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Corporate Social Responsibility Statement

Cole Fabrics' Corporate Social Responsibility (CSR) programme ensures that social and
environmental concerns are considered in all of our business operations.

We align our activities with the expectations of our stakeholders in relation to our
economic, social and environmental impact.

Cole Fabrics has an excellent reputation in the UK for carrying out business in accordance
with the highest principles of business ethics. We are proud of this reputation and are
committed to conducting our business activities with honesty and in full compliance with
current laws and regulations.

As an innovative business, we continually seek better, safer, more cost effective and
sustainable methods of working, while adhering to best practice.

In developing our strategy to set out our CSR programme for the first time, and aligning
them to the UN Sustainable Development Goals, we aim to deliver gradual but continuous
improvements in our performance every year.

As a result, our approach continues to evolve as we learn lessons along the way.

Company Mission

We are driven by doing business the right way; we believe in facilitating improvements and
innovation to help manufacture the best materials without compromising the environment
for the future.

To help define our programme we have divided it into four company values:

Our People
Our Community
Our Supply Chain

Our Planet
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We know that in order for our company to grow we first need to grow and nurture our team.

People are at the core of any company, and ours is no exception. We know that every
individual brings unique skills and perspectives to the business.

Cole Fabrics Plc is a UK company with employees only in the UK and they are valued and
protected by strict UK legislation.
Our staff numbers are stable at between 70 -75 employees.

We promote a diverse and inclusive workplace ensuring everyone feels welcome and can
thrive to their full potential. We embed lean principles into our culture, and this allows
meaningful improvements throughout all our processes.

Click here to read our Employment Policy and Procedure Manual

Training

e Required Training - There are expectations on our staff that are both legal
obligations and internal cultural expectations.

Mentor Training - Also known as “on the job training” our culture is that everyone

should help and support others and this includes training. Each new staff member is
given a clear support structure so it is clear who is there to help. Development plans
are available throughout the employment cycle.

Choosing to Train - We run one formal appraisal each year and a “Catch Up”

appraisal at the half way point. All staff are asked twice a year if there is any other
training they feel would be of benefit to them. This includes external financially
supported courses that are requested and relevant to the employee.

Human Rights

Click here to read our Human Rights Policy
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Lean, Continuous Improvement

Back in 2013 we launched our “Lean, Continuous Improvement programme”.

Over the years that programme has evolved and changed but the basic principles remain
the same. We were inspired by the fantastic work of Paul Akers who launched his book,
“2 Second Lean. How to Grow People and Build a Lean Culture”.

It has been published for free in 18 different languages.

What does this mean for people?

. Everyone is given time and support to improve HOW they do their work, and the
resources to CHANGE the process.

. Removing the 8 wastes from everything we do
. The 3S’s. Sort, Sweep, Standarise

. Clean work environment. We are all responsible to clean.
“Clean as you go”. “Leave things better than you found them”.

. No blame. We say when we are wrong and fix the problems rather than placing blame.

. Enjoy coming to work

This gives people empowerment over what and how they carry out their work, free from
blame and unnecessary pressure.

See more information on Lean:
https://paulakers.net/
https://paulakers.net/books/2-second-lean

colefarics




Well-Being

Our staff well-being is of utmost importance to us and we have 3 Mental Health First
Aiders (trained by St Johns Ambulance Services) to support all employees; as not all
wounds are visible.

To learn more, visit: https://www.sja.org.uk/courses/workplace-mental-health-first-aid/

Health

We provide seasonal fresh fruit for all employees to enjoy.

-
Perkbox 3
We support our staff by providing access to the “Perkbox”
platform where they can access free exercise online

=~

classes, mindfulness programmes, webinars, healthy
eating tips and so much more.

~)

Helpline

Free 24/7 access to the Health Assured employee
assistance helpline and up to four free structured
counselling sessions per person per year.

Environment

We promote a safe working environment and
encourage innovation. We are proud to
incorporate apprenticeships to help support job
creation and promote future employment.

Discrimination GO0D HEALTH DECENT WORK AND

Our policies show that we do not tolerate ANDMELLBENG ECONDIIC GROWTH
discrimination of any kind, We are all in this together /\/
and no-one is left behind. \ 4 ‘I'

Compliance 1 REDUCED 1 PEACE, JUSTICE
INEQUALITIES AND STRONG
INSTITUTIONS

We comply with national laws and regulations and have : "
policies in place to ensure working environments are ‘ — "' !

effective and stable.
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Health & Safety

Our health and safety training covers:
Legal responsibilities
Control of substances hazardous to health (COSHH)]
Personal protective equipment (PPE])
Manual handling
General safety
Display screen equipment
Fire arrangements
First aid & accident reporting 2

Hearing Loss and Hearing Protection

Our Fire Safety in the workplace covers:

‘,‘ e Fire facts

e How a fire works

When a fire emergency occurs

Know and operate extinguishers

,ﬁ e Common causes of fire

\ig What to do when the alarm is sound

Complete

December 2022 - Qualified to NEBOSH Level or above staff member at each manufacturing site.

Next Steps

Date

Year | Month Target Progress Completed

Fire wardens to have external 100% July 2023

2023 August accredited training

2023 | November Increase number of IOSH trained Courses booked
staff by four

Move Health and Safety Inspections
to online system

2024 June
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Health & Safety

Health and Safety underpins everything we do, and we take it very seriously.

Results

Health and Safety (Nottingham)

Accidents or incident

Reportable incidents (RIDDOR])

Missed days through injury

External visits

Results

Training (Nottingham)

Health & Safety, includes fire and manual handling

Company certifications, I1SO, BRCGS, security

Equality, diversity, inclusivity, harassment
& mental health awareness
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Rushcliffe Play Forum

We have been supporting Rushcliffe Play Forum for over 10 years, which is a local
registered charity and solely run by volunteers. We donate materials on a weekly basis
which are then made available to their Scrapstore members, providing affordable
resources for arts and crafts to enriches lives socially and physically by developing play
opportunities within and around the local community.

Find out more: https://www.facebook.com/Rushcliffe-Play-Forum-162664877131453/

Breast Cancer

We have been supporting the Breast Cancer campaign for over 15 years by donating their
iconic pink ribbon broaches. To view our letter from Breast Cancer Now, Click Here

Christmas Jumper Day - Save the Children UK

Save the Children’s annual event which raises money for children in the UK and across the
world. This is done proudly every year, with comical results.
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Supply Chain

Cole Fabrics are a global business, we operate to the Ethical Trading Initiative base codes
throughout our business and we are committed to responsible sourcing.

We work closely with our Supply partners and promote open and honest relationships.

We validate our partners as part of our quality management system requirements, and
these validations are refreshed every 2 years.

We monitor their certifications and seek further assurances where needed.

Our company is not of the size where we can dictate changes in this area, but we can
choose who to work with and who does not meet our own trading standards.

Our preferred supply partners will have one or more of the following:
ISO 9001: 2015 or similar Global Quality Management System
SEDEX registered
We have an expectation for all supply partners to work within the parameters of the
Ethical Trading Initiative (ETI):
Employment is freely chosen
Freedom of association and the right to collective bargaining are respected
Working conditions are safe and hygienic
Child labour shall not be used
Living wages are paid
Work hours are not excessive
No discrimination is practiced
Regular employment is provided
No harsh or inhumane treatment is allowed

Open and honest information to our customers.

1 PARTNERSHIPS
FOR THE GOALS
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Supply Chain

To ensure our supply chain meets our expectations and compliance, we carry out audits in
accordance with the Sedex Members Ethical Trade Audit (SMETA] guidelines.

SEDEX

We are registered as a B Member of SEDEX (Supplier Ethical Data Exchange), and are
committed to continual improvement of Ethical Trading Standards in our production
operations. Our SEDEX company member number is ZC1013095 and our site member
number is Z51078175.

SMETA - The Sedex Members Ethical Trade Audit

Our Audit reports are available to view via our SEDEX account.

Other External Ethical Audits

We understand the importance of being transparent and we engage in third party audits to
demonstrate our active compliance with our customers and suppliers too.

2022 - Kering Audit - Ethical Code of Conduct https://www.kering.com/en/
2021 - John Lewis Better Jobs Programme
2019 - John Lewis Better Jobs Programme
https://www.johnlewispartnership.co.uk/csr/better-jobs-programme.html

Human Rights

Please click here to view our Human Rights Policy.

Complete

December 2022 - Increase our current completion of the SEDEX Questionnaire.
From 76% to a minimum of 90% - Achieved December 2022

Next Steps

Date

Year | Month Target Frogess Completed

2023 | February | Complete SEDEX Questionnaire to 100% 100% January 2023

2023| August One accredited Trainer on Anti-Bribery

100% August 2023
Awareness

All relevant staff to have received

2023 | November updated Anti-Bribery Awareness Training

All relevant staff to have received updated

2023 | December Mental Health Awareness Training

August 2023

2023 | December | Complete SMETA Audit by December 2023 July 2023
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We know that the decisions we make for the future and the actions we take today have
impacts on people and the planet. We have been weaving sustainability into our products
for over 15 years. We actively develop our products to be better for all, working alongside
our suppliers sharing knowledge and expertise. We are incredibly proud of the increasing
sustainable options we bring to the market place.

We have had our baseline carbon footprint calculated for 2021; with the support from the
Sustainability Consultancy at NTU. We have been able to compare this to our 2022 Carbon
footprint.

Our scope 3 emissions included in our calculations have been:
Fuel and energy related activities 1 CLIMATE

Upstream transportation and distribution ACTION

Waste @
Business Travel

Employee Commuting

Breakdown of our 2022 Carbon Emissions (tCO2e):

Percentage Change
Electricity -10.53%
Gas -15.62%
Owned Vehicles 1281.25%

Water and Working f Business Travel 186.18%
waste water hoorm?%.{;or/? Employee commuting 10.80%

0.06% —  \_ Upstream Freighting -0.02%

Water and waste water 16.67%
Waste . -38.33%

o Working f h 0.00%
Electricity - mgT ro[n e 1 56‘;
15.01% ota ~1.96%

Gas

10.35% Owned Vehicles

0.44%

Employee \\
Commuting .
9 Business Travel
13.64% 0.70%

For our full carbon footprint report, please contact us.
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Previous Environmental Improvements

We have been improving our environmental impact for a long time, as this is part of our
Lean, Continuous Improvements programme, and due to this we did not set ourselves
measurable targets or a base line in which to draw comparisons from when they were
implemented.

LED Lighting

We changed the majority of our lights back in 2015 as LED lighting would reduce our
energy and maintenance costs and improve our working light for staff.

Heating system

Upon needing a new system in 2011, we invested in the most efficient system we could
and this reduced our energy requirements.

Waste Management

We invested in a waste compacting machine to reduce the number of collections from
daily to a system of emptying when it is full. This is approximately once or twice a month.
This is more cost efficient but also reduces the environmental impact of daily truck
collections (plus our neighbours are happier too).

Our contractor can recycle onsite, send waste to incineration for energy or to landfill.
We can extract data from our Contractor to breakdown how much of our waste goes down
what type of waste stream.

New Dyeing Equipment

We look to improve efficiencies and safety with every new machine we develop and build.
We therefore make each machine better than the one before.
The main aims are to:

Reduce energy costs
Reduce water cost
Improve the working environment by reducing the noise levels of the machine and

reducing the steam released without capture.

Improve the ergonomics of the machine, making the machine easier to operate and
incorporating our machine operators ideas on where screens, pipes,

hoses and controls should be located. CLEANWATER
6 Hossmon

Improve efficiencies so an operator can produce more material
on the new machine than the old. E

Improve guarding, we always look to how we can make machines safer.
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Waste Recovery Chart

|:| Onsite Contractor Recovery Waste (%)
[ Offsite Contractor Recovery Waste (%)
[ Landfill Waste (%]

2%

Our Contractor also provides a breakdown of the total weight per waste category.

Total Waste Waste Breakdowns

Weight in Tonnes
Weight in Tonnes

Commercial and Industrial . . Commercial and
Dried mixed recycling Wood
waste Demolition

33 13 10 10
35 8 6 15

0

The 2 tonnes difference, between 2021 and 2022, is a result of the relocation of Signature
Ribbons that joined Cole Fabrics in 2020. To integrate Signature into the business, a
mass clear out of our old and clearance stock was thrown away; the majority of which did
end up as general waste that was collected at the start of 2021,
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The Next Step

Date

Year | Month | Target Area Target Progress Completed

2023 May Environmental | External Water audit to improve any fixtures and fittings 100% | February 2023

2023 June Environmental Upgrade current heating system 100% March 2023

90 % of all staff to have received

2023 June Environmental Environmental Management Systems training

100% May 2023

2023 | December | Environmental Consume 5% less electricity compared to 2022

2023 | December | Environmental Consume 2% less Gas compared to 2022

Monitor our carbon footprint for 2023,

2024 Environmental to report in Q1 of 2024

Plastic Packaging Tax

In April 2022 the UK Government implemented a Plastic Packaging Tax (PPT). If plastic
packaging contains more than 30% virgin plastic, it is taxable. This is to incentivise
businesses to use recycled plastic material within any plastic deemed as packaging.

Our PPT registration number is: XLPPT0000001679.
To find out more, visit: https://www.qgov.uk/quidance/reqister-for-plastic-packaging-tax

Waste

We are aware that our
products are likely
thrown away at their

end of life. We encourage
the re-use of all our
products where possible;
from craft groups to
primary schools.

Currently the UK does not have the infrastructure to recycle textiles. However, there is
some interesting research being explored and we are keeping ourselves up to date on
this.

We are aware that Extended Producer Responsibility (EPR) came into force at the
beginning of 2023. To prepare for this, we implemented a new process to extract the
relevant data required to be able to perform this efficiently.

To learn more about this please visit:
https://www.gov.uk/quidance/packaging-waste-prepare-for-extended-producer-responsibility

colefarcs




Sustainable Products

Over the last 10 years, Cole Fabrics have sold Mechanically Recycled Polyester.
Over the last 3 years we have researched and developed the following products:

Chemically Recycled Polyester

Mechanically Recycled Polyester 9 INDUSTRY, INNOVATION
ANDINFRASTRUCTURE

Tencel ™

Acetate

Organic & Recycled Cotton
Paper

We have published all of our products and details of their sustainable credentials here:
https://sustainableribbon.com/

The Next Step

Date

Year Month Target Progress | ¢ompleted

Review and amend “Sustainable Ribbon’ 100% June 2023

2023 June - :
webpage information

Convert all Virgin Polyester yarn stock line

2025 | December to Mechanically Recycled Polyester yarn.
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BRE ﬂs-r Ibex House
CANCEK 42-47 Minories

N Ow The research & London EC3N 1DY
support charity breastcancernow.org

Cole Fabrics
Romandus House
Ludlow Hill Road
West Bridgford
Nottingham

NG2 6HF

Dear Cole Fabrics team

On behalf of Breast Cancer Now | would like to say a huge thank you to Cole Fabrics for your continued
support of our work. Since teaming up with us, your generous donations of pink ribbons have been used
at numerous Breast Cancer Now events including our Pink Ribbon Walks, Walk 100 Miles challenge, The
Women’s Tour and our annual fashion event, The Show. Your ribbons have given our supporters the
opportunity to share their stories, motivations and memories of loved ones. For our Pink Ribbon Walks,
these messages of strength, hope and solidarity for people who have been, and continue to be, affected
by breast cancer form a powerful and moving backdrop to the start and finish of the Walks.

| am delighted to share with you that Cole Fabrics’ support has helped raise over £11.5 million for Breast
Cancer Now. This is a staggering amount that has helped to power our world-class research and provide
even more life-changing care for people affected by breast cancer.

At Breast Cancer Now we’re determined to make sure anyone affected by the disease gets the best possible
treatment and care. We’'re working side by side with hospitals and their patients to improve breast cancer

services.

By supporting Breast Cancer Now, you are helping us take another step towards our goal that by 2050,
everyone who develops breast cancer lives —and is supported to live well.

Thank you once again for your generosity. We couldn’t achieve our goals without the support of people
like you and | hope that we continue to work together in the future.

Warmest wishes,

Rachael Franklin
Director of Fundraising, Communications and Engagement

Formed by the merger of
bf‘eost breast cancer

c&E oW

: . Registered with
Breast Cancer Now is a company limited by guarantee registered in England (9347608) and a
FUNDRAISING

charity registered in England and Wales (1160558), Scotland (SCO45584) and the Isle of Man
(1200). Registered Office: Fifth Floor, Ibex House, 42-47 Minories, London EC3N 1DY. REGU LATOR
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colefalorics Human Rights Policy

The purpose of this policy is to ensure all applicable aspects of human rights are understood & protected
against. Cole Fabrics PLC wants to assure our entire supply chain & any affected stakeholders, that we are
committed to protecting the human rights of every employee & all those who receive a direct or indirect
service from ourselves

We encourage all of our employees & business partners to report any breaches immediately. This can be done
anonymously or through the usual communication channels.

Any breaches will be investigated thoroughly & once completed a final decision will be made regarding the
outcome. If the breach is internal then the disciplinary procedures may be used, if found in the supply chain
then suspension & possible cease of trading may occur

The compliance manager will ensure adherence with the operations director being the overall responsible
person for this policy. This policy will remain in force until such time it is withdrawn or amended.
Key Principles

e Child labour

We will not, or support any supplier to, employ workers under the legal minimum work as stated by current
legislation or local law.

e Forced labour

We will not, or support any supplier, in the use of any forced, prison or debt bondage labour in accordance
with current legislation or local law. All employees must have freedom of choice in their employment

e Ethical working

We will ensure that all 9 clauses of the Ethical Trading Initiative (ETI) base code are adhered to & work with all
of our stakeholders to promote the fundamental requirements of the code

o Discrimination

We will not discriminate against any person based on their protected characteristics and will uphold article 14
of the Human Rights act 1998 in respect of protection from discrimination

e Discipline

We will not allow any form of corporate punishment, physical coercion or verbal abuse. Any disciplinary
matters will be dealt with through our documented processes

e Working hours

We will ensure working time directives are adhered to as per legislation with opt out clauses publicised to all
employees. Where any overtime is required, this will be on a voluntary basis with no exceptions

e Renumeration

We will ensure any salaries paid for standard working hours will always meet or exceed the UK national living
wage. Any overtime will be paid at least the ETI base code recommendations

e Freedom of association & collective bargaining

We recognise the right of our employees to join associations of their own choosing or to refrain from joining &
the right to collective bargaining unless otherwise prohibited by legislation or local law. In all cases we respect
the rights of employees to open communication, direct engagement. We do not discriminate or retaliate
against employees for engaging in union organising & collective bargaining activities or in other forms of
collective representation

Approved by Operations Director ? 1 Dated 17" July 2023

Printed by Kev King at 17-Jul-2023 13:39:29
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Introduction

As an employee of Cole Fabrics Plc, you join a Company that is proud of its past and looks forward to
its future. As with any organisation we have various rules, policies and procedures that all employees

are required to follow to make the Company a safe, pleasant and productive place to work.

We have designed this Manual as an easily accessible reference source containing the information you
need to know about your employment with us. It does not form part of the terms of your contract
with us; nevertheless, the policies and procedures set out in this manual apply to all employees and
you should familiarise yourself with them and comply with them at all times.

Any questions you have with regard to its contents or what you have to do to comply should be
referred to your manager.

The Company will regularly review its policies and procedures and at its discretion or changes in
legislation, may add to, withdraw or modify any or all of the rules, policies and procedures and you

will be notified of updates from time to time as appropriate.

At our Company every person counts. Our people are important to our business growth and future.
They play a pivotal role in our efforts to succeed and your contribution as an individual and as a team
member is central to our success. It is through your support of our mission, objectives and values that

we will achieve a successful and profitable business for all our benefits.
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Equal Opportunities
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Equal Opportunities Policy

Introduction
This policy covers all aspects of how you are treated by the Company and everybody we employ. It

covers (but isn’t limited) to:

recruitment;

pay and conditions of employment;

training and continuing professional development;
promotion;

appraisals;

grievances and disciplinary matters;

ending employment;

giving references;

how visitors are treated;

how clients and suppliers are treated; and

how any other business contacts and associates are treated.

This policy applies to all employees, apprentices, consultants, officers, contractors, interns,

volunteers, job applicants, agency and casual workers.

If you are an employee, this policy does not form part of your contract of employment and we may

amend it at any time.

You should read this policy in conjunction with our other policies, including Harassment and Bullying,

and our Grievance Policy.

Our equal opportunities commitment and aims
We will not tolerate discrimination or harassment, and are committed to promoting equal
opportunities in employment. Those who work for us, and anyone applying for a job with us, will

receive fair and equal treatment.

We ensure, where possible, full access for everyone applying for a vacancy. Decisions about transfers

and internal promotions are made, so far as possible, using only objective criteria.

We will never victimise anyone who makes a legitimate complaint to us about harassment or

discrimination, or who supports a colleague in their complaint.

How the law defines discrimination
The following list gives you a general description of the types of acts that may both breach this policy
and be unlawful. Sometimes actions can be intentional, and sometimes unintentional. We include

examples of both types in this list:

Cole Fabrics Plc 7





e Direct discrimination: this is when somebody is treated less favourably because of a protected

characteristic than somebody else has been, or would have been, in identical circumstances.

Examples: rejecting a job applicant because of their race, or refusing to promote someone because
they are pregnant.

e Indirect discrimination: this is when a group of people with one of the protected characteristics
(subject to a couple of exceptions) is put at a disadvantage by a provision, criterion or practice
applied to all staff unless the treatment is justified for a good business reason.

Examples: refusing a request to work part-time without a good business reason (which indirectly
discriminates against women, who are more likely to have childcare responsibilities); insisting all
staff work Saturdays without a good business reason (which indirectly discriminates against Jewish

employees, who may not be able to work on the Jewish Sabbath).

e Associative discrimination: this is where somebody is treated less favourably because of the
personal characteristics of somebody else.

Example: treating an employee less favourably because their parents are Jehovah’s Witnesses.

e Perceived discrimination: this occurs where someone is treated less favourably because someone

wrongly believes they have a particular protected characteristic.

Example: treating an employee less favourably because someone thinks he is gay, when in fact he

isn't gay.

e Harassment: this is when a hostile, humiliating, degrading, intimidating or similarly offensive
environment is created in relation to a protected characteristic. We also consider it harassment
for a worker to be subjected to uninvited conduct related to a protected characteristic that — as
an intended or unintended consequence — violates their dignity.

Examples: name calling, lewd comments, excluding colleagues, making insensitive jokes, and
displaying pornographic material are all examples of harassment. We deal in detail with this under

our separate policy on Harassment and Bullying.

e Victimisation: in a legal context, ‘victimisation’ has a much more restricted meaning than in real
life. It happens when a worker has complained about harassment or discrimination, or has

supported a colleague in their complaint, and is then treated less favourably as a result.

Examples: an employee who is ‘sent to Coventry’ because they spoke up on behalf of one of their
colleagues in a harassment investigation, or an employee who is dismissed under a pretext

because they have complained of discrimination.
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The ‘protected characteristics’ are:

age;

race (which includes colour and ethnic/national origin);
disability;

religion or belief;

sex;

gender reassignment;

pregnancy or maternity;

sexual orientation; and

marital or civil partnership status.

There are other actions which can be unlawful under the equal opportunities legislation. Examples

include:

e failure to make reasonable adjustments to minimise certain disadvantages suffered by a disabled

employee (or job applicant);
e instructing another person (or applying pressure on them) to discriminate;
e knowingly assisting somebody else when they carry out a discriminatory act;

e discriminating against somebody believed to have a protected characteristic, whether or not they

actually do, or because they associate with a third party who does.

How we carry out our responsibilities and duties
Management and the wider workforce are essential to ensuring the success of this policy. We all have
a legal responsibility to comply with it, and any of us — however senior or junior we are — may be

personally liable for unlawful discrimination if we breach its terms,

Overall responsibility for the effective implementation and operation of the policy lies with
management, specifically with the board of directors. Everyone working at managerial level is
expected to act in full accordance with this policy, led by example, and attain and maintain appropriate

standards of behaviour within the teams they manage.

The ethos and standards covered by this policy can only be achieved and maintained if everyone in
our workforce cooperates fully. It is important to understand that you have a legal responsibility to
comply. If you breach this policy, you may also make the Company liable for your actions and we may
both have to pay compensation to anyone who claims against us.

We expect you to take personal responsibility for adhering to this policy’s aims and commitments and

for drawing any actual or potential breaches to our attention.
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We also encourage everyone who works for us to help promote equal opportunities across the
Company. Please contact your manager if you have any ideas about how we could do this better, or

you would like to be more involved in achieving this policy's aims.

How we recruit, promote, and make other selections

We carry out all recruitment, promotion and other types of selection procedures, such as redundancy
selection processes, on the basis of merit, using non-discriminatory and, as far as possible, objective
criteria. At times we may promote through succession planning and therefore, would not necessarily

open it up to all.

Advertisements for vacancies must not include wording that may discourage some groups of people
from applying, or stereotype in any way, and they must be placed where they can reach as wide and

diverse a pool of potential candidates as possible.

Nobody applying for a job with the Company may be asked about their health, attendance record, or
whether they have a disability, before a job offer is made - except in very limited situations. It may,
for example, be justifiable to ask whether the applicant needs any disability-related measures put in
place for the interview, or to check that they are capable of carrying out a key part of the job. It is
acceptable to make some job offers dependent on a medical examination.

It is unlawful to ask job applicants anything that might suggest an intention to discriminate on the
grounds of a protected characteristic. Asking an applicant about their religion when they are applying
for a job that involves weekend working would not, for example, be allowed. Nor would asking an
applicant whether they have childcare responsibilities be allowed, as that suggests you might be

intending to indirectly discriminate on grounds of sex or marital status.

It is fine to include certain health or disability questions in equal opportunities monitoring exercises,
but the data gathered must not be used for selecting someone for a role, or in making other

employment-related decisions.

How we enforce this policy and handle breaches

We will investigate any complaint or allegation you raise regarding a potential breach of this policy. If
you believe you have been harassed or discriminated against you should contact your manager as
soon as possible. If you want to take formal action, you will need to follow our grievance procedure

(see our Grievance Policy) and read our policy on Harassment and Bullying.

You will face disciplinary action if we find you have harassed or discriminated against anyone else in
breach of this policy. Sometimes this type of behaviour may amount to gross misconduct, in which

case you may be dismissed without notice.
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Occasionally, people make complaints knowing they’re not true. They might do this to avoid or deflect
disciplinary action. We view any complaint made in bad faith as an act of misconduct and this will
normally lead to disciplinary action. In some cases, bad faith complaints may lead to summary

dismissal for gross misconduct.

How we monitor whether this policy is working

We may record and analyse information about equal opportunities within the workplace, and when
you join the Company you give us consent to gather and process this data about you. We use the
information to make sure this policy is working properly and to refine it where that’s needed. We also
use the information to review the composition of our workforce, and to promote workplace equality.
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Harassment and Bullying Policy

Overview
This policy applies to all employees, apprentices, consultants, officers, contractors, interns,
volunteers, job applicants, agency and casual workers. If you are an employee, this policy does not

form part of your employment contract and we may update it at any time.
You should read this policy in conjunction with our Equal Opportunities Policy and Grievance Policy.

We want to provide a working environment free from harassment, bullying and intimidation. This

policy applies in the following contexts:

e Anywhere on the Company’s premises;
e Anywhere off the Company’s premises, during work-related social events, business events or
business trips;

e Online on Company email, intranet and internet systems.

Taking part in any of the following behaviour will lead to action under our Disciplinary Policy, and
potentially dismissal for misconduct or gross misconduct:

Harassing or bullying anyone else;
Threatening anyone who raises a harassment or bullying complaint;
Retaliating against anyone who raises a harassment or bullying complaint;

Making allegations maliciously or in bad faith; and/or

Giving false or intentionally misleading information during any investigation.

We have a duty to protect all employees, workers and job applicants. That means that if you change
your mind after having raised a complaint of harassment or bullying (even where you complained
informally or in confidence), we may choose to investigate anyway. We will always talk to you about

that first and take your views into account.

If you complain about harassment or bullying, you should not be victimised as a result. If you believe

that has happened to you, you must tell your manager as soon as possible.

If you are concerned about the way a colleague is being treated, the best approach may be for you to
challenge the behaviour — but do not do so if you are anxious about your own safety. If you do not
want to challenge the behaviour yourself, or you have tried doing so but it has not worked, you should

speak to your manager or another senior manager for further guidance.
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What is harassment?

Harassment is where a person is subject to uninvited conduct that — as an intended or unintended
consequence — violates their dignity, in connection with a protected characteristic. Our Equal
Opportunities Policy defines ‘protected characteristic’. Harassment could be carried out by a colleague

or by a third party such as a client or customer.

We also define harassment as behaviour that creates a hostile, humiliating, degrading or similarly
offensive environment in relation to a protected characteristic. Name calling, lewd comments,
excluding colleagues, making insensitive jokes, and displaying pornographic material are all examples

of harassment.

Physical, verbal and non-verbal conduct can all amount to harassment. So can things you say or do

online, especially on social media.

This policy covers isolated or ongoing incidents of offensive behaviour. When someone treats another
person less favourably because they either submit to such behaviour or refuse to do so, we also see
that as harassment.

The impact on the victim is very important. A person’s behaviour can amount to bullying or

harassment even if they had no idea it would be perceived that way.

What is bullying?
Bullying is any behaviour that leaves the victim feeling threatened, intimidated, humiliated, vulnerable

or otherwise upset. It does not need to be connected to a protected characteristic.

As with harassment, physical, verbal and non-verbal conduct can all amount to bullying. It can take
various forms, from extreme behaviour involving violence and intimidation, through to subtle actions
such as deliberate exclusion - ‘sending someone to Coventry’, for example. It can also take place

online (cyberbullying).

Constructive and fair feedback about your behaviour or performance from your manager or colleagues
is not bullying. It is part of normal employment and management routine, and should not be

interpreted as anything different.

How we deal with harassment and bullying

Many issues can be resolved informally. Before you use this formal procedure, it's sometimes a good
idea to speak with the person you feel is harassing or bullying you and explain that their behaviour is
unwelcome, inappropriate, or it upsets you. Surprisingly often, people think of their behaviour as

'banter' and have no idea that it is upsetting or unacceptable.
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Sometimes it is difficult to speak with the perpetrator directly. If that’s the case, you should talk to
your manager informally and in confidence. If the issue is with your manager — or there’s another
reason you would prefer not to discuss it with them — you should instead speak to their line manager

another senior manager or director.

It's not always possible to resolve issues informally. If you find yourself in that situation, you should
follow our Grievance Policy. We will treat your complaint in confidence, as far as is possible, and if we
find that you have been the victim of harassment or bullying, we will take steps to stop it continuing
or recurring. If we think it necessary, we may separate you from the person you are complaining about
while we investigate. If that involves moving you on a temporary basis, or even asking you to stay at
home during the investigation, it is not a pre-judgment of your complaint. It is simply us trying to stop
things getting worse during the investigation.

If we decide that your complaint is not upheld, we will explain why. Either way, we will look at ways
of addressing your relationship with the person you accused. We may, for example, change your work

pattern or theirs, or suggest counselling or mediation.

Protecting confidentiality
Harassment and bullying allegations can raise strong feelings and are always serious. This is why both
the Company and the person making the allegation have an obligation to maintain confidentiality as

far as possible. This applies at every stage, including the investigation and the outcome.

If you make a harassment or bullying complaint and don’t maintain proper confidentiality at any time
during the process, or you are interviewed in connection with someone else's complaint and likewise
fail to maintain confidentiality, you may face action under our disciplinary procedure. This could lead

to dismissal for misconduct or even gross misconduct.

Sometimes, we may decide it is inappropriate to discuss the outcome of an investigation with you.
We recognise that will leave you feeling dissatisfied, and would only do so if there was a good reason

not to keep you informed.
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Employment Terms
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Dress Code

You are expected to dress appropriately for your daily duties, which means that you should avoid
extremes of fashion and use your judgement in choosing clothes, jewellery and hairstyles. You must
also ensure that your personal hygiene and grooming are properly attended to prior to presenting
yourself at work.

If you have any queries about what is appropriate, these should be directed to your manager.

In addition, to protect our reputation and avoid offending other staff or visitors, and in the interests
of decency to minimise the likelihood of harassment or unsuitable behaviour, you should ensure that
clothing is not revealing. It is recommended that skirts and dresses must be no shorter than knee

length.

Variations to accommodate sincerely held religious beliefs and practices are permitted.

The company also work within the requirements of 1S0:9001 2015 and BRC Global standards for
packaging and supplying materials.

These requirements place a responsibility on all employees to ensure they keep themselves, their
clothing and areas clean.

You will receive information and training on how to do this and for more information please refer to

the BRC standard documentation available from the Factory/Quality manager.

PPE Workwear

Where required, you must wear the appropriate PPE clothing relevant for your job and the task that
you are undertaking at the time. It is your responsibility to ensure that this is clean and in a condition
that it is fit for purpose. If you have any queries relating to your PPE clothing or need to request any

further items please contact your manager.

You are prohibited on the factory floor to wear the following;
e Loose fitting hats with excess material. You are permitted only tight fitting beanie hats for cold
weather conditions or hair nets/hair coverings which are BRC approved are permitted.

e No ties, scarves or items worn around the neck which may hang down

This list is not exhaustive and if you are unsure of items deemed appropriate, please speak to your

line manager or health and safety officer.

Staff are allowed to wear under garments in colder weather to keep them warm and are provided

with fleeced snoods if required.
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Footwear
Footwear must be safe and clean and take account of health and safety considerations. This also

applies when visiting client sites. We advise backless shoes and flip flops are not worn.

If applicable, you are required as part of our Health and Safety Policy to wear SAFETY SHOES at all
times in production / engineering / store areas.

Jewellery

The only Jewellery permitted to be worn in production/store areas are a pair of 1 piece 40mm earrings
and a single wedding band. Any jewellery you wear must be safe and take account of health and safety
considerations. Avoid wearing valuable jewellery as the Company cannot take responsibility for any
loss or damage.

Any pinned items such as badges, pins or broches are prohibited.

Personal Hygiene
All staff are requested to be clean and neat at work and to take particular notice of personal hygiene,

particularly during warm weather. Hair past shoulder length is to be worn up or tied back.

Fingernails shall be kept short and clean. False fingernails and nail varnish/polish shall not be worn

within the production and stores areas; gloves for non-production employees can be used.

Compliance
A breach of this policy would invoke the Company’s disciplinary procedures. If you have any questions
on this matter, please feel free to speak to your manager.

Eating and drinking

Water fountains are provided throughout the factory and stores. Staff can also drink water from a
clear bottle, stored and used in designated locations. No fluids are allowed outside of these areas. It
is prohibited to eat food or chew gum within the production and stores areas. Staff should avoid

touching their faces and follow handwashing guidance.
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Probation Period

The first three months of your employment is what we call your ‘probationary period’. During this

time:

e If you wish to terminate your employment at any time during or at the conclusion of this period

you may do so giving the appropriate notice. (Refer to “Termination of Employment”)

e If the Company wishes to terminate your employment at any time during or at the conclusion of
this period we will write to you detailing the performance or conduct and/or capability issues and
invite you to attend a meeting to discuss the matter. At the end of the meeting we may decide
to terminate your employment by giving the appropriate notice (Refer to “Termination of
Employment”)

e Progress will be reviewed on a regular basis

e The probationary period may be extended at the company’s discretion in which case you will be

advised accordingly

e If your performance during this period has been satisfactory you will be told and your

employment will continue subject to the terms and conditions of this employment.
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Outside Employment

You are expected to devote your whole time, skill and attention to your work during working hours

for the Company.

You must not engage in any other work outside working hours, paid or unpaid, without the prior
written permission of a Director. This does not include unpaid work for charity, voluntary

organisations, sporting commitments or public appointments.

Permission will not be granted for you to engage in any activity which the Company believes to be
direct or indirect competition with the Company’s business or which in the Company’s view does or
might impair your ability to perform your duties for the Company’s safely and efficiently.
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Changes in Terms & Conditions of Employment

The Company reserves the right to make reasonable changes to any of the Terms and Conditions of
Employment. You will be notified of minor changes of detail by way of general notice to all employees
or shown in the appropriate Employment Manual. Any such changes would take effect from the date

of the notice.

You will be given not less than four weeks’ written notice of any significant changes that may be given
by way of an individual notice or letter or a general notice. Such changes would be deemed to be
accepted and agreed by you unless you notify the Company of any objection in writing before the
expiry of the notice period.
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Disciplinary and Grievance Procedure
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Disciplinary Procedure

Introduction
This policy covers the Company’s procedure relating to disciplinary issues, where there is suspicion of

misconduct.

It applies to all employees. It does not apply to self-employed contractors, workers and agency

workers.

This policy does not form part of your employment contract, and we may update it at any time. We
will normally follow it in a disciplinary situation but are not obliged to do so, particularly in the first
two years of your employment where we may follow shortened or no procedures.

When we will take informal action
Sometimes we will choose to discuss a disciplinary issue with you instead of taking formal action. In

that case, we may issue a Letter of Concern after our discussion.

If a discussion fails to resolve the problem, or we feel that approach is inappropriate in the

circumstances, we will normally use this formal procedure.

How we investigate

We will not take disciplinary action without inviting you to a formal meeting. Depending on the
circumstances, that meeting may be the only meeting we invite you to attend. In other words, there
may not be separate meetings for the investigation and disciplinary stages.

Suspension
If you face a misconduct allegation, you may be suspended. Suspension is a neutral act, normally
intended to cause the least disruption to the business while we investigate. If we suspend you:-

e you must stay away from work, not visit any Company premises or make contact with staff, clients,
suppliers or contractors (unless we authorise this in writing). But if you want to contact somebody
specifically to ask them to be a witness, or to accompany you at a meeting under this policy, then

you may do so without asking us first;
e suspension will be on full pay;

e if pre-approved holidays fall during a period of suspension, they will still count as holiday leave

and will be deducted from your holiday entitlement as normal.

Cole Fabrics Plc 22





Grievance raised during investigating a disciplinary matter
If you lodge a grievance while we are investigating a disciplinary matter, we will not normally put the

disciplinary process on hold.

If the subject of your grievance is linked to the matters involved in the disciplinary investigation, or
the process we are following, then we will normally consider the matters you raise as part of the
disciplinary process and not start a separate grievance process.

Your right to be accompanied

You are entitled to be accompanied by a colleague or trade union representative at any meeting where
you face formal sanctions (including dismissal). If we are holding separate investigation and
disciplinary meetings, then your right to be accompanied only applies to the disciplinary meeting.

If you want to exercise this right, you should tell us as soon as possible who you want to accompany
you. It is your responsibility to arrange for them to attend. If you choose a work colleague, we will not
prevent them from attending, but we may rearrange the meeting if their absence from work could

cause operational problems.

Your colleague or union representative can, if you prefer, explain the key points of your case to the
meeting and can respond on your behalf. You can also confer with them during the meetings.
However, they must not answer questions put directly to you or try to prevent us asking questions or

outlining our arguments.

How we carry out the formal meeting

We will write to you to tell you:

e when and where your disciplinary meeting will take place;
e the details of the allegation of misconduct made against you; and

e the possible consequences.

We will include copies of any witness statements and other relevant documents, unless there is a good

reason not to do so.

You are entitled to bring a companion with you to the meeting - see above “Your right to be

accompanied” for details of what they can and cannot do.

You must let us know as soon as possible if you want to bring your own witnesses to the meeting

and/or you have documents or other evidence you want to present.

It is your responsibility to attend the meeting but, if you cannot, we will normally reschedule it -
provided we are satisfied with your explanation for why you cannot attend. We will not reschedule,

however, if it is likely to lead to unreasonable delay.
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We may have to make our decision without you being present, and we will in any case only reschedule

the meeting once, unless there are very good reasons to justify a second rescheduling.

We will go through all the details at the meeting so that you understand the allegation of misconduct

made against you. We will also outline the evidence we found when we carried out our investigation.

We will give you the time you need to respond to the allegations made against you and to put your
own case. We will also give you the opportunity to ask us questions, to present your own evidence, to
call your own witnesses, and to respond to evidence the Company’s witnesses put forward.

If there are any questions you want us to put to the Company’s witnesses, please tell us and (unless
there is a good reason not to) we will make sure they are asked.

We will send you our written decision. We try to do this within two weeks of the disciplinary meeting.

Recording of meetings
The audio recordings of disciplinary meetings or disciplinary appeals is strictly forbidden so please do
not covert record a meeting, this also applies to your companion if you have one accompanying you

at the meeting.

Should you covertly record a meeting then it will invoke the disciplinary procedures and may lead you
your dismissal from the Company’s employment.

If you have misgivings about either the process or the managers leading it, you should tell us openly
so that we can address your concerns. For our part, we in turn will not record the meeting without

your knowledge.

The disciplinary action and dismissal process

There are three stages of our procedure for dealing with cases of misconduct.

First stage
We will issue you with a first written warning. Unless you already have active written warnings relating
to disciplinary matters on your work record, a first written warning will usually remain in place for 12

months from the date you are notified of the decision. It will then be removed from your record.

Second stage

If there is an active first written warning on your record and you are involved in further misconduct,
we will usually issue you with a final written warning. In serious cases of misconduct, we may issue a
final written warning without first issuing a first written warning. In either case, the final written
warning remains active for 12 months from the date you are notified of the decision. It will then be

removed from your record.
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Third stage

If there is an active final written warning against you and you are involved in further misconduct, you
may be dismissed. You may also be dismissed for a serious case of misconduct, or if you are involved
in gross misconduct. We explain what ‘misconduct’ and ‘gross misconduct’ mean in the lists given

below.

Sometimes we are prepared to explore other actions short of dismissal. These may include deploying
you to a different role, demoting you, and/or extending your final written warning period to allow us
further time to review how you respond. Redeployment or demotion may result in a reduction in pay.

Your right to appeal
You have the right to appeal against any disciplinary decision taken against you. To do this, you need
to respond within a week of being told of the action by writing directly to whoever is named in the

letter you received. In your response to that letter, you must explain exactly why you are appealing.

We will invite you to an appeal meeting. Wherever possible, the appeal meeting will not be led by the
manager who held the meeting at which we decided what disciplinary action to take. You may be
accompanied by a trade union representative or work colleague, in line with the process outlined in

the above section “Your right to be accompanied.”

Our final decision will be sent to you in writing. We try to do this within two weeks of the appeal
meeting. You do not have any further right to appeal against our decision.

How we define ‘gross misconduct’
You will usually be dismissed without warning, without notice, and without payment in lieu of notice

if we find you have committed an act of gross misconduct. This is known as summary dismissal.

The following list gives examples of what we would normally regard as gross misconduct likely to lead

to summary dismissal. This list is not exhaustive and should be referred to as a guide.

e Bullying or physical violence

e Fraud, theft, or any act of dishonesty

e Altering records, such as sales records, to put yourself in a better light even if there is no
immediate financial benefit to you

e  Malicious misuse of any of our procedures, for example if you make up allegations when taking
out a grievance against someone

e Serious negligence or carelessness, particularly if it leads to us losing trust and confidence in you

e Serious health and safety breaches

e Serious breach of data protection legislation or our data protection policy

e Serious and intentional damage to Company property

e Unlawful harassment or discrimination
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e Viewing, receiving, or sending anything that breaches our Harassment and Bullying Policy or Equal
Opportunities Policy

e Knowingly accessing websites containing offensive, obscene or pornographic material

e  Misuse of internal email, external email or other internet and computer-based facilities including
the storage and/or transmission of obscene, illicit or undesirable material.

e Serious insubordination or refusal to obey management instructions

e Serious breaches of confidence

e Covertly recording your colleagues, or any management (or other) meeting where the participants
do not know you are recording it

e Being under the influence of, or possessing, illegal drugs

e Being under the influence of alcohol, unless this is with your manager’s express knowledge and
permission — for example, where you are involved in entertaining on the Company’s behalf

e Conduct that violates common decency, or engaging in behaviour that might bring the Company’s
name into disrepute.

e Any other act or omission of such gravity as to be inconsistent with your continued employment

e Some other substantial reason

How we define ‘misconduct’
The following list gives examples of what we would normally regard as misconduct (but not gross
misconduct). This list is not exhaustive and should be referred to as a guide.

e Minor breaches of Company policy

e Minor breaches of your employment contract

e Unauthorised use of, or damage to, Company property

e Absence from work that has not been authorised

e Poor attendance and timekeeping

e Refusing to follow instructions, where it is not serious enough to be gross misconduct
e Making an excessive number of personal calls using Company phones

e Sending and receiving an excessive number of personal emails

e Using the internet or email for personal purposes, other than on an occasional basis
e Using obscene language or otherwise behaving offensively

e Being careless when carrying out your duties

e Wasting time during your contracted working hours

e Smoking in areas where smoking is not allowed.

Sickness Absence during a disciplinary process
Should you be absent for reason of sickness once you have been notified of a disciplinary investigation
meeting or disciplinary hearing, you will be paid under our Sickness Policy (which may not involve

being paid full pay). Your rights to SSP would be unaffected.
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If you say you are unable to attend a disciplinary hearing due to sickness, we will offer you a new date
for the hearing. However, if you are unable to attend a hearing within what we consider to be a
reasonable period of time, then we will look at alternative ways of conducting the hearing. This may
involve conducting the hearing by phone, inviting you to send written submissions or a colleague to

attend on your behalf.
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Performance Improvement Procedure

Introduction

During your employment we may think that you are not carrying out your duties as well as we need
you to. This can be for a number of reasons, the most common ones being that either the job changes
over a period of time and you don’t keep up with the changes, or you change (most commonly because
of health reasons) and you can no longer cope with the work. We will deal with any poor performance
issues under this policy.

This policy does not form part of your employment contract, and we may update it at any time. We
will normally follow this procedure but are not obliged to do so, particularly in the first two years of

your employment where we may follow shortened or no procedures.

This policy applies to all employees. It does not apply to self-employed contractors, workers, and

agency workers.

This policy does not apply to sickness absence (see our Absence Management policy for that). It does
not apply to misconduct issues either (see our Disciplinary policy for that). Sometimes, the
circumstances may mean that we need to follow more than one policy at the same time, or switch to
using a different policy. For example, if after investigation we decide that the issues are not actually
performance, but are misconduct. If that happens, steps taken under this policy will be regarded as
taken under the other policy (i.e. we will not do the same things twice unless there is a compelling
reason to do so).

Informal Discussions and Formal Investigation
If we have concerns about your performance, we will normally work with you informally to help
improve it first. This may include on the job training (showing you how we want things done), sending

you on an external course, and monitoring your performance.

We understand that it is difficult to have discussions about performance improvement. We aim to
deal with any performance issues sensitively, constructively and where possible, in confidence. It is,

however, important for our business that our employees perform to a satisfactory standard.

Before taking formal action, we will normally (but not always) carry out an investigation. The nature
of this will vary, but it might include looking at your performance review records/appraisals, some of

your work, and other relevant documents.

Your right to be accompanied
You are entitled to be accompanied by a colleague or trade union representative at any meeting called

under this policy where you face a formal warning, or dismissal, as a result of that meeting.
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This right does not extend to any investigation meetings that lead up to a formal performance

improvement meeting.

If you want to exercise this right, you should tell us as soon as possible who you want to accompany
you. It is your responsibility to arrange for them to attend. If you choose a work colleague, we will not
prevent them from attending, but we may rearrange the meeting if their absence from work would
cause operational problems.

Your colleague or union representative can, if you would like them to, explain the key points of your
case to the meeting and can respond on your behalf. You can also confer with them during the
meetings. However, they must not answer questions put directly to you, or try to prevent us asking

guestions or outlining our points.

How we carry out formal performance improvement meetings
If we decide after investigation to take formal action over your performance, or need to take further

action following a review period, we will write to you to tell you:

e when and where your performance improvement meeting will take place;
e the details of the concerns we have with your performance; and

e the possible consequences.

We will usually include copies of any relevant documents.

You are entitled to bring a companion with you to the performance improvement meeting - see

paragraph 3 above for details of what they can and cannot do.

You must let us know as soon as possible if you want to bring your own companion to the meeting

and/or you have documents or other evidence you want to present.

It is your responsibility to attend the meeting but, if you cannot, we will normally reschedule it,
provided we are satisfied with your explanation for why you cannot attend. We may have to make our
decision without you being present, and we will in any case only reschedule the meeting once, unless

there are very good reasons to justify a second rescheduling.

We will go through all the details at the meeting so that you fully understand our concerns with your

performance and the standards of performance we need you to meet.

We would like to understand any reasons for your poor performance. If you consider that a medical
condition or personal issues are affecting your performance, please tell us so that we can take medical

advice where necessary and consider any reasonable adjustments.
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We will give you the time you need to respond to the concerns raised and to put your own case. We
will also give you the chance to question us, to present your own evidence, to call your own witnesses,
and to respond to evidence that any of the Company’s witnesses put forward. If there are any
guestions you want us to ask anybody else, please tell us and (unless there is a good reason not to)

we will make sure they are asked.

We will discuss with you the targets for improvement that we need you to meet and the timescale for
that improvement. We will also let you know of any support we will provide (such as training or
supervision) to help you.

If we decide at any point during the process that no further action will be taken, we will tell you.

Recording of meetings
The audio recordings of disciplinary meetings or disciplinary appeals is strictly forbidden so please do
not covert record a meeting, this also applies to your companion if you have one accompanying you

at the meeting.

Should you covertly record a meeting then it will invoke the disciplinary procedures and may lead you

your dismissal from the Company’s employment.

If you have misgivings about either the process or the managers leading it, you should tell us openly
so that we can address your concerns. For our part, we in turn will not record the meeting without

your knowledge.

Performance improvement notice
Assuming further improvement is needed, we will send you a performance improvement notice
following the performance improvement meeting. We try to do this within two weeks of the meeting.

It will include:

e adescription of the performance you need to improve;

e your targets and timescales for improvement;

e the monitoring we will do, and training, supervision or other help we will provide;

o the date when we will review your performance; and

e the possible consequences of a failure to improve during the relevant timescale, or of additional

poor performance in other areas.

If your performance problem stems from insufficient skills, any performance improvement notice may
include a plan for training, mentoring or other development activities to help you develop and apply
the skills necessary to perform at the required standard. For these purposes ‘skills’ will include all the
technical skills, soft skills (such as interpersonal and communication) and other characteristics you are

required to demonstrate in your job to be effective at the required standard.
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Each performance improvement notice will normally stay on your work record for six months from
the date you are notified of it, unless you already have an active notice relating to poor performance.
But sometimes we will keep them active for longer, particularly if we think there is a pattern
developing of you improving performance while on an improvement notice, and then your

performance deteriorating when the notice ends.

Each notice issued relates to the stage of the performance improvement meeting you have had. For
example, if you have had your first performance improvement meeting, then you will be issued with
a first performance improvement notice. If you have had your final performance improvement
meeting, you will be issued with a final performance improvement notice. We may vary these steps
if, for example, we have agreed to extend a review period.

Performance improvement stages
There are usually two stages of our policy for dealing with cases of poor performance, before we

consider dismissal for capability:

e First performance improvement meeting, followed by a first performance improvement notice;

and

e Final performance improvement meeting, followed by a final performance improvement notice.

That may vary, depending on the circumstances.

We will monitor your performance at each stage of the process and assess it at the end of the review

period. If your performance has improved to a satisfactory standard, no further action will be taken.

If substantial improvement has been made, but it still falls short of the required standard, then the

review period may be extended.

If your performance has not improved to a satisfactory level, then you will be invited to another
performance improvement meeting at the next stage of this policy. If during the review period it is
apparent that you will be unable to reach the targets set for you at the end of the review period, then

we may move to the next stage even if the review period has not been completed.

If your poor performance is serious and the facts warrant it, we may skip a stage of the procedure. For
example, for serious poor performance we may move straight to a final performance improvement
meeting. If you are grossly negligent, such that we could dismiss you without any written warnings,
we may move straight to the meeting detailed in the below section to consider your dismissal. If your
poor performance is more to do with refusing to work to acceptable standards (rather than difficulties

doing it), we may use our Disciplinary Policy.
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Dismissal for poor performance
If there is an active final performance improvement notice in place and your performance has not
improved to the required standard during the review period, or your performance has been grossly

negligent, you may be invited to a meeting at which you could be dismissed for capability.

Before dismissing you, we will consider whether you are likely to improve significantly within a
reasonable time. We may also explore other actions short of dismissal. These may include moving you
to a different role, demoting you, and/or extending your final performance improvement review

period. If we demote you, your pay and/or benefits may be reduced accordingly.

Our decision following this meeting will be sent to you in writing. We try to do this within two weeks
of the meeting.

Your right to appeal
You may appeal against any performance improvement notice given to you, or your dismissal, or other
formal action taken under this policy, such as redeployment or demotion. To do this, write to us within

7 days of being sent the notice or letter, explaining exactly why you are appealing.

We will invite you to an appeal meeting. Wherever possible, the appeal meeting will not be led by the
manager who held the meeting at which we decided what action to take. You may be accompanied
by a trade union representative or work colleague, in line with the process outlined in “Your right to
be accompanied” above.

Our final decision will be sent to you in writing. We try to do this within two weeks of the appeal
meeting. You do not have any further right to appeal against that particular decision or stage of the

process.
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Grievance Procedure

Introduction

This policy helps us deal with complaints, concerns, and problems to do with employment fairly and
consistently. Please note that this policy only applies to matters relating to your employment. If you
have a separate relationship, such as being a customer or service user, you must use a separate

process for concerns.

This policy applies to all employees, but does not form part of your employment contract, and we may
update it at any time.

You should only use this procedure to raise a grievance connected with your employment. Complaints
made against you will normally be dealt with under our Disciplinary Policy or Performance

Improvement Policy, as appropriate.

You should also look at our Harassment and Bullying Policy and our Whistleblowing Policy, both of

which might be relevant.

Most grievances are raised individually, but if a group of employees bring substantially the same

grievance, we will address it as a group grievance and follow the process described below.

Taking informal action
You should approach your manager before doing anything else, as we find most grievances can be
resolved informally. If your grievance is about your manager — or there is some other reason you do

not want to raise it with them — you must instead notify another manager or director.

If this informal approach does not resolve your problem, you should use the formal procedure.

Taking formal action: Submit in writing
You will need to set out the details of your complaint in writing. Include dates, names of individuals
involved, and any other relevant facts, and tell us clearly that you want to lodge a formal grievance.

It will be helpful if you set out any steps you have taken to resolve the issue informally.
You must also explain clearly what you want to see the Company do. You could for example say: ‘/
want you to issue a warning to (the name of the individual you are complaining about)’, or: ‘l want you

to change your policy on overtime working’.

Send or hand your written grievance to your manager or director. If your line manager is part of your

grievance, you should send your grievance to their line manager, or to a director.

We will write to you to let you know that we have received your grievance.
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You must co-operate with us to ensure our investigation is fair and thorough. How we investigate will
depend on the nature of your grievance. We will look at relevant documents and may interview you

and/or take a statement from you and from other people able to provide information.

Taking formal action: Arrange meeting

We will invite you to a meeting, usually within 7 days of you lodging your grievance. The meeting is
your opportunity to explain your problem and how you think we should resolve it, and we ask that
you make every effort to attend.

You can bring a companion with you to the meeting — this will typically be a work colleague or a trade
union representative (see “Your right to be accompanied” below). You must let us know as soon as

possible if either you or your companion is unable to attend the meeting and we will try to reschedule.

After the meeting, we will take any steps to investigate further that we consider appropriate.
Sometimes this will involve looking at documents or interviewing other people. We will not normally
allow you to take part in this part of the investigation (for example, you will not normally be allowed
to question other people directly). Sometimes, we may ask you for more information or for another

meeting. And sometimes, we may think there is no need for any further investigation.

Within a week of the final meeting (this may be the first or the second meeting, depending on the
circumstances) we will write to you with our decision and let you know if we plan to take any action
to address your grievance. We will also tell you who to write to if you want to appeal our decision (see
“Appeal stage” below). In complicated grievances, or if the manager hearing your grievance is very
busy, it may take longer than a week to make our decision and prepare an outcome letter. If that
happens, we will keep you informed about the likely timescales.

Sometimes, we may decide it is inappropriate to discuss some, or even all, of the steps we are taking
as the result of your grievance with you (usually because the other person involved might have an
entitlement to confidentiality, which has to be balanced against your right to know what has
happened). We recognise that will leave you feeling dissatisfied, and we would only do this if there

was a good reason not to keep you informed.

Taking formal action: appeal stage
If you are not happy with our decision, you can appeal in writing within one week of us giving you the
decision. Your appeal letter or email must explain clearly why you are appealing. You should also give

us any new evidence you may have acquired since the initial investigation was completed.

We will invite you to a meeting, usually within two weeks of you lodging your appeal. Wherever
possible, the appeal meeting will not be led by the manager who held the original grievance meeting.
You may be accompanied by a trade union representative or work colleague, in line with the process

outlined in “Your right to be accompanied” below.
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Our final decision will be sent to you in writing. We try to do this within two weeks of the appeal

meeting. You do not have any further right to appeal against our decision.

Your right to be accompanied
You are entitled to be accompanied by a colleague or trade union representative at any meeting called
under this policy.

If you want to exercise this right, you should tell us as soon as possible who you want to accompany
you. It is your responsibility to arrange for them to attend. If you choose a work colleague, we will not
prevent them from attending, but we may rearrange the meeting if their absence from work would
cause operational problems.

Your colleague or trade union representative can, if you would like them to, explain the key points of
your grievance at the meeting and can respond on your behalf. You can also confer with them during
the meetings. However, they must not answer questions put directly to you or try to prevent us asking

guestions or outlining our views.

Recording of meetings

The audio recordings of grievance meetings or grievance appeals is strictly forbidden so please do not
covert record a meeting, this also applies to your companion if you have one accompanying you at the
meeting. Should you covertly record a meeting then it will invoke the disciplinary procedures and may
lead you your dismissal from the Company’s employment.

If you have misgivings about either the process or the managers leading it, you should tell us openly
so that we can address your concerns. For our part, we in turn will not record the meeting without

your knowledge.
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Absence, Working Time and Holidays
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Holiday Policy

Introduction
This policy covers everything to do with your holiday entitlement and explains what you must do to

arrange time off for holidays.
This policy applies to all employees and workers, but does not apply to self-employed contractors.

If you are an employee, this policy does not form part of your employment contract and we may update
it at any time.

The first four weeks of your annual leave are classed as leave under Regulation 13 of the Working Time
Regulations 1998 and the remainder (public and bank holidays and any additional entitlement) under
Regulation 13A.

This is important, because slightly different laws apply to the first four weeks of your holiday in any

holiday year, such as carrying over leave and pay.

What is my holiday entitlement?

Your annual leave entitlement is outlined in your Contract of Employment.

What if | work part-time?
If you work part-time, your holiday entitlement (including time off for public holidays) will be
calculated on a pro-rata basis.

When does the holiday year start?
The Company’s holiday year begins on 1 January and ends on 31 December each year.

If you join or leave the Company part way through the holiday year, we will calculate your holiday

entitlement for that holiday year on a pro-rata basis.

What if | have just started work?
During your first year, you can only take the number of days you have accrued up to the day your

holiday starts, unless your manager has agreed otherwise and confirmed that in writing.

Can | roll my holiday over if | do not take it all?
You are strongly encouraged to take all the holiday due to you in the holiday year in which it has
accrued. Holidays not taken by the end of the holiday year will (except in the circumstances outlined

below) be lost and you will not receive any payment in lieu.
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How do | request time off?
While recognising that you would like to take holiday at certain times your holidays must be taken at

times agreed with your manager to fit in with the needs of the business.

You should give as much notice as possible to request time off and at least one month’s notice where
reasonably practicable.

Requests will not be unreasonably refused, although it is granted on a first come first served basis.

No more than 10 days holiday may be taken at any one time unless there are exceptional

circumstances and you obtain prior permission from your manager.

Your manager must approve all holiday requests. These are usually considered on a first come, first
served basis. At popular times of the year — particularly Christmas, Easter, and school holidays — we

may need to rotate holiday allocation regardless of who put in the first request.

You may sometimes have to take your holiday on dates that we specify. This is most likely to be when
the business is closed — over Christmas and New Year, for example — or to avoid busy periods, or
because you still have not taken all the leave due to you in the current holiday year. If you are leaving
the Company, we may also ask you to take your remaining holiday entitlement during your notice
period.

Provided you have sufficient holiday entitlement, we will — wherever possible — try to fulfil requests

for time off for a religious occasion. This will however be subject to our business requirements.

Your manager will always discuss alternative dates with you if we have to turn down a holiday request.
If your request is refused and you take time off anyway, we will view it as unauthorised absence and
deal with the matter in accordance with our Disciplinary Policy.

Please do not make any travel arrangements or financial commitments until you have received our
written confirmation that you can take the time off work. The Company will not be responsible if you

suffer losses because your holiday request is refused, regardless of the reason.

How much will | be paid?

We will pay you at your normal rate while you are on holiday.

Where your pay is variable holiday pay is based on average earnings and will normally be calculated
using a 52-week reference period (or such shorter reference period that reflects the number of weeks

you have been employed by us during that holiday year).

What happens if | am sick during my holiday?

If you are sick while on holiday, you can treat the time off as sick leave instead of holiday.
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To reclaim your holiday time and take it at a later date, you must tell your manager as soon as possible
(normally meaning while you are on holiday) and provide medical evidence — translated into English
if necessary — of your illness or injury. If you do not do this, we will treat your absence as holiday and

not sick leave.

If you are on sick leave at the start of a holiday period, and you are not fit to work at any time during
it, you may reschedule the affected days. You will need to provide medical evidence and follow the
procedure outlined above.

We may pay you sick pay, rather than holiday pay, for any scheduled holiday days taken as sick leave
as per your contract of employment.

We will treat dishonest claims or any other abuse of this policy under our Disciplinary Policy.

What happens to my holiday entitlement if | am on long-term absence?
Your holiday entitlement continues to accrue during the holiday year when you are off work long-term

for any of the following reasons:

e sick leave; or
e maternity leave; paternity leave; adoption leave; parental leave; or shared parental leave (known
as ‘family leave’ in this policy).

You may carry over unused holiday (relating to the first four weeks’ leave only) to the following year
if your sick leave spans two holiday years or you return to work too near the end of the holiday year

to fit in the time off due to you.

Any holiday carried over will be lost if you do not take it within 18 months of the end of the holiday
year in which it accrued. You are not entitled to carry over any additional Regulation 13A (bank or

public holidays) or contractual leave (in addition to your statutory 20 days).

If you intend taking family leave and expect this to span two holiday years, you must give your manager
as much notice as you can. You may carry over into the next holiday year any holiday entitlement that
it is impractical for you to take before the start of your family leave. This covers your full annual leave

entitlement.

You should take any holiday leave you have carried over within the holiday year in which you return

to work, unless a different timescale is agreed with your manager.

What happens if | leave the Company?
You will normally be required to use up any outstanding annual leave days during your notice period.

This applies whether you resign or we give you notice that we are ending your employment.
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We may alternatively pay you in lieu of any holiday that has accrued in the holiday year in which your
employment will end, but which you have not taken. Payment will be made at the rate of 1/260th of

your basic salary for each day of leave you have outstanding, pro-rated if you work part-time.

If you have taken more annual leave than you were entitled to up to the day you leave the Company,
an amount calculated as above will be deducted from the final payment we make to you.

Public or Bank Holidays
The following is a guide to those days that are public and/or bank holidays. The Secretary of State may

from time to time revise public holiday arrangements:

1 January (or next nearest weekday)

Good Friday

Easter Monday

May Day (first Monday in May)

Spring Holiday (last Monday in May)

Late Summer Holiday (last Monday in August)
Christmas Day

Boxing Day
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Sickness Absence Management Policy

Overview

This policy covers the procedure for reporting and managing absences and sick pay.
This policy does not form part of your employment contract and we may update it at any time.
This policy applies to all employees. It does not apply to self-employed contractors.

If you are arranging a medical appointment, please do your best to arrange it outside working hours.
If it is likely to involve taking most of the day off, please try to use a day’s holiday (referring to our
Holiday Policy).

If you know you will be absent
You should tell your manager as soon as possible if you know you need time off work — for example,
for a medical appointments, dentist, or anti-natal appointments — and get their permission.

You should tell your manager face-to-face or by telephone. Unless there is a good reason, other forms

such as text, WhatsApp or email notifications are not acceptable.

If you are sick or injured
If you are sick or have suffered an injury, you should let your manager know as soon as possible that
you will be absent, and no later than one hour after your usual start time.

You must speak to your manager yourself unless there are extenuating circumstances, such as

hospitalization.

You should contact your manager on each subsequent day you are off work, unless you have a doctor’s

certificate, or you have agreed a different process with your manager.

Always contact your manager by telephone, not by email or text. That is because your manager might

want to ask you questions about your absence and how long you are expecting to be off for.

While you are off work, your manager may contact you to ask for updates, or to ask work questions

where s/he cannot get the information any other way.

Evidence of sickness or injury
You must complete a sickness absence self-certification form when you return to work if you are sick

for less than eight calendar days.
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You must give us a GP's Statement of Fitness to Work stating that you are unfit for work — and the
reason why — if you are off work for more than seven calendar days. We will need further certificates
if you are still absent after the first and any subsequent certificates have expired. We will also require

a self-certification form from you for the first seven calendar days you are off work.

Payment for sickness or injury
Statutory Sick Pay (SSP)

SSP is paid instead of your salary. It starts on the fourth day you are off work (the first three days are
unpaid) and can be paid for up to 28 weeks. If you are entitled to SSP, it will be taxed and National

Insurance contributions will be deducted. The amount of SSP is set by the government.

Company sick pay

Please refer to your Employment Contract for company sick pay requirements.

Returning to work
If you receive a doctor’s certificate saying you may be fit to return to work you must tell your manager

this straight away and provide us with a copy.

We may ask you to come to a return-to-work interview after you have been off work due to sickness
or injury. At the interview, we will discuss why you were off work, check you are fit to return and

consider any advice from your doctor.

Occasionally people say they are fit to return to work and we do not agree. If we do not think you are

fit to return to work, even when you tell us you are, we might obtain our own medical evidence.

If you are off work long-term, or persistently absent

We may have to take formal steps if you are off work sick long-term, or we are concerned about the
number of days you take off for sickness or injury. We recognise that long-term, fluctuating health
conditions can cause intermittent absence and we will always take account of your situation and

support you as much as we can.

How we respond to absence depends on why you are off work and the pattern of your absences. We
may want to talk informally with you, and we may get medical evidence so that we can better
understand your situation. We may want formal meetings to review your absence in more detail and
to explore whether we need to make reasonable adjustments to help you either return to work, or to

work for longer periods.

If we want medical evidence, we will usually ask you to be examined by an occupational health expert,
or another specialist of our choice. We will pay for this and all reports will be kept confidential. We
will ask for your consent for us to have full access to medical reports and to discuss the contents with

the relevant medical practitioner. You do not have to consent, but if you don’t, we will make decisions
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based on existing medical and other information. We will consider making reasonable adjustments to

your role and/or workspace if you are found to have a disability.

We understand that this process is difficult and upsetting if you suffer from a serious health condition,
and you might feel as if you are being pressured into returning to work before you are ready. We do
not want to make you feel that way and we want to treat you fairly. But no business can continue
employing people indefinitely if they are not able to work. We aim to keep you fully informed of our
thought processes and the potential consequences of continued absence — and, sadly, one
consequence could be dismissal.

The procedure

We will write to you before we hold a formal meeting and explain when, where, and why it is taking
place. You must let us know as soon as possible if you cannot attend and we will try to find an
acceptable alternative date.

If it helps you to attend the meeting, we will consider using a venue closer to your home or conducting
the meeting through some other means.

At the first meeting, we will want to discuss why you are off work, how long you expect to remain off
work, and whether you are likely to be off work for the same reason in the future. We may need to
get medical evidence, review existing reports, and explore whether there is anything the Company

can do to help improve your health and/or make it easier for you to attend work.

If you have been off work long-term, we may suggest you take part in a return-to-work programme.

If you are persistently absent, we may set you targets to improve your attendance against a deadline.

We may ask you to attend a second meeting to follow up on the things we discussed at the first. In
particular, if you have not been able to return to work or have not met the attendance targets set at
the first meeting, we will want to talk with you about the likelihood of things improving. It will be
important for us, and for you, to try to understand for how long your absence or pattern of absences

is likely to continue, and whether there is anything else we might be able to do to help.

As part of that, we may need to review the medical evidence, commission new medical evidence, and

seek specific advice from an occupational health specialist and/or other medical professional.

We will set a timescale for re-assessing your situation, which could (but will not necessarily) mean that
we decide to schedule additional meetings before implementing our procedure below. We may warn

you that your employment could be brought to an end if your attendance does not improve.

If you are unable to return to work, or you fail to meet the deadline(s) set for improved attendance,
we will ask you to attend another meeting. If it seems to us that you are either unlikely to return to

work, or your attendance will not improve in the short term, we may decide to issue you with notice
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of dismissal. Before doing so, we will explore redeploying you elsewhere within the Company (if there

are any suitable roles available) and we will consider any other issues you want to discuss.

You may face action under the Company’s disciplinary procedure if we conclude that you are not off
work for a medical condition and you are unable to offer any other satisfactory explanation and/or
have falsely claimed sick pay. This may lead to your dismissal for misconduct or gross misconduct.

Your right to appeal

You have the right to appeal a decision to dismiss you or issue you with a warning because of your
absence. To do this, you need to respond within a week of being told the decision by writing directly
to whoever is named in the letter you received. In your response to that letter, you must explain
exactly why you are appealing.

Wherever possible, the appeal hearing meeting will not be led by the manager who took the decision.
Our final decision will be sent to you in writing, and we try to do this within two weeks of the appeal
hearing. You do not have any further right of appeal.

Your right to be accompanied

You have the right to take a colleague or a trade union representative with you to any formal meeting
called under this procedure, including the appeal meeting. You should tell us as soon as possible who
will accompany you and it is your responsibility to arrange for them to attend. If you choose a work
colleague, we will not prevent them from attending, but we may rearrange the meeting if their

absence from work could cause operational problems.

Your colleague or union representative can, if you prefer, explain the key points of your case to the
meeting and can respond on your behalf. You can also confer with them during the meetings.
However, they must not answer questions put directly to you or try to prevent us asking questions or

outlining our arguments.
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Absence Review Procedure

The efficient running of the Business depends upon the regular attendance of all employees. Your
Supervisor/ Manager will carry out regular reviews of the Department and individuals’ absence. Non-
attendance can be considered a Breach of Contract. The Absence Review Procedure will determine
criteria for controlling both short term and long-term cases of absence whilst allowing full

investigation of individual cases.

The procedure is intended as a corrective instrument and only used as a punitive measure if standards
are not maintained. Authorised absence will not be taken into account for the purpose of this
procedure. Subject to the Company’s Absence Review Procedure, an employee whose attendance or
timekeeping record is below the required standard; is significantly worse than a comparable
employee; creates a particular operational problem or; an employee whose absence has lasted for a
considerable length of time will be subject to the following procedure.

Counselling
The Company undertakes to provide informal counselling and will be satisfied that this route is
exhausted before entering the formal procedure, which may ultimately lead to the dismissal of those

employees unable to meet and maintain the required standards.

Return to work interviews will take place with the individual to establish the reason(s) for the absence
and ensure employees are aware of their records. At this stage it may be illustrated what levels of
absence would give cause for concern. This is also an opportunity for both parties to work together to
solve any problems, which may be causing the absence. An indication will be given of what action will
be considered if the employees’ attendance deteriorates within the agreed timescale.

Stages of the Absence Review Procedure
Where an employees’ attendance does deteriorate, a more formal approach may be required and

should it be necessary to enter the formal procedure the following stages would apply.

Stages Authority Validity of warnings
Improvement Note Line Manager / Manager 6 months
Written Warning Line Manager / Department Director 12 months
Final Written Warning Line Manager / Department Director 12 months
Dismissal Line Manager / Department Director/

Managing Director

The warnings will remain on record for the above periods of time provided there is no further action
taken or absence during the period, after which time the warnings will be considered spent. Spent

warnings may be considered as part of a future review if patterns of absence are highlighted.
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The guidelines to follow to move someone in to an absence warning situation are either;

e Three periods of absence/lateness in a rolling 3-month period
e More than five days absence in a rolling 12-month period, or

e Any patterns in absence, for example regular Mondays or Fridays, before or after annual leave.

After the first absence warning (Improvement Note) each subsequent absence will be reviewed in line
with the above criteria. At each stage of the procedure, any warnings issued will be documented and
a copy given to the employee and a copy will be filed. No action will be taken without prior
consultation with the Departmental Manager.

Where appropriate, the Company reserves the right to commence the procedure at any of the above
stages. If an underlying medical problem is identified, the employee may be requested to seek medical
advice from their GP or the Company will request a Medical Report (subject to Access to Medical
Reports Act 1988). The employee will be informed that persistent short term/intermittent absence is
unacceptable. A timescale will be agreed for further review e.g. weekly/monthly. The Departmental

Manager may involve an external Occupational Health Advisor whenever there is an appropriate need.

The warnings given under the Absence Review Procedure are separate to the warnings of the

Disciplinary Procedure. This procedure is run separately from the Disciplinary Procedure.

Where an employee is absent or is likely to be absent from work through ill health for 4 weeks or more
the following procedure will apply. This will be the responsibility of the Departmental Manager/
Director.

e The Company will correspond with you on a regular basis to encourage continued two-way
communication and confirm your intention regarding returning to work. This may also include
“home visits”

e If you are not able to confirm a date of return the Company will write to you to request your
written consent to obtain a medical report from your GP or the Company doctor/Occupational
Health Service, subject to (Access to Medical Reports Act 1988)

e On the basis of available evidence the Company will, if appropriate, consider whether alternative
employment is available. The Company is not expected to create a job but to consider if any
suitable alternative employment is available at that time or to consider making a reasonable
adjustment if appropriate

e In considering whether or not an employees’ job can be kept open the Company will take into
account the nature of the employees’ illness length of service, prospects for a return to work and
Business needs

e Where an employees’ job can no longer be kept open and no suitable alternative employment is
available, or a reasonable adjustment can be made, the Company will arrange further
discussions that would include obtaining medical reports

e Should the Company be obliged to consider dismissal as the only course of action, appropriate

payment in lieu of notice and all contractual entitlements will be paid
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e At all formal stages of this process employees will have the right to be accompanied by a fellow
colleague of the Company or a Trade Union official (in accordance with the current statutory
legislation).

Disability

The Equality Act 2010 recognises that treating all employees the ‘same’ can penalise disabled people
unfairly. Therefore, the Company will consider reasonable adjustments to help absences from work;
record disability related absences separately and discount where it is reasonable to do so; and,

providing it is justified to do so, disability related absences can be taken into account.

Data Protection
The accessing of medical reports and records are likely to include special category data which is
covered by data protection legislation. The Company relies on the lawful basis of the Performance of

a contract to process such information.

Unauthorised Absence

Unauthorised absence may be regarded as a breach of contract and may be dealt with in accordance
with the Disciplinary procedure. In the interests of safety and common sense, you must not leave the
Company premises during normal working hours without the knowledge and authority of your
manager. If you leave the premises without authority you may be subject to disciplinary action. If you
are unwell whilst at work then your manager must be advised and appropriate arrangements will be
made. If you leave the premises under these circumstances you will have to clock out. In all cases of
certificated and un-certificated absence, an employee must report to their manager before returning

to work to conduct a Return to Work interview.
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Absence Due to Medical Appointments

The Company recognises that from time to time you may require an appointment to visit your doctor,
dentist, hospital or other medical specialist.

You should make every effort to arrange your appointment outside of working hours. If this is not
possible then reasonable unpaid time off would be granted on production of your appointment card
or letter.

Any member of staff found to be abusing a request for time off to attend a medical appointment
would be liable to disciplinary action up to and including summary dismissal.
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Absence Due To Bereavement

The Company will give sympathetic consideration to requests for leave due to bereavement. It is
discretionary and does not form part of your contract of employment. Normal periods of paid leave

of absence are:

Death of spouse or partner; grandchild; parent; step Up to 3 days’ paid leave may be granted,
parent; parent-in-law; grandparent; brother; sister; plus 1 day for attendance at the funeral

step brother; step sister; brother-in-law; sister-in-law

. Unpaid leave to attend the funeral may
Death of any other family member
be granted

For a dependent child bereavement please see Parental Bereavement Leave Policy.

Requesting Bereavement Leave

We recognise that it may not be possible to request bereavement leave in advance. However, where
it is possible, you should make a request to your line manager. You should tell them the reasons for
your request and the number of days leave you intend to take. Additional unpaid days may be granted

with approval from your line manager in the first instance.

Where it is not possible to request leave in advance you should contact your line manager as soon as

possible to tell them the reason for your absence and the number of days you will be absent.

Continued Absence
If you are unable to return to work following a period of bereavement leave you should contact your
line manager immediately. It may be appropriate to classify any further absence as sick leave of which

the first seven days will be self-certificated and a Doctors Fit Note would be required thereafter.
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Parental bereavement leave policy

Purpose

The purpose of this policy is to set out the Company’s stance on employee entitlements to parental
bereavement leave. The Company is committed to providing support to employees who experience
loss in their lives and understands that the death of a child, or a stillbirth, can be one of the most
harrowing experiences of someone’s life. This policy explains rights to time off, pay during time off

and other support offered.

Eligibility

Parental bereavement leave is available from day one of employment. It is available to employees on
the death of a child under the age of 18. You may take parental bereavement leave if you fall into any
one of the following categories:

a) A ’‘natural’ parent

b) An adoptive parent, and those with whom a child has been placed under the ‘foster to adopt’
scheme, provided the placement is ongoing

c¢) A‘natural’ parent where the child has been adopted but a Court Order exists to allow the ‘natural’
parent to have contact with the child

d) Anemployee who is living with a child who has entered Great Britain from overseas in relation to
whom has received official notification that they are eligible to adopt

e) Anintended parent under a surrogacy arrangement where it was expected that a parental order
would be made

f) A ‘parent in fact’ which is someone in whose home the child has been living for a period of at
least four weeks before the death and has had day to day responsibility for the child, subject to
exceptions. This category includes guardians and foster parents but does not include paid carers

g) The partner of anyone who falls into the above categories, where they live in an enduring family

relationship with the child and their parent.

In addition, parents who suffer a stillbirth after 24 weeks of pregnancy are entitled to take parental

bereavement leave.

Length of leave and how it may be taken
A total of two weeks may be taken as parental bereavement leave and you may choose to take leave

as:

e Asingle block of one week

e Asingle block of two weeks
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e Two separate blocks of one week

Leave may start on any day of the week and must be taken in whole weeks. It may be taken at any

time in the 56 week period following the death.

If you have suffered a stillbirth after 24 weeks of pregnancy, you are still entitled to take your full
entitlement to maternity and paternity leave, provided you were eligible to take maternity or
paternity leave in the first place, in addition to parental bereavement leave. Parental bereavement

leave cannot be taken at the same time as maternity or paternity leave.

Where more than one child dies or is stillborn, you are entitled to two weeks of parental bereavement

leave in relation to each child.

Notification requirements
Leave to be taken within the first 56 days of the death
You do not need to give any advance notice of taking parental bereavement leave. The Company asks

that you contact your manager by telephone by the time you were due to start work on the day you
wish leave to begin, or if this is not possible, as soon as is reasonably practicable, giving the date of
the death, the date on which leave will start and whether one or two weeks is to be taken.

Leave to be taken later than the first 56 days since the death

You need to give one week’s advance notice of taking parental bereavement leave to your manager
by letter giving the date of the death, the date on which leave will start and whether one or two weeks

is to be taken.

Cancelling or changing leave dates

You can cancel a period of leave that you have already told us about, as long as the period of leave
has not already started. If you wish to cancel a period of leave which was to begin within the first 56
days of the death, you can cancel it by letting us know by your normal start time on the day that leave

was originally due to start.

To cancel leave which was to begin later than 56 days after the death, you should let us know no later

than one week prior to the intended start date.

You can also change the start date of leave by following the notice requirements above.

Payment during leave

You will qualify for statutory parental bereavement pay during leave if you meet the following criteria:

e You have been continuously employed with us for at least 26 weeks by the week prior to the week
in which the child dies
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e Your normal average weekly earnings are not less than the lower earnings limit relevant for

national insurance purposes

e You are still employed by us on the date the child dies.

Payment will be made at the rate set by the Government each year or 90 per cent of your average

weekly earnings (whichever is lower).

In order to receive statutory parental bereavement pay, you must provide us with notice of this and
the following information within 28 days, or as soon as is reasonably practicable by the first day of

parental bereavement leave:
e The child’s name
e The date of the death or stillbirth

e A declaration that you fall into the one of the categories listed under ‘Eligibility’ above.

Terms and conditions during leave

During parental bereavement leave, you remain entitled to receive your normal contractual terms and
conditions of employment that you would have received had you not taken this leave, with the
exception of remuneration. This will include contractual benefits, subject to the terms of these
benefits.

Right to return
Upon your return to work, you are entitled to return to the same job, with the same terms and
conditions, in which you were employed before your absence unless:

a) the period of leave you have taken is more than 26 weeks when added to any other period of

statutory leave including maternity, paternity, adoption leave etc in relation to the same child and
b) itis not reasonably practicable for you to return to the same job.
On your first day back to work, your manager will set time aside to hold an informal meeting with you

to discuss any arrangements regarding your return to work and any additional support we may be able

to offer you.
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Severe Weather and Disruption to Public Transport

Introduction

The Company recognises that employees may sometimes experience problems travelling to and from
work during periods of severe weather conditions or major disruptions to public transport e.g. train
strikes. Whilst the Company is committed to protecting the health and safety of all our employees, we
must also ensure that the business and our clients are not unduly disrupted by external factors. The
purpose of this policy is to explain the responsibilities of employees in respect of attendance at work
during severe weather or when there are disruptions to public transport.

Reporting for work
We expect all employees to report for work regardless of the circumstances. Employees should,
therefore, make every effort to attend work in all circumstances. However, it is not the Company’s

intention that employees should put themselves at unnecessary risk when trying to attend work.

When severe weather conditions occur, or where there are major disruptions to public transport,
employees should take steps to obtain advice on the position from the appropriate external agencies
(e.g. the police, public transport information services, etc.), and allow extra time for their journey,
making alternative travel arrangements where appropriate. Employees will still be expected to attend

work on time.

If employees are unable to attend work or are going to be delayed by the weather conditions or public
transport disruptions, they should contact their manager as soon as possible to discuss the position.
If the employee’s manager is unavailable, they should speak to an alternative manager or director.

Where the Company accepts that employees have used their best endeavours to attend work but they
are unable to do so or they are late because of the severe weather conditions or the major disruptions
to public transport, the employee’s manager will discuss the various options available. At the

Company’s discretion, employees may be required or permitted to:

Make up the time at a later date;
Take any absence from work as annual leave;
3. Take any absence from work as unpaid leave and a deduction will be made from the employee’s
wages accordingly;
Be paid as if the employee had attended work;

Work from home or otherwise work remotely.

The Company will base its decision on individual circumstances, for example distance from home to

work, mode of transport used and on the needs of the Company.
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Leaving work early

If severe weather conditions or major disruptions to public transport occur during the working day,
managers will decide on a case-by-case basis whether to allow employees to leave work early. The
Company will again base its decision on the employee’s circumstances, e.g. distance from home to
work, mode of transport, how viable it is for the employee to work from home for the rest of the day,
and on the needs of the Company.

Health and safety

The Company is committed to ensuring, so far as reasonably practicable, the health, safety and welfare
of all its employees and this includes during severe weather conditions and where there are major
disruptions to public transport. Therefore, a reasonable approach will be taken to the situation.
Employees are reminded of their duty to take reasonable care of their own health and safety and that
of other persons who may be affected by their acts or omissions. This includes taking extra care when
travelling to and from work in severe weather conditions and allowing more time for journeys,

including making alternative travel arrangements where appropriate.
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Time Off For Public Duties

The company recognises that from time to time some employees may serve on public bodies or be

active members of official organisations, as follows:

Jury Service
If you are called for jury service you must inform the Company as soon as you receive a summons for
attendance. While on jury service the Company will not pay you and you should claim from the court

for loss of earnings whilst you are away from work.

Public Office

You may be elected or appointed to a particular statutory public office. For the following functions
listed below:

o Justice of the Peace (Magistrate)

You may take the equivalent of 13 days or 26 half day’s unpaid leave per month.

Or a member of:

a local authority

the Broads Authority

a statutory tribunal

an NHS Trust, health authority or health board

a governing body of an educational establishment

the National Rivers Authority

a prison board of visitors or a prison visiting committee
the Environment Agency

the General Teaching Councils for England and Wales

the Scottish water and sewage authorities

o O O 0O 0o O O O O o o

a water industry consultative committee
All the above, you may take the equivalent of one half day’s unpaid leave per month.
The Secretary of State may revise the above list from time to time.

All employees, irrespective of length of service or hours of work, are entitled to reasonable time off

to perform the specified public duties.

Time off is permitted for:
o attendance at meetings of the relevant body or any of its committees or sub-committees
o any executive duties, training or preparation required of the office holder in performing their

office.

Again, the Secretary of State may from time to time revise those duties for which time off is permitted.
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Professional Duties
You may be elected or appointed to committees or councils of professional organisations in
connection with your work. You may take up to the equivalent of half a day’s unpaid leave per month,

on the condition that you gain authorisation from a director before agreeing to serve.

Reserve Forces (AR, RNR, RAFR)
Employees who actively serve in the Army Reserve, Royal Naval Reserve or the Royal Air Force Reserve
are entitled to one week’s unpaid leave to attend annual camp and a second week from your holiday

entitlement.

If you are called up on active service you will return to your original role on no less favourable terms

and conditions.

Trade Union Activities
If you are a member of a trade union you are entitled to reasonable time off, as agreed between the

company and the trade union. Generally, time taken will be partly paid and partly unpaid.

Outside Activities
If you belong to associations or voluntary organisations unconnected with your work, you must use
your holiday entitlement to attend meetings, conferences or courses. Additional leave, including

unpaid leave would not be authorised to attend such activities.
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Family Friendly Rights
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Time Off for Dependant Care

You are entitled to reasonable time off to deal with a variety of unexpected or sudden events involving

a dependant.

You should give notice of your intended absence, the reason for it and how long you expect to be
absent to your manager as soon as reasonably practicable and, preferably, by 09.30am on the first day
of absence, unless the reason for the absence cannot be given until after you have returned to work.

Your right to time off is limited to unexpected or sudden events connected with a dependant, which
includes your parents, spouse or partner, child, or anyone who lives as part of your family and for

whom you are the main carer.

Time off may only be taken in the following situations:

to help with or make arrangements for care when a dependant falls ill or is injured

to cover when existing arrangements for the care of a dependant is unexpectedly disrupted
to help when a dependant gives birth

to make arrangements when a dependant dies

to deal with unexpected incidents involving your child during school hours or on a school trip

o O O O O O

any other unexpected incident involving a dependant

Any time taken under this entitlement is unpaid, and will be deducted from your normal monthly
salary to which you consent by virtue of exercising your right to time off for dependent care. Any
employee found to be abusing this policy would be liable to disciplinary action.
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Time Off for Antenatal Care

You are entitled to paid time off for antenatal appointments during working hours. We ask for as much
notice as possible, and we may want to see confirmation of your pregnancy and an appointment card

for all but the initial appointment.

You should make every effort to arrange appointments for antenatal care outside of working hours. If

this were not possible then paid time off would be granted on the following conditions.

You will be allowed time off with pay to attend an appointment for antenatal care. There are no
restrictions as to the length of service or hours worked but the following conditions apply:

a) You must produce a certificate signed by your doctor or midwife confirming your pregnancy.
b) A request must be made formally to your manager on each and every occasion when time off is
required.

c) You must produce an appointment card or letter showing that the appointment has been made.

Antenatal care not prescribed by a doctor or midwife must be taken as annual holiday entitlement.

Expectant father or pregnant woman’s partner

An expectant father or partner (including same sex) of a pregnant woman is entitled to take unpaid
time off work to accompany the woman to two antenatal appointments. You should give as much
notice as possible to your manager to attend an appointment. An appointment card is not required,
as this is not the property of the employee but the pregnant woman. However, the employer can ask
for a declaration from the employee stating:

1. they are in a qualifying relationship either with the pregnant woman or the expected child or
children

2. they are taking the time off to accompany the pregnant woman to the antenatal appointment
which has been arranged on the advice of a registered medical practitioner, midwife or nurse

3. adoctor, midwife, or nurse has advised that the woman needs the appointment.

We expect you to give us as much notice as possible. Legally, you are only entitled to 6.5 hours off
work for each appointment (which includes travelling and waiting time), but if you need more time,
please discuss it with us. To attend any further appointments, you will need to request time off as

holiday (which will be managed as laid out in our Holiday Policy) or unpaid leave.
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Maternity Leave & Pay

Overview
This policy covers the Company’s procedures for maternity leave and pay, and it includes details of

your statutory rights.

This policy summarises the law, but if there is anything in here which differs from legal requirements,
the statutory provisions will always take precedence.

This policy does not form part of your employment contract, and we may update it at any time.
This policy applies to all employees. Self-employed contractors and other workers are not covered.

Most of the rights set out in this policy apply to each pregnancy, not each baby. So (for example) the

periods of leave are the same whether you have one baby or twins.

What happens during pregnancy?
To take Statutory Maternity Leave (‘SML’) and be paid Statutory Maternity Pay ('SMP'), we need you
to give us the following information in writing before the end of your Qualifying Week (the 15" week

before the Expected Week of Confinement):

e  Confirmation that you are pregnant;
e  The date of the week — starting on a Sunday — that your baby is due;
e  The date you want your maternity leave to begin; and

e The date when you will start claiming SMP.

Although you are not obliged to tell us that you are pregnant before the end of your Qualifying Week,
we would appreciate it if you could tell us earlier. This gives us more time to plan, and also gives us

the chance to think about any health and safety matters that may arise.

We need a form MAT B1 from you as soon as possible. Your midwife will normally give it to you
automatically at the first antenatal appointment after your 20-week scan, or you can get a copy from

your GP surgery. It must be signed by your doctor or midwife and confirm the date your baby is due.

Antenatal appointments

For antenatal appointments, please see separate policy

What happens during maternity leave?
You can decide when you want your maternity leave to begin, as long as it is not earlier than the 11th
week before your Expected Week of Confinement ("EWC'), i.e. the week in which you are expected to

deliver your baby.
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We will write to you within 28 days of you telling us that you are pregnant, to tell you when your

maternity leave will end (if you take your full entitlement).

You can change the start date for your maternity leave as long as we have the new date in writing at
least 28 days before the earlier of the original or revised date. We will write to you within 28 days of
you giving us the new date to tell you when your maternity leave will end (if you take your full

entitlement).

You are entitled to 52 weeks' maternity leave, made up of 26 weeks’ 'ordinary' maternity leave and
26 weeks’ 'additional' maternity leave. (Your rights differ during the additional maternity leave, as set
out in this policy). This is your right regardless of how long you have worked for us or how many hours

you work.

Your maternity leave may start earlier than the date you wanted if you are off work because of your
pregnancy at any time in the four weeks leading up to your EWC. Maternity leave will also start early

if your baby is born before your preferred start date.

If you and your spouse or partner are both eligible, you may want to use the Shared Parental Leave
('ShPL') scheme so that you have more flexibility around your childcare in the first year after birth (see
separate policy). However, no woman is allowed to come back to work for the two weeks immediately
after her baby is born. This is called ‘compulsory maternity leave’. [It increases to four weeks for

women working in factories.]

We may contact you from time to time while you are on maternity leave — for example to discuss
arrangements for when you return, possible internal job vacancies, or qualification expiry dates. If

you'd prefer us not to contact you, please tell us.

Terms of Employment
During maternity leave you still enjoy and are bound by a number of terms in the employment

relationship. These include the following (this list is not exhaustive):

1. Youdo not have a legal right to be paid your normal salary but may qualify for statutory maternity

pay
You have a right to 52 weeks’ maternity leave, regardless of length of service

w

You will be entitled to contractual benefits, including the accrual of contractual holiday
entitlement during your maternity leave

You are not permitted to work for a competitor during your absence

The terms relating to disciplinary and grievance procedures apply

You are bound by the terms relating to confidentiality of information

N o v s

You are bound by all other terms within your terms and conditions of employment, insofar as they

are reasonably practicable
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8. If you wish to resign from your employment whilst on maternity leave, you are required to give
contractual notice as per your contract of employment

9. You remain bound by an implied duty of trust and ethics

Keeping in Touch days (‘KIT days’)

You may also be offered up to 10 days’ work while you are on maternity leave at a rate of pay agreed
in advance. These are sometimes used for purposes such as keeping a qualification valid, key meetings,
corporate training days, appraisals or consultation meetings. You do not have to come to them if you
do not want to. Your decision about whether or not to work some or all of them will not affect your
right to maternity leave and SMP.

You will continue to receive benefits due to you under your employment contract while on maternity
leave. Except for terms relating to pay, all your normal terms and conditions will apply and you will
continue to accrue holiday entitlement. If you are due any holiday before your maternity leave begins,

you should try to take it where practical.

Maternity Pay: How much is my maternity pay?
You may be entitled to SMP if you have at least 26 weeks’ service with the Company by the end of the
Qualifying Week (so, broadly, if you have been with the Company for just over nine months by the

time the baby is due). Whether or not you qualify then depends on whether:

e your average weekly earnings are at or above the National Insurance Lower Earnings Limit;
e you are able to give at least 28 days’ notice that you intend taking maternity leave (or as much
notice as you can);

e you are still pregnant, or have already had your baby, 11 weeks before the EWC.

We calculate average weekly earnings during the eight weeks that end with the Qualifying Week.

You will receive SMP for up to 39 weeks. This will be paid at 90% of your average weekly earnings for

the first six weeks, and paid at the standard SMP rate for the remaining 33 weeks.

The standard rate is set by the government, and you can see the current rates at
www.gov.uk/maternity-pay-leave/pay. We will pay SMP at 90% of your average weekly earnings for

all of your maternity leave, if your average weekly earnings fall below the standard rate.

We will deduct tax and National Insurance contributions from your SMP in the same way as we do

from your regular salary.
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What happens when | return to work?

If you intend returning to work at the end of your full 52 weeks' maternity leave, there is no need to
let us know. However, if you want an earlier return date you must give your manager at least eight
weeks’ written notice. We may delay your return to work by up to eight weeks — or the end of your

maternity leave if that’s earlier — if you don’t give us at least eight weeks’ notice of your revised plans.

You are entitled to take up the same job, on the same terms and conditions you had before going on
maternity leave if you return to work immediately after your ordinary maternity leave ends (i.e. at the
end of the first six months’ maternity leave). Should you instead return after taking additional
maternity leave (i.e. in months 7-12), you may be offered a similar job (on no less favourable terms) if

it is not reasonably practical for you to resume your previous role.

When you return after maternity leave, you will meet your manager to discuss what has happened in

your absence. You will also have the opportunity to talk about other matters during working hours.

Please tell us in writing as soon as possible if you decide not to return at all after maternity leave. You

must give notice as required under your employment contract.

If your job is one that has been identified as posing a risk to your health and safety as a new mother,
or because you are breastfeeding, we will notify you and take measures to eliminate all risks. This also
applies to women during pregnancy. If you have any concerns about your health and safety, you
should speak to your manager.
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Paternity (Births)

The employee is entitled to a maximum of two consecutive weeks (you can elect to take one) Paternity

Leave if they:

e Have or expect to have responsibility for the child’s upbringing; and

e Are the biological father of the child or the mother’s husband or partner; and

e Have worked continuously for the Company for at least 26 weeks ending with the 15th week
before the baby is due; and

e Can provide a self-certificate as evidence that the above criteria have been met.

Paternity Leave should commence from the date of the baby’s birth whether earlier or later than
expected; or from a chosen date later than the first day of the week in which the baby is expected to
be born.

Paternity Leave can start on any day of the week on or following the birth but must be completed:

e within 56 days of the actual date of the baby’s birth; or
e if the baby is born early, within the period from the actual date of the birth up to 56 days after
the first day of the expected week of birth.

Only one Paternity Leave period is available to the employee irrespective of whether more than one

child is born as a result of the same pregnancy.

Procedure for Paternity Leave

The employee must inform the Company of the employee’s intention to take Paternity Leave by the
end of the 15th week before the baby is expected, unless this is not reasonably practical. The
employee will be required to supply the following information:

e  The week the baby is due; and

e Whether they wish to take one or two weeks leave; and

e When they want their leave to start.

The employee can change their mind about the date on which they want their leave to start providing

they inform the Company in writing at least 28 days in advance.

The employee must inform the Company in writing of the date they expect Paternity Leave Payments

to start at least 28 days in advance.

The Company will, on receiving the above details, write to the employee to confirm the details that

have been provided.
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The employee does not have to give notice of their return to work unless they wish to return early, in

which case they must give notice to the Company.

Statutory Paternity Pay

Your Statutory Paternity Pay will be paid for up to 2 weeks and is the lower of a fixed weekly rate set

by the government or 90% of your average weekly earnings. Tax and National Insurance contributions

are deducted in the usual way.

You must receive average weekly earnings above the lower earnings limit for National Insurance.

Rights during Paternity Leave period

All employees have the following rights whilst absent on Paternity Leave:

The employee’s contract of employment subsists throughout their absence for Paternity Leave
and they will continue to benefit from their terms and conditions of employment, except for the
right to remuneration.

Before the commencement of Paternity Leave the employee will be informed of the
arrangements for covering their work and for remaining in contact with the Company whilst
they are on leave. As far as possible such arrangements will be finalised in consultation with the
employee, who will be reasonably involved in decisions relating to the temporary reporting
arrangements to cover their Paternity Leave.

All employees on Paternity Leave will remain on circulation lists for internal memoranda and
other documents and will be included in invitations to work-related social events as if they were
still at work. Where appropriate, if the employee has executive/ managerial/supervisory
responsibilities we will try to ensure that the employee is given the opportunity for consultation
about key decisions taken in their absence.

The employee will be entitled to return to the same job on the same terms and conditions
following Paternity Leave.
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Adoption Leave

Adoptive parents have rights akin to those enjoyed by pregnant employees and new mothers during
and after ordinary and additional leave periods. To qualify for Statutory Adoption Leave “SAL” you

must have been newly matched with a child for adoption

Entitlement

You are entitled to 26 weeks’ ordinary adoption leave, followed immediately by up to 26 weeks’
additional adoption leave. In total this allows employees to have a total of 52 weeks’ leave, regardless
of length of service.

Notification Requirements
You must inform the Company of your intention to take such leave within seven days of having been
notified by your adoption agency that you have been matched with a child for adoption. You will also

be required to produce a signed and dated Matching Certificate provided by the adoption agency.

You must also advise the Company of the date on which the child is expected to be placed with you

for adoption and when you want to start your SAL.

You can choose to start your leave from the date of the child’s placement or from a fixed date which
can be 14 days before the expected day of placement. If you wish to change your intended date of
commencing your adoption leave then you must give the Company at least 28 days’ notice of the new
date.

The Company will write to you within 28 days confirming your leave, the date adoption leave ends
and your expected return to work date.

The Company will assume that you wish to take all of your entitlement (e.g. a total of 52 weeks). If
you wish to take less leave than this, you must give notice to the Company in writing at least eight
weeks before the date you intend to return to work or eight weeks before your original return date,

whichever is the sooner.

Terms of Employment

During adoption leave you still enjoy and are bound by a number of terms in the employment

relationship. These include the following (not an exhaustive list):

1. You do not have a legal right to be paid your normal salary but may qualify for statutory
adoption pay
You have a right to a total of 52 weeks’ adoption, leave regardless of length of service

3. You will be entitled to contractual benefits, including the accrual of contractual holiday
entitlement during your adoption leave

4. You are not permitted to work for a competitor during your absence

Cole Fabrics Plc 66





The terms relating to disciplinary and grievance procedures apply
You are bound by the terms relating to confidentiality of information
You are bound by all other terms within your terms and conditions of employment, insofar as
they are reasonably practicable

8. If you wish to resign from your employment whilst on adoption leave you are required to give
contractual notice as per your contract of employment

9. You remain bound by an implied duty of trust and ethics

Statutory Adoption Pay

If you qualify for SAL and receive average weekly earnings equal to or greater than the lower earnings
limit for National Insurance contributions then you will normally qualify for up to 39 weeks’ Statutory
Adoption Pay “SAP”. The adoption pay period begins on the day immediately following the day on

which you begin your ordinary adoption leave.

There are two rates of SAP, the higher rate and the standard rate. The first six weeks of the adoption
pay period is paid at the higher rate of 90% of your average weekly earnings. The following 33 weeks

of your adoption pay period is paid at the current statutory rate.

Time off for Appointments

The main adopter will be able to take paid time off for up to five adoption appointments. The
secondary adopter will be entitled to take unpaid time off for up to two appointments.
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Paternity (Adoption within GB)

The employee is entitled to a maximum of two consecutive weeks (they can elect to take one)

Paternity Leave if they:

e Have or expect to have the main responsibility for the child’s upbringing (apart from the
responsibility of the adopter); and

e  Are either married to or are the partner or civil partner of the adopter; and

e  Have worked continuously for the Company for at least 26 weeks ending with the week that the
employee receives notification of having been matched with the child; and

e On the Company’s request, can provide a declaration signed by the employee that the above
criteria have been met and confirming that the purpose of the period of Paternity Leave is to
care for the child or to support the child’s adopter.

Paternity Leave should commence
e From the date on which the child is placed with the adopter; or
e From a chosen date later than the date on which the child is expected to be placed with the

adopter.
Paternity Leave must be completed within 56 days of the date that the child is placed with the adopter.

Procedure for Paternity Leave

The employee must inform the Company of the employee’s intention to take Paternity Leave no more
than seven days after the adopter has been notified of having been matched with the child, unless
this is not reasonably practical. The employee will be required to supply the following information:

e  The date on which the adopter was notified of having been matched with the child; and

¢ The date on which the child is expected to be placed with the adopter; and

e Whether they wish to take one or two weeks’ leave; and

e  When they want their leave to start.

The employee can change their mind about the date on which they want their leave to start providing
they inform the Company in writing at least 28 days in advance. The employee must inform the
Company in writing of the date they expect Paternity Leave Payments to start at least 28 days in

advance.

The Company will, on receiving the above details, write to the employee to confirm the details that
have been provided. The employee must confirm the actual date of placement to the employer as
soon as reasonably practical after the child has been placed with the adopter. The employee does not
have to give notice of their return to work unless they wish to return early, in which case they must

give notice to the Company.
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Statutory Paternity Pay

Where the employee is eligible for Paternity Leave they may also be eligible for Statutory Paternity

Pay if they receive average weekly earnings above the lower earnings limit for National Insurance.

Statutory Paternity Pay (SPP) will be paid for up to 2 weeks at the current rate applicable at the time.

Rights during Paternity Leave period

All employees have the following rights whilst absent on Paternity Leave:

The employee’s contract of employment subsists throughout their absence for Paternity Leave
and they will continue to benefit from their terms and conditions of employment, except for the
right to remuneration.

Before the commencement of Paternity Leave the employee will be informed of the
arrangements for covering their work and for remaining in contact with the Company whilst
they are on leave. As far as possible such arrangements will be finalised in consultation with the
employee, who will be reasonably involved in decisions relating to the temporary reporting
arrangements to cover their Paternity Leave.

All employees on Paternity Leave will remain on circulation lists for internal memoranda and
other documents and will be included in invitations to work-related social events as if they were
still at work. Where appropriate, if the employee has executive/ managerial/supervisory
responsibilities we will try to ensure that the employee is given the opportunity for consultation
about key decisions taken in their absence.

The employee will be entitled to return to the same job on the same terms and conditions
following Paternity Leave.
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Shared Parental Leave and Pay

How do | qualify for Shared Parental Leave?

If you want more flexibility in the first year after your baby is born, you and your partner may want to
consider Shared Parental Leave instead of just taking maternity and paternity leave. Provided that you
are both eligible, ShPL allows you to split the available leave between you, so that you can be off work

at the same time or consecutively.

There is a total of 52 weeks of ShPL available, less any weeks the mother has either been on maternity
leave (including the compulsory period) or receiving SMP or Maternity Allowance ('MA') if she is not
entitled to maternity leave. ShPL is additional to paternity leave.

You or your partner may be eligible for ShPL if:

e you are the mother and share the main childcare responsibility with the child’s father or your
partner; or

e you are the father and share the main childcare responsibility with the child’s mother; or

e you are the mother’s partner and share the main childcare responsibility with the mother in place
of the father; and

e you have worked for us for at least 26 continuous weeks by the end of the Qualifying Week and
you will still be employed by us before you take ShPL; and

e the other parent has worked at least 26 of the 66 weeks before the EWC — this can be as an
employee or self-employed — and had weekly earnings averaging at least £30 during 13 of the
weeks; and

e you and the other parent fulfil the notice and other requirements detailed below.

The child’s mother cannot start ShPL until the end of the compulsory maternity leave period. This is

usually two weeks after birth.

The child’s father, or the mother’s partner, may consider using their two weeks’ paternity leave before

starting ShPL as once ShPL starts, any paternity leave not already taken is lost.

What paperwork is needed to claim Shared Parental Leave?
You must tell us in writing at least eight weeks before you intend your ShPL to begin that you want to

opt in to the ShPL scheme. We will also need to know:

e your name and the other parent’s name;

e the start and end dates of the mother’s maternity leave (or the SMP or MA start and end dates if
she is not eligible for maternity leave);

o how many weeks of ShPL is available — that is, 52 weeks less maternity leave, SMP or MA already

taken by the mother or due to be taken;
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o how many weeks ShPL you will take and how many the other parent will take — you can change
this by telling us in writing and you do not have to take your full allowance;

e the total Statutory Shared Parental Pay (‘'ShPP') available — that is, 39 weeks less the number of
weeks of SMP or MA already taken or due to be taken;

e how many weeks of the ShPP available is to be allocated to you and how many to the other parent
— you can change this by writing to us, and you do not need to use all your allocation;

e the pattern of leave you want to take, with start and end dates for each block of leave — although
this is not binding, it will help us if you give us as much information as possible; and

e that you and the other parent are both eligible to claim ShPL and ShPP — we will need signed
declarations from both of you.

If you are the child’s mother, you must give us at least eight weeks’ notice in writing ending your
maternity leave. We need this curtailment notice at the same time as you supply the ShPL opt-in notice
and you cannot take ShPL unless we have it. In the notice, you must tell us the date your maternity
leave will end, which must be at least two weeks after the baby is born.

If your partner is the one taking ShPL, we need a written declaration that their employer has received
an opt-in notice and all the necessary declarations have been made. They may be able to take ShPL
from their employer before your maternity leave ends, but only if we have received your curtailment

notice.

Curtailment notices are binding and can only be revoked if your maternity leave has yet to finish and

you meet one of these conditions:

e you find out that neither you nor the other parent is eligible for ShPL or ShPP — in this case you
can revoke the curtailment notice by writing to us any time up to eight weeks after it was given;
or

e the curtailment notice was issued before the birth and you are revoking it in writing during the six
weeks after the birth; or

e the child’s other parent has died.

You cannot opt back into the ShPL scheme after you revoke a curtailment notice except if the notice

was given to us before the birth and it is revoked in writing during the six weeks following the birth.

If the mother is still on maternity leave or claiming SMP or MA, you as the partner will be unable to
start ShPL until she:

e has returned to work; or
e has given a curtailment notice to her employer to finish her maternity leave; or
e has given a curtailment notice to her employer to finish her SMP; or

e has given the benefits office a curtailment notice ending her MA.
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We may also ask you to provide the following:

o A copy of your child’s birth certificate or a signed declaration of the date and place of birth if you
have yet to get the certificate; and

e Contact details for the other parent’s employer, or a declaration that they do not have an
employer.

How do | organise Shared Parental Leave?

Once you have opted into the ShPL scheme, you need to give us a ‘period of leave’ notice to book your
time off. You can give us this at the same time as your opt-in notice or at any other time, as long as it
is at least eight weeks before the first period of ShPL begins.

On the ‘period of leave’ notice you can either give us specific dates or the number of days after the
birth that you want ShPL to start and finish. You may prefer the second option if the father plans taking
paternity leave as soon as the baby is born and wants ShPL to run on from it. You must take ShPL in

blocks of at least one week at a time.

You are automatically entitled to take a single continuous block of ShPL (but we will consider any

request for separate blocks of ShPL as detailed in the following paragraphs).

You may lodge up to three ‘period of leave’ notices, which may allow you to take up to three separate
ShPL blocks with periods at work in between. If you later reschedule or cancel one of the blocks, it

nevertheless counts towards your three notices.

To make it easier for us to consider allowing you to take ShPL in more than one block, you should
discuss your requirements with your manager as early as possible before you submit your formal

‘period of leave’ notice.

If you want separate blocks of ShPL, you must give us details of the pattern you want to follow in your
‘period of leave’ notice. Once we have received this, we will either agree immediately or we will start
a discussion period with you which will last for two weeks. If we reach agreement, we will confirm this
in writing before the end of the two-week period. If we fail to agree, you can take all the ShPL you
asked for in one continuous block, beginning on the start date you gave us in your notice. For example,
if you asked for three separate three-week periods, you could combine them into one continuous 9-

week leave period.
The other way we can approach this is if you agree to the following:
e Choosing a new start date and telling us what it is within five days of the two-week discussion

period ending. The new date has to be at least eight weeks after the start date of the first of the

blocks you asked for; or
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e Withdrawing the notice and informing us within two days of the two-week discussion period
ending. This will not be counted as a ‘period of leave’ notice and you are free to submit a fresh

one.

If you need to cancel a period of ShPL, you must tell us in writing at least eight weeks ahead of the

relevant block start date.

If you want to change a start date, you must put your request in writing at least eight weeks before
whichever is the earlier of the original and new start dates. Similarly, you can change the end date if

you inform us at least eight weeks before whichever is the earlier of the original or new end dates.

If you want to combine blocks of ShPL into one continuous period, you will need to give us the new
start or end date, whichever is relevant.

If you want to split a continuous period of ShPL into two or more periods separated by periods at
work, you will need to tell us the new start or end date. We may not be able to agree, but are prepared
to approach your request as if you had asked for separate blocks of ShPL in the first place.

If you submit a notice to change or cancel a block of leave, we will count this as one of your three

‘period of leave’ notices. There are three exceptions to this rule, which are:

e if the change is because your baby was born earlier or later than the EWC;
e if you cancel a request for separate blocks of leave within two days of the two-week discussion
period ending; or

e we ask you to make the change.

What happens during Shared Parental Leave?
If your baby is born before the beginning of the EWC, we may allow you to start ShPL during the eight
weeks following birth despite you being unable to give us eight weeks’ notice. To enable us to do so,

we need to apply the following rules:

e If your ‘period of leave’ notice gave us a set date within the eight weeks following the EWC for
your ShPL to start, you can move the date forward by the same number of days as long as you
write to tell us as soon as possible;

e If you want to take ShPL in the eight weeks following birth and your baby arrives early, you will

need to give us your opt-in notice and ‘period of leave’ notice as soon as possible.

If you had a start date of a set number of days — rather than a set date — after the birth in your

‘period of leave’ notice, you do not need to do anything.

Cole Fabrics Plc 73





You will continue to receive benefits due to you under your employment contract. Except for terms
relating to pay, all your normal terms and conditions will apply and you will continue to accrue holiday

entitlement.

If you are due any holiday, you should discuss with your manager when to take this before starting
ShPL, and if you are the mother you should try to take any holiday due to you before your maternity
leave begins.

We may need to contact you from time to time while you are on ShPL leave — for example to discuss

arrangements for when you return.

You may also be asked to work during ShPL for up to 20 days. These are known as SPLIT (Shared
Parental Leave In Touch) days. This includes training and — if you are a woman — is in addition to the
10 Keeping In Touch days you have the option to work during your maternity leave. You are not obliged
to work any of these days, but if you do, you will be paid at a rate agreed with your manager. This also

applies if you ask to work any of the 20 days.

What happens when | return to work?
You must give us eight weeks’ notice in writing if you want to end a ShPL period early and provide the
new return-to-work date. You will be unable to end your ShPL early without our agreement if you have

already used your three ‘period of leave’ notices.

If you have unused ShPL entitlement and want to extend your leave, you must tell us in writing by
submitting a ‘period of leave’ notice at least eight weeks before the date you had intended returning
to work. You will be unable to extend your ShPL without our agreement if you have already used your
three ‘period of leave’ notices. Instead you may be able to take annual leave or ordinary parental

leave.

You are entitled to take up the same job with the same employment terms you had before going on
ShPL. However, in certain circumstances it may not be reasonably practical for you to resume your
previous role and we may place you in another appropriate post with no less favourable terms and

conditions. This will only apply if:

e your ShPL plus any maternity or paternity leave taken amounts to more than 26 weeks,
irrespective of whether or not it was taken consecutively; or
e your ShPL was taken consecutively, before or after more than four weeks of ordinary parental

leave.

Can | claim statutory Shared Parental Pay?
If you have at least 26 weeks’ continuous employment with us at the end of the Qualifying Week, you

may be able to claim Statutory Shared Parental Pay for up to 39 weeks.
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We will pay this at the rate set annually by the government, less any SMP or MA already claimed by
either you or your partner. Your average earnings must be not less than the lower earnings limit set

each tax year for you to qualify.

When you give us your ‘period of leave’ notice (or notices), you must notify us that you intend to claim
ShPP while you are on ShPL. You can also write to us at least eight weeks before the date you want us
to start paying your ShPP if you have not already told us in a ‘period of leave’ notice.
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Parental Leave

What is Parental Leave?
Parental Leave can be taken at any time until a child’s 18th birthday and comprises 18 weeks’ unpaid

leave per child.

If you have responsibility for a child, you are entitled to take parental leave. Those eligible include the
registered father and anyone else with formal parental responsibility for the child.

You must have worked for us for at least a year before you can take parental leave, already have — or
expect to have — responsibility for a child, and intend using the leave only to care for the child or
otherwise spend time with him or her.

You can take up to four weeks of ordinary parental leave per child, per year, in blocks of a single week

or more. You cannot take less than a week at a time, unless the child is disabled.

You need to give your manager 21 days’ notice that you intend to take parental leave. We will always
try to accommodate your request but may have to rearrange your dates if your absence would disrupt
our business by, for example, leaving us short-staffed. If your leave has to be postponed, we will tell

you why in writing within seven days of your request and provide you with new start and end dates.

We are unable to postpone Parental Leave if you have asked us for it to start immediately after a
child’s birth or adoption. We are also unable to postpone parental leave beyond six months or beyond
the child’s 18th birthday.

Your employment contract and all its terms and conditions remain in force throughout Parental Leave,
other than the fact that it is unpaid. Your holiday entitlement continues to accrue in the normal way.
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Flexible Working Policy

Introduction

This policy explains how to make a flexible working request to the Company. It explains what flexible
working means and how it can be used to help employees achieve a balance between work and home
life, and also help managers to organise work around business and customer needs.

This policy does not form part of your employment contract and we may update it any time.
This policy applies to employees with at least 26 weeks’ service only.

We encourage you to have an informal discussion with your line manager about flexible working

before submitting a formal request.

What is flexible working?
Flexible working might involve reducing or varying your hours, the days that you work, or changing
the location of where you work. There are lots of options, including:

e part-time working;
e term-time working;
e annualised hours;
e compressed hours;
o flexitime;

e homeworking; and

e job-sharing.

Business needs
We recognise the benefits of flexible working and will genuinely and seriously consider all flexible
working requests in a reasonable manner. However, we will need to balance the request against its

effect on the business, the needs of the Company, and the impact on other staff.

Eligibility
Any employee with at least 26 weeks’ service with the Company can make a request for flexible

working by law.

An employee may make one flexible working request in a 12-month period (unless it relates to a

request to consider reasonable adjustments on account of disability under the Equality Act 2010)

How to submit a flexible working request
To submit a request, you must either complete the Company’s flexible working request form or send

a letter/email to your line manager/director.
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The request must:

. state that it is a flexible working request and be dated;
. include the changes that you want and their proposed start date;
. explain the effect you think the changes would have on the Company and how that could be

dealt with; and

° include the dates of any previous flexible working requests.

Meeting
We may invite you to a meeting, usually within 28 days, to discuss the flexible working request. It is
your responsibility to make every effort to attend the meeting but, if you cannot, we will normally

reschedule it, provided we are satisfied with your explanation for why you cannot attend.

We reserve the right to make our decision without you being present, and we will in any case only
reschedule the meeting once, unless there are very good reasons to justify a second rescheduling. If
you fail to attend a rearranged meeting without good reason, we will assume you have withdrawn

your application.

We may also grant your request without a meeting.

Your right to be accompanied
You may be accompanied by a colleague or trade union representative at any meeting called under
this policy.

If you want to exercise this right, you should tell us as soon as possible who you want to accompany
you. It is your responsibility to arrange for them to attend. If you choose a work colleague, we will not
prevent them from attending, but we may rearrange the meeting if their absence from work would

cause operational problems.

Your colleague or union representative can, if you’d like them to, explain the key points of your case
at the meeting and can respond on your behalf. You can also confer with them during the meetings.
However, they must not answer questions put directly to you, or try to prevent us asking questions or

outlining our points.

Responding to a request

We will deal with flexible working requests reasonably.

We will consider the proposed flexible working arrangements, weighing up the benefits to you (and
to the business) against any adverse impact that granting your request would have on the business or
other staff.
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Each request will be considered on its own merits. Agreeing to one request does not mean we will
reach the same conclusion again, nor does it create a right for any other employee. There may be
situations where having granted flexible working to one employee means that others’ requests for

similar flexible working cannot be granted.

We will respond to your request in writing as soon as reasonably possible. We usually aim to respond
within two weeks of the meeting.

We may grant your request in full, in part, or refuse it. We may also propose changes to your request
for you to consider. Your request may be granted on a permanent or temporary basis, and you may
be asked to complete a trial period before we confirm whether we agree to the changes.

If we reject your request, it will normally be for one of the following business reasons:

e The burden of additional costs;

e Aninability to reorganise work amongst existing staff or recruit additional staff;

e Adetrimental impact on quality, performance or on our ability to meet customer demand;

e Insufficient work for the periods you proposed to work; or

e Where we intend to reorganise or change the business, and consider the flexible working changes

may not fit with our plans.

We will write to you with our decision and the reason for rejection, or details of the new working
arrangements. Any permanent changes agreed will involve a permanent change to your contract of
employment (i.e. you have no right to revert back to your original contract). You should sign and return
a copy of this letter to your manager/director.

We might ask that any change to your contract be for an initial trial period of [three months]. At the
end of the trial period, if we do not think it is working, we may need to return to the contractual

position before the variation happened.

Appealing our decision
You may appeal within a week of our decision. Your appeal should be dated and sent in writing to the
person identified as the appeal officer in the decision letter. You must explain exactly why you are

appealing.

We will invite you to an appeal meeting. Wherever possible, the appeal meeting will not be led by the
manager who held the meeting at which we decided what action to take. You may be accompanied
by a trade union representative or work colleague, in line with the process outlined in the paragraph

above.
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Appeals will normally be determined before the end of the ‘decision period’ (three months from when
you sent your initial request) wherever possible. An extension to the ‘decision period’ may need to
be agreed with you, if necessary.

Our final decision will be sent to you in writing. We try to do this within two weeks of the appeal
hearing. You do not have any further right to appeal.
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Occupational Health and Safety
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Health and Safety Statement

General Statement of Policy
The Health and Safety at Work Act 1974 imposes a responsibility on the Company to ensure the health,
safety and welfare of all its employees at work. In addition, all employees have a legal obligation to

ensure that they do not endanger the health and safety of themselves or their colleagues.

Safety is the joint responsibility of both management and employees. The Company for its part, is

committed to:

i)  Providing safe places to work by ensuring that potential risks to the health and safety of all
employees whilst they are at work are identified.

ii)  Providing appropriate medical facilities and ensuring the Company's responsibilities to persons
other than its employees whilst on Company premises are effectively discharged.

iii) Recognising that training in all aspects of health and safety is vital to its fundamental
commitment.

iv) Ensuringthatits policy is implemented and to provide advice and assistance to enable compliance

to be achieved, through the use of the Company Health and Safety Manual.

All employees, for their part, have the following duties:

i)  To take reasonable care of their own health and safety and also that of other employees who
may be affected by their acts or omissions at work.

ii) To co-operate with their employer by observing safety rules and regulations.

iii) To notify management of any hazard or potential hazard of which they may become aware.

iv) Not to interfere with or misuse anything that has been provided for the benefit of your health,
safety or welfare (e.g. protective clothing or equipment).

First Aid Facilities

In accordance with current legislation, the Company is obliged to provide first aid facilities. The extent
of such facilities varies according with current legislation. Details of arrangements, such as location of
first aid boxes, are available from your manager and employees should be made aware of such
arrangements on joining the Company. The names of those qualified in first aid will be notified to

employees from time to time.

Procedure for Reporting Accidents
All accidents, however trivial, must immediately be reported and recorded in the Company's accident
book. Failure to properly report and record accidents will be treated as a disciplinary offence. The

accident book is located in the administration office.
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Fire Procedures

Employees should ensure that they are familiar with the position of the nearest fire-fighting
equipment, alarms and emergency exits. All staff should ensure that they understand how to operate
such equipment. Employees should report any faulty electric cable or flex immediately. Emergency
exits, stairs, corridors and doorways should not be obstructed. Fire doors should always be kept

closed.

Employees should be fully conversant with the fire drill and be aware of the nearest fire exit and
assembly points. Employees should leave the building quickly and in an orderly fashion following the

correct route.
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Smoking / E-cigarettes and Vapour Policy

Purpose
Itisillegal to smoke in enclosed public places and within the workplace. The purpose of the ‘smoking
ban’ is to protect all employees, service users, customers and visitors from the effects of second hand

smoke and vapour to aid compliance with the Health Act 2006 legislation.

Policy

It is the policy of the Company, that all our workplaces are smoke and vapour free, and that all
employees have a right to work in a smoke and vapour free environment. Smoking cigarettes, vapour
products and e-cigarettes is now prohibited in all enclosed and substantially enclosed premises within
the workplace. This includes client premises and company vehicles.

Implementation

Overall responsibility will rest with the business owner(s). However all staff are obliged to adhere to
and support the implementation of this policy. Appropriate ‘no smoking’ signs are clearly displayed at
the entrances to and within the premises and in all smoke free vehicles. The smoking signs refer to

tobacco, e-cigarettes and vapour products.

Company Vehicles

The Health Act 2006, prohibiting smoking in enclosed public areas, includes all company cars and
company vehicles. The only exceptions is where you exclusively use your vehicle and do not, on any
occasion, carry passengers or colleagues or no other person is permitted to drive your vehicle at any
time. This policy also extends to vapour products too.

Outside Designated Areas
Smoking will be permitted outside in designated areas. These areas will be well away from entrances
that are used by colleagues, clients and visitors. Smoking is restricted to official breaks and before and

after work.

Non Compliance
If an employee fails to comply with this policy, the Company will invoke the disciplinary procedure up
to and including summary dismissal. Those who do not comply with the smoke free law, whether an

employee, visitor, or customer may be liable to a fixed penalty fine or criminal prosecution.
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Alcohol & Drugs Policy

Overview
This is our policy about the use and misuse of drugs and alcohol while working for or representing us.

The Company takes a zero tolerance approach to drug and alcohol abuse.

All employees are covered by our policy. This policy does not form part of your employment contract,
and we may update it at any time. This policy also applies to self-employed contractors, workers and

agency workers.

We have a legal duty to protect the health and safety of our workforce and any external individuals
who come into contact with us. It is very important that those working for us can carry out their duties
safely and free from the influence of drugs or alcohol.

The use and misuse of drugs or alcohol can also have a detrimental effect on the Company. It can lead
to absence from work, and poor employee behaviour or performance. It can also reflect badly on our

organisation.

Using drugs or alcohol
We expect you to be able to fully and safely carry out your duties under your contract when you are

working for or representing us.

It is critically important that you do not drive or operate machinery if your performance or judgment
might be impaired through the use or misuse of drugs or alcohol. This includes any drugs prescribed

for you.

If you think you may have a drug or alcohol dependence or addiction, we encourage you to seek
medical help. If you raise this with us, we will do our best to put you in touch people and organisations
specialising in drug and alcohol issues, and we will support you as much, and as confidentially, as we
can in your recovery process. If you seek treatment, we may decide to suspend or stop any disciplinary
or other process that has been started, until the outcome of that treatment is known or you fail to

maintain treatment.

If your performance is impaired, or your behaviour or attendance is negatively affected because of
drugs or alcohol, or our reputation is damaged as a result, then we may take action under our

Disciplinary Policy. This could lead to you being dismissed.

If you know or suspect that a colleague is or has been misusing drugs or alcohol, you should raise this

in confidence with your manager.

It’s important that we find out about any issues so that we can help as best we can. We will also want

to make sure we’re meeting our health and safety responsibilities, and protecting our business.
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Drugs
When we talk about ‘drugs’ under this policy, we mean illegal drugs, psychoactive substances (‘legal
highs’), and prescription or non-prescription drugs which may affect your ability to carry out your

duties fully and safely.

You must not be in possession of illegal drugs or psychoactive substances (except for legitimate
substances including food, tobacco, nicotine, caffeine and medical products) at any time while working

for or representing us.

If you need medication for a genuine medical condition while working, you should only bring in enough
for your own use. It should be kept safely, in accordance with instructions and out of the view of other
people. If your medication needs to be stored in a fridge, you must use a clearly labelled, sealed

container.

Medication can have side-effects that affect performance. If this applies to you, please raise it with
your manager so that we can take medical advice if necessary and consider any reasonable

adjustments that we might need to make.

It is your responsibility to seek advice from a doctor or pharmacist about the possible effects of your

medication on your fitness to do your job.

We want to protect your health and safety, as well as that of your colleagues and our customers, so if
you have any drug-related impairment you must tell us straightaway.

Alcohol
You should not bring alcohol into work. If there is some reason why you might need to, you should get

your manager’s permission beforehand.

You must not be, nor must your appearance suggest you are, under the influence of alcohol while you
are working for or otherwise representing us. This applies equally to a situation where you may have

drunk alcohol before coming to work, or the day before, if you are still affected by it.

Work-related events like client dinners or staff parties that involve alcohol are an exception. We may
allow moderate drinking on those occasions, but we will still expect you to behave professionally, with
integrity and in line with our reasonable standards. You are representing the Company, and we will
take disciplinary action against you if you breach our rules or policies, for example in relation to Health
and Safety, Bullying and Harassment or Equal Opportunities, or if your conduct otherwise falls below

our expected standards.

If a customer, supplier or other third party gives, or offers to give, you alcohol as a gift, you should
refer to our Bribery Policy (a gift is not itself bribery, but you should check the Policy to satisfy yourself
that accepting the gift does not breach the Policy).

Cole Fabrics Plc 86





Searches

We may search our premises for drugs or alcohol at any time, including in lockers and desks. If we
have grounds to believe that there are illegal drugs, prohibited psychoactive substances, or there is
alcohol in your personal possessions (for example your pockets or your bags), we expect you to
cooperate with reasonable requests to search them, too. We may arrange for a witness to be present
during the search, if you ask us to.

We will confiscate, and may use as evidence in future disciplinary proceedings (or we may destroy),
any alcohol or drugs found in contravention of this policy.

If you refuse to cooperate with a search, that could lead to disciplinary action, and potentially
dismissal, under our Disciplinary Policy.
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Termination of Employment
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Termination of Employment

Wherever possible, notice to terminate employment should be given in writing to your manager.
Please refer to your Contract of Employment for termination notice periods.

The Company is under no obligation to provide you with work and may require you not to attend work
or to perform other duties during all or part of the notice period while continuing to receive full pay
and benefits.

The Company reserves the right to pay, in lieu of notice, an amount equivalent to basic salary for the
notice period if you are not required to work part or all of your notice.

The provisions in this statement as to length of service are without prejudice to the Company’s right
to summarily dismiss any member of staff for gross misconduct. In instances of summary dismissal

there will be no entitlement to pay in lieu of notice.

Garden Leave
If either you or the Company serves notice on the other to terminate your employment, the Company
may require you to take ‘garden leave’ for all or part of the remaining period of your employment. If

you are asked to take garden leave, this means you:

e May not attend your place of work or any other premises of the Company or any associated
company.

e May be asked to resign immediately from any offices you hold in the Company or any associated
company.

e May not be required to carry out duties during the remaining period of your employment.

e Must return to the Company all documents and other materials (including copies) belonging to
the Company or associated companies containing confidential information, howsoever stored.

e  May be required to take any outstanding holiday entitlement.

e May not, without the prior written permission of the Company, contact or attempt to contact

any client, customer, supplier of the Company or any associated company.
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Confidential Information

As an employee of the Company, you have a duty of care to protect confidential information relating

to the Company, its customers, suppliers, agents and distributors, however stored.

It is important for the security of the business that you do not, either during or after the termination
of your employment, use or disclose to any person, company or organisation any information relating

to the Company that shall come in to your possession in the course of your employment.

This includes information relating to (this list is not exhaustive):

e  The company’s business operations, processes, dealings, and transactions

e |ts customers or third parties

e  The source of supplies for the Products

e Company finances and accounts

e The Company’s budget and strategic plans

e Service, product and technical information, including development, research and testing

e Sales and marketing information and uses of the Products (including source code for
computer programs)

e Company affairs (including details of customers, prospective customers, employees and

prospective candidates for employment or temporary work)

You must never, either during or after the termination of your employment, use any company

information for your own purposes or personal gain.

You must always obtain the permission of the Company or the party concerned before disclosing or
using any information unless:

e itisin the course of your duties under the contract

e you are ordered to do so by a court of competent jurisdiction

e jtisin accordance with the Public Interest Disclosure Act 1998

All information is the property of the Company and if you leave your employment for whatever reason,

any such information in your possession must be returned to the Company.

Media and Public Communications

Unless you have been expressly authorised by the Company, you are not permitted to make any public
statement or any statement to a person employed or associated with the media concerning the
Company, customers, suppliers or any aspects of the activities of the Company without first obtaining
the written consent of a Director. A serious breach of confidentiality will be deemed as gross
misconduct invoking disciplinary action up to and including summary dismissal from the Company’s

employment.
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IT Policy

Licensing

As a user of software on the Company’s computer networks, you are governed and bound by all
software license agreements (or any other form of contract) and copyright laws. You may not copy,
distribute or loan (either internally of externally) software, which includes computer programmes and
all related materials (such as manuals), contrary to copyright laws unless specifically instructed to do
so by the Company.

The software licence agreements may restrict the making of copies of the software, the use of the
software on more than a specified number of machines at one time, or the use of the software beyond
a specified company, site or machine. You must comply with all the provisions of applicable licence
agreements and that the copyrights of others are respected.

All software stored on the Company’s computer networks must be purchased or authorised by the
Company. The Company must be the registered owner or licensee of all Company approved software.
The software is not available for your personal use unless the Company gives you prior express written

authorisation.

Passwords

Passwords or any means of identification used to access any software, including the Internet, are
intended to keep unauthorised individuals from accessing information on the Company’s computer
networks. Failure to keep this information confidential can allow unauthorised individuals to read,
modify, delete or manipulate files. You are prohibited from disclosing your password or any other

access information to other colleagues or external parties.

If you are absent from work and need access to the Company’s information systems you should

contact your manager, who can provide you with remote access, if necessary.

Colleagues must not keep passwords or other access information written down with or near to the
hardware or software it is used to access, or in a place or format where it is obvious that it relates to

access of the Company’s computer networks.

Management must be informed immediately of any communication system problem or other
circumstance that may indicate a breach of security or other risk to the integrity of the Company’s

computer networks and/or systems.

If a breach of security is suspected then a request must be made immediately for your security

credentials to be re-set.
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Downloading and Installing Software
To prevent computer viruses from being transmitted through the system, you will not download or
install any software meant for entertainment purposes. This includes but is not limited to

unauthorised hardware and software, including screensavers.

Should the need arise to download or install any software, including but not limited to software and
files from the Internet, authorisation must be obtained from a director and the appropriate security
checks must be carried out.

The use of removable media such as USB or CD-ROMs Disks is not allowed, with the exception of the
IT Team and the removal/copying of data from our system without permission is strictly not
allowed. For any questions or concerns, please speak to the IT manager.

Message Content

The Company’s information systems and hardware must not be used to create, download or forward
any offensive or disruptive messages including but not limited to jokes or any message which contains
pornographic or sexually explicit materials or language, sexual implications, racial slurs, gender
specific comments, or any other comment that offensively addresses someone’s age, sexual
orientation, religious or political beliefs, national origin or disability or any other material the Company
considers to be inappropriate or that is advised against within this handbook. Harassment of any kind

is prohibited, and you should not breach the Company’s Equal Opportunities Policy.

All colleagues are strictly prohibited from transmitting either internally or externally any libellous,
slanderous, defamatory, threatening or abusive messages, or any messages that may be construed as
such, or sending or otherwise participating in chain letters (either internally or externally to third
parties) or associating the Company’s name with any such message.

Solicitation
The Company’s information systems and the Internet must not be used for soliciting, purchasing

and/or distributing non-work literature or materials.

Breach of Policy
A breach of the Company’s IT Policy will constitute gross misconduct and therefore may result in

summary dismissal in accordance with the Company’s Disciplinary Procedure.
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Staff WiFi Access Policy

We will now be providing free Wi-Fi access for Cole Fabrics’ employees and temporary staff in the
canteen. This facility will only work inside or very near to the canteen building and not in any other

part of the business.

Terms of Use

By using this facility you are agreeing to the following terms. If you do not agree, please do not use it.
1. You are permitted to use your tablet, laptop or mobile phone on this network during your lunch
break and before and after your working hours only.

You must adhere to the personal hygiene policy of the company at all times.

The Wi-Fi system in the canteen will operate from 7am to 6pm weekdays only.

Download speeds are limited deliberately.

vk w N

Use of this facility is provided without support by the IT department and may be withdrawn
without notice.

A network filter is in place to prevent access to illegal and inappropriate material.

The company reserves the right to block any devices seen to be abusing this facility and to log
websites accessed by devices if deemed appropriate.

8. Accessing our main network and its facilities such as printers etc. is not possible.

Personal Belongings
Personal items and belongings including mobile phones and other electronic devices must not be
taken in to production and stores areas.

Access Details
Wi-Fi Network Name: colefabrics_staff Wi-Fi Password: razor483

Questions
Any queries should be directed to the IT Department, however we are unable to offer any support

other than to make sure the network is available to for use.
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Social Media Policy

Overview
This policy explains your responsibilities when you use social media, on Company premises, while

working for or representing us, or in your own time.
This policy applies to all employees and anyone else working for us.

If you are an employee, this policy does not form part of your employment contract and we may
update it at any time.

We may monitor your use of social media, along with your wider use of Company IT resources. It’s to
make sure you are complying with this policy. Whenever you use our IT resources and systems, you

give us your consent to monitor your activities.

If you breach this policy you may face disciplinary action. We may require you to remove any social
media content that breaches this policy and may invoke our Disciplinary Policy if you don’t do so. You
could also face legal proceedings if comments you post about the Company or named individuals are

found to have harmed our or their reputation.

What is social media?

Social media is always developing. It includes websites and applications that allow users to create and
share content and/or take part in online networking. The most popular sites include the following (but
this policy covers all social media, not just those listed below):

e Facebook
e Twitter

e LinkedIn
e YouTube
e |Instagram
e Snapchat
o WhatsApp
e TikTok

e Pinterest
e Flickr

e Tumblr

e Reddit

This policy also covers personal blogs, any posts you might make on other people’s blogs, any podcasts

you create or contribute to, and all online forums and noticeboards.
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Using social media at work
You must not use Company IT resources to access social media unless you need to do so as part of
your job. You also must not use your own IT equipment — your personal phone, for example — to

access social media during working hours.

You must not post personal content on any Company social media account you are authorised to use,
or any account you set up for the purpose of helping you fulfil your employment duties. These
accounts belong to us, and your access will be stopped if you abuse this policy in any way. If you leave
the Company your access will also be stopped and we will ask for your user names and passwords. We
may also ask for them at any other time and in either case you must supply them straightaway.

Your responsibilities when using social media

Always identify yourself, and if the context makes it desirable, make it clear your opinions are your
own and you are not speaking on the Company’s behalf. You might consider doing this in a disclaimer.
Use a personal email address, not your Company email address, and do not create a social media

account that could be mistaken for a corporate account we have set up, or could set up.

Itis your duty to protect the Company’s interests and you must not publish anything that could directly
or indirectly damage these or compromise our reputation. You must never speak on the Company’s
behalf on social media unless authorised to do so and you must always make sure anything you do

post is accurate, appropriate and lawful.

Always get your colleagues’ permission before posting images of them or any of their personal details.

You must take personal responsibility for your social media content. If you can be identified as working
for the Company, you must make sure your profiles, and anything you post, fit with how we expect
you to present yourself to customers, business associates and colleagues.

Be mindful that even if you do not name us as your employer, people who know you and where you
work may still make an association with the Company. If you are in any doubt about what is and is not

acceptable, please talk to your manager.

You must always show respect to others when using social media. You must never criticise the
Company, our clients, customers, suppliers, business associates, your colleagues or anybody else you

come into contact with professionally.

Our other policies — in particular our Harassment and Bullying Policy and Equal Opportunities Policy
— give guidance on the type of behaviour we consider unacceptable in the workplace, and we expect

you to maintain the same high standards when using social media.
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Specifically, we will not tolerate any of the following:

e Abusive or threatening language or images;

e Sexually explicit language or images;

e Unlawful or disrespectful comments;

e Trolling (starting or pursuing arguments in an online community with the intention of disrupting
normal discussions within that community);

e False or misleading statements;

e Impersonating your colleagues or third parties; or

e Inciting somebody to commit a crime.

If another Company employee is using social media to bully, harass or victimise you, you must follow

the process in our Harassment and Bullying Policy.

You must respect Company confidentiality at all times and not use social media to comment on

sensitive business matters, including — but not restricted to — the following:

e Qur intellectual property;

e QOur trade secrets;

e Qur current or future trading performance;

e Any information intended for internal use only;

e Anything to do with our customers, clients or suppliers; or

e Anything else that is not already in the public domain.

You must never use our logo, trademark, or other corporate artwork in anything you post or as part

of any of your social media profiles.

Always be aware of the public nature of social media. Even content posted on a restricted forum can
quickly be shared across other social media, and you must assume that anything you publish anywhere
will sooner or later reach the public domain. When you share content posted by others, remember

that you may be seen as giving tacit approval to opinions that could bring the Company into disrepute.

You must never air on social media grievances about the Company or any of our activities. You should
use our internal process if you want to make a complaint, raising it first with your manager. If the issue
remains unresolved, you must then follow our Grievance Policy. You may also want to consider our

Whistleblowing Policy.

Other social media guidance
Always respect copyright and other intellectual property rights, and always check whether or not a

third party’s content is protected before you reuse or re-post it.
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You are not allowed to add the details of business contacts you make through work to any of your

personal social media accounts.

The contact details of any business contacts you make while working for the Company belong to us
and must remain confidential. When you leave the Company, you must give us this data and delete
any copies you have, including any you have added to your social media accounts.

You should contact your manager if you find anything posted to a social media site that breaches this
policy or otherwise brings the Company into disrepute.
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Company Telephones, Email and Internet Access

Company Telephones
You may have access to Company telephones and, in order for us to provide excellent customer service
and to control excessive call charges, telephones should only be used for making and receiving

business calls.

However, we do recognise that from time to time it is necessary to make an urgent private phone call
or to receive one. In such circumstances then making or receiving a private call is permitted but its
duration should be kept to a minimum. No international or premium rate calls are permitted, unless

for business purposes and with the express prior permission of a director.

Facsimile
You may have access to the Company fax which is strictly for business use and staff must not send or
receive private facsimiles. Only in exceptional circumstances and with the prior permission of your

manager may you send or receive private facsimiles.

Email
You may have access to email, which is active on selected computers. The email facility is provided for
business use and employees should keep the sending and receiving of personal emails to a minimum

and, preferably, during break times.

Emailing obscene, racial, pornographic or other offensive material is strictly forbidden and would

result in summary dismissal

Internet Access
The Internet may be available to you. Internet is for business use only and staff must not use the

Internet for private use.

It is a criminal offence to down load or transfer copyrighted, obscene, racial or pornographic material.
Downloading or transferring such material would be deemed as gross misconduct and disciplinary
action would be invoked up to and including dismissal. The Company would also hand over any such

material or evidence to the Police.

Unauthorised use of Company telephones, fax, email and Internet facility or unreasonable private use

of the same may result in disciplinary action.

If you receive any unwarranted or abusive material via the Internet, email, fax, post or telephone, you

should report it immediately to your manager.
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Mobile Telephones

Private Mobile Phones
Although mobile phones and other electronic devices are everywhere in the modern worlds they can

be extremely disruptive.

This also applies in the workplace, where they may not only have an adverse effect on a good working
environment, but sometimes create a risk of injury to people distracted by their use. In addition they
inevitably result in a reduction in concentration and loss of productivity.

Therefore, the use of personal mobile phones and other electronic devices on our premises during
working hours is strictly forbidden.

Personal mobile phones and electronic devices must be switched off and kept out of sight during

working hours. They may be used during break periods and at lunch time but only off site.

Private Mobiles on Client Premises
You should not use your mobile phone on a client site to make or receive personal calls; this includes
other facilities on your phone, such as texting, emailing and internet. Any contravention of this policy

will be dealt with under the Company’s disciplinary procedure.

Company Mobile Phones

With regard to company mobiles the requirements amount to little more than good manners:

e Set mobiles to silent/vibrate

e If making or answering a call is necessary it must be done in a private area

e If it’s absolutely necessary to speak on the phone in presence of colleagues, then do so in low
tones

e Don’tinterrupt a colleague by answering a mobile phone

e Don’t answer mobiles whilst in meetings

e Do not use “non-standard” ringtones that may cause offence

Any breach of this policy may invoke disciplinary action being taken against those responsible.

Photo and/or Video Telephones
The majority of mobile phones have the facility to take photographs and short video footage.
Taking a picture or video of another employee, client or contact of the Company without their consent

could be deemed as harassment and as such is strictly prohibited.

Any breach of this rule would invoke the company’s disciplinary procedure up to and including

summary dismissal.
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Driving

It is a criminal offence to use a hand held mobile phone whilst driving. If caught you would receive a
fixed penalty fine of £200.00 and six penalty points endorsed on your licence. In addition, you could
be prosecuted with a fine up to £1000 or £2,500 if you were driving a bus, coach or any heavy goods
vehicle.

If you travel away from the office and are driving a vehicle DO NOT USE A HAND HELD MOBILE PHONE.
A hands free phone system, which is correctly installed, is permitted but it is advisable not to use a
fixed hands free phone when driving.

It is advisable to turn off your mobile telephone for the duration of your journey and update your
voicemail message to advise callers that you are travelling and will return their call when you arrive at
your destination.

If your mobile phone rings whilst driving do not answer and let it go to voicemail. If you are awaiting
an important call and need to answer it during your journey, you must ensure that you are parked in
a safe place with your engine switched off and not causing any obstruction or danger to yourself or

other road users.

If you are calling a mobile phone from the office, please terminate the call immediately if you believe

a hand held mobile is being used whilst the recipient of the call is driving.

It is the employees’ responsibility to pay for any fines incurred by breach of this policy or the law and
the Company will not be liable in any way.
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Monitoring policy

Policy statement
The Company carries out workplace monitoring for a variety of reasons. Because monitoring includes
the processing of employee data, its operation is captured by the provisions of the UK General Data

Protection Regulations and the current Data Protection Act.

The lawful basis which applies to the Company’s monitoring processes is:

e where processing is necessary for the performance of a contract, or for the controller’s
compliance with a legal obligation

e necessary for the purposes of the legitimate interests pursued by the controller or by a third party,
except where such interests are overridden by the interests or fundamental rights and freedoms
of the data subject, which require protection of personal data

The information and data gathered through monitoring will only be used for the purpose it was carried

out for, unless the Company identifies issues such as a breach of health and safety.

The person with overall responsibility for the operation of this policy is the Managing Director. Only

Director may authorise any monitoring of employees.

As monitoring may intrude on Company employees’ private lives, monitoring will be carried out only
in accordance with the UK General Data Protection Regulations and the current Data Protection Act.
The Company will uphold a degree of privacy at work and where monitoring is required or necessary,
employees will be made aware of the extent of any monitoring together with the reasons as to why.

The Managing Director will ensure the Company is aware of its responsibilities under the UK General
Data Protection Regulations and the current Data Protection Act. Access to the information and data
collected will be secure and restricted to authorised employees.

Summary of types of monitoring
This policy supplements the Company’s policies on communications and provides for monitoring of

the following types:

e crime and fraud prevention and detection
e CCTV scheme and security systems

e Company telephony infrastructure

e computer systems

e bagsearches

e internet and email usage

e data protection.
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Monitoring of the above systems is carried out in order to fulfil the Company’s legal obligations as an
employer as well as to secure their effective operation and for business reasons. Monitoring is carried
out to the extent permitted or required by applicable law and as necessary and justifiable for business

purposes.

Computer, internet and email monitoring
The Company will randomly check emails or use software to check if employees are sending, or

receiving, inappropriate emails.

This monitoring ensures compliance with the Company’s policy on internet and email usage.

This monitoring may be necessary to investigate alleged misconduct, detect or prevent crime, deal
with any issues surrounding the Company’s reputation, or retrieve content if an employee is absent.
Performance of the system or the employee may be assessed through email and internet monitoring.

Monitoring may be required to comply with legal obligations or detect/prevent crime.

Personal usage may have been permitted by a line manager or other senior colleague and monitoring
will include every effort to ensure personal emails are not accessed where personal use can be clearly

distinguished from business use.

CCTV monitoring
The Company routinely operates a CCTV scheme to check that health and safety rules are being

complied with or to assist in the prevention of crime, for instance theft.

The CCTV scheme records data in the following areas:

e Entrance/Reception
e Production areas

e Exterior of premises

The CCTV scheme is run in compliance with the Data Protection Act 2018 and the General Data
Protection Act and the recordings may be used to assist in investigations for internal disciplinary and

grievance purposes where there are justified business reasons for the viewing of such recordings.

Phone monitoring
The Company keeps recordings of telephone calls that come into business for training purposes, for
dealing with complaints from customers and to comply with legal obligations. The Company checks

telephone logs to detect misuse of telecommunications.

Phone monitoring is used to assess performance, ensure compliance with Company telephony policies
and protect the Company’s reputation. Phone monitoring assists with investigations into alleged

misconduct.
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Monitoring extends to fixed line phones and mobile telephones.

Whilst personal use of company phones is not permitted, personal usage may have been permitted
by a line manager or other senior colleague and monitoring will include every effort to ensure personal

calls are not accessed where personal use can be clearly distinguished from business use.

Misconduct
Employee monitoring data may be used for disciplinary proceedings against employees. Employees
will be provided with the relevant data from the monitoring systems/processes in advance of the

meeting.

Covert monitoring
Covert monitoring is only deployed where the Company believes employee(s) are carrying out a crime
or other criminal activity. Covert monitoring may take place to investigate such suspicion where the

Company intends to involve the police.

Additional monitoring
The Company may, if appropriate, consult with employees in advance if it requires any additional
monitoring not covered by this policy. The purpose of the additional monitoring will be identified,

together with the type of monitoring necessary and any limits to achieve that purpose.

There may be impacts on affected employees that the Company will consider prior to introducing any
additional monitoring.

Notice will be provided to employees setting out why the Company is introducing additional
monitoring and the standards under which employees should operate.

Retention of monitoring data
All data captured as a result of employee monitoring will be kept securely. We have adopted the

following safeguards to ensure that this data is not susceptible to unauthorised access:

o All electronic copies of personal data should be stored securely using passwords and data

encryption;

e All hardcopies of personal data, along with any electronic copies stored on physical, removable

media will be stored securely in a locked box, drawer, cabinet, or similar;

e All personal data stored electronically should be backed up regularly with backups stored either
onsite and/or offsite. All backups should be encrypted using relevant company encryption

software;
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e No personal data should be stored on any mobile device (including, but not limited to, laptops,
tablets, and smartphones), whether such device belongs to the Company or otherwise without
the formal written approval of a director and, in the event of such approval, strictly in accordance
with all instructions and limitations described at the time the approval is given, and for no longer

than is absolutely necessary; and

e No personal data should be transferred to any device personally belonging to an employee and
personal data may only be transferred to devices belonging to agents, contractors, or other parties
working on behalf of the Company where the party in question has agreed to comply fully with
the letter and spirit of this Policy and of the UK GDPR.
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Data Protection Policy

Overview
We need to gather and use information or ‘data’ about you as part of our business and to manage our

relationship with you. This policy sets out the things we must tell you about data protection.

We take the security and privacy of your data seriously and intend to comply with our legal obligations
under the Data Protection Act 2018 (the ‘2018 Act’) and the UK General Data Protection Regulation
(‘UK GDPR’) in respect of data privacy and security.

This policy applies to current and former employees, workers, volunteers, apprentices and
consultants. If you fall into one of these categories then you are a ‘data subject’ for the purposes of
this policy. You should read this policy alongside your employment contract (or contract for services)

and any other notice we issue to you from time to time in relation to your data.
The company will only hold data for as long as necessary for the purposes for which we collected it.

The Company is a ‘data controller’ for the purposes of your personal data. This means that we decide

how and why we process your personal data.

This policy explains how we will hold and process your information. It explains your rights as a data
subject. It also explains your obligations when obtaining, handling, processing or storing personal data

in the course of working for, or on behalf of, the Company.

This policy does not form part of your employment contract (or contract for services, if relevant) and
we may update it at any time. It is intended that this policy is fully compliant with the 2018 Act and
the UK GDPR. If any conflict arises between those laws and this policy, the Company intends to comply
with the 2018 Act and the UK GDPR.

Data Protection Principles
Personal data must be processed in accordance with the following ‘Data Protection Principles.’ It

must:

e be processed fairly, lawfully and transparently;

e be collected and processed only for specified, explicit and legitimate purposes;

e be adequate, relevant and limited to what is necessary for the purposes for which it is processed;
e be accurate and kept up-to-date. Any inaccurate data must be deleted or rectified without delay;
e not be kept for longer than is necessary for the purposes for which it is processed; and

e be processed securely.

We are responsible for ensuring and demonstrating compliance with these principles.
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How we define personal data

‘Personal data’ means information which relates to a living person who can be identified from that
data (a ‘data subject’) on its own, or when taken together with other information which is likely to
come into our possession. It includes any expression of opinion about the person and an indication of

the intentions of us or others, in respect of that person. It does not include anonymised data.

This policy applies to all personal data whether it is stored electronically, on paper, or infon other

materials.

This personal data might be provided to us by you, or by someone else (such as a former employer,
your doctor, or a credit reference agency), or it could be created by us. It could be provided or created
during the recruitment process or during the course of the employment contract (or contract for

services) or after it has ended. It could be created by your manager or other colleagues.

We will collect and use the following types of personal data about you:

e Recruitment information such as your application form and CV, references, qualifications and

membership of any professional bodies and details of any pre-employment assessments.
e Your contact details and date of birth.
e The contact details for your emergency contacts.
e Your gender.
e Your marital status and family details.

e Information about your employment contract (or contract for services) including start and end
dates of employment, role and location, working hours, details of promotion, salary (including

details of previous remuneration), pension, benefits and holiday entitlement.

e Your bank details and information in relation to your tax status including your National Insurance
number.

e Your identification documents including passport and driving licence and information in relation to

your immigration status and right to work for us.

e Information relating to disciplinary or grievance investigations and proceedings involving you

(whether or not you were the main subject of those proceedings).
e Information relating to your performance and behaviour at work.

e Training records.

Electronic information in relation to your use of IT systems/swipe cards/telephone systems.
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e Your images (whether captured on CCTV, by photograph or video).

e Any other category of personal data which we may notify you of from time to time.

How we define special categories of personal data

‘Special categories of personal data’ are types of personal data consisting of information about:

e your racial or ethnic origin;

e your political opinions;

e your religious or philosophical beliefs;
e your trade union membership;

e your genetic or biometric data;

e your health; and

e your sex life and sexual orientation.

We may hold and use any of these special categories of your personal data in accordance with the

law.

We may also hold and use personal data relating to criminal allegations, offences, proceedings and

convictions.

How we define processing
‘Processing’ means any operation which is performed on personal data such as:

e collection, recording, organisation, structuring or storing;

e adaption or alteration;

e retrieval, consultation or use;

e disclosure by transmission, dissemination or otherwise making available;
e alignment or combination; and

e restriction, destruction or erasure.

This includes processing personal data which forms part of a filing system and any automated

processing.
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How will we process your personal data?
We will process your personal data (including special categories of personal data) in line with our
obligations under the 2018 Act.

We will use your personal data:

e for performing the employment contract (or contract for services) between us;
e for complying with any legal obligation; or

e if it is necessary for our legitimate interests (or for the legitimate interests of someone else).
However, we can only do this if your interests and rights do not override ours (or theirs). You have
the right to challenge our legitimate interests and request that we stop this processing. See details

of your rights below.

We can process your personal data for these purposes without your knowledge or consent. We will
not use your personal data for an unrelated purpose without telling you about it and the legal basis
that we intend to rely on for processing it.

If you choose not to give us certain personal data, we may not be able to carry out some parts of the
contract between us. For example, if we do not have your bank account details, we may not be able
to pay you. It might also prevent us from complying with certain legal obligations and duties, such as
to pay the right amount of tax to HMRC or to make reasonable adjustments in relation to any disability

you may have.
Examples of when we might process your personal data
We have to process your personal data in various situations during your recruitment, employment (or

engagement) and even following termination of your employment (or engagement).

For example (and see below for the meaning of the asterisks):

to decide whether to employ (or engage) you;

e to decide how much to pay you, and the other terms of your contract with us;
e to check you have the legal right to work for us;

e to carry out the contract between us including, where relevant, its termination;

e to train you and review your performance*;

to decide whether to promote you;

to decide whether and how to manage your performance, absence or conduct*;
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e to carry out a disciplinary or grievance investigation or procedure in relation to you or someone

else;

e to determine whether we need to make reasonable adjustments to your workplace or role because

of your disability*;
e to monitor diversity and equal opportunities*;

e to monitor and protect the security (including network security) of the Company, you, our other

staff, customers and others;
e to monitor and protect the health and safety of you, our other staff, customers and third parties*;
e to pay you and provide pension and other benefits in accordance with the contract between us*;
e to pay tax and National Insurance;
e to provide a reference upon request from another employer;
e to pay trade union subscriptions*;
e to monitor compliance by you, us and others with our policies and our contractual obligations*;

e to comply with employment law, immigration law, health and safety law, tax law and other laws
which affect us*;

e to answer questions from insurers in respect of any insurance policies which relate to you*;
e to run our business and plan for the future;
e for the prevention and detection of fraud or other criminal offences;

o to defend the Company in respect of any investigation or litigation and to comply with any court

or tribunal orders for disclosure*;

e for any other reason which we may notify you of from time to time.
We will only process special categories of your personal data (see above) in certain situations in
accordance with the law. For example, we can do so if we have your explicit consent. If we ask for your

consent to process a special category of personal data then we will explain the reasons for our request.

You do not need to consent and can withdraw consent later if you choose by contacting your manager.

We do not need your consent to process special categories of your personal data when we are

processing it for the following purposes:

e Where it is necessary for carrying out rights and obligations under employment law.
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e Where it is necessary to protect your vital interests or those of another person where you/they are
physically or legally incapable of giving consent.

o Where you have made the data public.

e Where processing is necessary for the establishment, exercise or defence of legal claims.

e Where processing is necessary for the purposes of occupational health or for the assessment of

your working capacity.

We might process special categories of your personal data for the purposes above which have an

asterisk beside them. In particular, we will use information in relation to:

e your race, ethnic origin, religion, sexual orientation or gender to monitor equal opportunities;

e your sickness absence, health and medical conditions to monitor your absence, assess your fitness
for work, to pay you benefits, to comply with our legal obligations under employment law
including to make reasonable adjustments and to look after your health and safety; and

e your trade union membership to pay any subscriptions and to comply with our legal obligations in

respect of trade union members.

We do not take automated decisions about you using your personal data or use profiling in relation to
you.

Sharing your personal data
Sometimes we might share your personal data with group companies, if relevant, or our contractors

and agents to carry out our obligations under our contract with you or for our legitimate interests.

We require those people and companies to keep your personal data confidential and secure and to
protect it in accordance with the law and our policies. They are only permitted to process your data

for the lawful purpose for which it has been shared and in accordance with our instructions.

This may include payroll, HR and employment law advisers; health and safety advisers; training

providers and medical/occupational health providers.

We do not send your personal data outside the European Economic Area. If this changes, we will tell

you. We'll also explain the protections that are in place to protect the security of your data.
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How should you process personal data for the Company?

a)

b)

d)

f)

j)

k)

Everyone who works for, or on behalf of, the Company has some responsibility for ensuring data

is collected, stored and handled appropriately, in line with this and other relevant policies.

The Company’s Data Protection Officer is responsible for reviewing this policy and updating the
Board of Directors/Partners on the Company’s data protection responsibilities and any risks in
relation to the processing of data. You should direct any questions in relation to this policy or data
protection to this person.

You should only access personal data covered by this policy if you need it for the work you do for,
or on behalf of the Company and only if you are authorised to do so. You should only use the data
for the specified lawful purpose for which it was obtained.

You should not share personal data informally.

You should keep personal data secure and not share it with unauthorised people.

You should regularly review and update personal data which you have to deal with for work. This

includes telling us if your own contact details change.

You should not make unnecessary copies of personal data and should keep and dispose of any
copies securely.

You should use strong passwords.

You should lock your computer screens when not at your desk

Consider anonymising data or using separate keys/codes so that the data subject cannot be
identified.

Do not save personal data to your own personal computers or other devices.

Personal data should never be transferred outside the European Economic Area except in

compliance with the law and authorisation of the Data Protection Officer.

You should lock drawers and filing cabinets. Do not leave paper that contains personal data lying

about.

You should not take personal data away from Company’s premises without authorisation from

your line manager or our Data Protection Officer.
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o) Personal data should be shredded and disposed of securely when you have finished with it.

p) You should ask for help from our Data Protection Officer if you are unsure about data protection

or if you notice any areas of data protection or security we can improve upon.

d) Any deliberate or negligent breach of this policy by you may result in disciplinary action being
taken against you under our Disciplinary Policy.

r) Itisacriminal offence to conceal or destroy personal data which is part of a subject access request
(see below). This conduct would also amount to gross misconduct under our Disciplinary Policy
and you could be dismissed.

How to deal with data breaches

If this policy is followed, we should not have any data breaches. But if a breach of personal data occurs
(whether in respect of you or someone else) then we must take notes and keep evidence of that
breach. If the breach is likely to result in a risk to the rights and freedoms of individuals then we must

also notify the Information Commissioner’s Office within 72 hours, where feasible.

If you are aware of a data breach you must contact the Data Protection Officer immediately and keep

any evidence you have in relation to the breach.

Subject access requests

Data subjects can make a ‘subject access request’ (‘SAR’) to find out what information we hold about
them. This request must be made in writing. If you receive a SAR you should forward it immediately
to the Data Protection Officer who will coordinate a response.

To make a SAR in relation to your own personal data, you should write to the Data Protection Officer.
We must respond within one month unless the request is complex or numerous in which case the

period in which we must respond can be extended by up to two months.

There is no fee for making a SAR. However, if your request is manifestly unfounded or excessive we
may charge a reasonable administrative fee or refuse to respond to your request. We normally work
on the basis that any request which will take more than a day to deal with is likely to be manifestly
excessive, and in those circumstances we believe a reasonable charge is one working day’s salary for

you.

Your data subject rights

a) You have the right to information about what personal data we process, how and on what basis

as set out in this policy.

b) You have the right to access your own personal data by way of a SAR (see above).
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d)

f)

h)

j)

k)

You can correct any inaccuracies in your personal data by contacting the Data Protection Officer.

You have the right to request that we erase your personal data where we were not entitled under
law to process it, or where it is no longer necessary to process the data for the purpose for which

it was collected. You can request erasure by contacting the Data Protection Officer.

During the process of requesting that your personal data is corrected or erased, or while you are
contesting the lawfulness of our processing, you can ask for the data to be used in a restricted
way only. To do this, contact the Data Protection Officer.

You have the right to object to data processing where we are relying on a legitimate interest to
do so and you think that your rights and interests outweigh our own and you wish us to stop.

You have the right to object if we process your personal data for the purposes of direct marketing.

You have the right to receive a copy of your personal data and, with some exceptions, to transfer
your personal data to another data controller. We will not charge for this and will in most cases

aim to do this within one month.

With some exceptions, you have the right not to be subjected to automated decision-making.

You have the right to be notified of a data security breach concerning your personal data where

that breach is likely to result in a high risk of adversely affecting your rights and freedoms.

In most situations we will not rely on your consent as a lawful ground to process your data. If we
do request your consent to the processing of your personal data for a specific purpose, you have
the right not to consent or to withdraw your consent later. To withdraw your consent, you should
contact the Data Protection Officer.

You have the right to complain to the Information Commissioner. You can do this by contacting
the Information Commissioner’s Office directly. Full contact details including a helpline number
can be found on the Information Commissioner’s Office website (www.ico.org.uk). This website

has more information on your rights and our obligations.
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Bribery Policy

Overview
This policy outlines the responsibilities of the Company (and everyone who works for us) to adhere to
the high standards we set for conducting our business affairs. You will find specific guidance in this

policy on recognising and addressing bribery and corruption, whether in the UK or overseas.

The standards detailed in this policy apply equally to activities conducted inside or outside the UK, we
do not adopt ‘local standards’ overseas if they are lower than UK standards.

The policy applies to all employees, contractors, consultants, officers, interns, casual and agency

workers, and anyone else under our control.

If you breach this policy, we may take disciplinary action against you, which could lead to dismissal for

gross misconduct. You may also be committing a criminal offence.

If you are an employee, this policy does not form part of your employment contract and we may

update it at any time.

Our commitment and your obligations
We are committed to integrity and fairness across all our operations. We do not tolerate bribery or

corruption.

If you are employed or engaged by the Company, or are in any other way under our control, you must
help prevent and detect bribery or corruption in our business.

You must report any conduct or activity that you believe or suspect amounts (or could in the future
amount) to bribery or corruption to your manager or a Company director.

Our Whistleblowing Policy has more information about raising these types of concerns.

Any report will be taken extremely seriously. We will not treat you unfavourably for having refused to
become involved in bribery or corruption, or for flagging up your concerns to us in good faith. If you
do suffer any negative treatment in this context, you must talk to your manager. If you are not satisfied

that the issue has been resolved, you could raise a grievance under our Grievance Policy.

You must not threaten or otherwise treat badly anyone who refuses to become involved in bribery or

corruption, or who has reported or is considering reporting a bribery or corruption-related issue to us.
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What is bribery?
We define bribery as a reward or inducement for acting improperly, illegally or unethically to gain an
advantage, whether personal, commercial, or regulatory. You do not need to have actually given or

received the reward or inducement for this to amount to bribery.

A bribe does not need to involve money. Offering hospitality, entertainment or gifts can also be classed
as bribery if the purpose is to exert influence.

You could face up to 10 years in prison for offering, promising, giving, asking for, or accepting a bribe,
as this is a criminal offence. We may as a Company also face sanctions if we don’t stop bribery taking
place. This can include an unlimited fine and being excluded from public contract tenders.

This list includes the most common actions we consider to be bribery, but it doesn’t cover everything.
You must not become involved in any of these things, or allow anyone else to become involved in

them on your behalf:

e Promising, offering or giving money, hospitality or gifts in the expectation of receiving a business
advantage, or because you have already received that advantage;

e Accepting or giving hospitality or gifts in the course of commercial negotiations of any kind,
including tender processes, if there is any uncertainty about whether doing so could have an

impact on the outcome;

o Accepting money, gifts or hospitality from anyone you suspect is seeking a business advantage in

return;
e Accepting hospitality that is excessively extravagant for the context in which it is offered;
e Offering gifts to government or other officials, political parties, and individual politicians;
e Receiving gifts from government or other officials, political parties, and individual politicians;

e Offering or receiving gifts in return for the faster or smoother conclusion of a routine transaction

or process;

e Retaliating against or threatening anyone who refuses to take part in bribery;

e Retaliating against or threatening anyone who raises concerns under the policy; and
e Taking part in any other activity or process that might otherwise breach this policy.
What is corruption?

We define corruption as the abuse of power, authority, or position in return for some personal

advantage.
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What is allowed?
Offering or receiving hospitality and entertainment from third parties is allowed under this policy,

provided it is appropriate and reasonable in the circumstances and the purpose is to:

e build or maintain business relationships;
e enhance or maintain our reputation; or

e help market our products and services more effectively.

You may also give and accept gifts, but only if:

e you have your manager’s prior approval each time;

e itis not being done in order to influence a business decision;

e you are not giving or receiving the gift as a reward for new business or to retain existing business;
e you are not giving or receiving the gift in return for any other benefits or favours;

e you are giving the gift on behalf of the Company (it must not be in your own name);

e you are not giving cash or any kind of cash equivalent, such as vouchers;

e your gift is appropriate in the particular context — for example, a small gift at Christmas;

e it's not being done in secret; and

e you are complying with local laws.

It is generally fine to give or receive low-value business-related gifts, such as branded umbrellas.

You can reimburse a third party for business-related expenses — the costs of attending a meeting, for
example — and you can also accept a third party’s offer to pay your expenses. This will not normally
be bribery. However, a payment made or received that exceeds reasonable or genuine business
expenses is not acceptable. An example would be payment for an extended stay in a hotel, before or
after business had been concluded.

What are kickbacks and facilitation payments?

We don’t make or receive kickbacks or facilitation payments.

We define kickbacks as payments made in return for a business advantage or favour.

We define facilitation payments as unofficial (and usually small) payments, made to speed up or
smooth out a routine process or activity. They are sometimes described as ‘back-handers’. Recipients

typically include government or other officials.

You must avoid being put in a position where you might be asked to make or accept a kickback or
facilitation payment on our behalf. You must also avoid being put in a position from where it could be

inferred that such a payment was available.
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If anyone asks you to make a payment on behalf of us, you must consider carefully whether what
they’re asking for is in proportion to the goods or services involved. Always get a receipt, and if you

have any concerns you must discuss them with your manager straightaway.

Keeping records
You must keep written records of any gifts or hospitality you have given or received, and declare these.
All associated expenses claims must give full details of the reason for the expenditure and must be

submitted in line with any rules we have on Expenses.

Invoices and other records relating to third-party dealings, including those with customers and
suppliers, must be accurate and complete. You must never maintain ‘off-book’ accounts to conceal or

facilitate payments of any kind.
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Conflicting Interests

The Company holds the trust and confidence of those with whom it deals, including customers,
suppliers and employees as fundamental to its success. Conflicts of interest potentially undermine the

relationship of the Company with its partners.

All officers, employees and representatives of the Company are expected to act honestly and within
the law.

The Company expects you to promote and protect the Company’s interests and will not engage in any
personal business activities, which might harm or conflict with those interests. In particular, you must
not:

. Engage in any personal business, which may affect your company duties.

e  Engage in any business, becoming an employee or agent of any other Company or have any
financial interest, which might result in conflict of interests. In normal circumstances ownership
of stocks, shares and securities in a public or listed company is permissible.

e Organise and undertake collections of any type on the premises without the specific

authorisation from a director.

You are not precluded from having business interests that do not conflict with the principles set out

above. As a personal safeguard, always disclose any such interests to your manager.

Information and Confidentiality

Information received by employees, contractors or agents of the Company will not be used for any
personal gain, nor will it be used for any purpose beyond that for which it was given. The Company
will at all times ensure that it complies with all applicable requirements of data protection legislation
(including, but not limited to, the General Data Protection Regulations) in force from time to time.

If you have a personal interest in dealings or negotiations with a particular business contact you must

declare it immediately to your manager.
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Whistleblowing policy

Definition
Whistleblowing is the name given to the act of the disclosure of information to the employer or the
relevant authority by an individual who knows, or suspects, that the Company is responsible for or

taken part in some wrongdoing.

Qualifying disclosures

Certain disclosures are prescribed by law as “qualifying disclosures”. A “qualifying disclosure” means
a disclosure of information that the employee genuinely and reasonably believes is in the public
interest and shows that the Company has committed a “relevant failure” by:

e committing a criminal offence

e failing to comply with a legal obligation

e amiscarriage of justice

e endangering the health and safety of an individual
e environmental damage or

e concealing any information relating to the above.

These acts can be in the past, present or future, so that, for example, a disclosure qualifies if it relates
to environmental damage that has happened, is happening, or is likely to happen. The Company will
take any concerns that you may raise relating to the above matters very seriously.

Employees must reasonably believe that the disclosure is “in the public interest”. We encourage you

to use the below procedure to raise any such concerns.

The procedure

In the first instance you should report any concerns you may have to your line manager or a director
of the Company who will treat the matter with complete confidence. If you are not satisfied with the
explanation or reason given to you, you should raise the matter with the appropriate official

organisation or regulatory body.

If you do not report your concerns to your line manager or a director of the Company, then you should

take them direct to the appropriate organisation or body.

Treatment by others
Bullying, harassment or any other detrimental treatment afforded to a colleague who has made a
qualifying disclosure is unacceptable. This includes detrimental treatment by the Company; by a

colleague of the company; or an agent of the company.
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If this occurs you should raise it immediately with your line manager, or manager/director of the

Company so that the matter can be investigated thoroughly without delay.

Anyone found to have acted in such a manner will be subject to disciplinary action up to and including

summary dismissal.
Protection from making qualifying disclosures
Those making qualifying disclosures are protected against dismissal or detriment by The Public

Interest Disclosure Act 1998.

There is no qualifying period for an unfair dismissal claim to be made to an employment tribunal.
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Company/Private Vehicles
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Company Vehicles

If you are provided with a company vehicle then it should be used only for the purpose for which it
was issued. In most cases this will be for carrying out duties relating to your employment only. In
some cases you may have been issued the vehicle as a benefit and will be authorised to use the vehicle
for private use as well as business use. In all cases if you are allocated the vehicle you are responsible

for complying with all regulations issued by the Company in relation to its vehicles.

A Company car will be provided to an employee at the sole discretion of the directors. If you are
provided with a Company car then it may be used for both private and business use and you are

responsible for complying with all regulations issued by the Company in relation to its vehicles.

Driving Licence

Before you are permitted to drive a Company vehicle, you will be required to provide the Company
with evidence of your driving record (entitlements and/or penalty points) and will be asked for an
access code, which you can obtain from the Driver and Vehicle Licensing Agency (DVLA). You can do
this via the new Share Driving Licence online service at Gov.uk, or by calling the DVLA on 0300 083
0013.

You must also present your photocard driving licence to the Company for photocopying. Failure to
produce the licence will mean that you are driving a Company vehicle without permission. Driving

licences should also be produced to authorised personnel of the Company when requested.

Permitted Drivers
Drivers of Company vehicles must have the authorisation of a director prior to driving a vehicle. Any
other person (e.g. the employee’s spouse or partner) must also have permission to drive a vehicle and

provide a copy of their driving license before doing so.

Vehicle Maintenance
It is your responsibility to ensure that any vehicle provided for business use shall at all times comply
with the requirements of the law with regard to the condition and use of the vehicle, and to safeguard

the position of the Company and its insurers.

Fines and Parking

The Company will not under any circumstances, accept responsibility for parking or other fines
incurred by an employee. Therefore, any fines incurred through wrongful or illegal use of vehicles will
be borne by the employee, including speeding, parking or any other motor offence. Any fine not paid
by the employee when presented may subsequently be paid by the Company to avoid further action
being taken. However, the Company retains the right to recover the fine(s) by way of deduction from
the employee’s salary and, in addition, may charge an administration fee of £10.00. Failure to settle

outstanding fines will invoke the Company’s disciplinary procedure.

Cole Fabrics Plc 123





Driving offences

Should you be convicted of a driving offence during your employment with the Company that prevents
you from performing your normal duties, your employment contract may be terminated, should
suitable alternative employment not be available. However, should your employment not be subject

to you having to drive, you will still forfeit all rights to drive a Company vehicle in future.

Mobile Phones

Please refer to the Mobile Phone Policy.

All mobile phones must be removed from the vehicle or locked in the glove compartment when the
vehicle is left unattended to reduce the chances of theft.

Accident Procedure

In the event of any incident causing damage to a Company vehicle, vehicle insured by the Company or

an employee driving such a vehicle (however slight the damage may be) you are required to:

a) Stop and exchange vehicle details with any other party or parties involved.

b) Not to admit liability.

c) Where possible, try to obtain independent witnesses.

d) If you have a mobile telephone with a camera or video facility and it is safe to do so, take
photographs of the scene, any contributing factors (e.g. oil spillage), any damage to any vehicle(s)
and anything else that may be relevant in the circumstances.

e) Give immediate notice of such incident to the police, if required, and contact your manager to
advise of the extent of the damage sustained. Such notice to your manager may be given in the
first instance by telephone.

f)  Only emergency repairs may be carried out immediately if these are of a minor nature and will
return the vehicle to a road worthy condition prior to the Company’s insurer’s approval being
obtained for full repairs to be effected.

Any damage or accident must be reported immediately and failure to do so may be treated as gross

misconduct under the Company’s disciplinary procedure, usually leading to summary dismissal.

Hire Vehicles

You must always have authorisation from your manager before hiring a vehicle. When using a hire
vehicle for Company purposes all of the rules in this policy will also apply. Only the hirer of the vehicle
is permitted to drive the vehicle. The vehicle should only be used for the agreed purpose. This may
not include personal use.

Before hiring a vehicle you will need to obtain an access code, which you can obtain from the Driver

and Vehicle Licensing Agency (DVLA).

Any breach of this Company vehicle policy would invoke the company disciplinary procedures

involving disciplinary action up to and including dismissal.
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Use of Private Cars for Business

It may be a requirement for you to use your private vehicle for Company business from time to time.
For the purpose of this policy, ‘business use’ means driving your own vehicle to another location that
is not your main place of employment, for example:

e visiting a client or customer site

e driving to another Company location that is not your usual place of work

e visiting a supplier site

e driving to an offsite training course or event

The driving of your own car for business use is not permitted unless you have first registered your
vehicle with the Company. This includes all vehicles you are permitted to drive, if you are likely to use

them for business use.

Registering your vehicle
To register your vehicle you must supply the following documents, which will be photocopied and
retained on file:
1. Driving licence
Your photocard driving licence
2. DVLA Access Code
You will be required to provide the Company with evidence of your driving record (entitlements
and/or penalty points) and will be asked for an access code, which you can obtain from the Driver
and Vehicle Licensing Agency (DVLA). You can do this via the new Share Driving Licence online
service at Gov.uk, or by calling the DVLA on 0300 083 0013.
3. Valid insurance certificate
Your vehicle must be insured for business use as well as travelling to and from your place of work.
4. MOT certificate if the vehicle is three years old or over
You must also confirm the make, model, engine capacity and registration of the vehicle.
The Company may undertake an additional health and safety risk assessment before it can

approve you using your vehicle for business use.

Your responsibilities

Health and Safety

You should be aware of your responsibility towards health and safety. Whilst there is no restriction on
the number of hours you drive each day you should take appropriate rest breaks. It is recommended
that, after two hours’ continuous driving, you should take at least a 15 minute break. You must also
declare to the Company any medical conditions that have been declared to the DVLA which could

affect your ability to drive.
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Vehicle Maintenance

It is your responsibility to ensure that your vehicle complies with the requirements of the law with
regard to the condition and use of the vehicle. You should regularly check that the fuel, oil, water and
battery levels are topped up, that tyre pressures are maintained correctly and tread depths are above

the legal minimum.

Driving whilst under the influence of drink, drugs etc.
Do not drive if you are under the influence of alcohol, drugs or any other substance that could impair
your ability to drive.

Mobile Phones

Please refer to the Mobile Phone Policy.

If you cause an accident whilst using a hand held or fixed hands free mobile you could be prosecuted
for driving without due care and attention or a more serious offence, at worst death by dangerous

driving.

Fines and Parking
The Company will not under any circumstances accept responsibility for parking or other fines incurred
by an employee. Therefore, any fines incurred through wrongful or illegal use of vehicles will be borne

by the employee, including speeding, parking or any other motoring offence.

Expenses

You are entitled to claim reasonable expenses for using your own car for business use. This includes
paying a rate per mile, car parking, toll charges and congestion charges. You must retain receipts of all
expenses, including petrol receipts in order to claim these back in full. Further information is available
from your Manager.
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Employee Privacy Notice

The Company is aware of its obligations under the General Data Protection Regulation (UK GDPR) and
is committed to processing your data securely and transparently. This privacy notice sets out, in line
with UK GDPR, the types of data that we hold on you as an employee of the Company. It also sets out

how we use that information, how long we keep it for and other relevant information about your data.
This notice applies to current and former employees, workers and contractors.

Data controller details
The Company is a data controller, meaning that it determines the processes to be used when using
your personal data. Our contact details are as follows:

Cole Fabrics Plc

1-3 Ludlow Hill Road
West Bridgford
Nottingham

NG2 6HF

Data protection principles

In relation to your personal data, we will:

e process it fairly, lawfully and in a clear, transparent way

e collect your data only for reasons that we find proper for the course of your employment in ways
that have been explained to you

e only use it in the way that we have told you about

e ensure it is correct and up to date

e keep your data for only as long as we need it

e process it in a way that ensures it will not be used for anything that you are not aware of or have

consented to (as appropriate), lost or destroyed

Types of data we process

We hold many types of data about you, including:

e your personal details including your name, address, date of birth, email address, phone numbers
e your photograph

e gender

e marital status

e dependants, next of kin and their contact numbers

e medical or health information including whether or not you have a disability

e information used for equal opportunities monitoring about your sexual orientation, religion or

belief and ethnic origin
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e information included on your CV/application form including references, education history and
employment history

e documentation relating to your right to work in the UK

e driving licence

e bank details

e tax codes

e National Insurance number

e current and previous job titles, job descriptions, pay grades, pension entitlement, hours of work
and other terms and conditions relating to your employment with us

e |etters of concern, formal warnings and other documentation with regard to any disciplinary
proceedings

e internal performance information including measurements against targets, formal warnings and
related documentation with regard to capability procedures, appraisal forms

e |eave records including annual leave, family leave, sickness absence etc

e details of your criminal record

e training details

e CCTV footage

e building entry card records.

How we collect your data

We collect data about you in a variety of ways and this will usually start when we undertake a
recruitment exercise where we will collect the data from you directly. This includes the information
you would normally include in a CV/application form or a recruitment cover letter, or notes made by
our recruiting officers during a recruitment interview. Further information will be collected directly
from you when you complete forms at the start of your employment, for example, your bank and next
of kin details. Other details may be collected directly from you in the form of official documentation
such as your driving licence, passport or other right to work evidence.

In some cases, we will collect data about you from third parties, such as employment agencies, former

employers when gathering references or credit reference agencies.

Personal data is kept in personnel files or within the Company’s HR and IT systems.

Why we process your data

The law on data protection allows us to process your data for certain reasons only:

e inorderto perform the employment contract that we are party to
e inorderto carry out legally required duties

e inorder for us to carry out our legitimate interests

e to protect your interests and

e where something is done in the public interest.
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All of the processing carried out by us falls into one of the permitted reasons. Generally, we will rely
on the first three reasons set out above to process your data. For example, we need to collect your

personal data in order to:

e carry out the employment contract that we have entered into with you and

e ensure you are paid.

We also need to collect your data to ensure we are complying with legal requirements such as:

e ensuring tax and National Insurance is paid
e carrying out checks in relation to your right to work in the UK and

e making reasonable adjustments for disabled employees.

We also collect data so that we can carry out activities which are in the legitimate interests of the

Company. We have set these out below:

e making decisions about who to offer initial employment to, and subsequent internal
appointments, promotions etc

e making decisions about salary and other benefits

e providing contractual benefits to you

e maintaining comprehensive up to date personnel records about you to ensure, amongst other
things, effective correspondence can be achieved and appropriate contact points in the event of
an emergency are maintained

o effectively monitoring both your conduct and your performance and to undertake procedures
with regard to both of these if the need arises

o offering a method of recourse for you against decisions made about you via a grievance procedure

e assessing training needs

e implementing an effective sickness absence management system including monitoring the
amount of leave and subsequent actions to be taken including the making of reasonable
adjustments

e gaining expert medical opinion when making decisions about your fitness for work

e managing statutory leave and pay systems such as maternity leave and pay etc

e business planning and restructuring exercises

e dealing with legal claims made against us

e preventing fraud

e ensuring our administrative and IT systems are secure and robust against unauthorised access

Special categories of data

Special categories of data are data relating to your:

e health
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e sexlife

e sexual orientation

e race

e ethnic origin

e political opinion

o religion

e trade union membership

e genetic and biometric data.

We must process special categories of data in accordance with more stringent guidelines. Most

commonly, we will process special categories of data when the following applies:

e you have given explicit consent to the processing
e we must process the data in order to carry out our legal obligations
e we must process data for reasons of substantial public interest

e you have already made the data public.

We will use your special category data:

e for the purposes of equal opportunities monitoring
e inour sickness absence management procedures

e to determine reasonable adjustments

We do not need your consent if we use special categories of personal data in order to carry out our
legal obligations or exercise specific rights under employment law. However, we may ask for your
consent to allow us to process certain particularly sensitive data. If this occurs, you will be made fully
aware of the reasons for the processing. As with all cases of seeking consent from you, you will have
full control over your decision to give or withhold consent and there will be no consequences where
consent is withheld. Consent, once given, may be withdrawn at any time. There will be no

consequences where consent is withdrawn.

If you do not provide your data to us

One of the reasons for processing your data is to allow us to carry out our duties in line with your
contract of employment. If you do not provide us with the data needed to do this, we will be unable
to perform those duties e.g. ensuring you are paid correctly. We may also be prevented from
confirming, or continuing with, your employment with us in relation to our legal obligations if you do
not provide us with this information e.g. confirming your right to work in the UK or, where appropriate,

confirming your legal status for carrying out your work via a criminal records check.

Sharing your data
Your data will be shared with colleagues within the Company where it is necessary for them to

undertake their duties. This includes, for example, your line manager for their management of you,
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the HR department for maintaining personnel records and the payroll department for administering

payment under your contract of employment.

We share your data with third parties in order to e.g. obtain references as part of the recruitment
process and third parties which process data on our behalf e.g. payroll companies to process your pay
and HR/employment advisers to provide advice, guidance and to produce letters, forms and
documents relating to your employment.

We may also share your data with third parties as part of a Company sale or restructure, or for other

reasons to comply with a legal obligation upon us.

The Company will not transfer your data to countries outside the UK.

Protecting your data

We are aware of the requirement to ensure your data is protected against accidental loss or
disclosure, destruction and abuse. We have implemented processes to guard against such. Where we
share your data with third parties, we provide written instructions to them to ensure that your data
are held securely and in line with UK GDPR requirements. Third parties must implement appropriate

technical and organisational measures to ensure the security of your data.

How long we keep your data for

In line with data protection principles, we only keep your data for as long as we need it for, which will
be at least for the duration of your employment with us though in some cases we will keep your data
for a period after your employment has ended. Retention periods can vary depending on why we need

your data, as set out below:

e  Payroll and tax information will be retained for at least 6 years.

e Personnel files will be retained for at least 3 years.

Automated decision making
No decision will be made about you solely on the basis of automated decision making (where a
decision is taken about you using an electronic system without human involvement) which has a

significant impact on you.
Your rights in relation to your data
The law on data protection gives you certain rights in relation to the data we hold on you. These are:

e the right to be informed. This means that we must tell you how we use your data, and this is the

purpose of this privacy notice
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o theright of access. You have the right to access the data that we hold on you. To do so, you should
make a subject access request. You can read more about this in our Data Protection policy which
is available in the Employment Manual

e the right for any inaccuracies to be corrected. If any data that we hold about you is incomplete or
inaccurate, you are able to require us to correct it

e the right to have information deleted. If you would like us to stop processing your data, you have
the right to ask us to delete it from our systems where you believe there is no reason for us to
continue processing it

e the right to restrict the processing of the data. For example, if you believe the data we hold is
incorrect, we will stop processing the data (whilst still holding it) until we have ensured that the
data is correct

e the right to portability. You may transfer the data that we hold on you for your own purposes

e the right to object to the inclusion of any information. You have the right to object to the way we
use your data where we are using it for our legitimate interests

e the right to regulate any automated decision-making and profiling of personal data. You have a
right not to be subject to automated decision making in way that adversely affects your legal

rights.

Where you have provided consent to our use of your data, you also have the unrestricted right to
withdraw that consent at any time. Withdrawing your consent means that we will stop processing the
data that you had previously given us consent to use. There will be no consequences for withdrawing
your consent. However, in some cases, we may continue to use the data where so permitted by having
a legitimate reason for doing so. If you wish to exercise any of the rights explained above, please
contact your Manager.

Making a complaint
The supervisory authority in the UK for data protection matters is the Information Commissioner (ICO).
If you think your data protection rights have been breached in any way by us, you are able to make a
complaint to the ICO

Cole Fabrics Plc 133







