies to umbrels staff, bot only where and to the exbent agresd
im an individual expanse plan (0}

2. REIMBURSEMENT OF EXPEMSES

2.1 We will reimburse expenses properly incwrred in accordance with this palicy ., &ny attempt to claim expansss
fl"ﬂ'.ld'.llﬂl'lﬂ'.l' or othergise im braach of this I}{I-lll:':.' may result in disciplinary actan,

2.2 Expenses will only B2 reimbursed if they are:
{a) submitted to the Accounts Department on the appropriate claim farm;
(b} submitted within 28 days of baing Incurred)

{g) supported by relevant documents (for example, VAT raceipts, tickets, and credit ar dakit card slips);
aind

{d} authorised in advance where reguired.

2.3 Claims fer authorised axpensas submitted in accordance with this policy will b2 pald directy into wour
bank BDuwilding Lociety account vie payroll.

2.4 Any guastions about the reimbursemant of expenses should be put to your ling manager or the Accounts
Department bafore you incur the relevant cogis,

3. TRAVEL EXPENSES

3.1 We will reimburse the raasonable cost of necessary travel in connadion with cur business. Tha most aconomic
means of ravel should be chosen if practicable and you Should wse existing travelcands or season tickets wherever
passitle. The following are nok treated as travel in connecton with our business;

(&) trevel batwesn your home and usual place of wark;
{b} travel which is mainly for your cwn purpases; and

{e) wavelwhich, while undermaken an our behalf, is similar or equivalent o travel between vour home and
your usuasl place of wark.

3.2 Trains. We will reimburse the costof standard class ravel on submission of a receipt with an experses chim
farmm.

3.3 Taxis. We do not expect you to take a taxi when thare is public fransport available, unless it is cost effects
due to & significant saving of journey time or the nuember of staff ravedling togather. A receipt should be obtained
far submission with an expensas claim form,

3.4 Car. Whera it is cost effective for you to use your car for business travel, and you have been authorised & do
s, you can claim 8 milzage allowance on proof of mileage, Details of the current milsage rates can be obtaired from
the Accounts Departrment. You can also claim for any necassany parking costs which musk be supported by a receipt
ar the display ticket.

3.5 Air traval. [f vou are required to travel by plane in the couwrse of yvour duties you should discuss tranel
arrangerments with your linge manager or he Accounts Department in advance.

3.6 Wo will not reimburse panalty fares or fings fer parking or driving offences, other than at our discretion in
exceptional circumstances,

4. ACCOMMODATION AND OTHER OVERNIGHT EXPENSES

4.1 If wou are reguired to stay away avernightin the course of your duties yeu shauld discuss accormmadation
arrangemants with your Bne managarer the Accounts Department inadvance, Accommedationwill usually be subject
ta an upper imit o be agreed in advance of boaking.

d.2 We will reimburse your reasonable out-of-pocket expenses for overnight stays provided they are supported by
recaipts as follows:

(&) breakfast up ta a maximurm Do be agread in advancs;
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(B} lunchand an evening meal iIncluding non-aloshelic drinks ug to a maximum to be agreed in advance;
and

(e} a flat rate allowance to be agread in advance far aach night spent away frem home far incidensal
eupenses may be payable.

5. ENTERTAINING CLIENTS OR CUSTOMERS

5.1 You rmay entertain actual or prosgective clients or custamers only where your propasal and Bn Bppropriate
budget has been agreed in writing in advanga with yvourling manager, Receipts must be submittad in full with your
axpensas claim.

5.2 You must alsg ensure that the provision of any such hespitality in the circumstances complies with awr Anf -
Corruption and Bribery Policy.
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Schedule 12 EXPEMNSES POLICY FOR UMBRELLA STAFF
1. ABDUT THIS POLICY
1.1 This policy deals with claims for reimbursement of expanses by Umbrella staff.

1.2 Thiz policy dases not farrm part af any ermplayes’s or worker's contrack af smployment ar engagemant &rd we
may amend it at any tima.

Z. PRIMCIPLES

2.1, Allumbrella warkears are considerad to fail the 'SDC test’, and so are considersd to be subject to the suparvison,
diraction or contrel as to tha manner of working.

This means that the primary workplace for each assignment is considered to be a "permanent workplace’,
and 5o “commute’ expenses associated with travel to and from that workplace cannot be reimbursed.

2.2. The anly axpentes thiat will be reimbursad are I:I:I thase wham the cost of the ERFIH"IS-E'IE il:l:l.l-a”"' and reasonably
incurrad in the perfarmance of the worker's duties, and s coversd in Tull by the sgency or chient, and (i) mileags,
workplace parking, and werk-from-home, in circumstances whers:

{a) we are satisfied that the expense claimed can legtimately be reimbursed withou deduction of tax and
NIC;

{b} both the nature of the axpense and the amount are {where practicable, and where applicable) agreed
in advanca:

(e} you comply with our currant rules and procedures Tor expense claims; and

{d}) the claim is (unless our current eaxperges palicy states otherwise)] accompanied by receipts, and &
submitted at the same time as any Smeshest for the period in quastion.

3. INDIVIDUAL EXPENSE PLAN

3.1 We are willing bo discuss with you, in relation to each assignment, whethar or not any expensas can proparly
b repaid, with a view to arriving at an Individeal Expense Flan,

3.2. Where wa agrae that expensas can properly be relmbursad, & will also apphy;

3.3 Under an Individual Expansa Plan, we rmay agres to reimburse to you authorised expenses actually and
reasanably incurrad in the performance of your dutias in accordance with our cument axpenses pelicoes, providad

{&a) we ara satisfied that the reimbursement would noteffendagainstany applicable salary sacrifice oF other
legislative requirements;

{b} we are satisfled that the expense clalimead can legitimately be relmbursed witheu deduddon of tax ard
NIC:

{<) both the nature of tha expense and the amountare {where practicable, and wham applicable) agreed
it Bdvanca:

{d} you comply with gur current rules and procedures far expense claims; and

-I-l:' the claim is (unless our currant axpenses palicy states IZIU'1EF'|I'|'|5-E:| accompaniad by recsipts, and &
submitted at the same time as any imeshest for the period in question.

2.4, Any claim far axpenses which are expeciad to be passad on to the Client may only e made direct to the Clent
if the Client's axpenss proceduras require that you do 8a;  and il you make any such expense claim direct to tha
Client, you must provide us with a copy of every such claim, and with such furthar datails as we may require, &
anable us @ eomply with sur own begal obligations.
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Schedule 13 FLEXIBLE WORKING POLICY
ABDUT THIS POLICY
1.1 Thisflexible workingpolicy gives eligibke emploveasan opporunity t reguest a change o their werking pattem.

1.2 We will deal with fexible working requests in & reasanable manner Bnd within & reasoneble tme. In any event
tha time bebween making a requast and notifying you of a final decision (including tha owtcomea of any appeal) wil
be less than thres months unless we have agreed a longer peried with you,

1.3 This policy daes nak farm part of any emplayes’s or werker's contract of employment ar angagement and we
ray amend it at any tme.

ELIGIBILITY
2.1 To be eligible to maka a flexible werking request, you must:
(&) be an amployes;
(b} hawe worked for us continuously for at l=ast 26 wesks at the date your request is made; and
{€) nothave madea flexible werking requestduring the last 12 maonths (aven if you vithdrew that request),
WHAT IS A FLEXIBLE WORKING REQUEST?
3.1 A flexible working regquest under this policy means a request to de any or all of the follawing:
{a) to reduce or vary your working hours;
(b} to reduce or vary the days you work;
{c) o work from a different location (for example, from hame],
MAKING A FLEXTBLE WORKING REQUEST
4.1 Your flexible working reguest should be submitbed to your manager in writing and dabad. It shauld:
{a) state that it is a flexible warking requast;
(b} explain the change being requestad and propoese a start date;
{€) identify the impect the change would have an the business and haw that might be dealt with: and
{d} state whether you have made any pravicus flaxible werking reguests,
MEETING

5.1 We will errangs & rmesting &t & canvenient tirme and place b disoiss your reguest. You may be sccormpaniad at
tha meeting by a colleague of your chalca, They will be entitled to speak and confar privately with wou, but may not
answer quastions an your behalf,

£.2 Wo may decide to grant vour reguest in full withowt a maeting, in which case we will write to you with our
dacisicn.

DECISION
6.1 We will inform you in writing of cur decision as soon as possible after the meating.

6.2 If vour reguest is accepted, we will write to you with details of the new warking arrengements and the date on
which they will commance. You will be asked to sign and return a copy of the letter,

6.3 I we cannat immediately socepl your reguest we may reguire you bo underta ke B trial period before reaching &
final decision an your requast,

6.4 Unless otherwise agreed, changes to your @rms of amployment will be parmanant.
&.5 We may reject your reguest for one or more af the following business reasons:
(a) the burdan of additional costs;
(B} detrimental effect on ability o meet customer demand;
{c) inakility to recrganise work among axisting staff;
(d} Inability to recruit addidanal staff;
(&) detrimental impact on quality;

{f) detrimental impact on performance;
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{g) Insufficlency of wark during the pergds that you propose tg work; or
(h} planned changes,

6.6 If wa are unabla to agrees to your requask, we will wrte to tell veu which of those reascre applies in your casa,
W will also set aut the appeal procaedure,

¥. APPEAL

F.1 You may EFI[IE-H| in erUng within L4 ﬂEI}'S af FEI'_E|'|I1“D our writhen decisian This includes a dacision fﬂ-"ﬂ'ﬂﬁ; a
trial pariad,

F.2 Your appeal must ke dated and must set out the greunds an which you are -E-DDEE“I"-D.
T3 We will hold & maating with you te discuss your appesl. You may bring a colleagus ta the meeting.

7.4 We will tell you in writng of our final decision as soon as possible after the appeal meeting, including reasans,
There is no further right of appeal.
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Schedule 14 GRIEVANCE PROCEDURE

i. ABODUT THIS PROCEDURE
1.1 Mostgrievances can be resclved quickly and inforrmally through discussion with your line manager. IT this doas
nat resabye the preblem you should initiate the formal procedure sat aut balew,
1.2 This procadure applies to all employess regardiess of length of service, It does not apply to workers, or to self-
ampleyed cantractors,
1.3 This precedurs does not form part of any contract. It may be amendad at any time and we may depart from it
dapending an the circumstances of any case,
1.4 The Grievance procadures applicable to you at the date of your engagement contrad can be found appendad o
that contract.
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Schedule 15 HEALTH AND SAFETY POLICY
ABOUT THIS POLICY

1.1 Thisplicy sets outgur arrangements for ensuerng we meet sur heatth and safety oblgations to staffand amaore
visiting awr premises or affected by our wark,

1.2 The Managing Director has ovarall raspensicility for health and safety and the oparaton of this policy,

1.3 This policy does not form part of any employesa’s or woerker's contract of employment or engagemsant and we
may amend it at any time. We will continue to review this palicy o ensure # s achieving its aims,

YOUR RESPONSIBILITIES

2.1 Al £LafT share responsibility for achisving safe working corditions. You rmust take care of yaur awn health and
safety and that of others, observe applicable safety rules and fellow instructions for the safe use of egquipmant,

2.2 You should repoert any health and safety concerns immediately to your line manager.

2.3 You must co-operate with managers on haalth and safebty matters, incleding the investigation of any incident,

2.4 Fallure to comply with this poalicy may be treated as miscondudtand dealt with under our Disciplinary Procedure,
INFORMATION AND CONSULTATION

3.1 We will infarm and consult vour elected workplace safety representatives or directly with all staff regarding
haalth and safaty mattars,

TRAINING
4.1 We will ansure that you are given adequate training and supervisanto parform your woark compatenthy and
salely.
4.2 Staffwill be given a health and safety induction and provided with appropriate safety raining, which may inchide
where appropriate manual handing, control of substandces hazardous o health (TS HH), working at height, asbestos
awareness, gas safety, electrical safety and the use of personal pratective equipment (FPE),

EQUIPMENT

5.1 You must uge aquipmeant in accardance with any instructions gieen @ you. Any equiprient Taul or darmage must
immadiately ba reported to your ling manager, o nob attempt to repair equipment unless trained to do so.

ACCIDENTS AND FIRST AID
G.1 Details of first aid faciliies and the names of trained first aiders are displayed on the natice boards.

6.2 all accidants and injuries atwork, however minar, sheuld ba reported o your managar and recorgad in tha
Aecident Boak, you will be advised af ils kcation upon the putset of each assionment, if not please infarm your lins
manager,

FIRE SAFETY

7.1 &l staff showld familiarise themsa hves with the fire safety instructions, which are displayed on notice boards ard
near fire exitg in the warkplace.

7.2 If you hear a fire alarm, leave the building immediately by the nearsst fire axit and go to the fire assembly point
shown on the fire safety notices.

7.3 Fire drills will be held at least every 12 months and must be taken seriowshy. We also carry out regular fire risk
assessmeants and regular checks of fire axtinguishers, fire alarms, escape routas and emeargancy lighting,

RISK ASSESSMENTS AND MEASURES TO CONTROL RISK

8.1 We carry out oeneral warkplace risk assessments periadically, The pumposs is ta assess the risks to health ard
salety of employees, visitors and other third parties as a result of our activities, and tw dentily any measures that
naed to be taken to control these risks,

COMPUTERS AND DISPLAY SCREEN EQUIPMENT

9.1 If you use a computer screen or other display sereen equiprment (DEE) as a significant part of your work, you
are entithed to a workstaton assessmant and regular ayesight tests by an optician at our expense,

9.2 Further information on workstation assesaments, eye tests and the use of D5E can be ob@ined from your
manager,
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Schedule 16 HEALTH AND SAFETY POLICY FOR WORKERS WORKING ON ASSIGNMENT
ON CLIENT SITES

ABDUT THIS POLICY
1.1 This palicy Sets sut our arrangements for ensuring we meet our health and safety obligations to staff.

1.2 This pelicy applies to staff who work an assignment at premises of our Clients, and notan our awn pramises;
a saparate health and safety policy applies o in-house SLaM and anyons visiting our own premises or otherwise
affected by our work,

1.3 The directors have averall FEE-FII!II'IEiD"lt'p' for health and safety and the oparation of this palicy.

1.4 ‘Where this policy placesa respansibility on the Clhient at whase premisesyou arefor the time being assigned,
and you have a cencern about the Cllant's compliance with such responsiblity, or whera you have cencams about
the Client"s compliance with its awn health and safety policies, you must also tell any one of cur directors as socon as
passible.

1.5 This palicy dees not farrm part of any ermployes's contract of employment and we rmay armend it atany Gee,
Wa will continue ta review this palicy o ensure it is achieving s aims.

YOUR RESPONSIBILITIES

2.1 All staff share responsibility for achieving safe working conditions. Yau must take care of your own healh
and safisty and that of others, observa applicable safety rules and follew instructions for the safe use of equipment.

2.2 Yau shauld report any health and safety cancerns immeadiateby o your line manager at the Client toe wham
wou ara for the time being assigned; wou may also report It any one of our directars,

2.3 Yau must co-operabe with managers (including managers of the Cliert ta wham yeu are for the time being
assigned] on health and safety mattars, including the invastigation of any incidant,

2.4 Faillure to comply with this policy may be reated as miscenduct and dealt with under our Disciplinary
Frocedure,

INFORMATION AMD CONSULTATION
3.1 We will inferm and consult with all potentially affected stalf regarding health and safety matbers.
TRAINING

4,1 Adegquate training and supervision to perform your work competantly and safely will generally be geen by
apprapriste paersaonnel at the premises of the Client to whem you are for the ime being assignead.

4.2 Such training should inclhede a haalth and safety induction and with appropriate safety raining, including
{where applicable}, manual handling, contral of substances hazardous te health {COSHH], werking ab height,
asbestos awarenass, gas safety, electrical safety and the use of persenal protective eguipmant (PPE).

4.3 If you hawve any concerns aboul the training you are given or exgect o be given by the Client at whase
premises yau are for the time being assigned, you shauld raise them with any one of aur directars,

EQUIFMENT

5.1 You must wse equipment in accordance with any instructions given ta you, Any squipmeant fault ar damags
must imrmediately be reported o your line manager at the Client to whom you are for the tme being assigned. Do
nat attempt to repair equipment wnless trained to do so.

ACCIDENTS AND FIRST AID

6.1 Dretails of first aid fadlities and the sames of traised first aiders will B2 disglayed on the natice baards ar
otharwisa publicised on the premizes of the Cliant o whom you are for the time being assignad,

6.2 All accidents and injuries at work, however minor, should be

{iy reparted ta the approprate parsen at the Clisnt o whom you are far the time being assgned and
recarded in the Client’s Accldent Book; and

{ii) reparted W@ any one of our directars and recorded in our awn Accident Baok (which is kegt at aur
head office).

FIRE SAFETY
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7.1 Yo should familkarisa themsabves with the fire safety Instructiors applcable o the premises of tha Client
ta whom you are far the tirme being assigned, which will b= displayed an notice boards and near fire exits in the
workplace,

7.2 IMyou hear & fire alarm, you must comply with the reguirermants applicable at the premises an whidh you
are working, Generally, these reguirements will be to leave the budding immediately by the nearest fire ext and o
to the fire assembly paint shawn on the fire safety notices, ar to the applicable Fire Assembly Point. If the Client
gives other instructiens, you should follgw those instead,

7.3 Fire drils will be held periadically and must B2 taken sercusly. You should alse ax pect that the Client @
whom yau are for the tma baing assigned will carry cut regular fire risk assessments and regular chaecks of firm
extinguishers, fire alarms, escape roules and amargancy lighting.

RISK ASSESSMENTS AND MEASURES TO CONTROL RISK

8.1 The Clientbo wham you are for the Hme being assigned is expacted to carry out general workplace risk
assessments pariadically. The purposs is to assess the risks to health and safety of employees, visitors and other
third parties as a result of their activities, and bo iertify any measures that need o be taken te contol those risks,

COMPUTERS AND DISPLAY SCREEN EQUIPMENT

9.1 If you use a compuber screenor ather display scraen aquipment (DSE) as a significant part of your work,
vou ara anttled to a workstation assessment and regular evesight tests by an aptician at our expanse.

9.2 Further infermation on workstation assessments, eye tests and the use of DSE can be obG@ined from your
line manager at the Client to whom you are for the tme being assigned, and from a director.
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Schedule 17 HOLIDAYS POLICY (for those who are NOT ‘irregular hours workers' or
‘part-year workers’)
1. ABDUT THIS POLICY
1.1 This policy sets out our arrangements for skaff wishing to take helidays (also known as annual leave).

1.2 This policy covars all in-house employvess atall levels and grades, including full-ome, parm-dme, permanant and
fixed-tarrm employess rmansgers, directars | trainess, and hameawarkers, [t also applies in the cage of Umnbrels st
working on client sites, subject (a) to the terms of thelr engagement contracts, and {b) o their comgliance with ary
applicable client palicies, unless [a% is lkely) such staff fall into either or both of the new categories of irregular
hours woerker' or ‘part=yvear wor ker’, Inwhich case the separate Schedula 18 ‘Holidays Policy (irregular hours workers
and part-year workers)” will apply to such individusls from that date, instesd of this palicy.

1.3 This policy doas naot farm part of any emplayes’s or worker's contract of employment ar angagemant and wae
rmay amend it 8L Bny lme. We may also vary the policy B8 apgropriate in any cass,

2, YOUR HOLIDAY ENTITLEMENT

2.1 The company’s haliday yvear runs from 1stapril. If your employment starts or finishes part way through the
haliday year, your holiday entitlerment during that year shall be calculated on & pro-rata basis.

2.2 Unlass otherwise setout invour empleymant contrack, vou are antitled to 5,6 wae ks [ 28 days, for those working
a S-day week, or the pro rata equivalent for part tirme workers) paid heliday in each haliday year, or the pro reia
agquivalant if you work part time. This includes public haldays in England and Wales or days in liau whears wa reguire
staff to work on & public holiday,

2.3 Fortha avoldance of doubt, the first fourwesks of the leawve yvou ke in any holiday year shall be deemed o be
the leave derved from regulation 13 of the Working Time Regulations 1958 {57 1598/ 181T) and the remainder shal
ba deemed te be derved from regulation 134 of those regulations. Currently, the law states that regulaton 13 keave
shall Be paid at the rate of "nermal remuonerstion” whareas regulation 138 l=ave may be paid at the rate of your
asic salary only, If your remunamtion nemally Incledes variable elemants, such as commission ¢rovamima, we wil
natify you Separately whether such payments will be included in your regulation 13 holiday pay. & dedgion to reflact
cermain elemants of your remunaration in holiday pay on one or more gccasiens shall not give rise to an expectaton
an yaur part that it will be included an future occasions.

2.4 Exceptas setoutin this pelicy, holiday entitlament must ba taken during the haliday vear in which it accres,
Any holiday not teken by the end of the holiday year will be lost and you will not receive any payment in lieu.

2.5 Unused haliday can only be carried over to ancther holiday year;
{a) In cases involving sickness absence, as st out in Paragraph 5;

(B} incases of maternity, paternity, adoption, parentsl or shared parental leave, as sat out in Paragrash
LM

{e) if otherwise required by law.

3. TAKING HOLIDAY

3.1 All holiday mustbe approwved in advance by your line manager, Please give as much notce as passible of heliday
reguasis. ¥ou must net make traval boskings until approval has been given.

3.2 We may raguire you to take (ar not te take) holday on particular dates, including when the business is clesed,
particularly busy, of during your notice peried.

4. SICHKNESS DURING PERIODS OF HOLIDAY

4.1 If vou are sick ar injured during a holiday period and would have bean incapable of work, yvoumay chaose o
treat the period of incapacity 8% sick leave and reclaim the affected days of haliday.

4.2 Emplayeesalready on sick lgave beforea pro-arranged pariod of holiday may choose te cancel any days of
haliday that caincide with the pariod of incapacity and treat them as sick leave,

4.3 Dishanest claims or other abuse of this policy will be treated as misconduct under aur disciplinary procedurs,
5. LONG-TERM SICKNESS ABSENCE AND HOLIDAY ENTITLEMENT
5.1 Holiday antitlement continues to accree during periods of Sick leave.

5.2 If you are on a period of sick leave which spans two holiday yaars, or if you returm to work aftar sick leave 5o
cloge to the end af the holidey year that you cannol reasanably teke your remaining holiday, you may carry aver
unised hobiday to the following leave year.

5.3 Carry over under this rule is limited to the four-week minirmum holiday entddementunder EU law (which includes
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bank holidaysy, l2ss any leave taken during tha haliday vear that has just ended. If vou have taken four weelks”
haliday by the end of the holiday yesr, you will not be allewsad te carry anything aver under this rule, IT you hawe
mkean less than four weeks, the remainder may be carried ower under this rule. For example, a full ime em ployves
who has taken two weeks” holiday plus bwo bank holidays before starting long -term sick leave can only carry over
ane waak and three days. This limit does not affact yvour right to carry ower holiday under Paragraph 2.5.

5.4 Any holiday that is carried over under this rulbe but is not Ekan within 18 months of the and of the holiday year
in which it acoruaed will ke lost,

5.5 Alternativaly vou can choase to take your paid heliday during yeur sid leave, in which case you will be paid at
yaur narmal rate.

6. FAMILY / STATUTORY LEAVE AND HOLIDAY ENTITLEMEMNT

6.1 Holiday entitlemeant continess ta accrue during periods of maternity, paternity, adoption, parental or shared
parantal leave (referred to collectively in this palicy as family/statutary leaval.

6.2 Il'vou are planning a period of family/statutery leave that is likely to last bayond the and of the haliday vear,
vou should discuss your holiday plans with your manager in good ime before starting your family'statutany leave,
&ny holiday entitlement for the year that cannot reasonably be taken before starting your farmily fstatutory lesve can
e carriad over o the naxt |"rl}||l:|E'p' wadar.

6.3 For the avoidance of doubt this covars yaur full haliday antitlement.
6.4 Any holiday carred over should be mken immediately before raturning @ work,
7. ARRANGEMENTS OMNM TERMINATION

T.1 Ontermination of employment you may be required to wse any remaning holiday entitle ment during v our notice
pariad, Altermatively, you will ba pald in lleu of any accrued but untaken holiday entitliernent for the current haliday
year to date, plus any holiday permitted to be carried over from previous years under this policy or a5 reguired by
law. You are entitled to be paid ata rate of 1/260th of your full-time equivalant basic salary for each day of unt@kan
enttlement.

Fa2 1f your normal remuneratien in the Afty -bwo weeks priorte the date on which your employment terminates alss
includes any «lefmeant of pay whidh is vanesble, this elerments will be facersd inta the calculation of your final halidey
payment, Foreach day ofuntaken heliday entitlemant, you are enttledts be pald ata rate of 1/260th of your nomal
rermunaration in the last 52 wesks af your employment instead of the rate stated in Paregraph 7.1,
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Schedule 18 HOLIDAYS POLICY (‘irregular hours workers’ and ‘part-year workers’)
i. ABOUT THIS POLICY
1.1 This policy sets out our arrangements for s@F wishing 1o ke kelidays (also known as annual leaval.

1.2 Thiz policy covers anly those who fall inta either or both of the new categories of 'irregular howrs worker ar
‘part-yaar workar’,

1.3 This policy does notform part of any empleyes’s or worker's contrack of employment oF engagement, and we
may amend it at any tima. We may also vary the policy as appropriate in any case,

2. YOUR HOLIDAY ENTITLEMENT
2.1 The company's haliday y=ar runs from 1=t Agril.
2.2 Unless otherwise set out in your employment S angagement contract or Assignment Schaedule,

« your pakd leave entittement during a pay peried in which yeu hawve mat been on sick or (if you are an
employes) statutory brave will be caloulated in hours, and will accrue at the rate of 12.07% of the numbear
of howrs worked during the pay period;

= your paid leave entitement during a pay perod inowhich you Bave been an sick or statutory leave will b
caloulated in hours, and will accrue at the rate of 12.07% of the historic average number of weskly hours
worked (disregarding waaks during all or part of which you ware on sick or statutery leave ), multiplied by
the number of weeks in the pay period;

«  your paid leave entitement i Subject to & mas<imum of 28 days per year;

= the numberof hours of paid leave sccruing during & pay period will be subject to rounding ta & whole numbsr
af hawurs; less than 30 minutes will be roundad down, and 30 minutes or more will be rounded up.
2.3 The rate at which you will be paid for such paid leave will be based on your average histonc «arnings per hour,

2.4 Exceptas setoutin this policy; holiday enttement must be taken during the haliday vear in which it accrues,
Ary holiday mot taken by the and of the holiday year will ba lost and you will nat recsive any payment in lisu.

2.5 Unused haliday can only ke carned over to ancther holiday yaar;
(a) in casas involving sickness absence, as sat aut in Paragraph 5,

(B} incasas of matemity, patemity, adaption, parental or shared parental leave, as et out in Paragrash &
{this anly applies to emplayees, and mad fa Wmb (b)) workers’):

{c) if otherwise required by law.
3. TAKING HOLIDAY

3.1 All holiday must be approved in advance by vour line manager or the client on whosa site or for whom you gre
working. Pleass give as much notics as pessible of holiday requests. You should net make travel bookings untl
approval has baan given.

3.2 We may require you to take [ar not to take) haliday on particular dates, incleding during any notice periad.
4, SICKNESS DURING PERIODS OF HOLIDAY

4.1 If you are sick or injured during a keliday period and would have been incapable of work, you may choase B
treat the period of incapacity as sick leave and raclaim the affectad days of haoliday.

4.2 Eﬂ'll:"{l'ﬁ"EEE- already on sick laave beforea WE-ETI"E’IQ’E‘H pariod of holigay may choose o cancel any days of
haliday that coincide with the period of incapacity and treat them as sick leave.

4.3 Dishonest claims or other abuse of this policy will be reated as misconduct under awrdisciplinary procedure,
5. SICENESS ABSEMCE AND HOLIDAY ENTITLEMENT
5.1 Holiday anttlement continues to accrue during periods of sick leave (see saction 2 of this policy ).

5.2 Ifyou are on a period of sick leave which spans two holiday years, or if you return to work aftar sick leave so
cloge ta the end of the habiday year that you cannot reasanably take yaur remaining holiday, you may carry aver
unused hobday to the following leave year.

5.3 Any haliday that is carred aver under this rule but is not @ken within 18 months of the end of the hoeliday year
in which it accruaed wil be losk,

6. FAMILY / STATUTORY LEAVE AND HOLIDAY ENTITLEMENT {only applies to employees, not to “limb (b)
workers")
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6.1 If vou are an emploves and nok a “limo (b)) workar’, vou may be entitled to family/statutery leave. Holiday
antitlernent continues to accrue during pericds af maternity, patemity, adoption, parental or shared parental keave
{referred to collectvely In this policy as famidy/statutory leave) (see saction 2 of this policy ).

6.2 1M you are planning a period of family/statutory leave that is ikely o last bayond the @nd of the holiday year,
wvau should discuss your haliday plans with your manager in good Bme before starting yvour famiby'statutory leave,
Any holiday entitament for the year that cannol reesonably be takan belore stating your TarilySraUlony |eave can
be carred over to the next holiday year.

6.3 Any haliday that is carried aver under this rule but is nat taken by the end of the heliday year after the the
haliday yaar in which it accruad will ba kst

7. ARRANGEMENTS ON TERMINATION

T1 O termination of emplayment, you will Be paid in lieu of any accrued but untaken holiday entitternent for the
current haliday year to data, plus any haoliday permitted to be carried over from pravicus years under this policy ar
a5 required by law.

8. ACCRUED, ADVANCED, AND ROLLED-UP HOLIDAY PAY

B.1. 'We may offer you the chaice of having your holiday pay socrued aor advanced, IFf we do, you may change your
dacisien by notifying us at any tma,

«  Ifyour holiday pay is acerued, it will be retained by us and then paid at such time Bs you take holiday.

« If your holdey pay is advenced, we will advance the scerued armount to you cach Gme we pay you, the
advanca will be desmed to be repald as and when yvou take holday, and so you will be dua no furthar
payment &t that time. The amount advanced will b2 shown an yawr payslip.

B8.2. Alternatively, we may choose to rell up your holiday pay. If we do, and if we then

o caloulate your holiday pay as 8 12.07% uplift o your remunergtion for work done, and pay it each pay
pariod

= ineach pay pariod whilst vou ame on side or statutory leave, pay vou an amount equal to 2 historic averags
af the armount of holiday pay paid during previous pay perieds, and

#  show the amoeunt so paid on an iternized payslip,
then we will be discharged from our obligations to pay you holbday pay.
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Schedule 19 IT AND COMMUNICATIONS 5YSTEMS POLICY
1. ABOUT THIS POLICY

1.1 CQwr IT and communications systems are Intendad to promote effective communicatien and working prachcas,
This palicy outlines the standards you must chierve when using thess systens, when we will manitor their use, ard
tha action we will take If you breach these standards.

1.2 The Managing Director has overall responsibility for this palicy, including keeping it under reviaw.

1.3 Breachof this pelicy may be daalt with under aur Risciplinary Procadura and, in serioes cases, may be treated
as grass misconduwct leading to surnmary dismissal,

1.4 Thiz policy daes nat farm part af any emplayes’s or worker's contract of employment ar engagement and we
may amend It at any timea.

1.5 Umbrella stalf woerking on client sites and/or wsing cient’s own IT and communications systems shaulkd
familiarize themselvas and comply with tha clients own cormesponding applicabtle policies.

Z. EQUIPMENT SECURITY AND PASSWORDS

2.1 You are responsible for the ssourity of the aquipment allocasted to or usad by you, and youmust not allow & o
be used by anyone other than in accerdance with this policy. ¥You shoeuld use passwoerds on all IT equipment,
particularly items that youw take out of the office, You should keep your passwords confidential and change them
regularly,

2.2 You mustonly log onto our SyStems usingyour ownuSername and password. Youmuest nat use another persan’s
username and password or allow anyone alse o log on wusing your username and password,

2.3 If you are away from your desk you should begaut or lock your computer. You muwst leg out and shut down yeur
computer at the end of each working day,

3. SYSTEMS AND DATA SECURITY

3.1 You should not delete, destroy or maodify existing Systerns, programs, informmation or data (excepl a3 autharsed
in the proper performance of your dutias],

3.2 You must nobt download or install software from external sources without autharisation. Downleading
unauthorised software may interfere with owr systems and may introguce viruses or other mahlsara,

3.3 You mustnotattach any device or equipmentincluding mobile phones, tabletcomputens or USE storage devices
ko aur systems without autharisaticn from your manager,

3.4 We maniter all e-malls passing through our system for viruses, You sheuld exercise particular caution when
apening unselicited e-mails from unknown sources, [F an e-mail loeks suspicious do not reply to it, open any
attachrivents ar chck any links in it

3.5 Inform your manager immediately if you suspect your computer may have a virus,
4, E-MAIL

4.1 Adopta prafessional tone and observe appropriste stiguetbe when communicating with third parties by e -rnal.
You should also include our standard @-mail signature and disclaimaer.,

4.2 Rememzer that e-mails can be used in legal proceedngs and that even deleted e-mails may remain an the
system and be capable of being retrieved,

4,3 ¥ou mustnot send abusive, obscene, disciminatory, racist, harassing, dercgatery, defamateny, pornographic
ar otherwite inapgprapriabe &-mails.

4.4 You should not;
{a) send or forward private a-malls at work which you weuld not want a third party to read,
(b} send or forward chain mail, junk mail, cartoons, jokes or gossip;

{€) contribute to systam congestion by sanding trivial messages or unnecessarily copying ar forswarding a -
maila b athars who da not have a real need o receiva tham! or

{d} send messages from another permon's e-mail address (unless authorised) ar under an assumed name,

4.5 Do nokbuse your own personal @-mall account bo send or recaiva e-mall for the purpesas of sur business. Oniy
use the e-mail account we have provided far you.

4.6 We do not permit access o web-based personal e-mail such as Gmail or Hotmail on aur compubar systems at
any time dug to additionsl Security risks.
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5. USIMNG THE INTERMET

5.1 Inberfet socessis provided solely for business purposes, Docasional personal use may be permitied as set ot
in Paragraph &,

5.2 Wou should not access any web page or download any image ¢r other file from the internat which could b
regarded as illlegal, offensive, in bad taste ar immeral. Even web contert that is begal in the UK may be in suffidernt
bad taste to fall within this prohibition. As a general rube, if any person (wheather intendad to view the page or not)
might be affended by the contents of a page, arif the fact that our saftware has acoessed the page or file might be
a seurce of ermbarrassmeant if made public, then viewing it will be a breach of this pelicy.

5.3 We may block or restrict acoess to some websites at our discretion.
6. PERSONAL USE OF OUR SYSTEMS

6.1 We parmit the incidental use of aur systems o send persanal @ -mail, browse the internet and makse personal
tzlephone calls subject to certain conditions, Personal use is a privileoe and not a right, [€ must not be overussdar
abused. We may withdraw permission for it at any time or restrict access ab our discration.

6.2 Personal use must meeat the foallowing conditions:

{a) it must be minimal and take place exdusively cutside of normal warking hours (that is, during your lunch break,
and before ar after waork);

(b} personal 2=mails should be labelled “personal® In the subject headear;
(e} it rust nat affect your work of interfare with the business;
{d} it musk nat commit us to any marginal costs; and

(&) it must comply with cur policies iIncluding the Equal Gppoertunities Policy, Ant-harassment and Bullying Policy,
Data Protection Palicy and Disciplinary Pracedure.

7. MONITORING

7.1 Oursystemsenablews to monitor telephane, e-mail, voicemal, internet and othercormmunications. For businass
reasans, and in orderte carmy aut legal obligations in our role as an emplayer, your use of our systems including the
telephone and computer systems (including any personal use) may be continually manitored by automated software
ar otherwise.

.2 ‘Wereserve the right to retriave the contents of & -mall messages or check internet usagea | Includng pages visizd
and searches made) as reasonably necessary in the interests of the business, including for the fallowing purpasaes

{this list is Nt exhaustive:

(&) o maniler whather the use of the e-mail system or the intermat is legilimate and in accordance with
this policy;

(B} tolind lost messages or to relrieve messages |05t due to compuber failure;
(e} to assist in the investigation of allaged wrongdaing; ar
{d} to comply with any legal obligation,

&. PROHIBITED USE OF OUR SYSTEMS

8.1 Misuse or excessive personal use of our telephone or e-mail system or inappropriate internet use will be deak
with undar our Disciplinary Procedure. Misuse of the internet can in some cases be a criminal offenca.

B.2 Creating, viewing, accessing, ransrritting or downloading any of the fallowing matedal will wsually amaunt o
gross miscenduct (this list is not exhaustve);

(&) pornagraphic matedal [thatis, writing, pictures, films and video clips of a sexually explidt or arousirg
natura);

(B} affensive, abscens, or criminal rmaterial or matedal which is liable o cause embarrassment o us or o
agur clients;

{e) a falze and defarmatory statemant about any person of organisation;

{d} material which is discriminatory, offensive, derogatory or may cause embarrasanent o others
{Including material which breaches our Equal Dpportunities Policy or cur Anti-harassment and Bullying
Falicy);

{a) confidental informatien about us or any of our staff or clients (except as authonsed in the proper
perfarmance of your duties);

{f) wnauthorised software;
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(@) any other staternent which is likely to create any criminal o civil liability (for vou oF us); or

{h} music or video files ¢r other material in braach of copyright,
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Schedule 20 MATERNITY POLICY
1. ABDUT THIS POLICY

1.1 This policy cutlines the statutory rights and responsibilities of employees whe are pregnant or have racendy
given hirth, and sets out the arrangements for preonancy-related sickness, health and 2afety, and maternity leave.

1.2 Arrangemants for time off for antenatal care and to accompany a pregnant woman o antenatal appointments
are et aut in our Time ofl for Antenatal Appaintments Palicy.

1.3 In soma casas you and your spause or partner may be aligible to apt inte the shared parental leave [ SPL)
scheme which gives yau more flexibility te share the leave and pay awailable in the Tirst year. You will need to gve
us at least sight weeks notice to opk inte SPL, and you must remain on maternity leave until at least two weeks after
birth. Far infarmaticn about SPL, sa& gur Shared Parental Leawve (Birth) Policy.

1.4 Thiz policy anly applies ta emplayess and doss nat apply to Urnbredla workers (who are not employess, and may
atharwisa ba callad "limb (B) workers'),agency workers, or self-employed centradors, save only that Umbrels
workers {who are notemployees, and who may otheryise be called limb (B) workers] may be entitled to SMP, subject
o conditans.

1.5. This policy daoes nat farrm park of any emplayees oF worker's contrack of employment or @ngagement s we
may amaend it at any tHme.

2. ENTITLEMENT TO MATERMITY LEAVE

2.1 All employeess are ertitled to up to 52 weeks' matemity leave, consisting of 26 weeks’ ordinary matemity leave
{OML} and 26 weeks” additional matamity l2ave [(AML].

3. NOTIFICATION

3.1 Please inform us as scan as pessible that you are pregnant, This is important as there may ba health and safehy
Considerations.

3.2 Before the end of the fifteenth week before the week that you expect to give birth {Qualifying Week), or as
sgen as reasanably practcal afterwards, you must tell us:

(a) the weak inwhich your doctor or midwile axpects you to give birth [ Expected Week of Childbirth);
ang

(b} the date on which you would like to start your maternity leave {Intended Start Date).

3.3 We will write to you within 28 days to tell you the date we will 2xpect youto returnto work if you take your fll
matermity keave entidement {Expected Return Date),

3.4 Once you recerve a certificate from a dector ar midwife confirming vour Expaded Week of Childmrth {FATR1),
yau must provide us with a copy.

4. STARTING MATERMITY LEAVE

4.1 The earllest vou can start matemity leave 15 11 weaks before the Expacted Weak of Chilgbirth {unkess yvour child
i% born prematurely before that date).

4.2 1If you want to change your Intended Start Date please el us in wnitng, You should give s as much notics a5
yau can, but wherever possible youmust tell us at keast 26 days befare the ariginal Intendad Start Date (ar the rew
startdate if you are bringing the date forward), Wa will than write to vou within 28 days to tell you vour naw ax peced
return date.

4.3 Your matemity leave should normally start anthe Intended Start Date . Howeser, it may start earlier if you gave
pirth bafore youwr Intended Start Data, or if YU are absent for a pragng ncy sedated reascn in the last four weeks
bafare your Expeded Week of Childbirthe In either of those cases, matemity leave will start on the following day.

4.4 Shorthy before your matermity leave s due to start we will discuss with you the armngements forcovenng yvour
work and the apportunities for you Bo remain in cantact, shauld yau wigh to do S0, during your leave, Unless you
request otherwise, you will rermain ¢n circulation lists for intarnal news, job vacancies, training and work -related
social avernks,

4.8 The law says that we cannot allow you to work during the two weeks following childbirth,
5. MATERMNITY PAY

5.1 Statutory maternity pay {SMP) i= payable for up to 39 weeks provided you have at least 26 weeks” continuous
ampleymantwith us atthe end of the Quallfying Wesk and your averaga samings are netlass than tha lower aamings
limit Set by the government each tax year, The first six weeks SMP are paid at 90% of your average earnings and
tha rermalning 33 weeks are at a rate set by the govarnmant each year,
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6. DURING MATERMNITY LEAVE

6.1 With the exceplion of berms relating bo pay, your terms and canditions of empleyrment remain in Terce during
OML and AML,

6.2 Holiday entilement will continue te accree during maternity leave, for so long as the contract under which we
have engaged you continues. [Fyour matemity leave will continue into the nest holiday year, any holiday entitleement
that cannat reasenably be @hken before starting your maternity leave can be carried over and must be taken
immediately before returning to work unless your marager agress otherwise, Pleases disquss your holiday plars with
yaur manager in good Hme before starting your maternity leave, Al holiday dates are sulject to approval by your
manager,

6.3 If you area member of the pension schame, we shall make employer pension contributiers during OML and ary
periad of paid AML, based on the minimem legal requirements, in accordance with the pension scheme rules, Smy
amployea contributions yoeu make will ke basedon the amount of any maternity pay you are recehing, unlass you
inform the Pensions Administrator that yvou wish to make up any shortfall.

7. KEEPING IN TOUCH

T.1 We may make reasonable contact with you from time ta time during your maternity leave althaugh we will keep
this o 3 minimum., This may include Cﬂ-l"ltiftlﬂﬂ W o diSCuss EFF-B-I'I!JEI'I'IEHE for wour returm ta work,

7.2 Wou may wark (including attending training) an up to ten "kasping-indouch™ days during your matemiby leave,
This Is not compulsery and must be discussed and agread with your line manager.

7.3 You will be paid at your narmal basic rate of pay for imea spanl working an a kesping-in-touch day and this wil
ba inclusive of any matarnity pay entitlement.

B. RETURNING TO WORK

B.1 You must retum to work an the Expected Feturn Date unless you tell us otharmise, IF you witsh ta retum o work
aarler than the Expected Return Data, you must give us elght weeks' priornotice of the date, It is helpful If you gve
thi® natice in writing ., You may e abla ta return later than the Expected Return Date if you request annual lese ar
parantal leave, which will be at aur discretion.

B.2 You are normally entitled o return to work in the position yau held befare Staring matemity l2ave, and an the
same terms of empleyment, However, IF you have taken AML and it is not reasonably practicable forus to allow you
ba return inta the same pasition, we may give you another sutable and approgriate job on terms and conditions that
are nok lass favourabla,

B.3 If you want to change your hours or other working arrangemsants on reburm from matemity leave you sheuld
makes a request under our Flexible Woerking Policy. [t is helpful f such requests are made as garly as possible,

B.4 If you dagcide Wil do nat want o raturn W work Wi shoukd g|'l'E notice of rEEiﬂI'IHUl:IH in accordance with your
contract,
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Schedule 21 OPT-OUT POLICY (CONDUCT OF EMPLOYMENT AGENCIES AND
EMPLOYMENT BUSINESSES REGULATIONS 2003}

1. ABOUT THIS POLICY

1.1 Thix palicy deals with the companys policy in relation ta the opting out by Umbrela staff ard the comparny from
the provisions of the Conduct of Employment Agendes and Employment businesses Regulatieons 2003 (often caled
the "Conduct Regulations™), [t applies equally in relation to the opting out by CIS and other freelance workers and
tha company from thesa provisions.,

1.2 Thiz policy apglies to the way in which the company ensures that its Umbrella staff have freedom to choogs
whether or not to exercise such rights as they may have to opt out of these regulations,

1.3 This policy does not farm part of any employess oF workers contrack of amployment or engagement arnd we
may amend it at any tmea.

Z. PRINCIPLES

2.1 The Conduct Regulations apply to Employment Sgencies and Employment businesses placing workers wih
clients, For thess purpesas, the agencies with which we deal will genarally be in the paymant chaim, and so wil ba
classified as "employmeant businesges’. We oursebees may sometimes also fall inte that category.

2.2 Tha Conduct Regulations include provisions pammiting a work -seekerwhich is a company [(this maans us) and
the individual who will de the work (Hhis mears the worker | to agres that the provisions of the Conduct Regulations
will not apply to a particular engagemeant through an agency = atherwise described as “opting out’,

2.3 Opting out can anly apply betweesn (&) & company (us] and a worker, and (b) an agency - it can never appk
as bebwaan {a) us, and {b) a worker,

2.4 These provigians permitting opting out de notapply in the case of an individwal working with vulnerable parsong
{dafined as "any parson who by reason of aga, infirmity, illness, disability or any othar circumstance is in need of
care of attention, and incledes ary parson under the age of eightean’). This excaption, for axarnphe, will generally
apply in the case of healthcare, nursng and cther medical staff; teadhers and teaching assistants; social workers;
and care warkers - none af these can apt aul.

2.5 Cur employment or engagement contract far Umbrella staff includes a provision stating that the worker, as a
dafault pasition, wishes to apt out, whare spting sutislegally permitted; butthis default position may be avernidden,
an an assignment-by-asgrment basis, The same applies to the hire-on contracts in the Egas package, for use
betwesn Umbrella and agency.

2.8 An agancy may not lawfully require & woerker to opt aut a5 8 condition of providing their wark-finding Senaces,
and indeed it would be rare for opting cut to be in the individual’s best interests.

2.7 We should tharafere find aut from each worker (assuming (s)he will not be working with "vulnerable pers o],
an an assignmant by assignmeant basis, whather or not (5)he wishes to opt out; and we should suppert the worker's
decigion.

2.8 This means that we shauld cenfirm ta the agency onan assignment-by -assignment basis whether or not we and
the worker hawe agreed to optout. IF epting out, to be effectve, this confirmation rmust be notified to the agency
{and by tha agency to the dient) before the warker is intraduced or supplied to the client,

2.9 The agency contract should be checked before signing, to ensure that the contract does not itsalf contain any
proviions purparting to agree to apt aut which might conflick with the warker's wishes.

2.10, Our Employes {or Work) Assignment Schedube, which is given o the worker for @ach assignment, cantains
provigion indicating whether the individusl wishes to opt out for that assignment.  This should be completed

appropriateky,

2.11. Where the Eges contrad is used babween Urnbeella and Agency, the Assignment Schedule cont@ing a similar
provision. Thiz should be completed appropriately.

2.12. I 8 worker, who has previously notilied us that [5)he wants to opt out, tells us that (£)he wishes o withdraw
that aptout, and in tha futera opt in, we should tell the agency straightaway; howaver, the apt out will remain in
force until the warker ceases ta work in that position for that client.

2.13. Likewise, if 2 warker, wha has presiously notified us that (s)he does not to apt cut, tells us that (5)he wishes
o apt aut, and in the future opt out, we should ball the agency straightaway; however, the ‘apt in' will Fermain in
farce until the worker ceases to work in that positon for that client.
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Schedule 22 PARENTAL BEREAVEMENT LEAVE POLICY

1. ABOUT THIS POLICY

1.1 This pelicy sets sut the arrangements for parental bereavement leave, which is a bype of compassionate kkave
intended to help employees deal with the death of a child or a stillbirth after at least 29 weeks of pregnancy .

1.2 For compassionate leave in other circumstances please see our Compassionate Leave Policy.

1.3 This policy only applies to ermployess and doss not apply o Umbralla workers (wie are not empboysss, ard may
otherwisa be callad ‘limb (b] werkers), agency warkars, or self-employed contracters, save ¢nly thak Limbrela
workers (wha are nol employess, and who may otherwise be called limb {b) workers) may be entitled ta SPEPR,
subject o conditions,

1.4 This pelicy does nokt form part of any employsee s contradt of employment and we may amend it at any bme.
2. ENTITLEMENT TO PARENTAL BEEREAVEMENT LEAVE

2.1 Youmay be enttled to parental bareavament leave if your child ora child in your care has died or been stillbom
afar 24 weeks of preghnandy.

&.& Farantal beremyement leave can be ona waak, bwa consscutive waaks, or two separate weaks, It can be taken
at any Gme during the first 56 weeks after the child's death.

2.3 Further unpaid compassionate leave may be available under our Compasionate Leave Policy at our discretion,
Flease speak to your manager If you reguire further tme off in addition to parental bareavament leave.

3. PARENTAL BEREAVEMENT PAY
3,1 You may qualify for statutory parental bareavemant pay (SPEP) during parental bareavamant leave if;
{@) wou have atlaast 26 waeks' continuous employment anding on the Satusday befere the child died; ard
(b} vou sarn at least the lbwer earnings limit for class 1 national insurance contributions.,

3.2 SFBFis anly payable in respadc of whola waaks of lzava, atthe same rate as statutory patemity pay. Tha e
is seb by the governmeant 2ach tex year.

4. LEAVE IN THE FIRST EIGHT WEEKS

4.1 In the first aight weeks aftar a child has died, thera I= ng nead to give advance notce te take parentl
bereavement leave., Please naotify your line manager 85 soon 8% you can on the day you want your leawve to start,
preferably before the time you would normally start work, where possible, Someene can do this an your behalf i
nacessary,

4.2 If Wi have already started woerk, then your parental beragvament leave pericd will start on tha l‘nllnwlng ﬂﬂ"'.
[We would usually allow you ta takes the rest of the day off as compassionate leave,]

4.3 ¥ou can cancel any plannad parental bereavermant leave in the first aight weeks by talling us at any time bafora
the leave starts, and no later than the time you would normally start work an the first day of the eave period. You
cannot cancel leave onca it has started.

5. LEAVE AFTER MORE THAMN EIGHT WEEKS

5.1 To take parental bereawement lzave more than gight weeks after the child has died, please give your ins
rmanager at least a week's written notice,

5.2 Parental bereavemeant leave can be cancellead with & week™s written notice, and can be re-boaked by giving a
week's writken notice,

6. WRITTEN CONFIRMATION

&1 We will ask you ta confirm the following information in writing within 28 days of starting any perod of parcnil
bereavement leave:

(&) your name;

{b} the date the child died or was stllborn;

{C) the dates of paid or unpaid parental bereavement legve Eken, and
{d} vour relationship to the child,
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Schedule 23 PARENTAL LEAVE POLICY

1. ABOUT THIS POLICY

1.1 This policy summarises the statutory right of empleyess with at least one year's continuous service to take up
ta 18 weeks' unpaid parental leave in respect of each child.

1.2 This policy only applias to employeas and doas nat apply o Umorella workars (who are not employess, and may
athaerwise ba callad limb (B] workers], agency workers, or sell-amployed contractors,

1.3, This policy daes nat farm part af any emplayee’s or warker's contract of employment or engagement and we
may amend it at any time.

2. ENTITLEMENT TO PARENTAL LEAVE
2.1 To be eligible for parental leave, you must:
{a) hawe at least one y=ar's continueous employment with us;
{b) hawe or expect to have responsibility for a child; and
{e) be mking the leave W spend time with or atherwisa care for the child.

2.2 Wou have responsibility for & child if you are the biolegical or adeptive parnt or have legal parental responsibily
im spme other way, for example under a court order,

2.3 Eligitle employees are entitled o @ke up o 18 weeks' parental leave in relation to each child.

2.4 You musttell us of any parental laaye you heve taken while working for another employer as this counts towards
waur 18-week enttdamant,

3. TAKING PARENTAL LEAVE

3.1 Inmost cases, parental leave can anly be taken in blocks of a week ora whole number of weeks, and youmay
nat take more than four weaks' parental leave a vear in ralation to each child. Parental leave can be @kean up @ the
child’s 18th birthday.

3.2 Special rules apply whers vour child s disabled, which for these purposes mears entited to a disabllity living
allowance, arrmed forces indepandence allowance ar personal independence pay ment. You can take parental |eave in
respact of that child in blacks of lass than one week, Howewer, thera is still a imit of 4 waaks a yvear for each chid
and 1B weaks in total for =ach child.

4. NOTIFICATION REQUIREMEMNTS

4.1 You must notify your line manager of your intention to take parental leave atleast 21 days in advance. I0would
ba helpful if you can give this notice in writing, Your notification should include the start and end dates of the
reguasted period of leavea,

4.2 If you wish @ start parentl leave immediately on the irth of a child, you must give notce at least 21 days
befare the expacted week of childbirth.

4.3 If you wish te start parental leave immeadiataby an having & child placed with you far adoption, yeu should ove
natice at least 21 days before the expected weak of placement, or if this is nok possible, give as much notice as you
can,

5. EVIDENCE QF ENTITLEMENT
5.1 We may ack o see evidence aof!

{a) wourresponsibility orexpeded responsibility farthe child such as birth certificate, adoption or matching
certificate, parental respansibilioy agreement oF court ardar.

(b} the childs date of birth ar date of adoption placement.
6. OUR RIGHT TO POSTPONE PARENTAL LEAVE

6.1 Although we will try to accommadate your request for parenial leave, we may postpong your requested bave
where it would unduby disrupt our business (for example, i it would leave us shart-staffed or ynable o complate
wWork on tirme},

6.2 We will disouss alternative dates with you, and notify you in writing of the reason far pastponement and the
naw start and end dates, within sevan days of recelving your raquest for parantal leave,

6.3 We cannol pastpone parental keave il you have reguested it bo start immeadiately an the birth ar adoption of a
child.

6.4 “We cannot posipona parental |leave for more than six months, or beyond the child's 18th birthday (il sooner).
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7. TERMSE AND CONDITIONS DURING PARENTAL LEAVE

Tl Parental beave is unpaid. You will not be entitled to employer pension contributions in respect of the pariod of
laave,

F.2 Your employment contract will remain in force, and holiday entitlernent will continue to acoree. You will remain
bownd by your duties of good faith and confidentiality . andany contracual restrictions on acceptinggifts and bansafis,
ar warking for anather businass.
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Schedule 24 PATERNITY POLICY
1. ABOUT THIS POLICY

1.1 This policy oudines when an employea may be entitled to paternity leave and paternity pay, and sets out the
arrangements far taking it.

1.2 This policy anly applies o employeass and doas not apply o Umbradla workaers (whao are not employess, and may
atharwise be callad limb (Bb) woerkers], agency workears, or sell-employed contractors, save only that Umnbrela
workers {who are notempleyaas, and who may octherwisa be called imb (b} workars) may ba entited o SP#, subject
ta canditans..

1.3. This policy does not farm part of any emplayee’s or warker's contract of employment or engagement and wa
may amend It at any tme.

2. ENTITLEMENT TO PATERNITY LEAVE

2.1 Paternity leave is available on the birth of a child If you have been continuously employved by us for at least 2&
weeks anding with the 15th week before the Expectad Week of Childbirth and @ither:

{a) you are the biglegical father and will have some respensibility for the child's upbringing; ar

(B} you are the partner (that is, spouse, ciwil partner er cohakiting partnar) of the mother and will hawa
the main responsibility {with the mother] for the child's upbringing; or

{€) tha child is born o a surregate mather whame vou are, or vour partner s, one of the child's biclogical
parents, and you expad o ablain a parental order giving youw and yaur partner legal respansibility for the
child.

2.2 Paternity leave iz available whera a child is placed with you for adoption by an adeption agency, if you hawea
baen contneously employed by us for at least 26 weeks ending with the week in which the agency notifies you that
you have been matched with a child.

2.3, In adoption or Surragacy cases you may be entitled to take adoption leave instead (See our Adaption Palicy),
Howewer, adoption leave may anly be taken by one parent. Paternity leave Is available to the ather parent {of aftter
sex},

3. TAKING PATERNITY LEAVE

3.1 Paternity leave is a period of one orbwo weeks' consecutive lzave taken when a childis barnor placed with you
for adaptien. You can start your leave on the date of birth or placement, or later, provided it s taken within elght
weeks (56 days) of the birth or placemant. (IF tha baby is prematura the period ends eight weaks after tha start of
the Expected Week af Childbirth. )

3.2 Totake patemity leawe you must give us written notice by the end of the 15th week befors the Expected 'Wank
af Childbirth (or ne more than seven days afer te adopbion agency notified vou of being matched with & child), or
as so0n as you reasonably can, stating;

{a) the Expacted Week of Childbirth;
(b} whether yau intend to take one week or bwo weeks' leave; and
(e} when you would like your leave to start.

F.3 ¥oucan change the intended start dabe by giving us 28 days’ notice or, if this is not pessible, as mudh notioe as
yau can.

4. PATERNITY PAY

4.1 Statutory patemity pay ( SPP] is payableduring patermityleave providedyou have at least 26 weaks’ continuals
amploymant ending with the Qualifying Week (the 15th weak before the Expected Weaak of Childberth or the weak
i which the adaption agency notified yau of 8 match) and youraverage arnings are not less than the lower @armings
limit sat by the governmant aach @x year. The rate of SFP is st by the governmaent each @x yaar,

3. DURING PATERNITY LEAVE

E.1 Al the v=ual tarms and conditions of yaur employment remain in force during patemity leave, except for the
tarms relating to pay.

5.2 Holiday entitlement will continue to aceruee during patermity leave, If your patemity leave continues inte the nest
holiday year, any remaining holiday that cannct reascnably be taken befora your patamity leave can be carmed gver
to the next holiday year and must be taken immediately bafors returning to wark unbess your manager Boress
atharwisa,
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5.3 If vou are a member of our pension scherme, we will make employer pensien contributieons during patarriby
lzgave, based on the minimum kegal requirements, in accaerdance with the scheme rules. Any employes contributions
yau make will be based on the amount of any paternity pay you are recenving, unless yvou infarm the Pengiars
adrministrator that you wish to make up any shortfall,
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Schedule 25 PRIVACY STANDARD (DATA PROTECTION POLICY)

The company's Privacy Standard [ Data Protection Policy) is maintained as a separate document. 4 copy af it can be viewsd
at E[|Iﬂ;:¢ EQIE:.: Core Fipgncea. IEis non-centractual, and ma'y i3] changed I}'f ws ak any timea,
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Schedule 26 PRIVACY NOTICE FOR EMPLOYEES, WORKERS AND FREELANCE
CONTRACTORS

Tha Company's Employees, Waorkar, and Freelance Contractor Data Protecton and Privacy Metice is maintained as a
separate document. A copy of it has been provided separately to wou. Itis non-contractual, and may be changed by
us at any time.
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Schedule 27 SEXUAL HARASSMENT POLICY
Policy statement

1,1 Weare committed to proveding a working environment free from sexual hamassment and ensuring all staff are reated,
and treat athers, with dignity and respect, 'We recognise that sexwal haressment can occur both in and outSide the
workplace, such as on business trips, or at woark=related events or social functions, or on secial meadia.

1.1, Sexual haressment or wictimisation of army mearmber of SLall, or anyons they came into conact with during the oourss
of their wark, is unlawful and will nok be tlaraked,

1.2, The law require5 EI'I"I[II'I}"'E = o Eke reasanabla EEEFI"E\- o pravent saxua harassment of their staff d-urlng the ooursa
of their employment,

1.3, We will take active steps o help prevent the sexual harassment and victimisation of all staff,
1.4, Anyane wha is a victim of, or withess o, sewual harasament is enceuraged ta repart iLin accardanes with this palioyg

1.5, This will enable us to taks approprate action and provide support, Seoml kamssment can result in legal liakility fr
both the business and the perpetrater, whether thay work for us or are a third party cutside of gur control,

1.6. Sexual harassment and wvictimisation may result in disciplinary action up to and including disrmissal,
About this policy

2.1, The purpose of this pelicy is Do sat out a framewark for ling managers to deal with any sexuwal harassment that
QLS

2.1.1.by staff

2.1.2.by third parties such as customers, supplers or visitors to our premises, and

2.1.3.by -HﬂE'I'IEiEE.. and-dients, and anyene with whom staff may come inte contact in the coursa of thair work.,
2.2, This policy daasnat form part af any contract of employment or contract to provide services, and we misy amend it

at any tma.

Who does this palicy apply to?

3.1, This policy applies to all persens working for us or any Group Company or an our behalf in any capadty, including
In-House stalf and Umbralla staff; and indudes employess at all levels, lirmb (B) workers, diredors, officars, agency
workers, secondad workars, wolunteers, interns, agents, contractors, extarnal consultants, third -party
representatives and business partners, sponsers, of any other persen aaseciated with us, wherever located.

Whao iz responsible for this policy?

4.1. The beard of directors [ Board] has overall respensbility for the effective speration of this pelicy, Suggestions for
change shauld be reported o any director.

4.2, Line managers have day-to-day responsibility for this policy and you sheuld refer any guestions about this polioy o
therm in the first instancs,

4.5, This policy is reviewad annually or as the need ansas. Wa will moniter s effectivenass and implement any changes
that may be required.

What is sexual harassmant?

5.1 Sexual harassmant is any unwanted physical, vertal or non-warbal conduct of a sexdal nature that has the pupose
or effect of viclating a person's dignity, or creating an intimidating, hostile, degrading, humiliating ar offershe
enviranment far them. A 5|[‘|'[I|E incident can amaunt to sexual karassmant.

5.2, It also includes treating 2omesans less favourably becaiusse they have submitted ar refused @ subrmit to emnwantsd
conduck of a sexual nature, or that is related to gender reassignment or sex, in the past,

E.3. Sexual harassment may include, for exampla:
5.3 1.unwanted physical conduct ar "horseplay®, including tauching, pinching, pushing and grabbing;
5.3.2.continued suggestions for sexual activity after it has been made clear that such suggestians are unwelomma;

5.3.3.5ending ar displaying materal that is pernrograghic or that sorme peaple may flind oifensive (including amais,
text and Whatsapp messages, ¥ides clips and iImages sant by mabile phone or posted on the internet);

S5 4unwelcome sexual advances or sugdestive behaviour [(which the harasser may perceive as harmess)) or
5.3.5.0ffensive emails, text or Whatsapp messages, or social media content.

5.4, &personmay be sexually harassad even if they were notthe intended mrget, For example, a person may be sexually
harassed by pornographic imeges displayed on & colleague’s computer in the workplacs,
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5.5. Vicomisaton incledes subjecting a person to a detriment because they have done, or ara suspected of doing or
intending to do, &ny of the Mollawing protected acts:

5.5.1,Bringing proceedings vnder the Eguality Act 2000,

5.5.2,Giving evidence or inforrnation in connection with proceedings under the Equality Act 2010,
5.5.3.Doing any other thing for the purpazes of or in cannectian with the Equality Act 2010.
5.5.4,Alleging that a person has contravened the Equality Act 2010,

5.6. Victimisabon may include, far example:

5.6.1.0enying somaans an oppartunity because it i€ suspected that thay intend to maks 4 complaint about Sexusl
harassment.

5.6.2 Excluding someans because they have raised a grievance aboul sexual harassment.
5.6.3.Failing to promote someene because they accompanied another staff member to a2 grievance mesting,

5.6.4.0lsmissing somaone becausa they gawa avidenca on behalf of ansther staff member at an amployment
tribunal hearing.

5.7. Sexual hamssment and victirmisation are unlawiul and will nok be talersted. They may lead to discipinary action ug
te and including dismissal if they are committed;

5.7.1.01n a work situation.
5.7.2.0uring any situation related o work, such as at 8 social event with colleagusas,
5.7.3.Against a colleague ar ather person connected to us cutside of a work situation, including on social media,

5.7.4.Agalnst anyene outside of a work situation where the Incident ks relevant to your sultability to carry out your
role.

5.8, Wa will lake Nty account any aggravaung fadors, such as abuse of power over a more Junior calleague, when
deciding the apgropriate disciplinary Bction ta take.

£.8. Ifany sexual harassmaent ar vickimisation of staff ocours, we will take steps to remedy any complaints and to present
it happening again,

5.9.1.Theze may include updating relevant policies, providing further staff training and taking disciplinary acton
againsk the perpetrater

5. 10.Third-party haragsment accurs where a person s hirasged or sexually haragsed by Someore who does not work for,

and whao s not an agent of, tha zame empleyver, but with whom they have come into confact during the course of
their ermplaymeant.

5.10.1. Third-party harassment could include, far example, unwelcoms sexual advanoes from a client, customer or
supplier visiting the employers premises, or whera s person is visiting a client, customerar supplier's premses
or pther lecation in the course of their employmant,

5. 11.Third-party sexual harassment can result in legal lability and will not be tolerated. The law reguires emplsyers @
take reasonable steps to prevent sexual harassment by third parties.

5.11.1. althowgh a member of staff cannet bring a claim for third -party harassment alone, it can still result in kegal
liability far an employer when raisedin other types of claims, Al staif are encouraged to report 2ry third-
party harassment they are a viciim of, or witness, in accoerdance with this palicy.

5.12_Any sexual harassrment by a mermber of stall against a third party may lead to disciplinary adion up to and inciuding
dizmis=zal,

S.13.Wea will take active staps o Try LD umumtmlrd-paltl.-' sexual hamassment of staff, These may inclixde wam |I'||; naioes
to customers or recorded messages at the beginning of telephane calks,

S5 1400 any third-party harassment of staff occurs, we will take steps to remedy any complaints and to prevent it
happaning again,

5.14.1. These may includea Wamindg tha harasser abaut their behaviour, tlElﬂﬂll'I!; tham fram our pramises, FEI:IIId'ﬂI'l]
any criminal acts to the police, and sharing infarmation with ather branches of the business.

If you are being sexually harassaed: informal staps

6.1. If you are baing sexually haressad, considar whathar you fasl able to raisa the problem infarrmally with the parson
respansibla,

6.1.1.Yaw should explain clearly te them that their behaviour is not walcome or makes you uncoemfertable,
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6.1.2.1f this is oo difficult, yvou should speak o your lineg manager or the HR Departmeant, who can provda
canfidential advice and assistance in resolving the Esue formally or infermally,

6.1.3.1f vou feel unabla to speak to your line managar becauss tha complaint concerns them, you should speak
infarmally bo the HR Departrment. 17 this does not resolve the Baue, you should follow the formal procedure
halow,

6.2, If you are et certain whethar an incident or series of Incidents amouwnts to sexual harassmant, you shoulkd initialy
cantact your line manager ar the HR Department informally for confidential advice.

6.3, If infermal steps are not agpropriate, or have been unsuccessiul, vou should fellow the formal precedure sat out
belaw ar refer to our Grievance Procedurs (if youw are an emplayes), arour Complaints precedure (epplicable to limi
(b1 workers and tha self-employed].

Raising a formal complaint

7.1. If you wish to make a formal complaint about sexual harassment, you should submit it in writing to your lins
manager If the matter concerns your line manager, you should submik it te & directon

F.2. Your written complaint shousld set out full details of the conduct in quastion, including the name of the harasser, the
nabure of tha sexual harassment, the date(s) and times) atwhich itoccurred, the names of amy witnessas and anmy
actipn that has baan taken so far to atbempk to stop it from occurring,

7.3, I you wish te maks a formal cemplaing about victimisation, you sheuld submit It in writing te your line managec If
the matter concems your line manager, yau should submit it to & directar,

7.4, Yourwritten complaint should set cut full details of the conduect in guestion, including the name of the parsen or
persans you helieve have victimised you, the reagon you bBelieve you have bean victimiged, the nature of the
wictimisation, the date(s) and ime(s] at which it scourred, the names of any witnessesand any action that has besn
taken o Far ta attempt to Ltop it fram accurring.

#.5. Asa genara princple, the decision whathar te progress a complaint is up to vou. Howaver, wa have a duty to protect
all Lalf and may pursee the matter independantly if, in all the circumstances, we consider it appropriate o do 4.

If you witness sexual harassment or victimisation

BE.1. Staff who witness sexual harassment or vicbimisation are encouraged to ake appropriate steps o address &
Depending on the circumstances, this could include:

2.1.1.Intervening where vou fael able to do sa,
8.1.2.5uppoarting the wictim to repert it or reporting it on their behalf,
8.1.3.Re=parting the incident where yau feel thers may be & continuing risk if you do not report it
H.1.4.Co-pperating in any invastigation into tha incidant,
B.2. All witnesses will be provided with approgriate support and will be pretected from victimisation,
Formal investigations

.1, Wa will investigate complaints in a tdmeky, respectul and confidential mannar Individuals not inwebved in the
eamplaint or the investioation should nat be tald about ik

9.2, We will arrange a meeting with you, usually within one waek of receiving yeur complaint, 50 that you can ghe your
account of evants.

9_2.1.%ow hawe the rioht ko be accompanied by a collzague or & trade union representative of your choioe, who must
respect the confidentiality of the investigation.

0.3, Where vaur complaint is abaut an ermplayves, we may congider suspending them on full pay or making oter

temporary changesto working arrangemeants pending the outcome of the irvastigation, if circumistancas require,
Wz will alsa consider what additional action may be approprate to protect you and other staff pending the sutcome
of the investigation.

9.3.1.The investigator will also meeat with the alleged harasger [who may alsa be accompanied by a colleague ar
trade unlon represantative of thair cha e ) to hear their account af events,

9.3.2.They have a right ko be told the details of the allegations against them, so thal they can respand.

4.4, Where your complaint is about somecne other than an empleyes, such as a customar, supplier or visitor, we wil
consider what action may be approgriate to provact you and other stalf pending the outcome of the invwestigaton,
bearing in mind the reasonable neads of the business and the rights of that person,

9.4 1.here appropriabe, we will attempt 0 discuss the mamer with the third party.
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8.5, Wa will also consider any request that you make for changes to vour gwn working arrangements during the
inwestigatian,

9.5,.1.For axample, you may ask for changes to your duties or working hawrs o aveid arminimise contact with the
alleged harasser,

O.6. It may be necessary to interviow witnesses to any of the incidents mentionedin gour complaint. [Fso, the impartance
of configentiality will be emphasised to them.

8.7 AL the and of the investigation, the investigatar will subirmit 8 report te 8 Senior manager The seniar manager wil

arrange a meeting with vou, usually within a week of rece iving the report, in order o discuss the cutcome and what
action, if any, should be taken.

9.%.1.¥ou have tha right to bring a colleagus or a trade union represantative to the meating,
9.7.2.4 copy of the report and the senior manager’s findings will be given o you and to the alleged harasser,
10. Action following the investigation

10,1.1f the senicr manager considars that there 5 a casa 1o answer and the harassaris an employes, the matter wil ba
dealt with as a case of passible misconduct or gross miscanduect under our Disciplinary Procedurs,

10.1. 1. Qur investgation inte weur complaint may be put on held pending the gutcome of the Discipknany Procedure,

10.1.2. Where the disciplinary outoarms is that sexusl harassment acourred, prampt action will be taken to address
it.

10.1.3. We will also consider what additional measures nead to be taken o prevent future sexual harassment of
staff,

10.1.4. If the harasseris a third party, such as a customer or ather visitor, we will consider what acticn woeuld ba
appropriate to deal with the problem and prevent & rescourrence.

10, 2. %Whathar or not your complaint is upheld, we will consider how best to manage the sngoing working relationship
bebween you and the person concerned.

10.2.1. It may be approprizte to arrange some form of mediation or counsalling, or to change the duties, working
location or regerting lines of ane or both parties,

103 Any staff mermnbarwha deliberately provides false infarmation in bad faith, ar who otherwiss acts in bad Faith as part
of an Investigatien, may be sulject tx acton under aur Disciplinary Frocedura,

10.3.1. However, yvou will not be disciplined or treated detrimentally because your complaint has not been upheld.
11, Appeals

L1 0.0f you are not satisfled with the cutcome you may appeal In writing to the Board, stating your full greunds of appeal,
within one week of the date on which the decision was sent ar given to you.

11.2.Wa will hold an appeal meeting, normally within one waek of receiving your written appeal, Where practicabla, tha
appaal hearing will be canducted by a diractor who has mot been previously invalvad in the casa,

11.2.1, They may ask anyone previously invelvad to be prasent.
11.2.2. You have the right to bring a colleague or trade union rapresentative ta the maating.
113 We will confirm our fingl deci€ion in writing, useally within one weesk of the appaal hearing.
11.3.1, This is the end of the procedure and thare is no further appeal,
12. Protection and support for those invelved

12.1.5tafl who make complaints, report that they have witnessed wrongdoing, ar who participate in geod faith in army
investigaten must not suffar any form of retallation or victimisation as a result,

12.1.1. Anyone found to hawe retaliated against or victimised someapre in this way will be subject to disciplinary
actizn under cur Desciplinary Procedurs,

12.2.1F you belisve yau have suffered any such treatrnent yow should inferm your linge manager.

12.2.1, If the matter is not remedied, yvou should raise it formally esing cur Grigvance Procedurs (if you are an
emplayea), our Complaints procedure {applicable to limb (b) workers and the sell-employed)], or this
procadure if appropriata.

12.3.We will monitar the treatment and outcomes of any complaints of saxual harassment ar vidimisaton we recaie @
engure that they are propedy investiogated and resclved, those whe repart or ad as witnesses are not victimised,
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12.3.1. Eepeat offendars are dealt with appropriately, cultural clashes are identified and resolved and workfonoe
training i targeted whare nasded,

12.4.5upport and guidance can be abtained from the follawing axtarnal servicas:
12.4.1. The Eguality Advisory and Support Service (wew. egualityedyiseryseryica,com b

12.4.2. Protect (www.protect-advice. org.uk ].

12.4.3. Victim support {www victimsupport, org,uk .
12.4.4. Rape crisis (www.rapecrisis.org.uk_j.

12.4.5. Rights of women [England and Wales) [www. rightsofwomen.org.uk .

12.4.6. Scottish Women's Rights Centre (Scodand) {www scottishwomensrightscantre.oro.uk 3.
13. Reporting outcomes, confidentiality and record-keeping

13.1.Cenfidantality is an impertant part of tha procedures pravided undar this pelicy,

13.1.1. Details of the investigation and the nameas of the parsan making the complaint and the persen acousad must
only ke disclosed an a "naed to know" basis.

13.1.2. Breach of confidendality may give rise to disciplinary action under our Disciplinary Procadure,

13.2.When appropriate and possible, whem a complaint is uphabd, we will advise the complainart of the action that has
besn taken to address their spedfic complaint and any maasures put in place to prevent a similar evant hapgening
again,

13.3.Infermation abouta complaint by or abouta stalff member may be placed on their persannel file, aleng with a reoeed
of the avtcome and of any notes or other documents compiled during the process, These will ke processsd in
accordance with our Pl'l"'l.IEl'_]' Standard.
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Schedule 28 SHARED PARENTAL LEAVE (ADOPTION) POLICY
1. ABOUT THIS POLICY

1.1 This policy outlines the arrangements for shared parental leave and pay In relation o the adoption of a child, of
¥au or your partner are pregnant or have given birth please see the Shared Parental Leave [Birth) Pelicy instead.

1.2 This policy apphes o amployees, [£does not apply to Umbrella workers [who are not amployeas, and may
atherwise bae callad limb (b werkers), agency workars, or sell-employed contractors, save only that Umnbrela
workers (wha are not employeas, and who may otharwisa be called lime {b) workers) may be entitlad o SHEFR,
Subject o canditions.

1.3 This policy does not farm part of any employes's or worker's contrack of employment or angagement and wae
ray amend It at any time.

2. FREQUENTLY USED TERMS
2.1 The definitions in this paragraph apply in this pobicy.

Partner: your spouse, civil parmer of someons |iving with you in an enduring family relationship at the
ama the child is placed for adoption, but not your sibling, child, parent, grandparent, grandchild, aung,
uncle, niace of nephew,

Qualifying Weel: the week the adeption agency notifies youw that you have besn matched with a child for
adoption.

3. WHAT IS SHARED PARENTAL LEAVE?

3.1 Shared pamental leave (SPL] is a form of leave that may be available where a child is placed with vou and/or
yaur partner for adoption on or after 5 April 2015,

3.2 Itogives you and yvour partner mare flexdgility in how to share the care of vour child inthe first year after birth
tham simply [HH"'II',] matemity and patamity l=ave. ﬂE’ELIT'IIl'rﬂ waou are both ‘E||I}|}|EL. Wi will b able ta choose how D
split the available l=ave betweaen you, and can decide ta be off work at the same time or at different times, You may
be able to take leave in more than one block,

4. ENTITLEMENT

4.1 You may be antitled to SFL If an adopticn agency has placed a child with you andfsryour partner for adopbon,
ar whare a child is placed with you and/or yeur partner as foster parents under a “fesbering for adoption” ar
“rancurrant planning” schems, You must intend to shara tha main respensibilty for the cara of the child with your
partrner.

4.2 The following conditions musk be fulfilled:

(&) wou rmust have atleast 26 weaks continuous erngloyment with us by the and of the Qualifying Week,
and still be employed by us in the week before the leave is to be taken;

(B} your partner must have worked (in an employed or self-empleyed capadty ) in at least 26 of the 66
weeks before the Qualifying Week and had average weekly samings of at least £30 during 13 of thase
weeks: and

(e} vouwand your partner must give the necessary statutory notices and declarations as summarised bk,
including notice to end adoption l2ave or statutery adoption pay { SAP).

4.3 Either you or your partner must gualify for statutory adoption leave andfor SAP and must take ak least two
weeks of adoption laave andfor pay.

4.4 1f WOUr partner is [iHI’Iﬂ adoption keave andfor Uarnlﬂ-u SAP, vou may beantitled ta two waa ks’ patemity kava
and pay (see cur Paternity Leave Palicy). You should consider using this before taking SPL. Paternity leave &
additional t¢ any SPL entitament Wou may hawve, but Wil will lose a ny untaken paternity leave entilement anae WORD
start a periad of SPL.

4.5 The total amount of SPL available is 52 weaks, less the weeks of adoption leave mken by aither you or parner
{or the weaks in which your partner has bean in receipt of SAP il they were not entitled to adoption kave].

5. OPTING IN TO SHARED PARENTAL LEAVE AND PAY

5.1 Motlazs than E|l;ht'HEEH5 bafore tha date il intengd your SFL Do start, WOl st ﬂi'l.IEIJE- & writtan opt-in natice
which includes:

{a) your name and yoaur partner’s name;
(b} if you are teking adoption leave, your adaption leave start and end dates;

{e) if you are not taking adoption leave, your partner’s adoption leave start and end dates, ar if your
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parmar is not antitled to adopton leave, the start and end dates of their S&F;

{d} the total SPL available, whichis 32 weeks minus the number of weaks' adoplion leave or SAP [Bken or
@ bae taken by vou or your parmar;

(&) haw many weeks of the available SPL will be allocated ta you and how many te your gartner {you can
change the allocation by giving us a further written notice, and you do not have to use yaur full allccation);

{f} If you are claiming st@utony shared parental pay (ShPP), the @l ShEF available, which is 39 weaks
minug the number of weeks of SAP taken or to be taken);

{g) how many weeks of the available ShPPwill be allocated ©o vou and how many o wour parmar (you can
change the allacation by giving us a Turther writken metice, and you do not have o use yaur Tull allecation);

{h)} anindication of the pattem of leave you are thinking of taking, including suggestad start and end dates
far each periad of leave (see Faragraph © and paragraph 10 for information an taking |eave). This indicatan
will not be binding at this stage, but please give as mudh informatian as you can about yourfuture intentiors;
and

(i} daclarations by you and your partner that you both meet the statutory corditions to enable you to @ke
SPL and ShPP.

6. ENDING YOUR ADOPTION LEAVE

6.1 If you are @Eng or Intend 2 take adopoen leave and want o apt inte the SPL scheme, vou must give us at
keast eighl weaks” writlen notice o and your adoption leave [a curtailment notice ). The notice must State the date
wvour adeption leave will end. You can give tha notice befora or after adoption leave stams, but you must taks at least
two weeks” adaption l=ave.

6.2 You mustalse give us, at the same time as the curtailment notice, a natice to opt ink the SFL scheme (see
Faragragh 5) or & writben declaration that your gamner has given their employvear an opb-in notice and that you have
given the necessary declarations in that notica.

6.3 1f WEUF pRrtner ks Elll',]iDlE to ke SPLfrom thelr Empln:-'.'er thay cannst start it wntil Wil haya pl'.'en s Wolr
curtallment notice,

6.4 The curtaliment notice s binding &n vou and cannot usually be reveked, You can anly revokea a curtallment
natice if your adoption leave has not yet ended and one of the fallowing applies:

{a) if you realise that neither you nor your parner are in fact eligikle for SPL or ShIPP, in which casa you
BN revoke the curtailment notice inowriting up to eight weeks Bller it was given;

{b) if your partner has died,
6.5 Once you have revoked a curtailment notice you will be unable to opt back in to the SPL scheme.
7. ENDING YOUR PARTHER'S ADOPTION LEAVE OR PAY

7.1 If your partner is taking adeption leave or claiming SAP from thair amployer, you will cnly be able to take SPL
ance your partner has either:

{a) returned to wark;
{b)} givan thair emplover a curtallimeant nobce to end adopoon leave; or

{e) given their employer a curtailment notice te end SAP {if they are entitled to SAP but not adoplon
zave),

9. BOOKING YOUR SPL DATES

9.1 Hawing ocpted inta the SPL syskern, yau must boak your leave by gQiving us a period of leave notics. This may be
gihven at the same tme as the opt-im notice ar later, provided it is at least elght weaks before the start of SPL,

9.2 Tha pericd of l=ave natice can eithar give tha dates you want to take SPL or, if the child has not bean placesd
with wou yet, Itcan state the number of days afterthe placement that you want the SPL to start and end. This may
be particularly useful if you intend to take paternity leave starting on the date of placement and wish ta take SPL
strakght aftersards.

9.3 leave muslk be taken in Blocks of at least one week.

9.4 If your period of leave notice gives dates far a single continuous block of SPL you will be entitled to take tha
keave et out in the notice.

9.8 Ifvour period of leave natice requasts spiit periods of SPL, with pariads of work in batweesn, we will consider
WOUr request as sat oul in I}EIT:II',]l'EII:IH 13, below,
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9.6 ¥You can giveup to three percd of leave notices, This may erable you to @ke up 1o three separate blodss of SPL
falthaugh il yau give a notice to vary ar cancel & period of leave thiz will in most cases count a5 a further period of
leave notice; see Faragraph 110,

10. PROCEDURE FOR REQUESTING SPLIT PERICDS OF SPL

16.1 Ingeneral, a periced of leave notice should set out a sinple continuous black of leave. 'We may be willing o
considar a FIEHI}I:' of lkave natice wheratha SPLIs 5-|:l||ti|"|t'|} shorter pericds with perieds of work in betwaan, ITis
best to discuss this with your manager and HR in good time before formally submitting your perod of leave nobice.
This will give us more time te considar the reguest and hepefully agrese a pattem of leave with yeu frem the start,

10.2 If you want to request split pericds of SPL, yvou must set out the requested pattem of leave in your period of
keave notice. Wea will elther agree ta the request or start a two-wesk discussion paried Atthe and of that pericd, we
will confirm any aoresd amangements in writing. 1F we have not resched agraement, you will be entithed to take the
full amount of reguested SPL as one continuous block, starting on the start date given In your notice [for exampla,
if you requested thres Separate parods of four weaeks sach, they will be combinad inkto one 12 -wesk penod of eave),
Alternabvely, you may;

{a) choose anew start date [which must be at least aight weaeks after your ariginal period of beave notics
was given}, and tell us within five days of the end of the two-week discussion period; or

(B} withdraw your period of leave natice within bwa days of the end of the bva-wesk digscugsion period (i
which casa it will not be countad and vou may submit a new ane if you choosel,

11. CHANGING THE DATES OR CANMCELLING YOUR SPL

11.1 You can cancel a period of leave by notifying us in writing at least eight weeks before the start date in the
pariad of leave notice,

11.2 You can change the start date for & pariod of l&ave by notifying us in writing at l=ast sight weaks bafore the
ariginal start date or the new start date, whichever is earlier,

11.3 You can change the and dabe for a pered of leave by notilying us in writing at least eight wesks before e
arigingl end date or the new end date, whichaver is sarlier,

11.4 ¥ou can combine discantinuous periads of leave inta a single continuous pariad of leave, Since this will imaoke
a changs te the start date orend date of 8 period of leave, see Peregraph 11,2 and Paragraph 11,3 abave which st
aut haw much notice is reguired,

11.5 You can reguest that a continuous peried of l=ave ba Lplitinte two or more discontinuaus periods of [eawvs,
with periods of work in between. Since this will involve a change te the start date or end date, see Paragaph 102
and Paragraph 11,3 abave which sat out haw much notice i€ required forthe request. We do not have to grant your
request but will consider it as set out in paragraph 10,

11.6 A notice to change ar cancel a pericd of leave will count as one of your thres period of leave notices, unless:

{a) the variation is a resuk of the child being placed with you saddier or later than the expected placement
date;

{b) wou are canceling & request for discontinuous leave within two days af the end of the two -wesk
discussion peried under Faragraph 10.2,

(&) the variation i ab our request o
{d} wea agres atherwisa,
12. SHARED PARENTAL PAY

12.1 You may be able to claim Statutery Shared Parental Pay [SHPP) of up ts 39 weeks (less any weeks of SAP
claimead by ¥ou oF yourF pafmar) provided you have at least 28 weasks' continuous amplosyrmant with us at the and of

the Qualifying Week and your average samings are nat less than the lower earnings limit set by the gavemment
each tax year. ShPF is paid at a rate set by the gowvernment each year,

12.2 You should tell us in your period of leave naticeds) whetheryouintend o clam ShPP during your leave (and i
applicatle, for what period). If it is not In your period of leave notice you cantell us in wriking, at least eight weeks
Bafare pau want SHPP @ start.

13. DTHER TERMS DURING SHARED PARENTAL LEAVE
13.1 Your barms and condiions of emplay ment ramain in feree during SPL, excapt for the terms relating to pay.

13.2 Holiday entitlement will continue to aocree at the rate provided under your contract. IF yowr SPL will continue
inte the next holiday year, any haliday entitlernent that cannot reasanably be taken before starting your leave can
b carried over and must be taken immediately before returning to work unbess your manager Sgress atheriss.
Fleasa disouss your holiday planswith your manager in good time bafore starting SPL. All heliday dakes are subjact
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o approval by your managear,

13.3 Il you are a member of the pension scherme, we will make employer pension contributions during any period
af paid SPL, based on the minimum legal requiremants, in accomance with tha persion schame rulas, &ny employes
contrbutions you make will be based an the amoeunt of By shared perental pey you are réceiving, unless yed infom
tha Pensions Administrator that vou wish o make up any shortfall.

14. KEEPING IN TOWCH

14.1 We may make reasonable cortact with you from time ta time during your SPL although we will keep this o a
mikndrmum. This may inchude cont@acting you o discuss arrangements for yeur raturn to wark,

14.2 You mey ask or be asked to woerk (including atbending Training} on up ta 20 "Keaping -in-tawd ™ days { KITdays)
during yvour SPL. This is in addition to any KIT days that vou may have taken during adaption leave, KIT davs are
nat compulsery and must be discussed and Boresed with your line manager.

14.3 You will be paid at your normal bagc rate of pay for tme spent working ona KIT day and this will be indusee
af any shared parental pay entithement.

15, RETURNING TO WORK

15.1 If you wantto end & pariod of SPL early, you must give us eight weeks written notos of the new ratum date,
If vou have already given us three pariod of leave neticas you will not be abla to end your SPL sarly without our
agraamant.

15.2 If vou want to extend your SPL, assuming yau still have unused SPL entitlement remaining, you must give 15
a written notice at least elght weaks before the date vou ware due to return bo work, If vou have already given us
three pariad of lsave notices you will not be able to axtend your SPL withouwt our agreement, You may instead be
abde to request annual leave or ordinary parental leave (see pur Parental Leawve Paolicy], subjed to the needs of our
barsiness.

15.3 ¥ouare normally entited to return to work in the position you held before starting S#L, and on the same terms
af employrmeant. Howewver, if it nat reasonably pracicable for us to allaw yau to returm into the same position, wa
may glve you anather sultable and apprepriate job on terms and conditicrs that are not less favourable, but only in
the fallowing circumskances:

{a) f vour SPLand amy adopticn or paternity leave you have aken adds up o mare than 26 weeks in D@l
{whether ar nat taken consacutively); or

(b} if you took SPL consacutively with mare than four weeks of ordinary parental lzawve,

15.4 If you want o change your hours ¢r other werking arrangemeants on raturm fram SPL you sheuld make a
requast under aur Flexible Working Policy. [t is helpful if such requests are made as sarly as possible.

15.5 If vou decide youds not want to return to woerk you should give notice of resignation in acoordance with your
contrack.
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Schedule 29 SHARED PARENTAL LEAVE (BIRTH) POLICY
1. ABOUT THIS POLICY

1.1 This policy oudires the arrangements for shared parental leave and pay in relation to the Dirth of a child. IF vou
are adapting & child please zee the Shared Parental Leave [Adoption) Palicy instead.

1.2 This policy apphes o amployees, [£does not apply to Umbrella workers [who are not employeas, and may
athaerwise bae callad limb (b werkers), agency workars, or sell-employed contractors, save only that Umnbrela
workers (wha are not employeas, and who may otharwise be called lime {b) workers) may be entitlad o SHEFR,
subject o conditions. 1.3 This palicy does not form part of any employes’s or workers contract of employment o
angagement and we may amend it at any tme,

2. FREQUENTLY USED TERMS
2.1 The definfticns in this paragraph apply in this palicy.

Expected waek of childbirth (EWC): the week, beginning aon a Sunday, inwhich the doctor or midwife
axpects your child to be barn.

Parent: One of two people who will share the main responsibility for the child's ypbringing (and wha may
be either the mother, the father, or the mother's partner if not the father).

Partner: your spause, civil partner ar someane living with you in an enduring family relationship, but nat
Wour 5-|tl||ﬂﬂ. child, parent, grandparent, grandchild, aunt, uncla, niece or nephaw.

Qualifying Week: the fifteenth week before the EWC.
3. WHAT IS5 SHARED PARENTAL LEAVE?

3.1 shared parental lzave {SPL) is a form of leave that may be available If your child is expected to be born on or
after 5 April 2015,

3.2 It givas you and your partner mare flexigilicy in how o share the care of your child in the first yaar aftar birth
than simply taking matemity and patemity leave. AsSuming yau are bath eligble, youwill be able to choase how b
split the avallable l2ave bebtween vou, and can decide 1o be off work at the same time or at different times, You many
Ba able to take leave in moras han one block,

4. EMTITLEMENT TO SPL
4.1 You are entitled to SPL N relation to the birth of 2 chikd if:

(&) wou are the child's mother, and share the main responsibility for the care of the child with tha childs
father or with yvour pariner;

{bB) you aras the child's father and share the main respansibility for the care of the child with the child's
mather; or

{e) wou are the mothers perine and share the main respongibility for the care of the child with the mathear
{where the child's father does not share the main responsibility with the mathar),

4.2 The lollowing conditions must also be Tulfilled:

{a) wou must have at beast 26 wesks continuous employment with us by the end of the Gualifying Week,
and still b2 employead EI'|.' Uz in the week belfore the leave is 1o be taken;

{B) tha ather parent muost have warked {in an employad or salf-amployed capacity) in ot least 26 of the 66
weeks before the EWC and had average weekly earnings of at least £30 during 13 of those weeks; and

{e) vou and the sther parent must give tha fecessary statutery notices and declarations as summarsed
palow, incheding notice o and any matamity leave, statutory matermity pay {5 MF) or matemity allowanos
{M&) periods.

4.3 The total amount of SEL available is 5} weeks, less the weeks spent by the child’s mathar on maternity leave
{oF the weeks in which the mother has been in receipt of SMP or MA If she i not entited to matamity leave).

d4.4 Ifyou are the mother yvou cannot start SPL until after the compulsory matemity l2ave perod, which lasts untl
two waeks after birth or four weeks for factory workers.,

4.5 ITyou are tha child's father oF the mather's parther, you should eensider using your two weeks paternity Bave
before taking SPL, Once vou start SFL you will lose any untaken paternity lgave enttlement. SPL entitlement s
additional ta yaur paternity leave entidemsant.

5. OPTING IN TO SHARED PARENTAL LEAVE AND PAY
S.1 Motless than elght weess bafore the date you Inkend your SPL to start, yeu must give us a witien opt-in notice
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arving:
(&) your name and the name of the other parant;
{b)} if you are the child's mather, the start and end dates of your maternity leave;

{e) fvouare the child's father or the mother's partner, the start and end dates of the mother's matemiby
leave, or if she is not entitled to maternity leave, the start and end dates of any SMP or MA period;

{d} tha totml SFL available, which is 5 weeks minus the number of weeks' maternity lrave, SEP or M3
periad taken or to be taken;

{e) how many weeks of the available SPL will be allocated to you and how many to the other parent [you
can change the allocatien by giving wus a further written notice, and you do not have to use your ful
allocatian];

{f} If you are clalming st@tutory shared parental pay (ShPP}, the total ShPP avallable, which is 39 weeks
minug the number of weeks of the SMP or MA peried taken or te be taken);

{g) how many waaks of available ShPF will be allocated to you and how much to the sther parent, (You
can change the allocation by giving ws a further written natice, and you do not have to use your ful
allocatien);

{h} anindication of the psbem of leave you are thinking of taking, including suggested start and end dates
far each penad of leave (see Faragraph @ and Faragraph 10 for infommation on taking leave). This indication
will not be binding at this stage, butgleasa giveas mudh information asyau can about yourfuture intentiars;
ang

(i} declarations by you and the other parent that you both meet the statutary conditions to enable you &
take SPL and ShPP.

ENDING YOUR MATERMNITY LEAVE

6.1 If you are the child's mother and want to apt inta the SPL scheme, you must giveus at least eight weeks” writen
natice to end your matemity leave [a curtaliment notice) before you can take SPL. The notice must state the date
yauwr maternity leave will end. You can give the naotice before or after you give birth, but you cannot @nd your
matarnity keave untll at lzast twa weeks aftar birth.

6.2 Mou must also give us, at the same lime as the oortailment notice, B notice o opl into e SPL scheme (Sea
Paragragh 5} or a wntten declaration that the other parent has given their employer an opt-in notice and that you
have given the necessary declaralions in that notics,

6.3 The other parent may ke eligible to take SPL from their employer before your matemity leave ends, provided
yau have given the curtailment notice,

6.4 The curtailment notice is binding and cannat wsually be revaked. You can anly revoke 8 curtailmeant notice if
matarmity keave has not yat ended and one of the following applias:

(&) il you realise that neither youw nor the athar parent are in fact eligible for SPL or SHIFP, in which cass
wou can revoke the curtallment notice in writing up to aight weaks after it was given;

(B} if you gave the curtailment notice before giving Birth, you can reveka it in writing up to elght weaks
after it was given, ar up to six weeks after kirth, whichever is later; or

{e) If the other parent has died.

6.5 Once you have revoked & curtailment notice you will be unable ta apt back inte the SPL scherme, unkss
Paragraph &.4{b) applies.

ENMDING YOUR PARTHER'S MATERNITY LEAVE OR PAY

7.1 If you are nat the mather, but the mether is sHll on matemity leave or claiming SMP ar MA&, vou will onby ba
akbhe 1o take SPL onee she has either:

{a) returned to wark;
(B} given her employer a curtailment notice to end her matemmity leave;

{e) given her employer a curtailrment netice ta end her SMP [if she is entitled bo SMP but net matermiy
leave); or

{d} giventhe benefits office & curt@ilment notice to end ver M& {if she is not entitled o matemity kave or
LSMP],

BOOKING YOUR SPL DATES
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9.1 Having cpted inte the SPL system, vou must book your leave by giving us a pericd of leave notice., This may b=
giveen at the sarme time as the apl-in notice ar later, provided it i at least eighl wesks belore the starl af SPL.

9.2 The peried of leave notice can sithar gree the dates you want to take lsave or, if the child has not baan bom
yal, it can state the number of days after birth that you want the leave to start and end, This may be particulary
useful if you intend to take paternity leave starting on the date of birth and wish to take SPL straight afterwards.

9.3 Leave must be taken in blecks of at keask one week.

G4 If your periad of leave notice gives a single contineeus block af SPL yau will be entitled ko take the bease sof out
i the motice.

9.5 If your period af leave natice requests split perieds of SPL, with periods of werk in batweean, we will consider
YOUr requast as sat out in Paragraph 10, below,

9.6 You can give up te three pericd of leave notices. This may enable you to @he up to three separate biodes of SPL
{althaugh if you give a notice to vary ar cancel a period of leave this will in most cases count as a further period of
leave notice; see Faragraph 11) .

10. PROCEDURE FOR REQUESTING SPLIT PERIODS OF SPL

10.1 In !]EI'IEFHL a peried of leave notbce shouldset out a 54n|;|Ie continuous black of leave. We may ba 'i'-l"HI'IEI [13]
consider a peried of leave natice where the SPL is splitinte sharter pericds with pereds of work in between, [t
bast to discuss this with your manager and HE in good time before fermally submitting your period of leave nobica,
This will give us more time to consider the request and hopefully agree a pattem of leave with you from the start,

10.2 If vou want ko requast spiit pericds of SPL, vou must s5et out the requested pattam of lzave in vour penod of
leavie notice. We will sither agres to the request or start a two -week discussion pedod At the end of that period, we
will confirm any agreed amangeamants in writing. If wa hawva not reached agreement, vouwlll be entithed to taka the
full armount of requeested SFL a5 one continuows block, starting on the stert date given in your notice [for axarmpls,
if you requested thrae separate periads of four weeks each, they will ba combinad Into one 12 -waek pened of keava),
Altarnativaly, you may:

{a) choosa a naw start date (which must be at keast eight waeks after your ariginal peried of leasve netoz
was given), and tell us within five days of the and af the twe-week discussion periad; or

{b) withdraw your pericd of leave notice within two days of the end of the two-week discussion period (i
which case the notice will nat be counbad and you may submit a new one if you choosal,

11. CHANGING THE DATES OR CANCELLING YOUR SPL

11.1 ¥oucan cancal a pariod of leave by notifying us in writing at laast eight weeks before the start date in tha
pariad of leave nobice,

11.2 You can change the start date for a pariad of lzave by netifying us in writing at least eight weeks hafore the
ariginal start date or the new start dabe, whichever is earlier.

11.3 You can change the end date far & period of l2ave by notifying us in writing at least eight weaks befare the
ariginal end date ar the new end date, whichavar is earlier.

11.4 Youcan combine discontinuous pariods of leave inte & single continuous pariod of lsave, Sinee this will imvolve
a change te the start date orend date of a perod of leave, see Pemaraph 11,2 and Paragraph 11,3 above which set
aut haw much nelice i€ raguired,

11.5 You can request that @ continuows peried of leave be splitinte two or mere discontinuaus periods of leave,
with periods of wark in babsyesn. Since this will involve a change te the start date or end date, see Paragragh 112
and Paragraph i 1,2 abave which set out haw much notice is required forthe request. We do not have to grant your
request but will consider it as s=t aut in Paragraph 10,

11.6 A& notice to change aor cancel a peried of leave will court as ona of vour thres pericd of leawva notices, unless:
{a) iti=s a result of your child being born earller or later than the EWC,

(b} wou are cancelling & request for discontinuous l&ave within twa days af the end of the two -wesk
discussion peried under Farggraph 10.2,

(&) itis at cur requast; ar
{d} wea agres atherwise,
12. PREMATURE BIRTH

12.1 Where the child is born early [befare the beginning af the EWC), yau may be able to start SPLin the eight
weeks following birth even though you cannat give eight weeks nabice, The following rules apply:

(&) If youhave given a period of leave notice [o start SPL on a set date in the eight weeaks following tha
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EWC, put vour child is Born early, you can mave the SFL start date forward by the same numbar of days,
provided you notilfy ug in writing of the change 8% Soon as yau can. [IF your parad of keave notice already
contained a start date which was a set number of days after birth, rather than a set date, then ne notios of
change i necessary. ]

(b} If your child is bam more than eight weeks eardy and you want o take SPL in the right waeaks followang
Lirth, please submit your apt-in notice and your peried of leave notice as S00N 35 You Can.

13. SHARED PARENTAL PAY

13.1 Youmay be able to clalm Statutery Shared Parental Fay (ShPP ) of up to 39 weeks (less any waaks of SMP or
MA claimed by you ar your pertner] if you have at least 26 weeks” continuaus employrment with ws at the end af the
Gualifying Week and your average earnings are not less than the lower earnings limit set by the government each
tax yedr. SHPP is paid by employers at & rate <=t by the government 2ach year.

13.2 You should tell us in your pericd of leave natice{s) whethervou intend ko claam SEPP during your leave (and if
applicable, for what period ). IF it is not in your period of legve notice yau can tell us in writing, at least aight weeks

bafore you wank ShPP to start,
14. OTHER TERMS DURING SHARED PARENTAL LEAVE

i4.1 Your terms and conditians of employment remain in feros during SPL, except far the terms relating to pay,

14.2 Holiday entitlement will continus to acoree at the rate provided underyour centract. If your SPL will continue
into the next holiday year, any haliday entitlernent that cannot reasanably be taken before starting your leawe can
bs carriad over and musk be taken immadiately before FE[IJFI‘IlI'Il; o worFk Unkess yaur managar agraas atharaisa,
Flease disouss your haliday plans with your manaperin good time before starting SFL. &1l holiday dates are subject
to approval by your manager,

14.3 If you are & member of the pengion scheme, we will maks employer pangion contribetions during any period

of pald 5PL, based onthe minimum kegal requirermants, In accerdance with the persion schame rulas, Any employes
contributiong you makea will be basad an the amaount of any Shared parental pay yvou are receiving, unless you infam

tha Pansions Administrator that you wish to make up any shortfall.
15. KEEPING IN TOUCH

15.1 We may make reasonabls comtact with you from time o time during youwr SPL although we will keesp this o a
minimum. This may include contacting you to discuss arrangements for your return to wark,

15.2 You may ask or be agked towork (including attending training} on wup ta 20 "kKeaping -in-towdh ™ days ( KIT days)
during your SPL. This is In agdition to any KIT days that you may have taken during maternity leave, K1T days are
nat compulssry and must be discwssad and agreed with your ine managar.

15.3 You will be paid at your normmal basc rate of pay for ome spent working ana KIT day and this wil be indusswea
af any shared parental pay entitement.

16. RETURNING TO WORK

16.1 If youwantto end a perlod of SPL early, youmust give us eight weaks' written notice of the new retum date,
If have already given us three period of leave notices you will not be able to end your SPL sarly without our

agraement,

16.2 IMyou wanb o axtend yaur SPL, assurming you stll have unused SPL entitlament rermaining, you musk give us
a written pariod of leave notice at least eight weaks bafore the dabe you waere due o return to work, If you have
already given us thres peried af leave notices you will ot be able b extend your SPL without aur agraement Yau
may instead be able to request annual leava or ordinary parental leave {sae our Parental Laave Policy], subjed m
the nesds of the business,

16.3 Youare normally entited to return towork inthe positien you held before starting SPL, and on the same terms
afl employrment. Howewer, il it & nat reazenably praciceble for us to allaw you to return into the Same position, e
may glve you andther sultable and appropriate job on terms and conditiors that are nat less favourable, but only in
the fallowing circumstancas:

{a) if your 5PL and any maternity or paternity leave you hava taken adgs up to more than 26 weeks in
tatal [whether or nat takaen consecutively]; or

(b} if you took SPL consecutively with mare than four weeks of ordinary parental leawve,

16.4 If youwant o change your hours or other woerking arrangements on return frem SPL you should make a
request under gur Flexible Working Policy. It is helpful if such requests are made 25 early as possible.

16.5 If vou decide vouds not want to return to work you should give notce of resignation in accondance with your
contract
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Schedule 30 SICKNESS ABSENCE POLICY
i. ABOUT THIS POLICY
1.1 This policy sets out our arrangements for sick pay and for reperiing and managing sickness absence.

1.2 Abuse of sickness absence, including failing te repart absence or lalsaly claiming sick pay will be treatsd as
miscondect undar our Disciplinary Procedure,

1.3 This policy does notform part of any employea’s oF worker's contract of em ployment of engagemeant and we
may amend it at any time,

4. REFORTING WHEMN YOU ARE SICK

2.1 IF you cannat attend wark Because you are Sick ar injured you should telephans your manager 8% earky as
passiple and no later than 30 minutes after the time whan vou are nermally expacted to start work.

3. EVIDENCE OF INCAPACITY
3.1 You rmust complate 3 self-certification form for sickness absance of up to seven calendar days.

3.2 Forabsence of more than a week you must abtain a certificate from your dodor stating that you are not ficfor
work, giving the reasan. You must alsa complete a sell-certilication farrm to caver the Tirst Savean days, IF absance
continues beyvond the espiry of a certificate, a further certificate must be provided.,

3.3 If your doctor provides a certificate stating that you "rmay be At for work" you must infarm your manager
immediately, We will hold a discussion with you about how to facilitate vour return to work, taking account of your
dactor's advice, If approgriate measums cannok be taken, you will remain on sick leave and we will set a date for
iy iEw.

4. STATUTORY SICK PAY

d.1 You may be antitled to Statutary Sick Pay [S5P) if you satisly tha ralavant statutery reguirements, Qualkifying
days for 35F are as setaut In your empleyment or worker contract. The rate of S5P is set by the governmant in Apri
aach yaar. Mo S5P i payable for the first three Gualifying Days of & pariad of absence fram wark, [t Slarts on the
fowurth Qualifying Day of absenca, and may ke payabla for up o 28 weeks,

6. RETURN-TO-WORK INTERVIEWS

6.1 Aftera period of sick lzave your manager may hold a return-to-wark intervies with you, The purposes may
include:

(&) enfuring you are fit fer work and agreeing any actions necessary to facilitate your return;
(b} confirming you have submitted the nacessary certificates;
(e} updating you on anything that may have haggened during your absence)
{d} raising any other concams ragarding yeur absence recerd or your return to work,
7. MANAGING LONG-TERM OR PERSISTENT ABSENCE

T:1 The following paragraphs Set out our procedure for dealing with long -term absence or where your level or
frequancy of short=term absence has given us causa for concern. The purpose of the procadure is to investigake and
ditcuss the reasond for your absance, whether it i€ likely o continue or reaur, and whether there are any measoress
that could Improva yourhealth and/or attendance, We may deddathat medical evidanca, or furthar medcal evidence,
i% raquired before deciding on & courss of action.

F.2 We will netify you in writing of the tme, data and place of any maating, and why it ks baing hald, Wea will usaulky
give you B waek's natice of the mesting.

7.3 Mestings will be cenducted by your line manager,

7.4 You may bring a companion bo any mesting or appeal mesting under this procedure. Your companicon may be
ajther & trade unian representative or & collsagus, wha will be allowed reasonabls paid time aff from dutises to act as
WOUr companion,

7.5 IMyou ar yaur companion cannol attend at the time specified you should et us know as soon 38 possible ard
we will try, within reasen, to agree an alternative tma,

7.6 If you have a disability, we will consider wihether reasenable adjustments may need to be made to the sidomess
absence meetings procedurs, ar to your rale or working arrangements,

8. MEDICAL EXAMINATIONS
B.1 We may ask you o consent to a madical examination by a docior or cccupational health profesganal or athar
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specialist nominated by us {at our expensal,

B.2 ‘ou will be asked Lo agres that any meadical repert preduced may be disclosed te us and that we may disoess
tha contants of the report with the specialist and with our advisars, &1l medical repars will ba kept confidential and
hald in sceordance with our Data Pratection Policy.

9. INITIAL SICHKMNESS ABSENCE MEETING

9.1 The purposes of a sickness absence meaeting or meaetings will be to discuss the reasans for your absance, how
lang it i% likely to continue, whether it i€ likely to recur, whether to obtain & medical repoert, and whether thers are
any measures that could Improve yeur health andfer attendance,

9.2 Incases af long-term abssnce, we may sesk to agres a retum-lo-work pregramime, possibly on a phased basis.

9.3 In cases of short-term, intormittent absence, we may set 2 target for improved attendance within a cerain
timescale,

10. IF MATTERS DO NOT IMPROVE

10.1 If, after a reasonable time, you have not been able to return to work or if vour attendance has not im proved
within the agreed timescale, we will hald a further meeting ar mestings. We will seek to establish whether the
situation is lkely w change, and may consider redeploymeant op pomunities at that stage. I it s considered unlikaly
that you will raturn to work or that your attendance will improva within 2 shart time, we may give you a2 writhen
warning that you are at risk of dismissal. We may alse set a Turther dabe for review.

11. FIMAL SICKNESS ABSENCE MEETING

11.1 Where you have beanwamed that vou are at risk of dismissal, and the situation has not changad significanty,
we will hold & meeting to conssder the possible bermination of your employrment. Before we make a decision, we will
consider any matters you wish to ralse and whather thare have been any changes since the last meeting.

12. APPEALS

12.1 You may appeal against the outcome of any stage of this procedurs., [F you wish to appral vou should sat out
yaur appeal in writing to the Managing Diredor, stating your groundsof appeal, within ene weak of the date on whid
the decision was sant ar given @ yeu,

12.2 If you are appealing against a dacision to dismiss you, we will held an appeal meatng, narmally within b
weeks of receiving the appeal, This will be dealt with impartially and, where possible, by a8 more senior manager who
has not previously been invalved in the case,

12.3 We will confirm awr final decigian in writing, usually within one wess of the appeal hearing. Thers s no furtber
right of appaal,

12.4 The date that army dismiseal takes affed will not be dalayed panding the outcoms of an apgpeal. Howaver il the
appeal is successful, the decision to dismiss will ke revoked with ne Iess of continuity ar pay,
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Schedule 31 SMOKING POLICY

1. ABDUT THIS POLICY

1.1 We are committed to protecting yourhaalth, safety and welfare andthatof all those who work for us by providng
a safe place of work and protecting all workers, service users, customers and visitors from expasure to smoke.

1.2 all of pur workplaces {including our wahiclas) ara smoke =free in accordance with the Haalth &ct 2006 and
associated regulatians. All staff and vigitors hawe the right to a smoke-free environmeant,

1.3 This policy does net form pant of any employea’s ar worker's contract of empleyment or angagement and & may
be amended &b any time,

1.4 [f youwish to suggestimprovernents to the policy or sxperience particular difficulty complying with it you shoukd
discuss the situation with your line manager.

2. WHERE IS SMOKING BANNED?

2.1 smoking is not permittad in any enclosad or substantially endosad premisas within cur workplace, Tha ban
applies to anything that can be smoked and includes, but is not limited to, cigareites, sleetronic cigareties, pipes
{including water pipes such as shisha and hoskah pipes), cigars and harbal cigarettes,

2.2 Ne-smoking signs are displayad at the antrances o our warkplace.

2.3 Anyone using our wehides, whether as a2 diver or passenger, must ensurs the vehides remain smoke -free. &ny
af aur wehicles that are used primuaril-.r for private purgases are excludad from the smnl:in-p ban.

2.3 When on a client site, the clent™s own smoking palicy will apply, and you must find cut what that palicy is balone
risking not complying with It

3. WHERE IS SMOKING PERMITTED?

3.1 You may enly smoke cutside in designated areas during breaks, Whan smaking cutside, yeu must dispose of
cigarette butts and ather litter appropriately.

4. BREACHES OF THE POLICY

4.1 Breachesofthispalicy by any emplovee will be gealtwith under our Disciplinary Procedure and, in se nous cases,
may be treated 8z gross misconduct leading to surmmary dismissal.

4.2 smoking in smoke-free pramises or vehicles is alsa a criminal offance and may rasultin a fixed penalty fine
and/ar prosecution.
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Schedule 32 SOCIAL MEDIA POLICY
1. ABOUT THIS POLICY
1.1 This policy 5 In place to minimise the risks to eur business through use of secial media.

1.2 Thiz policy deals with the use of all forms of soceal media, including Facebook, Linkedln, Twitter, Google+,
Wikipedia, Whispar, Instagram, ¥ina, Tumblrand all othar sacial networking sites, internat pastings and Blogs. It
applies to use of Social media for business purpases as well as personal use that may aMact our business in any way,

1.2 This policy daes nat form part af any employens’s or woerker's contrack of amployment ar angagemant and wa
may amend it &t any tme.

Z. PERSONAL USE OF SOCIAL MEDIA

1.1 Personaluse of social media ks never pemmittad during working heurser by means of our or a client’s compugers,
natworks and ather IT resources and communications systems.

3. PROHIBITED USE

F.1 You must avoid I'I'IEIIIZiI'IrD any secial madia communications thakt could uamage aur pusiness intberests ar
reputatian, aven indirecthy.

3.2 You must not use social media te defame or disparage us, our staff or any third party; t© harass, bully ar
urdawfully dizcriminate againgt staff ar third parties; o make falke or misleading statements; ar b impersonate

colleagues or third partes.

3.3 You must not express opiniens on our behalf via sacial media, unless expressly authorsed to da so by yeur
manager, You may be reguired to underge training in arder to obtain swech authorisaticon,

3.4 You must not poest comments about sensitive business-related topics, such as our performmance, or do anything
ta jeapardise pur trade secrets, confidential information and intellectual property. You must not include aur lagas or
other trademarks in any social media pesting orf in your profile on any social media.

3.8 The contact details of business contacts made during the courde of your employment are our conffidential

informaton, On terminatien of employment voumust if we 5o request provide us with a copy of all sech informaton,
delete all such infoermation from your personal sacial networking accounts and destroy any further copies of such

informadon that vou may have,
3.6 Any misuse of social media should be reparted to your manager or the compliance manager,
4. GUIDELINES FOR RESPONSIBLE USE OF SOCIAL MEDIA

4.1 You should make it clear in secial media pestings, or in your parsanal profile, that you are speaking on your
awn hehalf. Write in the first pergaon and use 8 personal e-mail address.

4.2 Be respectful to others when making any statement on sacial media and be aware that you are personally
responsible far all communications which will be published an the internet for anyone to see.

4.3 1f you disclese your affiliation with us on your prefile ¢rin any socal madia pestings, you must state that your
views do nat repressnt those of your employer {unlets you have been authorised to speak on our behalf as set out

in Faragraph 3.71. You should alse ensure that veur profile and any contant you post are consistent with the
professional image you presant ta clients and coll=agues,

4.4 [fyouare uncertain or concemed about tha appropriatenass of any statemant or postng, refrain from poshing
it until you hawve discussed it with your manager.

4.8 If you see sodal media content that disparages or reflects poorly on us, you should contact your manager,
3. BREEACH OF THIS POLICY

5.1 Breach af this palicy may resullin disciplinary action up o and including dismissal. Any member of staf
suspacted of committng a breach of this policy will be required w co-operate with our investigation.

5.2 You may be required to remave any secial media content that we consider o constitute a breach of this paloy.
Failure to caomply with such a requast may in itself result in disciplinary action.
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Schedule 33 STATEMENT OF ETHICS, AND ANTI-CORRUPTION AND BRIBERY POLICY

STATEMENT OF ETHICS

AL Core Rewards Lid we really care abaut what we do and more importantly how we do it We've got a reputation for Triendly,
parsanal servicon and provide a vaice for the flexible workforoe threugh our industry assodations and contacts, We pride
ourselves on our reputation for ading Taidy and ethically wherever we do business, Dur reputaion 1s built on our values & a
company, e values of our empkoyees and cur collective commitment to acting with integrity throughout sur arganisation,

The Management of Core Rewards Ltd and [ condemn corruptdan in all its forms and will not telerate it in our business o in
thase we do business with, Fram the confines of our working envirmnments, it is samatimes difficult to grasp the scale of the
damage that bribery does to societes, It is not @ victimless crime; far from ik

“Corruption .., undermines democragy and dhe rule of law, feads to violatipns of human rights, distorts markels,
arodes the gualty of ife and allows organisad crima, ferromsm and other threats to human saecurty fo Meurish. This
awvil phanomenan Is found in all countres - big and small, mich ana peor, cormuption hurts the poor disgropariionatol
by diverting funds intended for develapment, Underminiig 8 gevernmeant's akility bs provids basic servines, faading
fmaquaithy and infustice and disoumging foreign aid and Investment. Corruphion és 2 key afement in eoomamic under-
parformance and a major obstacle to poverty allaviation and development.” (Kol Annan, former UN Secrelary
Genaral)

Qur Anti-Corruption and Bribery Policy sets out in detail how you shauld behave and what you shauld dao if wou are confrented
with corruption, | and Ceore Rewards Lvd expact that all of you will embrace the Code and its values and use themin all aspects
of your day-to-day work,

The Code s for your benefit as much as for that of Core Rewards Ltd, If convicted of a bribary offence, Core Rewards Lid
rright get a significant fine and suffer lasting reputational damage. IT you are convicked of & bribery offence, you could face
up t tan years in prisan, The patential harm dona by bribary, both to Core Rewards Ltd and w0 vou, is long @rm and hugely
aubweighs any potential short terrm gain, Bribary is just not warth the risk,

If you have any doubts about anything at all, refer to the Code of Conduct or you can speak to ma in complete confidenc:,
The Management of Core Rewards Ltd and [ are committed to eradicating corruption and we will stand by you in acting
athically,

Remembpar, take the RIGHT approach, and we can eradicata corrupdon tagether:

® Responsibility. You are respensible far your actions. I you break tha law, you will hass to face the conseguances - which
could mean a fine, Imprisanment, or bath,

#  Integrity. Don't compromiss your integricg. If youthink something is wrong, ALWAYS report Ik 1f vou aren't sure, consult
the Code of Conduct. Den't ever let yoursel be farced inte doing semething you know ar suspect is wrong.

®  Ganuineness, Alweys pay gendine prices for genuine goods and Services, Never pay aver the adds, Agents who ask for
espacially large fees or commissions may do 52 in ardar to pay bribas on vour behalf. If this happens, you will be
respongible. Excessive payrmaents are obvious and will Blways be uncovered.

®  Homnesty. Act honestly and in good faith at all times and in all aspects of your work,

®  Transparency. Kespacourate records (including all imvoiczs and receipts) of everything that you do, especially in relabon
t the payments yvoumake and what they are for, Full and accurate records demenstrate completa transparency and that
you hawve nathing to hide,

Don't bribe. Do the RIGHT thing.

Lauram Baker
Managing Directar
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ANTI-CORRUPTION AND BERIBERY POLICY
1. ABOUT THIS POLICY

1.1 Itis our palicy to conduct all of our business in an hanest and ethical manner, We takea zero-toleranoe approsch
to bribery and cormndgtien and are committaed o -HCI'JI'Il;I I]-I'IZII"E5-5|I:I|"I-B||'|'. falrl-.r and with |I11:E?I'iﬁ' in all our business
dealings and relationships.

1.2 Any employves who breachesthis pelicy will face disciplinary actan, which could result in dismis=al for gross
miscandwect. Any non-ermployes who breaches this policy may have their confrect terminated with immediate affecd.

1.3 This policy does not form part of any emploves's or worker's contract of employmert or engagemant and w2
may amend it &b any Hme. It will be reviewsad regularly,

2. WHO MUST COMPLY WITH THIS POLICY?

2.1 This policy applies tg all persons warking for us ar on our behalf in any capacity, including employaas atal
levels, directors, officers, agency workers, secanded workers, voluntesrs, interns, agents, contractars, extemal
coensultants, third-party representatives and business partners.

3. WHAT IS5 BRIBERY?

3.1 Bribe means a financial orother inducement or rewarnd for action which is Hlegal, unethical, a breach of trust or
imprager in any way. Bribascan take the form of money, gifts, loans, fees, haspitality, fervices, discounts, the award
of a contract or any other advantage or banefit,

3.2 Bribery includes offering, promising, giving, aceepting or s=aking & bribe.

3.3 all farms of bribery are strictly prehibited. IF you are unsure abowt whether a particlar act constitutes bribery,
raise it with your manager of the Managing DHrectar.

3.4 Specifically, you must nok:

{a) gweorofferany pavment, gift, hespitality or otherbanaefitin the expectation thata businessadvanags
will b received in refurn, of ta reward any business received;

{b)} acceptany offer froma third party that you know or suspect is made with the expectation that we wall
provide a business advantage for them or anyone elss;

{e) give or offer any payment (Somatimes called & Facilitation payment) ta a gavernmeant officialin army
country to facilitate or speed up a reutine or necassary procedura;

{d} OTHER SPECIFIC PROHIBITIOME RELEVARMT TO THE BUSINESS.

3.5 You must nat threaten or retaliate against ancther person wiheo has refused o offer or accept a bribe or who has
raised concerns about possible bribery or corruption.

4. GIFTS AND HOSPITALITY

4,1 This policy does not prehibitthe giving or accepting of measonable and appropriate hospitality for legiimata
purpases such as building relationships, maintaining our image or repulation, or rmarkeling our producls and Services,

4.2 Agiftor haspitality will not be apprepriate ifitis unduly lavish or extravagant, or could be seen asan induoement
ar reward for any preferential treatment (for exarmple, during contrachual negotiations or a ender process).

4.3 Gifts mustbe of an appropriate bype and value depending on the circumstances andtaking accourt of the reason
for the gift. Gifts must not include cash or cash equivalent (such as wouchers}, or be glven in secret, Gifts must be
given in our name, nok your name,

4.4 Promotonal gifts of low value such as branded staticnary may be given to or accepted from existdng customers,
guppliars and business partnars.

5. RECORD-KEEPING

5.1 ou must declare andkesp a witten rececd off all haspitality or gifts given ar recsived . You rrust sleo submit all
axpenses claims relating o hespitality, gifts or payments t third partes in accordanoa with surespensas pallcoy and
recard the reasan for expenditure.

5.2 Allaccounts, invoices, and cther records relating to dealings with third parties incheding suppliers and custome s
should be prepared with strict accuracy and completeness. Acocounts musk nat be kept "off-beok” to facilitabe ar
cencaal impraper payments.

6. HOW TO RAISE A CONCERN

6.1 IMTyou are offered a bribe, or are askad to make ane, or if you suspect that any bribery, carruptian or oihar
bpreach of this policy has ecourred or may Soour, you must notfy your managar ¢r the Managing Direcor or report it
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in accardance with aur Whistleblowing Policy as soan 8% possibla,
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Schedule 34 TIME OFF FOR ADOPTION APPOINTMENTS POLICY

1. ABODUT THIS POLICY

1.1 This pelicy gutlines the statutory right to take time off t¢ attend adoption appeintments,

1.2 This policy applies o employees Umbrella workers {wha Bre not employ=es, and may otherwise be called *fmb
(b} workers”), and agancy workars, It does not apply to self-employaed contractors.

1.3 If you are an Umbrella worker (otherwise called a *limb (o) worker) oF agency warker, the rights set out in this
palicy only apply to you ance you have warked in the same rele with us far at least 12 continuous weaks {which may
include moere than one assignment]. For thess purposes we will ignore any breaks due to holiday or other leave o
which you are entitled, breaks due to workplace closure at Christmas, breaks dus ta industrial action, breaks of up
to 28 weeks in cases of sickness or jury service, and breaks of up to six weeks for any other reason We will traat
breaks dus to pregnancy or childbirth up to 26 weeks after birth, and any statubory matemity, patemity or adoption
leave, as time worked.

1.4 This policy daes naot farrm part of any employess or worker's contract of employment ar engagement ard we
may amend Ik at any tma.

. TIME OFF FOR AN ADOPTION APPOINTMENT

2.1 An adaption appaintment is an apprintment arranged by an adopbicn agency (ar at the agency 's requaest) for
you to have contact with a child wha is Do be placed with you for adoption, oF Tor any other punpose related to thea

adaption.

2.2 You may take time off to attend an adopton appoeintmeant cnoa the agancy has notifiad youthat a child s 1o bea
placed with you for adoption but before the child is actually placed with you,

3. IF ¥YOU ARE ADOPTING A CHILD WITH ANMOTHER PERSON

4.

7.

3.1 Where you and your partner are adopting & child, you rmust decide bebween you who will be treated as the
primary adoptar and who will be treated asthe sacondary adapter for the purposas of time off. You must tell us your
dacigion the first time you request tirme off for an adoption appointrment, This will aMTect how much Hme you cen ke
aff and whethar it is paid,

3.2 ¥ouvwauld LISIJE"';' chaasa o e the primary adapter ifyeu ntend o take adoption leavs when the child is plased
with you. You would nat be able to take paternity leave if yvou have elected to be the primary adopter.

3.3 ¥ou would usually chopse to be the secondary adoptar if you intend to ke paternity leave when the child 5
placed with you, althaugh you may be abls to take adoption leave iF your parteer i not taking it

IF ¥OU ARE ADOPTING A CHILD ALOMNE

d.1 If you are adopting & child slone, yau are treated as the primary adagter.

IF ¥OU ARE ADOPTING MORE THAN ONE CHILD

5.1 If the ageandcy i= I:I|EC|I'IIJ mara than one child with wou as part of the same arra l'rﬂ!ﬂ'rEl'lL this is treatad as one
adoption and will not increas: the number of appontments you can take time off to attend. Any time off under this

palicy must be taken before the first child is placed with youw,

AMOUNT OF TIME OFF

6.1 If you are adopting on your awn or have eleced to be the prmary adopter, youmay take paid time off to atend
an adoption appaintment on up to five occasions in relation to any particular adoption,

6.2 If you are the secondary adopter, you may take unpaid time off to attend an adaption appaintment on up o
bwo oocasions only,

6.3 You must not take more than six &and a half hawrs off for 2ach 8 ppeintment, including travel and waiting tme.,

HOW TO BOOK TIME OFF

7.1 Pleaze l;]i"."E us @5 much natice of the appnlntment 5 possible, You must grovige WOur managear with a signed
statement or an email confirming:

{a) The date and time of the appontmant,

(b} That the appaintment has baan arranged ar reguedted by the adoption agency.

{c) Whether you are adopting child alone or jointly with another person.

{d} Ifyouare adopting with ancther person, whether you are electing te take pald or unpald time off,
7.2 Il vou are an agency worker yau gy have to notify your agency &8 well. You should chack with the agency.
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7.3 We may sometimes ask you to IFy and resfrange an appointment where it is reasonable to do so. In exceptonal
circurmstances we reserve the right to refuse a request for a particular appointment but we will net do so withowt
gaad reason.
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Schedule 35 TIME OFF FOR ANTENATAL APPOINTMENTS POLICY
1. ABOUT THIS POLICY
1.1 This pelicy outlines the statutory right to take time off to attend antenatal appointments.

1.2 This policy applies o smployees Umbrella workers {wha are not employ=es, and may otherwiss be called “imb
(b} workers”), and agancy warkars, It does not apply to self-employed contractors.

1.3 If you are an Umbrella worker (otherwize celled a *limb (o) worker) oF agency worker, the rights set aut in his
palicy anly apply to you once you have warkad in the sama rele with us forat least 12 continuous waeks [which may
include mera than one assignment]. For these purposes we will ignore any breaks due to holiday or other leave o
which you are antitied, breaks due to workplace closure at Christmias, breaks dua to industrial action, breaks of up
to 28 weeks in cases of sickness or jury service, and breaks of up to six weeks for any other reason. We will treat
breaks dum te pregnancy or childbirth up to 26 weeks after birth, and any statutory matemity, patemity or adopbion
leave, as time worked.

1.4 This policy daes not form part af any emplayes’s or worker's contract of employment ar engagement and we
may amend Ik at any timea.

2. TIME OFF IF ¥YOU ARE PREGMANT

2.1 If you are pregnant you may take reasanable paid time off during werking hours for antenatal appaintments, [f
yau Bre pregnant you may take paid dme ofT during werking heurs for antenatal apgaintrments, This may include ary
rzlaxation ar parenting classes that yoeur dector, midwife or haalth visitor bas advised you to attend. You should try
o give Us as much notice as possible of the apgointrment. Unkess it is your frst apgointrment, we may ask i ses a
ceroficate confirming your preagnancy and an appei ntment card.

3. TIME OFF FOR ACCOMPANYING A PREGNANT WOMAN: ELIGIBILITY

3.1 You may take unpaid time off to accompany & pregnant woman o an antenatal appointment if you have a
"gualfying relatonship® with the woman or the child. This means that eithar;

(&) you are the bakby's father;
{b} vou are the pregnant weman's spouss, civil partner or cohabiting partner; or

{d} youare oneof the iIntended parents in a surrogacy arAngament and expect to abtaln a parental ¢rdar
in respect of the child.

4. TIME OFF FOR ACCOMPANYING A PREGNANT WOMAN: HOW TO BOOK TIME OFF

4.1 Please giveus 8s much notice of the appaintment as possible, Yeu must provide us with 8 signed statement
providing the date and tima of the appeintment and confirming:

(&) that you mast ans of the eligibility criteria in Paragraph 3;

(b} that the purpase of the time off is t0 accompany the pregnant weman to an antenatal 2ppointment;
and

{c) that the appaintment has been made on the advice of & registered medical practiioner, registered
midwife or reglstarad nurse,

5. TIME OFF FOR ACCOMPANYING A PREGHANT WOMAN: AMOUNT OF TIME OFF

5.1 You may taks time off to accompany a pregnant woman 12 up to two antznakal appointments in relation ©oeath
pregqnancy.

B.2 You must nat take more than six and a half hours off for each 8 ppointment, including traved and waiting time,
5.3 Time off to attend these appointments is unpalid,
5.4 [f you wish to take time off to attend Turther antenatal appointments you shauld reguest annual leave.
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Schedule 36 TIME OFF FOR DEPENDANTS POLICY

1. ABDUT THIS POLICY

1.1 The law recegnises that there may be occasions when vou need to @ke tme off work to deal with unexpected
events invalving one of your dependants.

1.2 This tima off for dependants policy gives all employaes tha right to @ke a reasorable amount of wnpaid tme of
work to deal with cartain siteations affecting their dependants.

1.3 MNg-aone wha fakas time off in accordance with this pelicy will ke subjected to any detriment.

1.4 This policy does not form part of any employea’s or werker's contract of amployment or engagemant and wa
may amend it at any time.

Z. REASONABLE UNFAID TIME OFF
2.1 You have a right o take a reasenable amaount of unpaid time off work when it is necessary to:
{a) provide assistance when a depandant falls ill, gives birth, is injured or assaulted;
{b} make longer-tarm care arrangements for a dependant who s il or injured;
(&) take action reguired in consequance of the death of & depandant;

{d} deal with the unexpected disruption, bermination or breakdawn of arrangements for the care of 2 dependant
{such as a child-rmindar falling ill); andfar

(e} dealwith an enexpected incident involving your child while 8 schaal or another educational establishment &
respansible for them.

2.2 A dependant lor the purposes of this policy is:
{a) your spouse, civil partner, parent ar child;

{B)} a person who lives In the same househeld as you, but wha 5 not your tenant, ledger, beardar or
employes; or

{£) anvone else who reasonably relies on you to provide assstance, make arrangements or take achon of
the kind referred o in Paragraph 2.1,

2.3 This policy applies to time off to take action which is necessary because of an immediate or unexpected crss,
This palicy dees not apply wheane you need o take planned dme off or provide longer-barm care for a dependant. Tf
this is the casg, you should take advice from your line manager,

2.4 Whethar action is considersd necessary will depend on the croumstances, including natura of the problem, the

closaness of the relatiorship between youw and the dependant, and whether anyone else is available to assist, Acton
= IJr'Illk.El'p' o e contidarad AECessary Mo Knaw of & prnhlem in advance but 4id nok Lig"y o make altermative cana

arrangemants,

2.5 Reasaonable time off in relation to a particular preblam will nat narmally B more than one day. However, wa
will alvways consider each set of circumstances on their facts,

3. EXERCISING THE RIGHT TO TIME OFF

3.1 You will only be entithed to tirme off under this pelicy if, 8% Soon 8% i€ repsonably practicabla, you bell your line
managqer;

(&) the reasan for your absence; and
(b} how long you expect to be away fram work,

3.2 If you fall to notfy us as set out above, you may bae subjed o disciplinary proceadings undar avur Risciplinary
PFrocedurs far taking evneuthorised time off,

3.3 We may in some cases ask you ta pravide evidence for your reasans fartaking the time off, either in adwvanoe
af on your return o work, Suspected abuse of this palicy will be dealt with as a disciplingry issue under our
Bisciplinary Frocedure,
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Schedule 37 TIME OFF FOR PUBLIC DUTIES POLICY
1. ABOUT THIS POLICY

1.1 We wish to enable employees to perferm any public duties that they may be committed to undartake and so
will give them tme off to da so where it does not conflict with the operational needs of gur business. We are not

kegally obliged to grant paid leave for these purposes.

1.2 This policy dass nat farm park of any employess or worker's conlrack of amployment or angagement ard v
may amend it at any tima.

. JURY SERVICE

2.1 You should tell your line manager as scon as you are summoned for jury servioe and pravide a copy of your
summmizns if requasted.

2.2 Depending on the demands of aur buginess we may request that you agply to be excuted from ar defer your
JUFY sarvice,

2.3 We are nat reguired by [aw to pay vou while you are gbsent on jury sendce, Tou will be advised at cowrt af thea
axpensas and loss of 2arnings that you can claim,

3. VOLUNTARY PUBLIC DUTIES

3.1 Emplayess are entitled to & reagsonable amount af unpaid time off wark to carry out certain public duties,
including duties as a tribunal membar, magistrate, local coundblor, membear of an NHS Trust, prison visitor, police
station lay wizitor or =chool governor.

3.2 Ifyouare unsure whether a public sereica that you parfarm is covered by this policy you should speak bo your
manager,

3.3 A5 soon as you are aware that you will require time off for performance of 2 public service you shauld notfy
yaur line manager in writing, providing full details of the time off that is being requested and the reasons far your
requast. Inorder thatarrangements can be made to coveryaur dutiesin your absence you should make yaur recuest
in goed time.

3.4 Each reguest for time aff will be considersd on its merits taking acoount of all the circumstances, incleding how
much tme s reasonakbly required for the activity, how much dme you have already taken, and how your absence
will affact the business,

4. RESERVE FORCES DUTIES

4.1 We are aware that employees who are members of the Resarve Forces (the Territorial Army, Royal Ma
Reserva, Roval Marines Reserse or Roval Suxilary &ir Force) may be called -up at any dme to be deployed on full-
time operations, and are expacted to attend regular training,

4.2 We are under no obligation to offer leave [either paid or unpaid) for reservists o undertake raining and you
should uge existing holiday antitlermeant o mast tFaining commitrments

4.3 Ifwa receive notics that yow have beon called-up for active servica we may apply to an adjudication officar for
tha noetice to be defarred ar revoked if yveur absence would cause sarisus harm to aur business [which could nat b

preventad by the grant of financial assistance],

4.4 Once your military service has ended you may submit a written application for reinstatement o your
employment, This should be made by the third Monday Following the end of your military servios and you shoulkd
natify ws of the date on which you will be availabla to restart work.

4.5 ITit is nol reasonable and practicable to reingtate you into your former ernployrmant we will offer yau the most
favourable alternative on tha most faveurable terms and conditions which are reasonabla and practicatle,
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Schedule 38 WHISTLEBLOWING POLICY

i. ABOUT THIS POLICY
1.1 We are committed o conducting our business with honesty and Integrity and we expact all staff o main@in
high standards, Any suspected wrongdaing should be repeorted as soon a5 possible.
1.2 This policy covars all employvess, officers, consultants, contracors, voluntears, interns, casual workers and
agency workers,
1.3 This policy daas nok farm part of any employes’s or worker's contract of employment ar angagemant and wa
may amend it at any time.

2. WHAT IS WHISTLEBLOWING?
2.1 Whistleblowing is the repertng of suspected wrongdoing or dangars in relatien o our activities, This includes
bribary, facilitation of tax evesion, Faud ar ather criminal activity, miscarrieges af justice, health and safety risks,
damage to the environmant and any breach of lagal or professional abligatans.

3. HOW TDO RAISE & CONCERM
3.1 We hape that in many cases you will be able to raise any concems with your manager. However, whers you
prefer not to raise € with your manager fer any reason, you shaould contact the Managing Director, Contact datals
are at the end aof this policy.
3.2 We will arrange a mestng with you as soon as possible o disowss your concem, You may bring a colleague or
union representative o any meetings under this palicy . Your companion must respect the confidentiality of your
disclzsure and any subsequent invastigation,

4. CONFIDEMTIALITY
4.1 We hope that staff will feel able to voice whistleblowing concerns openly under this policy, Complebeshy
aneny mels disclosures are difficult to investigate. If vou want to raise your coencern confidentially, we will make
avery offart to keep your idertity secret and only reveal it where necessary to those involved in investigating your
CONCEFN.

5. EXTERMAL DISCLOSURES
5.1 The aim of this policy & to provide an internal mechanism for reporting, investigating and remedying ary
wrangdoing in the workplace. In mast cases you should not find it necessary to alert anyone externally.
£.2 Tha law recagnises that in some circumstances it may be appropriate for you to repart your cencerns to an
external body such as a regulabor. We strengly encourage yeu to seek advice before reporting a concern to amyons
axternal, FROTECT operates a confidential helgline. Thair contact details are at the end of this palicy.

G. PROTECTION AND SUPPORT FOR WHISTLEBLOWERS
G.1 We aim to encourage openness and will support whistleblowers who raise genuine concems under this polop,
avean if they turn out t e mis@kean.
6.2 Whistleblowers must nobsufTerany detrirmental reatment as a result of raisinga genuine concern. IFyouw bealiave
that you have suffered any such treatment, you shauld inferm the Managing Diredor immedately. 1f the mater s
nat rermedied you should raise it forrmally wsing owr Grievance Procedurs,
6.3 ¥ou must nat thraatan or retaliate against whistleblowars in any wav. If you ara involeed in such conduct you
may be subject to disciplinary action. [n some cases the whisteblower cauld have a right ta sue you persanally for
compensation in an amplyyment tribunal,
6.4 Howewver, if we conclude that a whistleblower has made false allegations malickousty, the whistleblower may be
subject to disciplinary action,
6.5 PROTECT aperates a confidential helpline. Their contact details are at the end of this palicy.

7. CONTACTS

Managing Director Lawren Baker

07956 FE1196
Lavren@corefiancemanagerment.com
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PROTECT Helpline: {023) 3117 2520
{Independent whistleblowing charity ) E-mail: whistleSipcaw.co.uk
Website: www.pcaw.cd.uk
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Schedule 39 WORKING TIME REGULATIONS (WTR) AND THE 48-HOUR MAXIMUM
WORKING WEEK POLICY

1. ABOUT THIS POLICY

1.1 This policy sets aut the arrangemants for ensuring the company’s compliance with the aspeds of the Working
Time Ragulations L1988 (WTR) which relate to the limit of 48-hawrs per working week.

1.2 This palicy apglies to all Skalf, incheding Umnbrella Staff. In this palicy, the term ‘warker” includes all whe fall
inte any of these categories.

1.3. Thiz policy daes nat farm part of any ermplayees of warker's contrack of amployment or engagemant and wea
may amend it at any tima.

2. THE UNDERLYING LEGAL REQUIREMENT

2.1 The WTRimpose a limit af 48 hours working time [averaged over a period) to all work erswha have not ex presshy
agread in writing to opt out of that limit,

(&) Sharter non-averaged limits (B howrs per day and 40 hours perweeak] apply o young workiers (who ans
under 18], but our contrags are nok designed for such werkers, and so the position of such workers will not
be considerad further here.

2.2 The regulations impaose the fellowing obligations on the employar;
{a) Inrespect of all werkers who have not opted out in writing,
(i} bo take 'all reasonable sheps’ o ensure that Tmit is cormplisd with;

() o keep records which are agequate to demaonstrate the employver's compliance with tea lirmt
[providedthat daily working hours need not be recanded if compliance can be demonstrated without

keeping tham);
(B} in respect of &l workers wha have opled out, to keep records; and
{c) to retain all such records for bwe years.

2.3 Criminal sanctiens apply inthe case of employars whe fail to comply with thesa raquirements, 1tis therefore
fundamentally impertant that we can demaonstrate our compliance.

3. GENERALLY
3.1 Centractual FII‘I'.'I'|'|5-|I'.'IF|5-!
In most contracts within our documentation the relevant provision will be found in section 7, as follows:

l. “Wisrking Tume’ mieans working timee = defmed by the Working Time Repulations 1998
as smended {WTR") o5 ameraled

i The Working Time Repgulations [5998 require that you do mst work lor more than 4%
baurs in any week, unless vou hove agreed in odvance 1o waive that mit.  You may

mdiate such agrecment in Annex A,

Xl Ifyoun have indicated such agreenent m Arnmes A, the 48 hour limit specified
in the Warking Time Regulations 1995 shall ned apply fo your eniployment,
lar =0 long az such agreement remains in force: vou have the might 1o give us
5 months” matice in writing o withdras such agresmen,

X2 [Fyoan have mol indicated suchagreemenl in Annes A&, or il you do w0 mideae
hus suhseguently withdiraw such agreemend, the Company must ensure that it
sz ot adfer you work wiikdh would resul in vou working for more than 48
hoears @ oany week., ¥ou must therefore keep the Conmpany informed of the
hoars that you work for thind parties. g0 that @ can comply with its awn
abligalionms.

i Time spend travelling o the Client's premises; lumch hreaks and aiber rest breaks shall

ol count 2% part af your Workine Tume lor these purposes.

3.2 Dpting out:
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annex & of the contract offers a way the worker can indicate a wish to opt out of this 48 hour Nmit:

Working time election form
(Mar applicable, iF you ane a Mobile Worker workmyg in operations thatre subject 1o EU Devvirs Hours Rubkis, ar ane
wirking in am indusiry o which ather special rules apphyi
Pleviaw nick e of he hoees below g sige v dare teis s, aind betedin 10 0 o

O 1 wishi o opi-vul of the 48-hour werking week restriction under the Warkmg Teme REegulations [995,
¥ouw may terminale this agreemend by giving 3 manths wrstien nodice ol any time.

o I da wodt wish o apt-cut of the 45-hour working week resmciion ursder the Working Time Regulabons
190, 1 agres s keep wou informed of all bours dha T work for thind parties, 2o that you can comply with your own
obligations and ensure that vou doonot offer work which woald result in me working for more than 48 bours in any
wik.

Signed:

Prirt nanme

Drated:

3.3 Freadom of cholca: The worker must ba given a frea cholce to make an opt out decision, This means that
(&) we must not seek to impose 8 default position of "opt out”;, and

{b} the worker must be free ta change his/har mind, and to withdraw consent (althouoh a notice penod @
withdraw of up to threa months can be required ).

3.4 Experience shows that most workers will choose to opt out when signing wp with us, but some will nat.

{a) Where a worker does met choose o opt out, we must @ke "all reasonable steps’ to ensura that we do
nat affer work which might causge the worker Lo excesd that 4B hour limit.

3.5 [n practica, this mears that, particularly wham a worker's hours arme varable, for aach werker who has not
ophed out,

{a) we must monitar the total hours werked {including any hours notified to us that the workcer has warked
tfar third FIEI"HEE:I on a week by waek basis, and

(B} we must nat parmit the worker to exceed the 48 hour lirmit, unless the worker chaoofes lo give 1= a
wWritten opt out.

4. PROCESS
To ensure compliance with the requirements, the follawing process will be followed:

4.1 A racord must be maintained of all warkers who have opted out, and of all changes (either way) notified to us
of this apt out decizion.

4.2 For all workers wha hawve mot opled out, 8 weekly report should be run, listing all those who have woarked in
excess af 42 hours in that weak,

{a) This repart must indude the number of hours netified to us that the warker has worked forthird parties,
4.3 During the following week, we must speak to all werkers wha apgpear on this list,

{a) remind the worker that (s]he has not apted cut, and that we therafore bawve 2 duty to monitor hisher
haurs, including those worked for amy third party; and

{BYinvite the worker ta opt ouk, o avaid the nacesgity far us te continue such manitoring; i the worker
now agraas to opt gut, then we must get that in writing from the warker, using the form of Annex A 1o the
contrack [See abave).

4.4, [f the worker does not accept that invimtion to opt out, wae must continue menitanng, 1f such a werker then
excesds 45 working hours in a weeak, we must

{a) speak with the worker, again offer the cpportunity to opt out, and
(b} 2l him/her unlass (s1he does now choose ta opt out in writing, we will have to write to the aganoy, el
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tham that the worker has not opted cut, and ask the agency to ensure that they do not offer the worker
any work which might cauge the 48 hour limit to be excesded.

{e) If the worker stll does nat choosa to apt out, we should follow throwgh and so notfy the agency,

4.5. If a warker who has not apted out at any point excesds 48 hours, we must speak with the warker, and again
offer the opportunity to opt out;

(&) If the warker does not choosa to provide a writhen opt out, we should tell the warker that,
(i} we will pay the worker for those excess hours on this cccasion, but

(i} im the evant of a recurrence, we would have to give corsigeration to terminating the workar's
angagement,

4.6 [f 3 worker who has not opted out exceeds the 48 hour limit a secend time {in the real workd, this is unlikely
bo happen, but the possibility cannot be ruled out), we should seek Bdvice aboul terminating the worker's

engagament,

4.7. Records of all actions taken must be retained and kept for 2 years, against the possibility that we ara
required to demonstrate our compliance,

END OF DOCUMENT




