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Welcome to Airport Coordination Limited

Welcome to ACL!

You'll find information about our employment policies, procedures, and practices in this
handbook. Please read it carefully and feel free to ask your Manager any questions you may
have.

Apart from those sections linked to your Terms and Conditions of Employment (as outlined in
your letter of offer and Statement of Terms and Conditions of Employment. Where there’s
difference between Terms and Conditions of Employment and the handbook, the former takes
precedence. Also, the employee handbook doesn’t contain all our policies, procedures and
practices; some can be found on our Intranet. If you're in any doubt, please ask.

Airport Coordination Limited reserves the right to amend your terms and conditions of
employment reasonably. We also update our policies and procedures regularly. In most
cases, these changes will be reflected in updates to the employee handbook, and we’ll let you
know when this happens.

You're joining a company that leads its industry and has built a reputation for high quality
service to our customers. | hope you'll find plenty of opportunities to develop your skills and
experience and add your own contribution to ACL’s success. Above all | hope you'll enjoy
working here as part of a great team.

Neil Garwood
Chief Executive Officer

Integrity | Together | Own it | Professional | Striving for better A‘ ,'/'/
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About Airport Coordination Limited

ACL was formed in May 1992 to manage the imbalances between airline demand and airport
capacity. The Company has developed rapidly over the years and is now responsible for
schedule coordination and slot allocation at most major UK airports. Each airport pays ACL an
annual fee for coordination services.

The Company is jointly owned by a group of UK airlines. Each makes a financial contribution
towards ACL’s running costs but does not have any involvement in the slot allocation decisions,
which are made by Coordinators appointed by ACL.

ACL also earns a significant proportion of its revenue from selling its expertise in the UK and
Internationally through the sale of schedule data and consultancy services.

Company Addresses

Heathrow (Head Office)
Rourke House, 3 Watermans Business Park, Kingsbury Crescent, Staines, TW18 3BA
Tel: 020 8564 0600

Website addresses
Main ACL website: www.acl-uk.org
Online Coordination Services: www.online-coordination.com


http://www.acl-uk.org/

Purpose and Vision

ACL’s Purpose:
Achieving the best solutions in a fair and independent way

ACL’s Vision is to:
To grow our position as the world’s leading airport coordinator

We will achieve this by living to our values
ACL'’s Values:

Integrity — Ownlt —  Striving for better —  Professional —  Together
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Values

~ A =
-~ = w
Integrity Together Professional Own it Striving for better

Integrity
We make the right decisions for the right reasons and stand by them

Showing respect, and understanding any reasoning before making judgement
Being open to giving and receiving constructive feedback

Being open and honest about the decisions we make and why we made them
Behaving ethically and only using correct facts and data

Reviewing decisions if circumstances change

Positively embracing changes and acting in the best interest of the Company

We collectively take responsibility

e Our approach is ‘One for all, and all for one!’
e We believe in one standard of behaviour and how it applies to all

Together
We share knowledge, ideas and abilities

e Encouraging others by sharing our skills and knowledge
e Promoting a collaborative environment when seeking the support of others
o Recognising the positives before suggesting improvements

We recognise and support colleagues

Appreciating people who put in effort to support their colleagues
Recognising and valuing success

Proactively seeking to support my colleagues

Recognising two heads re better than one

Professional
We positively represent the business

* Being prepared, being punctual, being polite

e Honouring our commitments, meeting deadlines, and managing expectations

e Improving our skills and industry knowledge to deliver high quality service to our
customers

e Making consistent and high-quality decisions

3
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Values

Own it
We take a proactive approach

o Applying learnings when searching for a solution
e Admitting when we need help and guidance

We take individual responsibility

...for our decisions

...for our development

...for supporting our customers

...for seeing a job through to completion

Striving for better
We challenge our own performance

o Evaluating where we could develop, learning from mistakes

* Being positive, constructive, and progressive in our personal development

e Proactively guiding colleagues, transforming potential mistakes into learning
opportunities

We challenge the business norms

o Confidently challenging existing business processes
e Being open to other’s input into evaluating our ideas
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Company Rules and Procedures

The Company has rules and procedures which exist for the effective and safe operation of the
Company's business and the welfare and interests of those who work for the Company. You
are expected to comply with the rules which you are informed of or of which you are made
aware.

Information about particular rules and procedures will be communicated to you. From time to
time the Company may change, withdraw or replace existing rules, or introduce new rules and
you will be subject to and required to comply with these changes.

Representing the Company

In addition to the policies in place, the Company is committed to treating all individuals with
whom it comes into contact with respect and as responsible adults and expects the same
attitude from all employees towards the Company, the Company’s assets and property, to
other employees and their property, to customers, suppliers and agents and their property and
to the public at all times. Each employee has a responsibility to conduct themselves in a
professional and appropriate manner in all its dealings with other employees, and particularly
when representing the Company to clients and suppliers.

Teamwork is vital to our success, and we encourage people to listen to each other, share
information and solve problems together. To build on our success, it is important that we
continue to work together in an atmosphere of trust, respect, and tolerance for each other’s
views and ideas.

Further information regarding appropriate and unacceptable conduct is contained within the
Company disciplinary, equal opportunities and anti-bullying and harassment policies.
Breaches to the principles set out above may lead to disciplinary action.

Appearance

As you will come into contact with visitors and clients, it is important that you present a smart
and professional image through your appearance and standards of dress. You should wear
clothes appropriate to your job responsibilities and they should be kept clean and tidy at all
times. All clothing must be respectable, even in hot weather, and worn with a sensitive regard
to the traditions or reasonable expectations of those with whom you may be working or our
visitors and customers. Exceptions may be authorised by the Chief Executive Officer in cases
where it is inappropriate to wear business clothes.

Where necessary, the Company may insist that employees do not wear an item of clothing or
jewellery that might cause offence to other employees, customers or visitors.
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Expected Standards
Quality and Customer Service

It is the responsibility of each and every one of us to work together to create a business that
will continuously produce the highest overall quality and service for all our customers at the
right price.

To deliver our Customer Service principles and Service Delivery standards we will:
Customer Service

* Demonstrate a positive attitude towards all our customers — courteous, friendly, and
attentive

Always be open and transparent in our dealings with all our customers

Provide an efficient and flexible service

Provide accurate and consistent information in a format that is easy to understand
Always try to explain to the customer what they need to know and what they need to
do

Make a decision quickly once we have all the information we need

* Be available for a personal meeting with the customer if it is needed

Business Ethics

The purpose of this policy is to provide guidance in areas of the Company’s daily business
activity where possible questions could arise with respect to the ethical standards to be
observed. All employees of Airport Coordination Limited (The Company) are expected to
maintain the highest standard of integrity and conduct at all times.

Accounting Policies and Procedures

The Company maintains accounting policies and procedures in accordance with the highest
professional standards, including a set of internal accounting controls, which are
communicated through appropriate means by the Financial Controller. Compliance with these
policies and procedures is required from all employees at all times.

No false or artificial entry shall be made in The Company's accounting records for any reason.
No fund or asset shall be maintained by any department, which is not properly disclosed in the
accounting records.

Communications and Information

All information transmitted within and outside the Company must be honest and well founded;
misrepresentations and bias of information that creates a misleading business picture will not
be tolerated.

Each employee is individually responsible for ensuring that Senior Management is advised
promptly of all matters that may be considered material to the Company’s business affairs that
may have an impact on the Company’s reputation and or breaches of the Policy, and Terms
and Conditions of keeping Confidential Information secure.
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No employee shall communicate to any person outside the Company any information which is
of value to the Company or which could prove contrary to the Company’s best interests in the
hands of anyone outside the Company.

No employee shall use, or distribute Company information, which is not available to the general
public, whether for personal gain or not.

Improper Payments

It is the policy of the Company not to use funds or assets for any unethical purpose and not to
be engaged in the practice of purchasing privileges or special benefits or any other form of
payoff.

Conflict of Interest

All employees have a duty to the Company to be entirely free from the influence of any
conflicting interests when they represent the Company in any business dealing or make any
recommendation which may influence an action of the Company.

Unless prior permission is received from the Chief Executive Officer an employee shall not,
directly or indirectly:

e Accept any payment, gift, benefit, entertainment, or other favour of more than nominal
value from any person or entity doing or seeking to do business with the Company
Please see the Company’s policy on accepting gifts in the Gifts, Benefits and
Entertainment Policy

e Accept or ask for airline tickets for personal use if the objectivity and independence of
their decision making might be influence or if it could be perceived that their decision
making might be influenced

e Benefit personally from any purchase or sale of goods or services by the Company,
except through commissions or other benefits provided by the Company in the ordinary
course of business

e Enter into a transaction with the Company for their own account or divert a business
opportunity from the Company for their own benefit

e Extend credit on behalf of the Company to a customer where the proceeds are used to
repay a debt owing to him or her or a member of his or her immediate family

e Have any ownership interest in any entity doing business with the Company or
competing with the Company, except through widely held equity aggregating less than
1 % of the outstanding equity of such entity

e Serve as an officer, director, employee, or consultant for any entity or person which is
a competitor of the Company, or which does or is seeking to do business with the
Company

o Utilise any Confidential Information concerning, or obtained from the Company to
obtain any unfair or improper personal advantage

o Utilise any Company employee, equipment, or property for any personal purpose or for
any other purpose than the conduct of the Company’s business, unless previously
authorised by your Manager

Fraud
* For the avoidance of doubt, fraud in any form will not be tolerated.

Taxes
It is our policy:
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e To take all reasonable measures to ensure that we are complying with the tax laws and
regulations in force in the various countries where we operate and to meet all filing
requirements on a timely basis

e To use all legal opportunities for saving taxes and for tax planning, to the extent such
measures do not interfere with the efficiency of business operations

e To seek guidance from professional tax advisers to ensure that any structure proposed
to mitigate taxes is legal and cannot be qualified as tax fraud or illegal tax evasion

e The Finance Director is accountable for carrying out this policy

Airport Coordination Limited, its subsidiaries, branches and directors, has a zero-tolerance
policy in respect of tax evasion. This includes the facilitation of tax evasion on behalf of other
parties. This is classed as gross misconduct and any employee found to be conducting tax
evasion, including the facilitation of tax evasion by other parties, may be subject to summary
dismissal.

Employment Policy
It is our policy:

e To maintain an environment that encourages employees to utilise their talents, exercise
creativity and generally achieve superior performance

e To maintain employment practices based on equal opportunity for all employees

e To provide safe and healthy working conditions

e To encourage and promote an atmosphere of openness and transparency amongst all
employees

Additional ‘Safe Harbour’ Rules

¢ Do not design transactions that do not have a real business purpose
e Do not undertake any activity whilst working for the Company that you would not be
comfortable explaining to others

Everyone employed by the Company is responsible for ensuring compliance with the
standards of conduct in this Policy. Any employee who has any question as to whether any
given action would violate these standards of conduct should seek clarification from the
Leadership Team. Any matter of concern will be discussed with the person directly involved
first. Violations and matters that cannot be resolved or corrected will be taken to a higher level.

Reporting of possible violations will be handled confidentially and there will be no form of
reprisal against an employee for making a report.

Confidential and Proprietary Information

Confidential and proprietary information is information that has been created, discovered and

developed by the Company, or has been disclosed to the Company under an obligation of
confidentiality, or in which the Company has assigned rights.
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Confidential information means all information in any way relating to or concerning the
business, finances, dealings, transaction or affairs of the Company. It includes all information
relating to any third party with whom the Company has dealt and in respect of who the
Company is bound by an obligation (whether express or implied) of confidence. Examples of
confidential information include, but are not limited to: ACL schedule data including General
and Business Aviation flights, Military, VIP and Royal flights that is not in, or intended to be in,
the public domain, regardless of format or media; financial statements, pricing policies and
strategies, business plans, intellectual property, products and product development, software
and computer programs.

It is the duty of every employee to keep all such information secure.

This obligation applies both during the time you are employed by the Company and also after
the termination of your employment whether voluntary or involuntary, with the Company or any
associated companies. This does not, however, prevent you from using your general
knowledge and directly gained experience and skills to find other employment after the end of
your employment with the Company.

Sales Authorisation Policy

The purpose of this policy is to provide ACL employees with guidance on the authorisation of
goods and services to customers, including quotations, contracts with customers and the
reconciliation of sales.

Prices
For the purpose of this policy prices include:

Daily consultancy rates;

Data sales prices;

Fixed price projects and consultancy assignments;

Overseas airport coordination contracts; and

UK airport services including coordination, schedules facilitation and data collection.

Discounting
For the purpose of this policy a discount is the reduction of a price below one which has
previously been approved, or below the level it has historically been sold at.

Quotes

All offers that include any form of discount from previously agreed prices that are made to
customers are to be approved by the Chief Executive Officer or in line with pricing standards
before release to the customer and are to be time limited. Annual approval may be given for
consultancy daily rates and data sales rate sheets; however all ad-hoc projects require
individual approval.

For UK Coordination no offer is to be made to UK airports to carry out additional services
without reference to the Funding Model and without approval by the Chief Executive Officer.
This includes new services to existing customers and adding new customer airports to the
portfolio.



"/

All price and discount approvals require an explanation of any relevant costs and a summary
of benefits to ACL — both financial and non-financial.

Expected Standards

Contract
A formal contract with the customer should be signed, or if more appropriate a Purchase Order
put in place, prior to services commencing.

Reconciliation
All sales are to be reconciled to sales data and contracts.

10
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Data Protection

The Company recognises the need to comply with the various laws regulating the processing
of personal data and our policy is to take all reasonable steps to best ensure compliance with
the General Data Protection Regulation (GDPR). It is important that employees recognise the
risks involved when dealing with personal data and fully understand the steps that must be
taken in order to best ensure compliance with GDPR. It is the Company’s policy to educate
and inform employees about the dangers of inappropriate and illegal use of the personal data
they may have access to.

Personal data is any information identifying an individual or information relating to an individual
that we can identify (directly or indirectly) from that data alone or in combination with other
identifiers we possess or can reasonably access. For example: name, address, date of birth
and email addresses. Personal data does not include data where the identity of the individual
has been removed (i.e. anonymous data). There are special categories of sensitive personal
data which require a higher level of protection, for example information revealing physical or
mental health conditions.

The Company will maintain accurate data, which will be processed fairly and lawfully, and will
not maintain data that is inappropriate to the Company and/or its employees. All staff will be
required to comply with the principles of the GDPR, which requires personal data to be:

e Processed lawfully, fairly and in a transparent manner;

o Collected only for specified, explicit and legitimate purposes;

e Adequate, relevant and limited to what is necessary in relation to the purposes for which
it is processed;

e Accurate and where necessary kept up to date;

e Not kept in a form which permits identification of individuals for longer than is necessary
for the purposes for which the data is processed;

e Processed in a manner that ensures its security using appropriate technical and
organisational measures to protect against unauthorised or unlawful processing and
against accidental loss, destruction or damage;

¢ Not transferred to another country without appropriate safeguards being in place; and

e Made available to individuals and requires individuals to be allowed to exercise certain
rights in relation to their personal data.

Failure to adhere to those requirements could result in personal liability under the law and/or
disciplinary action being taken by the Company.

An annual audit will be conducted of all collections of information, including personal data. Any
unofficial collections will be the responsibility or liability of the Chief Executive Officer, who will
decide whether to permit the holding of such data and how they should be controlled.

Whenever you are involved in processing any personal data, you must ensure that you comply
with GDPR and only operate within sanctioned procedures. You should comply with the
following:

o If, for any reason, permission to use the personal data is withdrawn you must stop using
the particular data immediately;

e You must ensure that your appropriate records are maintained and safe and are only
used to perform your particular job;

11
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e Opinions of a racial, political, religious, sexual, ageist, physical or mental nature must
not be kept on record;

e The Company’s security procedures must be always followed;

¢ You must not remove personal data regarding our customers, business associates or
other employees without explicit permission;

e You are forbidden to enter personal data relating to the Company’s business into
privately owned computers;

e You must not input data for your own private use into the Company’s equipment.

Expected Standards

If you have any concerns or questions regarding the processing or use of personal data, you
should contact your Manager or ACL’s Data Protection Officer as soon as possible. If in any
doubt, you should cease to process the information. In addition, if you know or suspect that
there may have been, or there is likely to be, a breach of the GDPR, you should contact your
Manager, or ACL’s Data Protection Officer as soon as possible.

If you are required to use electronic equipment such as a computer or data-holding device, it
is your responsibility to ensure that reasonable measures are taken to ensure the security of
information contained within them. Such measures include keeping equipment in a lockable
location when not in use and/or using password protection for files containing information
covered by data protection legislation.

A breach of the data protection regulations or failure to adhere to the Company’s policies could
have serious repercussions for the Company and for yourself if you are found responsible. It
may also be treated as a serious disciplinary matter and may result in the termination of your
employment.

If you have access to or are responsible for collecting personal information that relates to any
of the Company'’s clients or their employees, the above guidelines should be strictly adhered
to.

Use of Employee Data by ACL

As a member of staff, you need to be aware that the Company will collect and hold details
pertinent to your employment on file as part of its personnel records. This may also include
sensitive information (such as details of any health issues). This information may be processed
for administrative or legal purposes or as required by your continued employment. This may
include passing certain employment related data to third parties such as government
authorities, suppliers or contractor organisations supplying services to ACL which require the
use or creation of employee data (for example, payroll, pensions and to HR advisers). We
require third parties to respect the security of your data and to comply with GDPR and will only
transfer your information outside of the UK/EU where we have put appropriate safeguards in
place in accordance with applicable law. Your data may also be used in emergency situations,
to protect the legal interests and other rights of the Company, or in other situations where you
have consented to the disclosure of such information.

We collect personal information about employees through the application and recruitment
process, either directly from candidates or sometimes from an employment agency or
background check provider. We will collect additional personal information in the course of job-
related activities throughout the period of you working for us.

The following are examples of information which may be retained by the Company as part of
its personnel records. The list is not exclusive or exhaustive:

12
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References obtained during recruitment;

Details of terms of employment;

Your date of birth;

Payroll, tax and National Insurance information;

Passport details;

‘Right to work’ documentation where required.

Performance information;

Details of grade and job duties;

Health records;

Absence records, including holiday records and self-certification forms;

Details of any disciplinary investigations and proceedings;

Training records;

Personal and next of kin/emergency contact information;

Correspondence with us and other information that you have given us.

It should also be noted that the Company might hold the following information about

you, for which disclosure will be made only when strictly necessary for the purposes

set out below:

e Your health, for the purposes of compliance with our health and safety and our
occupational health obligations;

e For the purposes of personnel management and administration, for example, to
consider how your health affects your ability to do your job and, if you are disabled,
whether you require any reasonable adjustment to be made to assist you at work;

e The administration of insurance, pension, sick pay and other related benefits in force
from time to time;

e In connection with unspent convictions to enable us to assess your suitability in

employment.

The Company will endeavour to update personnel files on a regular basis. It is your
responsibility to ensure that any changes in personal details are communicated in writing to
the Company immediately, or as soon after the change as is practicable; and to inform your
next of kin (or whoever you give as an emergency contact) that their details may be held on a
personnel file.

We will only use your personal information when the law allows us to. Most commonly, we will
use your personal information in the following circumstances: (a) where we need to perform
the contract we have entered into with you (for example to pay you); (b) where we need to
comply with a legal obligation (for example to account for PAYE or national insurance
contributions); and/or (c) where it is necessary for our legitimate interests (or those of a third
party) and your interests and fundamental rights do not override those interests.

We may also use your personal information in the following situations, which are likely to be
rare: (a) where we need to protect your interests (or someone else’s interests); and/or (b)
where it is needed in the public interest or for official purposes.

We have put in place appropriate security measures to prevent your personal information from
being accidentally lost, used or accessed in an unauthorised way, altered or disclosed.
Additionally, we limit access to your personal information to those employees, agents,
contractors and other third parties who have a business need to know. They will only process
your personal information on our instructions, and they are subject to a duty of confidentiality.

13
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We have put in place procedures to deal with any suspected data security breach and will
notify you and any applicable regulator of a suspected breach where we are legally required
to do so.

We do not envisage that any decisions will be taken about you using automated means.
However, we will notify you in writing if this position changes.

We will only retain your personal information for as long as necessary to fulfil the purposes we
collected it for, including for the purposes of satisfying any legal, accounting, or reporting
requirements. We operate a Data Retention policy to ensure that we only retain personal
information in compliance with our obligations under GDPR and other applicable law.

Your Rights in Relation to Personal Data We Hold About You
Under certain circumstances, by law you have the right to:

e Request access to your personal information. This enables you to receive a copy of the
personal information we hold about you and to check that we are lawfully processing
it;

¢ Request correction of the personal information that we hold about you;

e Request erasure of your personal information. This enables you to ask us to delete or
remove personal information where there is no good reason for us continuing to
process it. You also have the right to ask us to delete or remove your personal
information where you have exercised your right to object to processing (see below);

e Object to processing of your personal information where we are relying on a legitimate
interest (or those of a third party) and there is something about your particular situation
which makes you want to object to processing on this ground. You also have the right
to object where we are processing your personal information for direct marketing
purposes;

e Request the restriction of processing of your personal information. This enables you to
ask us to suspend the processing of personal information about you, for example if you
want us to establish its accuracy or the reason for processing it;

e Request the transfer of your personal information to another party.

If you want to review, verify, correct or request erasure of your personal information, object to
the processing of your personal data, or request that we transfer a copy of your personal
information to another party, please contact the Head of IS in writing.

You will not usually have to pay a fee to access your personal information (or to exercise any
of the other rights). However, we may charge a reasonable fee if your request for access is
clearly unfounded or excessive. Alternatively, we may refuse to comply with the request in
such circumstances.

We may need to request specific information from you to help us confirm your identity and
ensure your right to access the information (or to exercise any of your other rights). This is
another appropriate security measure to ensure that personal information is not disclosed to
any person who has no right to receive it.

In the limited circumstances where you may have provided your consent to the collection,
processing and transfer of your personal information for a specific purpose, you have the right
to withdraw your consent for that specific processing at any time. To withdraw your consent,
please contact the Head of IS. Once we have received notification that you have withdrawn
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your consent, we will no longer process your information for the purpose or purposes you
originally agreed to, unless we have another legitimate basis for doing so in law.

You always have the right to make a complaint to the Information Commissioner’s Office, the
UK’s data protection regulator, if you have a concern with how we process your personal data
(https://ico.org.uk/make-a-complaint/). We would appreciate having the opportunity to resolve
any potential complaint with you before a complaint is sent to the ICO.

GDPR Guidance — Third Party Email Addresses

Introduction

Corporate email addresses are almost always personal data, as they contain the name of the
relevant individual (or a variation of it — i.e. rsmith, or smithr). If the email address can be used
to identify an individual, it will be considered personal data for GDPR purposes.

Forwarding Emails

Forwarding an email message which itself includes an email address of a third party is a form
of processing personal data. To forward the email (personal data) we must be able to
demonstrate there is a lawful basis to do so.

As the email address is not itself special category data (unless it includes information identified
as special category, such as the individual’s religion or ethnicity), the main lawful basis would
be legitimate interests — i.e. does ACL have a legitimate interest to do this (a business
purpose), and that it would not unfairly prejudice the individual.

An ACL employee should therefore only forward on email addresses if they feel that they have
a business purpose to do so. On that basis, a rough “rule of thumb” would be to consider
whether the relevant individual would be upset or surprised that their email address had been
forwarded in this way. This test is not a statutory one, but it does help to assess the chance of
a complaint or other issue from the individual concerned.

When considering if you should forward an email, you should consider this test before
sending. If you are unsure, you should seek a second opinion.

Sending Emails to a group

When sending an email to a group of people from different organisations, you are required to
utilise the Bece function of outlook. If ACL is instigating the communication, we have a duty to
protect personal information and as such we should not send email address or any other
personal information in any part of the communication.

Sharing contact details
ACL employee should not give out someone’s email address to another individual without
consent from the person in question. Not gaining permission is a breach of GDPR legislation
if a complaint is raised.

Receiving Email with personal included

ACL may receive emails from third parties that contain personal information in the body of the
email or in an attachment. Should you receive such an email the priority is not to forward the
information. You should advise Tony Simons immediately for advice on next steps.

Breaches of GDPR
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The aim is that you do not breach GDPR. If you inadvertently believe there may be a breach,
you should immediately advise Tony Simons so we can check and if necessary, report the
breach.

If, you have any questions about how we collect or process your personal data or your rights in
relation to the data we hold about you please contact Tony Simons, ACL’s Head of IS.

BRIBERY ACT

Airport Coordination Limited is committed to the highest standards of ethical conduct and
integrity in its business activities in the UK and overseas. This policy outlines the Company’s
position on preventing and prohibiting bribery, in accordance with the Bribery Act 2010.

The Company will not tolerate any form of bribery by, or of, its employees, agents or
consultants or any person or body acting on its behalf.

Leadership Team is committed to implementing effective measures to prevent, monitor and
eliminate bribery.

This policy applies to all employees of the Company, and to temporary workers, consultants,
contractors, agents, and subsidiaries acting for, or on behalf of, the Company ("associated
persons”) within the UK and overseas.

Every employee and associated person acting for, or on behalf of, the Company is responsible
for maintaining the highest standards of business conduct. Any breach of this policy is likely to
constitute a serious disciplinary, contractual and criminal matter for the individual concerned
and may cause serious damage to the reputation and standing of the Company. The Company
may also face criminal liability for unlawful actions taken by its employees or associated
persons under the Bribery Act 2010.

All employees and associated persons are required to familiarise themselves and comply with
this policy, including any future updates that may be issued from time to time by the Company.

This policy covers:

e The responsibilities of employees and associated persons acting for, or on behalf of,
the Company; and
e The consequences of any breaches of this policy

Under the Bribery Act 2010, a bribe is a financial or other type of advantage that is offered or
requested with the:

e Intention of inducing or rewarding improper performance of a function or activity; or
o Knowledge or belief that accepting such a reward would constitute the improper
performance of such a function or activity

A relevant function or activity includes public, state or business activities or any activity
performed in the course of a person’s employment, or on behalf of another company or
individual, where the person performing that activity is expected to perform it in good faith,
impartially, or in accordance with a position of trust.
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A criminal offence will be committed under the Bribery Act 2010 if:

e An employee or associated person acting for, or on behalf of, the Company offers,
promises, gives, requests, receives or agrees to receive bribes; or

e An employee or associated person acting for, or on behalf of, the Company offers,
promises or gives a bribe to a foreign public official with the intention of influencing that
official in the performance of his/her duties (where local law does not permit or require
such influence); and

e The Company does not have the defence that it has adequate procedures in place to
prevent bribery by its employees or associated persons.

All employees and associated persons are required to comply with this policy and in
accordance with the Bribery Act 2010.

Prohibited Actions and Activities
The Company prohibits employees and associated persons from offering, promising, giving,
soliciting or accepting any bribe.

A bribe might be cash, a gift or other inducement to, or from, any person or company, whether
a public or government official, official of a state-controlled industry, political party or a private
person or company, regardless of whether the employee or associated person is situated in
the UK or overseas. A bribe might be made to ensure that a person or company improperly
performs duties or functions (for example, by not acting impartially or in good faith or in
accordance with their position of trust) to gain any commercial, contractual or regulatory
advantage for the Company in either obtaining or maintaining Company business, or to gain
any personal advantage, financial or otherwise, for the individual or anyone connected with the
individual.

This prohibition also applies to indirect contributions, payments or gifts made in any manner
as an inducement or reward for improper performance, for example through consultants,
contractors or sub-contractors, agents or sub-agents, sponsors or sub-sponsors, joint-venture
partners, advisors, customers, suppliers or other third parties.

Records

Employees and, where applicable, associated persons, are required to take particular care to
ensure that all company records are accurately maintained in relation to any contracts or
business activities, including financial invoices and all payment transactions with clients,
suppliers and public officials.

Due diligence and/or risk assessments should be undertaken by employees and associated
persons prior to entering into any contract, arrangement or relationship with a potential supplier
of services, agent, consultant or representative in accordance with the Company’s
procurement and risk management procedures.

Employees and associated persons are required to keep accurate, detailed and up-to-date
records of all corporate hospitality, entertainment or gifts accepted or offered.

Working Overseas
Employees and associated persons conducting business on behalf of the Company outside
the UK may be at greater risk of being exposed to bribery or unethical business conduct than
UK-based employees.
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Employees and associated persons owe a duty to the Company to be extra vigilant when
conducting international business.
Employees and associated persons are required to cooperate with the Company’s risk
management procedures and to report suspicions of bribery to the Chief Executive Officer.
While any suspicious circumstances should be reported, employees and associated persons
are required particularly to report:

o Close family, personal or business ties that a prospective agent, representative or joint-
venture partner may have with government or corporate officials, directors or
employees

A history of corruption in the country in which the business is being undertaken
Requests for cash payments

Requests for unusual payment arrangements, for example via a third party;

Requests for reimbursements of unsubstantiated or unusual expenses; or

A lack of standard invoices and proper financial practices

If an employee or associated person is in any doubt as to whether a potential act constitutes
bribery, the matter should be referred to the Chief Executive Officer.

Facilitation Payments
The Bribery Act 2010 imposes specific requirements to prevent Facilitation Payments.

A Facilitation Payment is a payment made to government officials for carrying out or speeding
up routine procedures. They are more common overseas. Facilitation payments are distinct
from an official, publicly available fast-track process. Facilitation payments, or offers of such
payments, will constitute a criminal offence by both the individual concerned and the Company
under the Bribery Act 2010, even where such payments are made or requested overseas.
Employees and associated persons are required to act with greater vigilance when dealing
with government procedures overseas.

The Company prohibits its employees or associated persons from making or accepting any
Facilitation Payments.

Where a public official has requested a payment, employees or associated persons should ask
for further details of the purpose and nature of the payment in writing. If the public official
refuses to give these, this should be reported immediately to the Chief Executive Officer.

If the public official provides written details, the Chief Executive Officer will consider the nature
of the payment. Local legal advice may be sought by the Company.

If it is concluded that the payment is a legitimate fee, for example part of a genuine fast-track
process, or is permitted locally, the Company will authorise the employee to make the payment.

Where the Chief Executive Officer considers that the request is for a facilitation payment, the
employee or associated person will be instructed to refuse to make the payment and notify the
public official that the employee or associated person is required to report the matter to the
Company and the UK embassy.

The Company will seek the assistance of the relevant employee in its investigation and may
determine that the matter should be referred to the prosecution authorities.
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If you or an associated person has any other concerns about the nature of a request for
payment, you should report it to the Chief Executive Officer using the reporting procedure set
out in this policy and in accordance with the Company’s whistleblowing policy.

Corporate Entertainment, Gifts, Hospitality and Promotional Expenditure
The Company permits corporate entertainment, gifts, hospitality, and promotional expenditure
that is undertaken:

e For establishing or maintaining good business relationships
e To improve the image and reputation of the Company; or
e To present the Company'’s services effectively

provided that it is:

e Arranged in good faith, and
* Not offered, promised or accepted to secure an advantage for the Company or any of
Its employees or associated persons or to influence the impartiality of the recipient

The Company will authorise only reasonable, appropriate and proportionate entertainment and
promotional expenditure.

This principle applies to employees and associated persons, whether based in the UK or
overseas. However, those with remits overseas will be given further training on the specific
procedures that they are required to follow.

Employees and, where relevant, associated persons should submit requests for proposed
hospitality and promotional expenditure well in advance of proposed dates to their Manager.
Employees are required to set out in writing:

e The objective of the proposed client entertainment or expenditure
e The identity of those who will be attending

e The organisation that they represent; and

e Details and rationale of the proposed activity

The Company will approve business entertainment proposals only if they demonstrate a clear
business objective and are appropriate for the nature of the business relationship.

The Company will not approve business entertainment where it considers that a conflict of
interest may arise or where it could be perceived that undue influence or a particular business
benefit was being sought (for example, prior to a tendering exercise).

Any gifts, rewards or entertainment received or offered from clients, public officials, suppliers
or other business contacts should be reported immediately to your Manager or to the Chief
Executive Officer. In certain circumstances, it may not be appropriate to retain such gifts or be
provided with the entertainment and employees and associated persons may be asked to
return the gifts to the sender or refuse the entertainment, for example, where there could be a
real or perceived conflict of interest. As a general rule, small tokens of appreciation, such as
biscuits, flowers or a bottle of wine to a similar value, may be retained by employees.
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If an employee or associated person wishes to provide gifts to suppliers, clients or other
business contacts, prior written approval from the Chief Executive Officer is required, together
with details of the intended recipients, reasons for the gift and business objective. These will
be authorised only in limited circumstances and will be subject to a cap of £50 per recipient.

Employees and, where applicable, associated persons must supply records and receipts, in
accordance with the Company's business expenses policy.

Charitable and Political Donations

The Company considers that charitable giving can form part of its wider commitment and
responsibility to the community. The Company supports a number of charities that are selected
in accordance with objective criteria, following a risk assessment. The Company may also
support fundraising events involving employees.

What Practices are Permitted?
This policy does not prohibit:

e Normal and appropriate hospitality and entertainment with clients (please see the
Company's Gifts, Benefits and Entertainment policy); and

e The use of any recognised fast-track process that is publicly available on payment of a
fee

Any such practices must be proportionate, reasonable and made in good faith. Clear records
must be kept.

Reducing the Risk of Bribery

The Company operates risk management procedures to prevent, detect and prohibit bribery.
The Company will maintain risk assessments for each of its main business activities and,
where relevant, will identify employees or officers of the Company who are in positions where
they may be exposed to bribery.

The Company will identify high-risk areas, for example projects undertaken in high-risk
countries, tenders for work and those working on high-value projects plus new projects or
activities as and when they arise.

Employees and associated persons are required to complete a new project/activity bribery risk
assessment form with the Chief Executive Officer when commencing a new project.

The Company will:

Regularly monitor "at risk" employees and associated persons

Regularly communicate with "at risk" employees and associated persons

Undertake appropriate due diligence of third parties and associated persons; and
Communicate its zero-tolerance approach to bribery to third parties, including actual
and prospective customers, suppliers, and joint-venture partners

Reporting Suspected Bribery

The Company relies on its employees and associated persons to make sure that it can
maintain the highest standards of ethical conduct in all its business dealings. Employees and
associated persons are required to assist the Company and to remain vigilant in preventing,
detecting and reporting bribery.
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Employees and associated persons are encouraged to report any concerns that they may have
to the Chief Executive Officer as soon as possible. Issues that should be reported include:

e Any suspected or actual attempts at bribery

e Concerns that other employees or associated persons may be being bribed; or

e Concerns that other employees or associated persons may be bribing third parties,
such as clients or government officials

Employees must record and report any incidents of suspected bribery to the Chief Executive
Officer. Any such reports will be thoroughly and promptly investigated by the Chief Executive
Officer in the strictest confidence. Employees and associated persons will be required to assist
in any investigation into possible or suspected bribery.

Employees will also be required to comply with the Company’s whistleblowing policy.

Employees or associated persons who report instances of bribery in good faith will be
supported by the Company. The Company will ensure that the individual is not subjected to
detrimental treatment as a consequence of his/her report. Any instances of detrimental
treatment by a fellow employee because an employee has made a report will be treated as a
disciplinary offence. An instruction to cover up wrongdoing is itself a disciplinary offence. If told
not to raise or pursue any concern, even by a person in authority such as a Manager,
employees and associated persons should not agree to remain silent. They should report the
matter to the Chief Executive Officer.

Action by the Company

The Company will fully investigate any instances of alleged or suspected bribery. Employees
suspected of bribery may be suspended from their duties while the investigation is being
carried out. The Company will invoke its disciplinary procedures where any employee is
suspected of bribery, and proven allegations may result in a finding of gross misconduct and
immediate dismissal. The Company may terminate the contracts of any associated persons,
including consultants or other workers who act for, or on behalf of, the Company who are found
to have breached this policy.

The Company may also report any matter to the relevant authorities, including the Director of
Public Prosecutions, Serious Fraud Office, Revenue and Customs Prosecutions Office and the
police. The Company will provide all necessary assistance to the relevant authorities in any
subsequent prosecution.

Review of Procedures and Training

The Company will regularly communicate its anti-bribery measures to employees and
associated persons. The Company will set up training sessions where applicable. The Chief
Executive Officer is responsible for the implementation of this policy.

The Chief Executive Officer will monitor and review the implementation of this policy and
related procedures on a regular basis, including reviews of internal financial systems,
expenses, corporate hospitality, gifts and entertainment policies.

Employees and those working for, or on behalf of, the Company are encouraged to contact the

Chief Executive Officer with any suggestions, comments or feedback that they may have on
how these procedures may be improved.
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The Company reserves the right to amend and update this policy as required. For the
avoidance of doubt, this policy does not form part of employees’ contracts of employment.

Gifts, Benefits and Entertainment

The purpose of this policy is to provide ACL employees with guidance on the acceptance of
gifts, benefits and/or entertainment that may be offered throughout the year, including at the
Schedules Conferences and Christmas.

ACL is in a unique position in the industry where the very highest standards of openness and
transparency are core to its business success. The Company accepts that, within reasonable
limits benefits may be offered to, and accepted by, employees. However, the guiding
principles in dealing with benefits that may be offered should be those of openness and
transparency.

It is ACL’s policy that the receipt of benefits must be openly declared and transparent to the
Company and Leadership Team.

Offers of benefits, of more than nominal value, by individuals or companies must never be
accepted if they are intended to influence, or could be perceived to influence, the objectivity
and independent decision making of any ACL employee.

Under no circumstances should employees ask for or encourage the giving of benefits.

Without exception benefits may not be delivered to employees' home addresses preventing
them being transparent to the Company.

For the purpose of transparency, and to meet the Company’s statutory obligations, all benefits
of nominal value must be recorded by each individual and benefits of more than a nominal
value must be recorded honestly and promptly in the ACL benefits log accessible via the
Company intranet.

The objectives behind benefits given must be carefully considered to ensure accepting such
an offer does not unduly influence any ACL employee. In general, appreciation from customers
for past service or gestures designed to foster ‘goodwill’ in the form of benefits is acceptable,
however, benefits designed, or timed, to influence future decisions by ACL employees, e.g.
shortly before the Schedules Conference, must always be refused.

All employees should be aware that accepting benefits of more than nominal value, is
considered by HM Revenue and Customs (HMRC) as benefits in kind and therefore subject to
a personal tax liability.

The Company tries to take a reasonable approach by setting the following guidelines and limits
for the declaration and acceptance of gifts, benefits and/or entertainment:

Nominal Value Benefits

Individual Benefits i.e. value up to £25 are acceptable, subject to the cautions in this policy,
and do not need to be individually recorded in the log. However please refer to the paragraph
below on ‘Aggregate Value’ for further guidance regarding recording for personal taxation
purposes.

Corporate branded/embossed gifts with the providers name and/or logo on them do not need
to be recorded.
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Valuable Benefits

Individual benefits of an estimated value of £25 and above should, where appropriate, be
politely refused, and the employee should state that company policy does not permit the
acceptance of valuable individual benefits.

If it is not appropriate or possible to refuse/return the valuable benefit employees should
discuss it with the Chief Executive Officer who may decide that either the employee may keep
it or that it is to be shared with colleagues (where feasible), or that it should be donated to an
appropriate charity on behalf of ACL.

Each valuable gift must be recorded in the benefits log.

Corporate Gifts

Corporate Gifts are gifts given for the purpose of sharing amongst the ACL employees in an
office. In general, so long as the value of these gifts is not excessive, and they are shared
between team members this type of gift is acceptable to ACL.

Entertainment
Entertainment includes invitations to social occasions such as parties, lunch or dinner; tickets
to events, etc, either during working hours or personal time.

For details regarding expenses relating to entertainment, please refer to the business
expenses Policy.

Aggregate Value

If the value of gifts, benefits and/or entertainment reaches an aggregate value of more than
£250 (in the relevant financial year), from the same third party, the total value will be liable for
taxation. Each individual is required to keep a personal record of nominal value items and who
provided them. If the total value when added to other gifts, benefits or entertainment, from the
same third party is more than £250 in any financial year, a single entry must be made in the
log at year end and the aggregate value will be liable for personal taxation.

The details contained within the log will be used to complete P11Ds for all ACL employees
annually, and submitted to the payroll department for reporting purposes to HMRC. All
employees will be given a draft copy of their P11D, for review, at the end of each financial year
before submission to the payroll department.

Any breaches of this policy may be considered as a disciplinary offence.

Airline Tickets for Personal Use

ACL employees must not ask for or accept airline tickets for personal use if the objectivity and
independence of their decision making might be influenced or if it could be perceived that their
decision making might be influenced. This does not apply to tickets for duty travel by ACL
employees.

Airline tickets have a high face value. ACL employees must not accept personal favours of any
type, especially airline tickets, which might be considered as compromising to the individual
concerned or to the Company.

It is not uncommon for ACL’s airline customers to offer tickets to ACL staff and sometimes to

their families as well. The objectives behind such offers must be carefully considered to ensure
ACL employees are not unduly influenced or compromised by accepting such offers.
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In general accepting offers for tickets on authorised inaugural flights is acceptable to ACL.
Occasionally ticket(s) may be requested, or accepted if offered, by ACL employees only, from
airlines other than the members of ACL.

Under no circumstances should ACL employees ask for tickets from any airline on behalf of
anyone other than their eligible relatives or partners, e.g., ACL sub-contractors or friends.
Hotline tickets may be requested for anyone.

Employees should always be open about offers of tickets and/or requests for tickets and seek
approval of the Head of Coordination or the Chief Executive Officer before accepting such
offers. Under no circumstances will the acceptance of accommodation or other benefits along
with an airline ticket be approved by ACL.

Airline tickets that are given for free are considered as a benefit in kind by HMRC. Refer to the
Staff Travel policy for further guidance.

Any breaches of this policy may be considered as a disciplinary offence and/or the withdrawal
of personal travel concessions.

Business Travel Policy

From time-to-time employees are required to travel both within the UK and overseas as part
of their exercise of the company’s business. The company expects employees to travel at
times that are reasonable in terms of the business they are conducting and in a way that
minimise impact on personal lives.

Travel at weekends should be avoided if possible.

All travel should be approved by a member of the Leadership Team, and all Leadership Team
travel approved by the Chief Executive Officer.

All tickets should be sourced through the Travel Coordinator or booked direct following
approval. The Travel Coordinator should be made aware of bookings made directly
immediately.

Rail Travel
All travel should be in standard class unless an equivalent first-class fare can be bought
cheaper through an advance purchase offer.

Air Travel

Travel for commercial purposes, including new business development and meeting customers
with whom ACL has a commercial arrangement, should be undertaken using commercial
tickets.

All commercial tickets purchased should be using a best price on the day of booking principle
with tickets being purchased as far in advance as possible to secure the best fare.

When groups of employees are travelling, airlines should be approached to see if group
discounts can be secured.
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When accepting duty travel tickets from an airline the employee should be mindful of their
responsibilities in ensuring that ACL is all times compliant with the Bribery Act and if they
believe any conflict of potential conflict exists, they should consult a member of the Leadership
Team.

All travel with a duration of up to six hours or where only a European business product is
available should be in Economy.

For travel on flights over 6 hours premium cabins can be considered (subject to prior approval
by a member of the Leadership Team) based on the following criteria:

o Flights greater than 6 hours where the employee is expected to immediately go to work
on arrival at the destination and there is no option to utilise appropriate rest should be
booked in Business Class.

o Flights between 6-9 hours where appropriate rest is possible on arrival should be in
Premium Economy where it is available. Where Premium Economy is not available
then Economy should be used.

Flights over 9 hours’ duration, travel in business class may be booked.

Table 1 — Summary of Travel Entitlement

Duration Policy

Below 6 Hours |Economy

Premium Economy if available

If Premium Economy is not available but suitable rest available

or not required to go straight to work: Econom
6 -9 hours 9 g g y

If Premium Economy is not available, no suitable rest available
or required to go straight to work: Business Class. The
requirement to go straight into work should be agreed with
the employees LT member before the booking is made.

Above 9 hours |Business Class

Combining Business Travel with Leave or Weekends

Employees may extend a reasonable amount of time to a business trip using leave or staying
on for the weekend so long as no additional cost is incurred by the company. The approving
Leadership Team member must use their discretion about what is reasonable in these
circumstances, but for example if staying longer required the company to purchase a
commercial ticket when otherwise a duty ticket would suffice, then extending the trip would not
reasonable. Equally, it would not be reasonable to arrange a two-hour meeting and then tag
on a week-long holiday to the same trip.
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Please also refer to the business expenses policy for details of claiming reimbursement for
business travel.

Expected Standards
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Equal Opportunities

The Company is committed to equal opportunities in all its employment practices, policies and
procedures including recruitment, training, remuneration and promotion and equal terms and
conditions of employment. It is committed to the creation of a non-discriminatory working
environment.

The aim of this policy is to ensure that no job applicant or employee receives less favourable
treatment due to age, disability, gender reassignment, race, religion or belief, sex, sexual
orientation, marriage and civil partnership, pregnancy and maternity, unrelated criminal
convictions, or membership or non-membership of a trade union.

All employees have a responsibility to co-operate with measures to ensure equal opportunity
and non-discrimination; and to respect and act in accordance with the policy set out below.
The Company will not condone any form of harassment or bullying, whether engaged in by
employees or by outside third parties who do business with the Company.

You should be aware that whilst an employer can be held liable in law for acts of discrimination
committed by employees, individual employees can also be held personally liable in law for
acts of discrimination that they commit, authorise, contribute to, or condone.

Every employee is responsible for ensuring the Company’s Equal Opportunity Policy is applied
to our dealings with our colleagues, clients and suppliers and should, in addition, be aware
that it is unlawful to commit, authorise, contribute to, or condone acts of discrimination in the
provision of goods and services, on the grounds set out above.

You should therefore be aware that the following acts are unlawful and would constitute
misconduct or gross misconduct liable to disciplinary action, which may include summary
dismissal:

e Discriminating in the course of employment or prospective employment against fellow
or future employees in job, transfer or promotion applications on the grounds
established in this Equal Opportunities Policy

¢ Inducing or attempting to induce employees to practice unlawful discrimination

e Indulging in verbal or physical harassment of a nature that is known, or should be
known, to be offensive to the victim

e Victimising individuals who have made or supported allegations or complaints/
grievances of any discrimination or harassment or provided information about such
discrimination or harassment, or are suspected of doing so

The following are the forms of discrimination that may give rise to a complaint and for which
disciplinary action will be taken:

Direct Discrimination

Treating a person less favourably than a person without that protected characteristic (such as
age, race sex etc) would be treated. This also applies where the individual is thought to have
that characteristic (perceived discrimination) or because they associate with someone who has
a protected characteristic (associative discrimination).
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Indirect Discrimination
Where a practice or criterion applies to everyone but significantly disadvantages people who
share a protected characteristic.

Victimisation

One person treating another person less favourably than they would treat other people
because that person has made or supported a complaint or raised a grievance under the Act,
or because they are suspected of doing so.

Harassment

For a reason relating to a person’s age, race, sex (including gender reassignment), disability,
religion/belief, or sexual orientation another person engages in unwanted conduct which may
violate the person’s dignity or creates an intimidating, hostile or degrading, humiliating or
offensive environment for that person, even if it is not directed at them (see below “Problems
of Bullying and Harassment”).

If you perceive a problem on recruitment, selection, training, promotion or the application of
terms and conditions of employment you should raise it in the first instance with your Manager,
or another Manager of appropriate seniority.

All cases of such behaviour will be investigated, and we will treat all complaints fairly, quickly
and with confidentiality. Any grievance arising from the Equal Opportunities Policy will be dealt
with using the existing Grievance Procedure.

Any employee, who has acted, in good faith, over allegations of discrimination or harassment
(please refer to the Bullying and Harassment Section of the Handbook), will not be victimised
by being treated any less favourably than any other employee because of taking such action.

Monitoring

The Company will monitor the practical effects of the policy by regularly collecting and
reviewing relevant information. You are expected to co-operate in any work being undertaken
to monitor, review and implement this policy.

Recruitment Advertising and Selection

The recruitment process will be conducted in such a way as to result in the selection of the
most suitable person for the job in terms of relevant experience, abilities, and qualifications.
The Company is committed to applying its Equal Opportunities Policy statement at all stages
of recruitment and selection.

Advertisements will seek to encourage applications from all suitably qualified and experienced
people. Staff responsible for short listing, interviewing, and selecting candidates will be clearly
informed of the selection criteria. Selection of new staff will be based on the job requirements
and the individual’s suitability and ability to do, or to train for the job in question.

Medical screening and pre-employment medical/health questioning during the selection
process will only be carried out in the following circumstances:

e To help decide if reasonable adjustments are needed in the selection process.

e To determine if an applicant can carry out a function that is essential to the job such as
heavy lifting, or

e For diversity monitoring purposes
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Once an offer of employment has been made, it may then still be subject to successful
completion of a medical or health related questionnaire, especially where it is necessary for
Health & Safety reasons.

General Information

Company Communications Equipment & Facilities

The Company’s computer systems are provided primarily for business use only. However,
limited personal use is permitted at certain times of the day. For full details of the Company’s
Email and Internet Usage Policy, please refer to the IS policy on the Intranet.

Further policies covering Communications related topics can also be found on the Company
Intranet and should be read by all employees. These include:

Mobile Phones

Anti-virus

Software Licensing
Inappropriate usage

Use of own IT Equipment

Software Copyright

The Company contracts with several outside vendors to obtain licences to use their products.
Such licensed products include, but are not limited to, computer software and electronic media.
Copyright laws protect the rights of such vendors to these properties. The unauthorised
modification or copying of any such material is illegal, exposing the Company as well as the
employee to legal action. The Company considers this to be a serious breach which may be
dealt with by the Disciplinary Policy.

Disciplinary and Dismissal Policy & Procedure

In any organisation it is essential that certain standards and performance must be maintained
to protect the smooth running of the organisation, the service to its clients and the wellbeing of
its employees.

The Disciplinary Procedure applies to all employees and is designed to ensure fair treatment
for those whose job performance is below required standards and those involved in breaches
of the Company rules, as well as to encourage improvement in individual performance, conduct
and attendance.

Depending upon the seriousness of the case the Disciplinary Procedure may be entered into
at any of the stages outlined below. Except for those instances of gross misconduct, dismissal
will not be the first step.

In general, particular shortcomings on the part of an employee in meeting job requirements or
standards will be initially brought to his/her attention by their Manager in informal conversations
accompanied by the offer of assistance towards achieving improvement.

This Disciplinary Policy and Procedure is not contractual, and the Company reserves the right
to amend the Policy and Procedures from time to time.
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The principles are:

The procedure is designed to establish the facts quickly and to deal consistently and
fairly with all disciplinary issues.

No disciplinary action will be taken until the matter has been fully investigated.

Your Manager will investigate and discuss with you any problems relating to your
conduct, capability, or attendance. Where reasonably possible, you will be given
access to all relevant information relating to the complaint against you.

At every stage in the procedure, you will have the opportunity to state your case in
response to the claims against you and be accompanied, if you wish, at the hearing by
a work colleague or accredited Trade Union representative.

If a warning is appropriate, you will be given a warning, which will include a summary
of the incident or circumstances, the corrective action required, the time in which the
correction must be achieved, and the likely consequences of failure to make the
necessary improvements.

You have the right to appeal against any disciplinary penalty.

You will be given notice of any disciplinary hearing as quickly as reasonably possible,
and where it is not possible for you or your chosen representative to attend, the meeting
will be rearranged for an alternative date within five working days of the initial hearing
date.

Except for ‘gross misconduct’, no employee will be dismissed for a first breach of
discipline.

All witness statements, records and proceedings will be treated with strictest
confidentiality.

Misconduct and Unsatisfactory Performance
The following are examples of misconduct or unsatisfactory performance. The list is not
exclusive or exhaustive, and offences of a similar nature will be dealt with under this procedure:

Bad timekeeping

Unauthorised absence

Minor damage to Company property
Minor breach of ACL’s regulations
Failure to observe Company procedures
Abusive behaviour

Unsatisfactory sickness or attendance record
Inappropriate use of Company property
Poor performance

Incompetence

Unsuitability

Lack of application

Failure to consistently achieve targets
Misuse of e-mail/internet/telephone

Serious Misconduct and Unsatisfactory Performance
The following are examples of serious misconduct. The list is not exclusive or exhaustive, and
offences of a similar nature will be dealt with under this procedure:

Negligence resulting in minor loss, damage or injury
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Failure to comply with a specific instruction

Failure to improve within any specified period following a verbal warning
Repeated absenteeism

Repeated minor breaches of ACL’s regulations or unpunctuality

Investigation

Before carrying out a disciplinary meeting, the Company must ensure that a disciplinary
meeting is appropriate due to there being sufficient evidence to suggest there is a case to be
heard. This may be established by an alternative Manager not involved in the situation, carrying
out an investigation and coming to a clear view about the circumstances. This should be done
at the outset, and the role of the investigating Manager will be to establish the facts and not to
prejudge the issue. The Manager who will hear the disciplinary will then decide whether the
matter should be dealt with by an informal meeting or whether formal disciplinary action is
appropriate.

The aim, through early discussion between employee and his/her Manager, is to resolve
breaches of discipline without invoking the disciplinary procedure. However, if at investigation,
it is considered that the offence is sufficiently serious to warrant formal disciplinary action from
the outset, the following procedures will be followed.

Stage 1: Informal Discussions

Before taking formal disciplinary action, your Manager will make every effort to resolve the
matter by informal discussions with you. The outcome of this discussion could be a letter from
your Manager advising you that if there is no improvement in your standards, or if a further
offence of similar nature occurs then formal disciplinary procedure will be implemented.

Stages 2 to 4: Formal Disciplinary Procedure
In all cases where formal disciplinary action may result the following procedure will be followed.

The Company will set out in writing your alleged conduct or other circumstances which lead it
to contemplate taking disciplinary action against you. A copy of the statement will be sent to
you, and you will be invited to attend a meeting to discuss the matter as soon as is reasonably
possible. You will also be informed of your right to be accompanied by a colleague or an
accredited Trade Union representative.

The meeting will take place before any disciplinary action is taken. You must take all
reasonable steps to attend the meeting. After the meeting the Company will inform you of its
decision and notify you of your right to appeal against the decision if you are not satisfied with
it.

Stage 2: First Written Warning

If the offence is serious or if there is no improvement in your standards, you will be given a
Written Warning, which will be recorded, on your personal file. This will be issued for a period
of up to but not exceeding 12 months and will be disregarded after this period has elapsed,
subject to satisfactory conduct from the date of the warning, as stated at the disciplinary
hearing.

The warning will also inform you of the right of appeal, and that a Final Written Warning may
be considered if there is no sustained satisfactory improvement or change.
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Stage 3: Final Written Warning

If the offence is serious enough to merit only one warning, if there is no improvement in your
standards, or if a further offence occurs after receiving a Written Warning, you will be given a
Final Written Warning, which will be recorded on your personal file. This will be issued for a
period of up to but not exceeding 12 months and will be disregarded after this period of time
has elapsed, subject to satisfactory conduct from the date of the warning, as stated at the
disciplinary hearing.

It will be made clear to you that any recurrence of the offence or other misconduct within a
stipulated period will result in dismissal or other action as set out below and refer to the right
of appeal.

Stage 4: Dismissal

If there is no satisfactory improvement, if further misconduct occurs within the timeframe of the
Final Written Warning, or the Company is satisfied that you have committed an act of Gross
Misconduct, you will be dismissed.

If you are facing dismissal or action short of dismissal — such as loss of pay or demotion — the
dismissals procedure will be followed. Please refer to the Dismissals Procedure below.

Dismissal decisions can only be taken by a member of the Leadership Team, and you will be
provided, as soon as reasonably practicable, with written reasons for dismissal, the date on
which your employment will terminate, and the right of appeal. The decision to dismiss will be
confirmed in writing. Except for dismissals for acts of Gross Misconduct, dismissals are with
notice.

Gross Misconduct
An employee may be summarily dismissed in cases of proven serious misconduct.

No list of offences falling within this category can be exhaustive, but some examples of serious
misconduct, making an employee liable to summary dismissal include:

e Conducting, or facilitating on behalf of other parties, evasion of taxes under
HM Revenue & Customs regulations.

e  Wilful destruction of, or damage to, Company property or the property of employees,
customers or persons undertaking work on behalf of the Company.

e Serious breach of any statutory or Company or customers safety regulations.

e Departing from Company premises without permission from management during
working hours.

e Theft, or misappropriation of Company property or the property of employees,
customers or persons undertaking work on behalf of the Company

e Fraud or any other illegal offence committed against the Company.

o Falsification of documentation, written records, job applications, financial transactions,
or working hours.

e Being unfit at work due to the influence of alcohol, introducing, processing, or using
intoxicating liquors or illegal drugs whilst at work or on Company premises.

¢ Negligence endangering the health and safety of the offender or other persons, the
property of the Company employees or customers.

o Sleeping whilst at work.

e Fighting or dangerous horseplay.
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e Physical, indecent, threatening, aggressive, intimidating behaviour, excessive bad
language and/or assault upon other employees, customers or others undertaking work
on behalf of the Company or against any other persons where the assault is committed
whilst on Company business.

e Serious neglect or disobedience of any proper order or reasonable instruction given by
management.

e Conviction following a criminal charge detrimental to the Company's interests.

e Any action that may bring the Company into disrepute with its customer, including the
receipt of bribes to affect the placing of business with one supplier over another.

e Performing, arranging or carrying out any work or activity which could be considered to
be in competition with, or which adversely affects in any way the interests of the
Company.

e Serious misuse of the Company e-mail/internet or telephone.

e Unauthorised access to or disclosure of any confidential information from whatever
source including any personal data under Data Protection legislation.

e Breaches of the Company smoking rules.

Suspension

To protect the interests of both parties, while alleged gross misconduct is being investigated,
employees may be suspended on full pay. During this time of suspension, their Terms and
Conditions of Employment remain in force together with all their rights under their contract, but
during the period of suspension they will not be entitled to access Company premises or
contact staff who may be witnesses in any investigation except at the prior request or with the
prior consent of the Company and subject to such conditions as they may impose. Failure to
obey any conditions attached to suspension will be treated as a disciplinary matter. The
decision to suspend will be confirmed in writing.

Any period of suspension (including those necessary for Police investigations) will be for as
short a time as possible and will normally be on full pay. The only exception being where you
are sick and unable to co-operate in the investigation process due to sickness, then you will
receive your contractual sick pay applicable at that time. If you are off sick whilst suspended,
you will still be bound by the terms of your suspension during your sickness period and should
therefore remain away from site and not contact anyone in the business other than the contact
you have been given in relation to the suspension.

Suspension is a neutral act — it is not a form of disciplinary action, nor does it pre-empt the
outcome of any subsequent disciplinary hearing. The decision to suspend an employee will
only be taken in circumstances where it is deemed necessary to facilitate a fair investigation
and hearing and protect the interests of those involved.

Appeals

If you wish to appeal against any disciplinary decision, you must do so within five working days.
This appeal must be in writing, stating the grounds upon which you are appealing and be given
to your Manager. A meeting will then be arranged with a member of the Leadership Team who,
if possible, has not been involved in the process.

At any appeal meeting you will be entitled to have a work colleague or accredited Trade Union

representative present. The decision at this stage is final, and the result will be confirmed in
writing as soon as reasonably practicable.
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Right to be Accompanied to Disciplinary Meetings

Employees have the right to be accompanied by a work colleague or an accredited Trade
Union representative at any disciplinary hearing. It would not be considered reasonable to
insist on being accompanied by a colleague whose presence would prejudice the hearing or
who might have a conflict of interest.

Before the hearing, you should inform the Manager conducting the hearing who you have
chosen as a companion.

Dismissal Procedure

Where the Company is contemplating dismissing an employee (other than in circumstances
where the disciplinary procedure is appropriate) including on the grounds of redundancy or
non-renewal of a fixed term contract (except for those applying to employees with less 2 year’s
qualifying service, the Company will normally observe the procedure set out below. Each step
and action under the procedure will be taken without unreasonable delay.

This Dismissal Policy and Procedure is not contractual, and the Company reserves the right
to amend the policy and procedures from time to time.

Step 1: Letter

You will be advised in writing of the fact that the Company is contemplating dismissing you
and the circumstances which have led to the Company contemplating your dismissal (and the
basis for that), together with the time, date, and location for a formal meeting to discuss and
consider the matter.

Step 2: Meeting

The meeting will take place at a time and location that is reasonable for both parties. The
meeting will not take place until you have had a reasonable opportunity to consider your
response to the information contained in the Company's letter.

You must take all reasonable steps to attend the meeting. Where you cannot attend the
meeting, you should inform the person conducting the hearing as soon as practicable. If you
fail to attend for a reason which was unforeseeable at the time that the meeting was due to
take place, another meeting will be arranged. If you refuse to attend any the meeting, a
decision will be taken in your absence.

After the meeting, the Company will inform you of its decision. Any decision taken will be
confirmed in writing and you will be notified of their right to appeal.

Step 3: Appeal

All employees have the right to appeal against any decision to dismiss them. If you wish to
appeal, you should notify the Manager who conducted the hearing in writing within five working
days of the date on which you receive natification of the decision, setting out your grounds of
appeal. In exceptional circumstances, the Company may agree to extend this time limit to allow
you an opportunity to consider the decision and/or your grounds for appeal. An appeal will not
suspend or delay any decision already invoked (including dismissal).

An appeal hearing will then be arranged. The appeal will normally be heard by the Chief

Executive Officer or a member of the Leadership Team. The hearing will take place at a time
and location that is reasonable for both the Company and you.
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You must take all reasonable steps to attend the hearing. Where you cannot attend the
hearing, you should inform the person conducting the hearing as soon as practicable. If you
fail to attend for a reason which was unforeseeable at the time that the meeting was due to
take place, another meeting will be arranged. If you refuse to attend the rearranged hearing, a
decision will be taken in your absence.

The Company will inform you of the decision in relation to your appeal after the appeal hearing.
The decision made at the appeal hearing will be final.

Additional Action

In addition to any disciplinary action taken by ACL in the event of suspected cases of theft,
malicious damage, fraud or injury to others, ACL reserves the right to refer such matters to the
police immediately.

Grievance Policy and Procedure

From time to time you may have a grievance in relation to your employment. The Company is
committed to ensuring that every effort is made to resolve any grievances or complaints you
may have as quickly and as objectively as possible.

Therefore, the Company has established a Grievance Procedure that should be followed by
you if you have any grievance or complaint. This procedure ensures that any such complaints
will be dealt with in a fair and consistent manner.

This Grievance Policy and Procedure is not contractual and the Company reserves the right
to amend the Policy and Procedures from time to time.

The Principles are:

e ltisin the interest of both parties that employees should be encouraged to have direct
contact with their Manager to resolve any problems they may have.

e Should a matter be referred to this procedure for resolution, both parties should accept
that it will be progressed as speedily as possible.

e You have the right to be accompanied to any grievance hearing by a work colleague or
accredited Trade Union representative.

e If your Manager is the subject of the grievance or dispute and for this reason you do
not wish the grievance or dispute to be heard by him/her, it shall be referred initially to
a member of the Leadership Team.

e All statements, records and proceedings will be kept confidential.

e You have the right to appeal at any stage of the grievance process if you believe the
decision to be unsatisfactory.

Where you have a grievance, you should raise the matter verbally with your Manager. This
should be done in confidence, giving full details and sufficient time to consider the facts of the
case. The Manager will try and resolve the issue as quickly as possible and may require you
to raise the grievance in writing if it cannot be resolved at an informal stage.

The Manager will then invite you to attend a meeting where they will fully discuss the grievance
or complaint with you and attempt to resolve the issue, allowing both parties to explain the
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case. After the meeting, any decision or action proposed by the Manager will be set out in
writing and a copy given to you. Where appropriate, detailing remedial action taken.

In cases where the Manager is unable to resolve the grievance satisfactorily, or you believe
you have been treated unfairly, you may request an appeal in writing within five working days,
the matter will then be referred to a member of the Leadership Team. The parties shall then
discuss it within five working days and where necessary in consultation with you and other
relevant employees. The decision at this stage will be final and communicated to you in writing
as soon as is reasonably practicable.

It is agreed that where the running of the Company will not be adversely affected, the position
existing prior to the dispute will be maintained until agreement of any remedial action is
reached.

Bullying and Harassment

Policy Statement

We believe all our employees have the right to work in an environment free from harassment
on the grounds of their sex, sexual orientation, race, religious beliefs or creed, political opinion,
marital status, disability, age, or nationality. Such harassment will not be tolerated, and the
Company will seek to ensure that our working environment is sympathetic to all employees
and to those who have business dealings with us, and that they are treated with dignity and
respect.

The aim of this policy is to prevent harassment, provide guidance and to resolve any problems
should they occur and prevent further recurrence.

This policy covers all aspects of sexual harassment as supported by the Workers Protection
Act 2023.

Outlined below are the types of behaviour that are unacceptable, and the actions employees
should take if they feel they are being subjected to harassment. It is the duty of the Leadership
Team to implement this policy, and all employees are expected to comply. Any member of the
Leadership Team who becomes aware of behaviour which breaches this policy, whether a
complaint has been made, has a responsibility to take the matter forward through investigation
and to ensure it is dealt with confidentially and promptly.

All Managers and Directors should:

e Encourage concerns to be expressed rather than suppressed

e Endeavour to stamp out victimisation and/or retaliation

e Make employees aware that under protection from harassment legislation, harassment
is a criminal offence punishable by fines and/or a prison sentence

All employees should:
e Show respect, dignity and consideration at all times for all employees or visitors of the
Company irrespective of role or status
e Use the grievance procedure to ensure that any such cases are dealt with as quickly
as possible
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Background Information

Harassment at work is a violation of employment and discrimination laws and may also
contravene criminal and/or civil law in some circumstances. In addition, harassment can
reduce the effectiveness of the Company by creating a hostile or threatening environment, and
increasing sickness, absence, and labour turnover. It is also detrimental to the reputation of
the business.

Examples of Harassment

Harassment is defined as unwelcome, unreasonable and/or offensive conduct based on sex,
sexual orientation, race, religious belief or creed, political opinion, marital status, disability,
age, or nationality. It can take many forms, from relatively mild banter to actual physical
violence. Employees may not always realise that their behaviour constitutes harassment, but
they must recognise that what is acceptable to one person may not be acceptable to another.

The examples below are not exhaustive but give a clear indication in most cases of the sorts
of actions that constitute harassment. Serious examples may constitute gross misconduct that
could lead to summary dismissal.

¢ Unwanted Physical Conduct — this can be of a sexual nature or otherwise, such as
unnecessary touching, patting, pinching, brushing against another person's body,
insulting behaviour or obscene gestures, physical threats, and assault.

¢ Unwanted Verbal Conduct - such as unwelcome advances, patronising titles or
nicknames, propositions or remarks, innuendo, lewd or suggestive comments, over-
familiar behaviour, jokes, banter or abusive/offensive language which is either
threatening or refers to a person's gender, colour, age, race, religion, ethnic or national
origins, disability or sexual orientation, gossip and slander (including speculation about
a person's private life and sexual activities).

¢ Unwanted Non-Verbal Conduct - such as racially or sexually based graffiti or graffiti
referring to an individual's characteristics or private life, abusive or offensive gestures,
leering, whistling, creation or distribution of suggestive or offensive pictures (including
"pin-up" calendars) or videos through any means.

e Bullying - includes persistent criticism and personal abuse, either in public or private,
which humiliates or demeans the individual involved.

e Coercion - including threats of dismissal or loss of promotion etc for refusal of sexual
favours, (or promises made in return for sexual favours), pressure to participate in
political or religious groups.

e Isolation or Non-Co-operation at Work - deliberate exclusion from conversations or
social activities.

It should be noted that harassment and/or bullying is not necessarily face to face and can be
done by email, phone calls, online (cyber-bullying) or on social media. It may also occur at
work or outside work, either by colleagues or by third parties (for example suppliers or
customers/clients).

Such conduct is employment related if for example:
e Submission to, or rejection of, the conduct is used as a basis for an employment

decision.
e The conduct interferes with the affected person's work performance.
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e The conduct creates an intimidating, hostile, humiliating or offensive working
environment.

Harassment can be persistent and repeated; continuing after the person subjected to it makes
it clear they want it to stop. However, a single incident can also constitute harassment if it is
sufficiently serious.

As part of its policy the Company prohibits the display of sexually offensive material e.g., pin-
ups and posters and will, if necessary, ensure that workplaces are inspected, and offending
material removed.

All employees should note that any act(s) of harassment committed by them in the course of
their employment will be dealt with under this policy. This includes not only situations occurring
whilst at work, but also at any time on the Company's premises, or externally whilst attending
social functions or training courses etc organised by the Company.

If at any time you feel you are a victim of minor harassment you should make it clear to your
harasser that the behaviour is unacceptable to you and must stop. If you feel unable to do this
verbally then a written request may be effective, or alternatively you may request your
immediate Manager or any member of the Leadership Team to approach the alleged harasser
on your behalf or to help you in taking such action.

Where the informal method outlined above fails, or if you believe that serious bullying or
harassment has taken place, you should make a formal complaint using the grievance
procedure.

Anyone involved with an informal or formal complaint about bullying or harassment, including
witnesses, must keep the matter strictly confidential and act with appropriate sensitivity to all
parties.

If an employee is found to have breached confidentiality or acted without due care or sensitivity
in a case of bullying or harassment, the Company may take disciplinary action against them
up to and including dismissal (or other appropriate action for non-employees).

Whistle Blowing - Reporting a Suspected Malpractice

Introduction

The Company tries to operate in a way that professionally and honestly meets the needs of
our customers and consumers, employees, suppliers plus neighbours. It expects its employees
to always uphold these standards. This policy sets out the principles of “whistleblowing”, how
individuals can raise concerns and how those concerns will be handled.

Other individuals performing functions within the Company, such as agency workers or
contractors, are encouraged to follow this policy.

Background

“Whistleblowing” is more formally known as the “Public Interest Disclosure Act’. This law
provides protection for individuals who raise legitimate concerns about specified matters.
These are called "qualifying disclosures". A qualifying disclosure is one made in the public
interest by an individual who has a reasonable belief that:
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A criminal offence;

A miscarriage of justice;

An act creating risk to health and safety;
An act causing damage to the environment;
A breach of any other legal obligation; or
Concealment of any of the above;

is being, has been, or is likely to be, committed. It is not necessary for the individual to have
proof that such an act is being, has been, or is likely to be, committed - a reasonable belief is
sufficient. The individual has no responsibility for investigating the matter - it is the Company's
responsibility to ensure that an investigation takes place.

An individual who makes such a protected disclosure has the right not to be dismissed,
subjected to any other detriment, or victimised, because he/she has made a disclosure. You
also have the right to anonymity if you wish.

The Company encourages individuals to raise their concerns under this procedure in the first
instance. If you are not sure whether to raise a concern, you should discuss the issue with your
line Manager or a member of the Leadership Team, or if you prefer with RSM via the
confidential helpline referred to at the end of this policy.

Principles

e Any matter raised under this procedure will be investigated thoroughly, promptly, and
confidentially, and the outcome of the investigation reported back to the individual who
raised the issue.

¢ No individual will be victimised for raising a matter under this procedure. This means
that the continued employment and opportunities for future promotion or training of the
individual will not be prejudiced because he/she has raised a legitimate concern.

¢ Victimisation of an individual for raising a qualified disclosure will be a disciplinary
offence.

e If misconduct is discovered because of any investigation under this policy the
Company's disciplinary procedure will be used, in addition to any appropriate external
measures.

e Maliciously making a false allegation is a disciplinary offence.

e Aninstruction to cover up wrongdoing is itself a disciplinary offence. If told not to raise
or pursue any concern, even by a person in authority such as a Manager, you should
not agree to remain silent. You should report the matter to a director.

This policy is for disclosures about matters other than a breach of an employee's own contract
of employment. If you have concerns about your own contract, the Company’s grievance
procedure should be used.

Procedure

In the first instance you should discuss the matter with your Manager, who will try to resolve
the matter promptly. If you feel unable to approach your Manager directly, you should
approach another Manager of similar seniority, who will discuss ways of dealing with the matter
with you. Your Manager may ask you to put your concerns in writing if this is considered
appropriate and will in all cases discuss your concern with you and try to find a solution. If
appropriate your Manager will give you a written note of their decision or proposed action.
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If you are not satisfied with the decision or proposed action of your Manager (or if for any
reason you do not wish to approach your Manager) you may refer your concern to an
alternative Senior Manager or Director. They may ask you to put your concern in writing or to
provide them with a copy of the written concerns you gave to your Manager. In all cases the
Company will arrange a meeting to discuss this matter with you. They will consider your
concern and will give you a written note of their decision of proposed action as soon as
possible.

Absence

If you are absent from work for any reason, you, or someone on your behalf, must contact your
Manager by 10.00am on the first day of absence to advise them of the reason for your absence
and how long you expect to be off work. If you fail to contact the Company during your first
working day of absence without a valid reason, or if your reason is unacceptable, you may be
considered absent without authorisation. Your entitlement to pay during this period, could be
jeopardised and/or you may be subject to disciplinary action.

If you are late you must report to your Manager before commencing work. Persistent lateness
could lead to disciplinary action up to and including dismissal.

Sickness Absence
Please refer to your Statement of Terms and Conditions of Employment for information
regarding payment during any period of absence due to Sickness.

The Company may refuse or terminate Company sick pay if, in its opinion, your absence is
due to:

e Your negligence or misconduct
e You act in a way that is prejudicial to your recovery
e The Company not being satisfied that your absence is genuine

Should you fall ill during a period of pre-arranged holiday, these days may be reclaimed back
as annual holiday, provided the necessary sickness forms are provided.

The Company reserves the right to require employees to undergo medical examinations with
either a Doctor or Occupational Health Advisor nominated by the Company, during or after any
absence from work due to sickness of injury, or at any other time as seen as necessary during
your employment with the Company. If the appointed medical practitioner requires details of
your medical history, you will be required to give your written consent giving permission for
them to contact your Doctor for your medical records or a medical report — subject to your
rights under the medical reports and health records legislation.

Upon returning to work you may be asked to participate in a return to work interview by your
Manager for the purpose of ascertaining your well-being.

When you return to work after any period of absence, you must complete the Sickness
Reporting form on the Intranet as soon as is practically possible. Self-Certification should be
used only for your own illness; if you need time off from work in connection with another
person’s illness you can apply for holiday or special leave.
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If you have been absent for more than seven calendar days, you must produce a Medical
Certificate (Fit Note). Medical Certificates must be provided every seven days, or part thereof,
for the duration of each absence. This must either be sent to your Manager if you anticipate
being away for a long time or given to him/her a soon as possible after your return to work.
You must also log the absence via the Company’s Intranet on your return.

It may, on occasion, be deemed appropriate to require an employee to attend an assessment
prior to the end of a 4-week period and/or to implement the Government backed Fit for Work
Service, at any time.

Long Term Absence

It may, on occasion, be deemed appropriate to require an employee to attend an assessment
with their GP, or Consultant for guidance on how best to facilitate a return to work. This would
usually take place for absences which have lasted or are expected to last for 4 weeks or more.

Following medical advice and full consultation with the employee, further action may be taken
in which the final phase could include dismissal on the grounds of medical capability. Each
case will be considered on its own merits.

Monitoring Absence Levels

We will continually monitor absence levels and high levels of absence may lead to disciplinary
action and warnings. Any formal disciplinary action will be in line with our procedure. In order
to investigate absence from work we may feel that visiting you at home would be beneficial
and we reserve the right to do this, having notified you in advance.

The absence monitoring process has two trigger points. These trigger points are as follows:

. First Trigger - The 4th occurrence and / or 8th day of absence within a 52-week period
will be known as the first trigger point.

Once your absence reaches this trigger point, you will be invited to an attendance support
meeting.

An attendance support meeting is informal and can be conducted following any period of
absence; however, managers are instructed to do this once the trigger point is reached.

During this meeting, your level of absence will be discussed, any concerns regarding your
absence raised, relevant support offered, and a commitment to improve attendance made. A
timeframe for improvement may be set at this meeting.

. Second Trigger — The 6th occurrence and / or 15th day of absence within a 52-week
period will be known as the second trigger point.

Once your absences reach this trigger point, you will be invited to a formal review meeting, to
advise your levels of absence are now causing concern and if no mitigating circumstances are
identified disciplinary action may be considered.

If an improvement has not been made and a further absence/s occur either within a specified

time period or within 6 months, then disciplinary action will again be considered, this process
may continue up to and including dismissal if further improvement is not made.
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Doctor’s Certificates
Doctor’s Certificates — Fit Notes - allow doctors to advise that you are either:

o "Not fit for work" where you have a health condition that prevents you from working; or

e "may be fit for work taking account of the following advice" where you are not fit to
return to work to perform all of your normal duties, but may be able to return to work if
we offer some support

Doctors will be able to suggest ways that we can offer support to you to enable you to return
to work after periods of sickness absence, but we are not bound to follow the advice that
Doctors give on fit notes. We will however use it as a starting point for discussions with you
about returning to work.

Doctors will be able to specify whether they need to see you again when the fit note expires.
This will help to reduce uncertainty for us about when you can be expected to return to work.

Extended Medical Leave

If you suffer a long-term illness the Company will undertake to assist in any way possible,
including visits to your home or hospital. At its discretion, and subject to the Medical Reports
Act, the Company may request a medical report to determine how your condition relates to
future employment. You will be notified in writing that the Company is proposing to obtain a
report, which will not be obtained without your consent in writing. If you give your consent, you
will have the right to see the report and the right to request amendments. You also have the
right to withhold your consent.

The Company will consult with you throughout the period of your ill-health, and you will be
given every opportunity to state your case regarding future employment before any action is
taken.

Availability for Work
If you are unable to return to work at the agreed time from an absence of any kind, you must
notify your Manager immediately it becomes apparent and agree how to deal with the situation.

Medical and Dental Appointments

Where possible, medical and dental appointments should be arranged outside of working
hours. Where appointments cannot be arranged outside working hours, you should obtain
authorisation from your Manager. Evidence of the appointment (such as an appointment card
or letter) may be requested. Payment for time off will only be made at the discretion of the
Company. Where time off work is necessary, every effort should be made to avoid peak
periods e.g. IATA preparation.

Annual Holiday

Details of the Company holiday year and your entitlement are set out in your Statement of
Terms and Conditions of Employment.

Holidays must be taken at times agreed with and convenient to the Company and at all times
you should complete a Holiday Request Form which should be submitted for approval by your
Manager. You must not book holidays until your request has been formally authorised and
should give as much notice as possible of proposed annual leave dates. In any event, notice
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should be at least twice the number of days that you wish to take as annual leave. No more
than two weeks’ holiday may be taken at one time without the prior written consent of your
Manager.

The Company will try to co-operate with your holiday plans where possible, but this is always
subject to the requirements of the business and to adequate staffing levels being maintained
at all times. Where employees wish to have the same period of time off work, it will be granted
on a first request, first granted basis.

All holiday entitlement should be taken each year. In exceptional circumstances, a maximum
of five days holiday may be carried forward to the next holiday year with the prior approval of
your Manager. However, this holiday must be taken by the end of April. Holiday not taken by
the end of April will be forfeited. All holidays will be paid at your normal rate of pay.

It is the responsibility of each staff member to use their best endeavours to return to work as
quickly as possible. At all times they must remain in touch with the Company regarding their
return date.

Should you fall sick prior to or during a period of pre-booked annual holidays it is your
responsibility to contact your Manager to report the sickness on the first day of illness. Annual
leave will only be reimbursed and at the Company’s discretion where the appropriate
documentation has been provided to certify the sickness (Doctor’s note and self-certificate of
absence).

Accrued Holiday Pay on Leaving

If at the termination of your employment with the Company you have holiday entitlement which
you have not yet taken, you may be required to take that leave during any period of notice. If at
the effective date of termination of your employment there is still annual leave due to you, subject
to the provisions of the previous paragraph, you will be paid accrued pay in respect of those days
at the rate otherwise applicable as holiday pay at the time. This payment will be in addition to
any other payments due to you from the Company.

Refund of Holiday Pay

It is an implicit term within your Statement of Terms and Conditions of Employment that, should
your employment with this Company cease at any time during a leave year, the Company will be
entitled to deduct from your final payment of remuneration an amount equivalent to a half day's
pay for each half day of annual leave taken by you during the current leave year which exceeds
one-twelfth of your annual leave entitlement for each completed month of service during that
year.

Religious Festivals & Holy Days

If you practice a Religion that necessitates absence during Holy Days or recognised Religious
Festivals outside, adequate notice must be given to the Company and if possible your work
pattern will be changed to accommodate your absence. If this is not practicable, any time off
must be taken as part of your holiday entitlement. If your religious beliefs require you to take
your meal break at specific times (e.g. in order to observe the breaking of a fast) prior
arrangements must be agreed with your Manager.

Public Holidays
Time off in Lieu for Weekend Contracted Staff
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Full-time staff contracted to work a non-standard week (ie not the standard Monday to Friday)
may claim a lieu day in the event a public holiday occurs on a day when they are not working
their contracted days.

The claimant should agree in advance with their manager which days affect them before
submitting a lieu day request.

Time off in Lieu for Public Holiday Working

Employees required to work on Public Holidays will be given an alternative paid day off in lieu
together with an additional premium payment of two thirds of the hourly rate for all hours
worked.

Lieu days may only be taken subject to operational requirements and after approval by your
Manager. Lieu days should normally be taken in the holiday year in which they are accrued
but may in exceptional circumstances, if approved, be carried forward to April of the following
leave year. Carried forward days’ lieu days must be taken by the end of April, in the appropriate
leave year or they will be forfeited.

Jury Service

If you are summoned to serve on a Jury you must inform your Manager. Should it be necessary
for you to undertake Jury Service you will be given leave of absence to attend although in the
case of exceptional work pressures the Company may send a letter to the Court asking if you
can be excused from Jury Service.

During Jury Service you must return to work on any days you are not required to attend Court,
unless this is impractical and you must keep your Manager informed of the likely duration of
your attendance at Court.

If your Jury Service continues for more than two weeks, the Company reserves the right to
reduce your pay by the amount compensated by the court. In which case you will be required
to claim, from the relevant public bodies, whatever expenses are allowed and notify the
Company of such expenses so that they can be deducted from your pay.

Military Leave
Employees who are called up for active service in the Armed Forces under the Reserve Forces
(Safeguard of Employment) Act 1985 are entitled to resume their employment on their return.

On return from service, a reservist must write to the Company by the third Monday after the
end of the service, giving a date within the period ending with the sixth Monday after the end
of the service for their return to work.

Employees returning to work will be on terms no less favourable than those on which they were
previously employed, with credit for any improvements during the time they were away:

e Reservists with 52 weeks' service before call-up must be employed for at least
52 weeks after their return

¢ Reservists with 13, but less than 52, weeks' service must be employed for 26 weeks
after their return

e Reservists with less than 13 weeks' service, must be employed for 13 weeks after their
return
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e Continuity of employment is assured for reservists re-engaged within six months of the
end of their military service

Public Duties

All employees will be granted reasonable time off for the execution of the public duties involved,
inclusive of, but not limited to Justices of the Peace, Members of a local authority (councillor,
governor of state school), Members of a statutory tribunal, Members of a Police authority etc.
Where it is business critical that the employee is present at work, the Company may limit the
amount of time granted. You are required to claim, from the relevant public bodies, whatever
expenses are allowed and notify the Company of such expenses so that they can be deducted
from your pay. If you fail to claim expenses or to notify the Company, an estimated sum will be
deducted from your pay.

Family Leave

Adoption Leave

You are entitled to Adoption Leave and pay in accordance with the current statutory provisions.
If you are to be newly placed with a child for adoption, you must complete an Adoption Leave
Request Form (available from your Manager) and notify your Manager within 7 days of being
notified by the adoption agency that you have been matched with a child for adoption, unless
this is not reasonably practicable.

To qualify for Adoption Leave, an employee must:

e Be *newly matched with a child for adoption by an approved adoption agency
e Be adopting individually or part of a couple adopting where the other partner is not
claiming adoption leave

*Adoption Leave and pay is not available in circumstances where a child is not newly matched
for adoption, for example when a stepparent is adopting a partner’s child/children.

Adopters who qualify according to the above will be entitled to up to 52 weeks’ Adoption Leave
(26 weeks Ordinary Adoption Leave (OAL) followed immediately by up to 26 weeks Additional
Adoption Leave (AAL)).

The Company will pay Statutory Adoption Pay at 90% of your average earnings for 6 weeks,
and a flat rate of the statutory level (or 90% of average weekly earnings if this is less) for a
further 33 weeks.

Prospective adoptive parents may also take time off for the purpose of having contact with the
child or for any other purpose connected with the adoption. The main adopter (the employee
taking adoption leave) may take time off for up to 5 appointments and the secondary adopter
(partner of employee taking adoption leave) may take time off for up to two appointments.

Please speak to your Manager in the first instance for further information on taking Adoption
Leave.

Maternity Leave

Employees are entitled to Maternity Leave and pay in accordance with the current statutory
provision. If you become pregnant you must complete a Maternity Leave Request Form
(available from the Intranet) and notify your Manager by the 15" week before the expected
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week of childbirth (unless this is not reasonably practicable) so that you may benefit from the
provisions available to you.

All pregnant employees, irrespective of length of service, have the right to up to 52 weeks
maternity leave (26 weeks Ordinary Maternity Leave and 26 weeks Additional Maternity Leave.
In addition, subject to certain notice requirements, all employees will have the right to return to
work following a period of Maternity Leave.

The earliest date that Maternity Leave can begin is the beginning of the 11" week before the
baby is due. You are required by law to take a minimum of two weeks’ Maternity Leave
following the birth of the baby.

In order to qualify for Statutory Maternity Pay, you must have 26 weeks continuous service by
the 15" week before the expected week of childbirth and be employed for all or part of that
week.

The Company will pay Statutory Maternity Pay for 39 weeks, whether you intend to return to
work. Statutory Maternity Pay will be paid at 90% of your average earnings for 6 weeks, and a
flat rate of the statutory level (or 90% of average weekly earnings if this is less) for a further 33
weeks.

Please also see the company policy for shared parental leave which enables pregnant
employees and partners of pregnant employees to share an element of leave and pay.

Antenatal Care

All pregnant employees have the right to paid time off to attend antenatal care appointments if
these can only be arranged during working time. Please speak to your Manager in the first
instance for further information on taking Maternity Leave.

Risk Assessments

When you notify your Manager that you are pregnant the Company will undertake a maternity
risk assessment. This will be undertaken as soon as possible after the Company has been
notified of your pregnancy. The risk assessment will be reviewed at regular intervals during
pregnancy as agreed between you and your Manager and it will also be reviewed after
maternity leave is complete if you return to work whilst still breast feeding.

Shared Parental Leave
Shared Parental Leave (SPL) is a legal entitlement that enables eligible parents to choose how
to share the care of their child during the first year of birth or adoption.

Its purpose is to give parents more flexibility in considering how to best care for, and bond with,
their child. It enables mothers to commit to ending their maternity leave and pay at a future
date, and to share the untaken balance of leave and pay as shared parental leave and pay
with their partner, or to return to work early from maternity leave and opt in to shared parental
leave and pay later. It enables fathers to share the untaken balance of their partners leave and
pay as shared parental leave and pay with their partner.

All eligible employees have a statutory right to take Shared Parental Leave. There may also
be an entitlement to some Shared Parental Pay. This policy sets out the statutory rights and
responsibilities of employees who wish to take statutory Shared Parental Leave (SPL) and
statutory Shared Parental Pay (ShPP).
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Please note: Shared Parental Leave should not be confused with ordinary parental leave,
which is unaffected by shared parental leave. Ordinary parental leave is an entitlement to up
to 18 weeks' unpaid leave. The organisation provides a separate policy on ordinary parental
leave.

Any employee considering Shared Parental Leave is likely to have questions. It is the
organisation's policy to encourage open discussion with employees to ensure that questions
and problems can be resolved as quickly as possible. Employees should clarify the relevant
procedures with their Manager in the first instance to ensure that they are followed.

This policy refers to notifications and declarations and the forms for this purpose are available
from your Manager.

Eligibility for Shared Parental Leave
SPL can only be used by two people:

The mother/adopter and

One of the following:

The father of the child (in the case of birth) or

The spouse, civil partner, or partner of the child's mother/ adopter.

Both parents must share the main responsibility for the care of the child at the time of the
birth/placement for adoption.

Additionally, an employee seeking to take SPL must satisfy each of the following criteria:

e The mother/adopter of the child must be/have been entitled to statutory
maternity/adoption leave or, if not entitled to statutory maternity/adoption leave, they
must be/have been entitled to statutory maternity/adoption pay or maternity allowance
and must have ended or given notice to reduce any maternity/adoption entitlements;

e The employee must still be working for the organisation at the start of each period of
SPL;

e The employee must pass the ‘continuity test’ requiring them to have a minimum of 26
weeks' service at the end of the 15th week before the child’'s expected due
date/matching date;

e The employee’s partner must meet the ‘employment and earnings test’ requiring them
in the 66 weeks leading up to the child’s expected due date/matching date have worked
for at least 26 weeks and earned an average of at least £30 (this is correct as of 2015
but may change annually) a week in any 13 of those weeks;

e The employee must correctly notify the organisation of their entittlement and provide
evidence as required.

Shared Parental Leave Entitlement

Eligible employees may be entitled to take up to 50 weeks SPL during the child’s first year in
their family. The number of weeks available is calculated using the mother's/adopter’s
entitlement to maternity/adoption leave, which allows them to take up to 52 weeks’ leave. If
they reduce their maternity/adoption leave entitlement, then they and/or their partner may opt-
in to the SPL system and take any remaining weeks as SPL.
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A mother/adopter may reduce their entittement to maternity/adoption leave by returning to work
before the full entittement of 52 weeks has been taken, or they may give notice to curtail their
leave at a specified future date.

If the mother/adopter is not entitled to maternity/adoption leave but is entitled to Statutory
Maternity Pay (SMP), Statutory Adoption Pay (SAP) or Maternity Allowance (MA), they must
reduce their entitlement to less than the 39 weeks. If they do this, their partner may be entitled
to up to 50 weeks of SPL. This is calculated by deducting from 52 the number of weeks of
SMP, SAP or MA taken by the mother/adopter.

SPL can commence as follows:

e The mother can take SPL after she has taken the legally required two weeks of
maternity leave immediately following the birth of the child
e The adopter can take SPL after taking at least two weeks of adoption leave
e The father/partner/spouse can take SPL immediately following the birth/placement of
the child.
Where a mother/adopter gives notice to curtail their maternity/adoption entitlement then the
mother/adopter’s partner can take leave while the mother/adopter is still using their
maternity/adoption entitiements.

SPL will generally commence on the employee's chosen start date specified in their leave
booking notice, or in any subsequent variation notice (see "Booking Shared Parental Leave"
and "Variations to arranged Shared Parental Leave" below).

If the employee is eligible to receive it, Shared Parental Pay (ShPP) may be paid for some, or
all, of the SPL period (see "Shared Parental Pay" below).

SPL must end no later than one year after the birth/placement of the child. Any SPL not taken
by the first birthday or first anniversary of placement for adoption is lost.

Notifying the Organisation of an Entitlement to Shared Parental Leave

An employee entitled and intending to take SPL must give their line Manager notification of
their entitlement and intention to take to SPL, at least eight weeks before they can take any
period of SPL.

Part of the eligibility criteria requires the employee to provide the organisation with correct
notification. Notification must be in writing and requires the employee and the partner to sign
a declaration confirming their eligibility. Notification forms are available from your Manager.

Requesting Further Evidence of Eligibility
The organisation may, within 14 days of the SPL entitlement notification being given, request:

e The name and business address of the partner's employer (where the employee’s
partner is no longer employed or is self-employed their contact details must be given
instead)

e In the case of biological parents, a copy of the child's birth certificate (or, where one
has not been issued, a declaration as to the time and place of the birth).

¢ In the case of an adopted child, documentary evidence of the name and address of the
adoption agency, the date on which they were was notified of having been matched
with the child and the date on which the agency expects to place the child for adoption
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To be entitled to SPL, the employee must produce this information within 14 days of the
employer’s request.

Fraudulent Claims

The organisation can, where there is a suspicion that fraudulent information may have been
provided or where the organisation has been informed by the HMRC that a fraudulent claim
was made, investigate the matter further in accordance with the usual company investigation
and disciplinary procedures, and without acting in a discriminatory manner in relation to any of
the protected characteristics defined in the Equality Act 2010.

Discussions Regarding Shared Parental Leave

An employee considering/taking SPL is encouraged to contact their Manager in the first
instance to arrange an informal discussion as early as possible regarding their potential
entitlement, to talk about their plans and to enable the company to support the individual.

The Manager may upon receiving a notification of entitlement to take SPL seek to arrange an
informal discussion with the employee to talk about their intentions and how they currently
expect to use their SPL entitlement.

Upon receiving a leave booking notice the Manager will usually arrange a meeting to discuss
it. Where a notice is for a single period of continuous leave, or where a request for
discontinuous leave can without further discussion be approved in the terms stated in the
employee's notice booking leave, a meeting may not be necessary.

Where a meeting is arranged it should take place in private and be arranged in advance. If the
initial date is problematic, then another date will be arranged if possible. If an alternative date
cannot be arranged, then the meeting may be held over the telephone.

At the meeting the employee may, if they wish, be accompanied by a workplace colleague,
trade union representative or even a friend or family member.

The purpose of the meeting is to discuss in detail the leave proposed and what will happen
while the employee is away from work. Where it is a request for discontinuous leave the
discussion may also focus on how the leave proposal could be agreed, whether a modified
arrangement would be agreeable to the employee and the organisation, and what the outcome
may be if no agreement is reached.

Booking Shared Parental Leave

In addition to notifying the employer of entitlement to SPL/ShPP, an employee must also give
notice to take the leave. In many cases, notice to take leave will be given at the same time as
the notice of entitlement to SPL.

The employee has the right to submit three notifications specifying leave periods they are
intending to take. Each notification may contain either (a) a single period of weeks of leave;
or (b) two or more weeks of discontinuous leave, where the employee intends to return to work
between periods of leave.

SPL can only be taken in complete weeks but may begin on any day of the week. For example,

if a week of SPL began on a Tuesday it would finish on a Monday. Where an employee returns
to work between periods of SPL, the next period of SPL can start on any day of the week.
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The employee must book SPL by giving the correct notification at least eight weeks before the
date on which they wish to start the leave and (if applicable) receive ShPP.

Continuous Leave Notifications
A notification can be for a period of continuous leave, which means a notification of several
weeks taken in a single unbroken period of leave (for example, six weeks in a row).

An employee has the right to take a continuous block of leave notified in a single notification,
so long as it does not exceed the total number of weeks of SPL available to them (specified in
the notice of entittement) and the employer has been given at least eight weeks’ notice.

An employee may submit up to three separate notifications for continuous periods of leave.

Discontinuous Leave Notifications

A single notification may also contain a request for two or more periods of discontinuous leave,
which means asking for a set number of weeks of leave over a period of time, with breaks
between the leave where the employee returns to work (for example, an arrangement where
an employee will take six weeks of SPL and work every other week for a period of three
months).

Where there is concern over accommodating the notification, the organisation or the employee
may seek to arrange a meeting to discuss the notification with a view to agreeing an
arrangement that meets both the needs of the employee and the organisation (see
“Discussions regarding Shared Parental Leave” above).

The organisation will consider a discontinuous leave notification but has the right to refuse it.
If the leave pattern is refused, the employee can either withdraw it within 15 days of giving it
or can take the leave in a single continuous block.

Responding to a Shared Parental Leave Notification
Once the Manager receives the leave booking notice, it will be dealt with as soon as possible,
but a response will be provided no later than the 14th day after the leave request was made.

All notices for continuous leave will be confirmed in writing.

All requests for discontinuous leave will be carefully considered, weighing up the potential
benefits to the employee and to the organisation against any adverse impact to the business.

Each request for discontinuous leave will be considered on a case-by-case basis. Agreeing to
one request will not set a precedent or create the right for another employee to be granted a
similar pattern of SPL.

The employee will be informed in writing of the decision as soon as is reasonably practicable,
but no later than the 14th day after the leave notification was made. The request may be
granted in full or in part: for example, the organisation may propose a modified version of the
request.

If a discontinuous leave pattern is refused, then the employee may withdraw the request
without detriment on or before the 15th day after the notification was given; or may take the
total number of weeks in the notice in a single continuous block. If the employee chooses to
take the leave in a single continuous block, the employee has until the 19th day from the date
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the original notification was given to choose when they want the leave period to begin. The
leave cannot start sooner than eight weeks from the date the original notification was
submitted. If the employee does not choose a start date, then the leave will begin on the first
leave date requested in the original notification.

Variations to Arranged Shared Parental Leave

The employee is permitted to vary or cancel an agreed and booked period of SPL, provided
that they advise the organisation in writing at least eight weeks before the date of any variation.
Any new start date cannot be sooner than eight weeks from the date of the variation request.

Any variation or cancellation notification made by the employee, including notice to return to
work early, will usually count as a new notification reducing the employee’s right to book/vary
leave by one. However, a change as a result of a child being born early, or as a result of the
organisation requesting it be changed, and the employee being agreeable to the change, will
not count as further notification. Any variation will be confirmed in writing by the organisation.

Paternity Leave
With effect from April 2026, the father/partner/spouse will be able to take paternity leave after
using their entitlement to SPL. Please refer to our separate Paternity Leave policy.

Statutory Shared Parental Pay (ShPP)

Eligible employees may be entitled to take up to 37 weeks ShPP while taking SPL. The number
of weeks available will depend on the amount by which the mother/adopter reduces their
maternity/adoption pay period or maternity allowance period.

ShPP may be payable during some or all of SPL, depending on the length and timing of the
leave.

In addition to meeting the eligibility requirements for SPL, an employee seeking to claim ShPP
must further satisfy each of the following criteria:

e The mother/adopter must be/have been entitled to statutory maternity/adoption pay or
maternity allowance and must have reduced their maternity/adoption pay period or
maternity allowance period;

e« The employee must intend to care for the child during the week in which ShPP is
payable;

e The employee must have an average weekly earnings for the period of eight weeks
leading up to and including the 15" week before the child’s expected due date/matching
date are not less than the lower earnings limit in force for national insurance
contributions;

e The employee must remain in continuous employment until the first week of ShPP has
begun;

e The employee must give proper notification in accordance with the rules set out below.

Where an employee is entitled to receive ShPP they must, at least eight weeks before receiving
any ShPP, give their line Manager written notice advising of their entittement to ShPP. To avoid
duplication, if possible, this should be included as part of the notice of entitlement to take SPL.

In addition to what must be included in the notice of entitlement to take SPL, any notice that
advises of an entitlement for ShPP must include:
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e The start and end dates of any maternity/adoption pay or maternity allowance;

e The total amount of ShPP available, the amount of ShPP the employee and their
partner each intend to claim, and a non-binding indication of when the employee
expects to claim ShPP;

e A signed declaration from the employee confirming that the information they have given
is correct, that they meet, or will meet, the criteria for ShPP and that they will
immediately inform the organisation should they cease to be eligible.

It must be accompanied by a signed declaration from the employee’s partner confirming:

e Their agreement to the employee claiming ShPP and for the organisation to process
any ShPP payments to the employee;

¢ (In the case whether the partner is the mother/ adopter) that they have reduced their
maternity/adoption pay or maternity allowance;

e (In the case whether the partner is the mother/ adopter) that they will immediately
inform their partner should they cease to satisfy the eligibility conditions.

Any ShPP due will be paid at a rate set by the Government for the relevant tax year.

Terms and Conditions during Shared Parental Leave

During the period of SPL, the employee's contract of employment continues in force and they
are entitled to receive all their contractual benefits, except for salary. Any benefits in kind (such
as use of a company car, laptop, mobile phone and gym membership) will continue and
contractual annual leave entitlement will continue to accrue.

Pension contributions will continue to be made during any period when the employee is
receiving ShPP but not during any period of unpaid SPL. Employee contributions will be based
on actual pay, while the organisation’s contributions will be based on the salary that the
employee would have received had they not been taking SPL.

Annual Leave

SPL is granted in addition to an employee's normal annual holiday entitlement. Employees are
reminded that holiday should wherever possible be taken in the year that it is earned. Where
an SPL period overlaps two leave years the employee should consider how their annual leave
entitlement can be used to ensure that it is not untaken at the end of the employee’s holiday
year.

Contact during Shared Parental Leave

Before an employee's SPL begins, the organisation will discuss the arrangements for them to
keep in touch during their leave. The organisation reserves the right in any event to maintain
reasonable contact with the employee from time to time during their SPL. This may be to
discuss the employee's plans to return to work, to ensure the individual is aware of any possible
promotion opportunities, to discuss any special arrangements to be made or training to be
given to ease their return to work or simply to update them on developments at work during
their absence.

Shared Parental Leave in Touch Days

An employee can agree to work for the organisation (or attend training) for up to 20 days during
SPL without bringing their period of SPL to an end or impacting on their right to claim ShPP
for that week. These are known as "Shared Parental Leave In Touch" or "SPLIT" days. Any
work carried out on a day or part of a day shall constitute a day's work for these purposes.
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The organisation has no right to require the employee to carry out any work, and is under no
obligation to offer the employee any work, during the employee’s SPL. Any work undertaken
is a matter for agreement between the organisation and the employee. An employee taking a
SPLIT day will receive full pay for any day worked. If a SPLIT day occurs during a week when
the employee is receiving ShPP, this will be effectively ‘topped up’ so that the individual
receives full pay for the day in question. Any SPLIT days worked do not extend the period of
SPL.

An employee, with the agreement of the organisation, may use SPLIT days to work part of a
week during SPL. The organisation and the employee may use SPLIT days to affect a gradual
return to work by the employee towards the end of a long period of SPL or to trial a possible
flexible working pattern.

Returning to Work After Shared Parental Leave

The employee will have been formally advised in writing by the organisation of the end date of
any period of SPL. The employee is expected to return on the next working day after this date
unless they notify the organisation otherwise. If they are unable to attend work due to sickness
or injury, the organisation's normal arrangements for sickness absence will apply. In any other
case, late return without prior authorisation will be treated as unauthorised absence.

If the employee wishes to return to work earlier than the expected return date, they may provide
a written notice to vary the leave and must give the organisation at least eight weeks’ notice of
their date of early return. This will count as one of the employee’s notifications. If they have
already used their three notifications to book and/or vary leave, then the organisation does not
have to accept the notice to return early but may do if it is considered to be reasonably
practicable to do so.

On returning to work after SPL, the employee is entitled to return to the same job if the
employee’s aggregate total statutory maternity/paternity/adoption leave and SPL amounts to
26 weeks or less, he or she will return to the same job. The same job is the one they occupied
immediately before commencing maternity/paternity/adoption leave and the most recent period
of SPL, on the same terms and conditions of employment as if they had not been absent.

If their maternity/paternity/adoption leave and SPL amounts to 26 weeks or more in aggregate,
the employee is entitled to return to the same job they held before commencing the last period
of leave or, if this is not reasonably practicable, to another job which is both suitable and
appropriate and on terms and conditions no less favourable.

If the employee also takes a period of unpaid parental leave of 4 weeks or less this will have
no effect on the employee’s right to return and the employee will still be entitled to return to the
same job as they occupied before taking the last period of leave if the aggregate weeks of
maternity/paternity/adoption and SPL do not exceed 26 weeks.

If a parent takes a period of 5 weeks of unpaid parental leave, even if the total aggregate weeks
of maternity/paternity/adoption and SPL do not exceed 26 weeks, the employee will be entitled
to return to the same job they held before commencing the last period of leave or, if this is not
reasonably practicable, to another job which is suitable and appropriate and on terms and
conditions no less favourable.
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Special Circumstances and Further Information

In certain situations, an employee’s rights, and requirements regarding SPL and ShPP may
change. In these circumstances the organisation will abide by any statutory obligations and an
employee should refer to the documents listed below and/or clarify any issues or queries with
your Manager.

Parental Leave
You are entitled to Parental Leave in accordance with the current statutory provisions.

Parental Leave gives parents of children (natural or adopted) the right to take a period of time
off work to look after a child or make arrangements for the child’s welfare. Examples of the
way leave might be given to a parent include the following (this list is not exhaustive);

To spend more time with a child in the early years
To accompany a child during a stay in hospital
Checking out new schools

Arranging childcare arrangements.

Parental leave is unpaid.
With effect from 6 April 2026 all employees are eligible for Parental Leave if they:

e Have a child under the age of 18
e Have acquired formal parental responsibility for a child who is under 18 years of age

The Company may ask for sight of documentation confirming an employee’s entitlement to
leave such as a birth certificate or adoption documents. If this documentation is required, it
must be produced to the Company before parental leave can be taken.

If employee’s meet the qualifying conditions above, employees are entitled to 18 weeks unpaid
Parental Leave in total for each child, to be taken up until the child’s 18" birthday. In the case
of multiple children, the employee has the right to take unpaid parental leave in respect of each
child but will only be eligible to unpaid leave for four weeks of the year.

Parental Leave is equal to the length of time the employee is normally required to work in one
week. For example, an employee who works Monday to Friday has a week’s leave equal to
5 days while for an employee who works Monday and Tuesday only, a week’s leave is 2 days.

The leave can only be taken as a minimum of one-week blocks (the parents of disabled
children can take leave in blocks of one day) and a maximum of four weeks in any one year.

If you would like to take Parental Leave, please complete a ‘Parental Leave Request Form’
(available from your Manager) and notify your Manager at least 21 days before you want to
take the leave.

Please speak to your Manager in the first instance for further information on Parental Leave.
Paternity Leave

You are entitled to Paternity Leave in accordance with the current statutory provisions. If you
wish to take Paternity Leave you should complete a Paternity Leave Request Form and notify
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your Manager by the 15" week before the baby is expected (unless this is not reasonably
practicable) so that you may benefit from the provisions available to you.

Employees can start paternity leave on any day from the child's birth, but it must end within 52
weeks of the birth (or the expected week of childbirth if the child is born early). Paternity leave
cannot start until the birth of the baby; employees may be able to take some annual leave
before.

Employees will need to satisfy the following conditions in order to qualify for Paternity Leave:

e Be named on the Birth Certificate of the child, or be the mother’s husband, civil partner,
or partner (including same sex partners)

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

e Be taking leave to care for the child or support the child’s mother in caring for the child.

Employees can take up to two weeks' paternity leave. They do not have to take their leave in
one single period, but the leave must be booked in blocks of at least one week.

This means that an employee can take the leave in one single block of one week, one single
block of two weeks, or two separate blocks of a week each. The Company will pay full pay,
which is inclusive of Statutory Paternity Pay (SPP), for the duration of the Paternity leave.

In addition to this right, you may be eligible to apply for Shared Parental Leave in line with
current statutory provisions. Please see our Shared Parental Leave Policy for further
information.

Rights for Surrogate Parents

If a child is born to a surrogate mother, if the intended parents apply for a parental order, they
can become the child's legal parents, provided that one of the intended parents is genetically
related to the child and the child will live with the intended parents.

Where a couple has a parental order in relation to a child, or is applying for one, one of the
parents may be eligible for adoption leave and pay and the other can be eligible for paternity
leave and pay, subject to the eligibility requirements of each. The couple must decide which of
them will take adoption leave. An employee who takes adoption leave in these circumstances
can curtail his or her adoption leave and take shared parental leave with the other parent,
provided that the parents both meet the relevant eligibility requirements.

Adoption leave, paternity leave and shared parental leave are available to employees who are,
or expect to be, the parents of a child under a parental order.

Employees who intend to apply for a parental order and expect to become the child's legal
parents in a surrogacy situation have the right to unpaid time off work to accompany the birth
mother to up to two antenatal appointments.

Time Off for Dependants

All employees, regardless of length of service, will be allowed reasonable special leave, with
pay, up to a maximum of five days per year in the event of an unexpected or sudden
emergency, see typical examples below:

e To aid when a dependant falls ill, gives birth, or is injured or assaulted
e To make arrangements for the provision of care for a dependant who is ill or injured
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e To make any necessary longer term care arrangements for dependants

e Because of the death of a dependant or close relative

e Due to the sudden or unexpected disruption or termination of the arrangements for the
care of a dependant

e Todeal with any unexpected incident involving the child of an employee whilst at school

A dependant can be any one of the following:

Your spouse or partner.

Child (including adopted child) or children.

Parents (including in-laws and/or stepparents) or grandparents.

Siblings.

Someone who lives in the same household as you but who is not your employee,
tenant, lodger or boarder e.g. another family member or foster child.

e Someone who reasonably depends upon you for assistance to decide in the event of
an emergency.

If you are aware in advance that you need to take time off you must apply for annual leave.

In cases where it is not possible to obtain prior approval for your absence you must contact
your Manager as soon as possible to advise ACL of the reason for your absence. You must
meet with your Manager immediately on your return to work to discuss the reason for your
absence. Unless this discussion takes place, the absence will be unpaid. The decision to grant
special leave will be made by your Manager or a member of the Leadership Team.

Other Absence

Leave or absence on other grounds must be approved in all cases by the Company. Absence
with permission, such as for domestic or personal reasons, will normally be deducted from
holiday entitlement in the same year, only in exceptional circumstances will unpaid holiday be
granted. It will not be granted when an employee still has outstanding annual holiday
entitlement.

Compassionate Leave

Any application for Compassionate Leave should be made through your Manager. However,
it is recognised that in some cases it is impossible to obtain prior permission, and in these
circumstances, you should telephone your Manager as soon as possible to inform them of the
circumstances and the anticipated length of absence.

Compassionate leave may be granted in respect of a spouse or partner, child, stepchild,
grandchild, parent, stepparent, parent-in-law, grandparent, brother or sister, stepbrother or
stepsister, or brother or sister-in-law.

We may exercise our discretion to grant compassionate leave in respect of any other relative
or close friend, depending on the circumstances of each case.

If you are still unable to return to work following an authorised period of compassionate leave
you should contact your Manager. It may be appropriate to take a period of annual leave,
subject to your Manager's approval, or we may at our discretion grant you further unpaid leave
in those circumstances.
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The decision to grant Compassionate Leave will be made by your Manager or a member of
the Leadership Team.

Parental Bereavement Leave Policy

We hope that our employees will never have the need for this policy. However, if the worst
should happen, you should be aware of your statutory rights.

About this policy

This policy sets out the arrangements for parental bereavement leave, which is a type of
compassionate leave intended to help employees deal with the death of a child or a stillbirth
after at least 24 weeks of pregnancy.

For compassionate leave in other circumstances please see the Compassionate Leave Policy.
This policy applies to all employees. It does not apply to agency workers, consultants, or self-
employed contractors.

This policy does not form part of your contract of employment, and we may amend it at any
time.

Entitlement to parental bereavement leave
You're entitled to parental bereavement leave (PBL) if a child has died or been stillborn after
24 weeks of pregnancy, and you or your partner:
a) are their parent or foster parent;
b) have had the child placed with you for adoption (whether by a UK adoption agency or
from overseas);
c) are their intended parent under a surrogacy arrangement;
d) are the natural parent of a child who has since been adopted by someone else, and
there is a court order allowing you or your partner to have contact with the child;
e) look after the child in your own home, other than as a paid carer, and have done so for
at least four weeks (a parent "in fact").
Parental bereavement leave can be one week, two consecutive weeks, or two separate weeks.
It can be taken at any time during the first 56 weeks after the child's death.
Further compassionate leave may be available under our Compassionate Leave Policy at our
discretion. Please speak to your Manager if you require further time off in addition to parental
bereavement leave.

Parental bereavement pay.
You may qualify for statutory parental bereavement pay (SPBP) during parental bereavement
leave if:

(a) you have at least 26 weeks' continuous employment ending on the Saturday before the

child died; and

(b) you earn at least the lower earnings limit for class 1 national insurance contributions.
SPBP is only payable in respect of whole weeks of leave, at the same rate as statutory paternity
pay. The rate is set by the government each tax year.

Leave in the first eight weeks.

In the first eight weeks after a child has died, there is no need to give advance notice to take
parental bereavement leave. Please notify your line Manager as soon as you can on the day
you want your leave to start, preferably before the time you would normally start work, where
possible. Someone can do this on your behalf, if necessary.
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If you have already started work, then your parental bereavement leave period will start on the
following day. We would usually allow you to take the rest of the day off as compassionate
leave.

You can cancel any planned parental bereavement leave in the first eight weeks by telling us
at any time before the leave starts, and no later than the time you would normally start work
on the first day of the leave period. You cannot cancel leave once it has started.

Leave after more than eight weeks.

To take parental bereavement leave more than eight weeks after the child has died, please
give your line Manager at least a week's written notice.

Parental bereavement leave can be cancelled with a week's written notice and can be re-
booked by giving a week's written notice.

Written confirmation.
We will ask you to confirm the following information in writing within 28 days of starting any
period of parental bereavement leave:

(a) your name;

(b) the date the child died or was stillborn;

(c) the dates of paid or unpaid parental bereavement leave taken; and

(d) your relationship to the child.

Stillbirths, neonatal deaths, adoptions, and surrogacy

Entitlement to maternity leave and pay (see our Maternity Leave Policy) is not affected if your
child has died or been stillborn. You can take maternity leave in addition to parental
bereavement leave.

You may be entitled to adoption leave and pay as a result of a child being placed with you for
adoption, or because you are an intended parent under a surrogacy arrangement (see our
Adoption Leave Policy). If the child has died or been stillborn, adoption leave entitlement runs
for another eight weeks from the end of the week in which the child died (unless it would
already have ended sooner). This is in addition to your right to parental bereavement leave.

You may be entitled to paternity leave and pay because of the birth of a child (including a birth
to a surrogate mother), or the placement of a child with you for adoption (see our Paternity
Leave Policy). If your child has died or been stillborn you can take paternity leave in addition
to parental bereavement leave.

Neonatal Care Leave Policy
Introduction

This policy sets out the rights of employees to neonatal care leave and pay following the birth
of their child.

We understand that having a child in neonatal care is an extremely stressful and challenging
experience. As an organisation, we are committed to supporting you and doing what we can
to help ensure that you are able to be by your child's side while looking after your own health
and wellbeing.

The policy does not form part of your contract of employment, and we reserve the right to
amend it at any time.
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Scope

This policy applies to employees employed by us. It does not apply to workers, contractors,
consultants or any self-employed individuals working for the organisation.

What is neonatal care leave?

Neonatal care leave is designed to assist new parents of babies who are admitted into neonatal
care.

In this policy, neonatal care means:

e medical care that your child receives in a hospital;
« medical care that your child receives in any other place providing:
o your child was previously admitted to a hospital as an inpatient and needs
continuing care after leaving the hospital;
o the care is under the direction of a consultant; and
o the care involves ongoing monitoring and visits from healthcare professionals
arranged by the hospital where your child was an inpatient; or
¢ palliative or end-of-life care.

Requesting support
If you are finding it difficult to cope at work because your child is in neonatal care, you are

encouraged to speak to your line manager. If for any reason you are unable to approach your
line manager, you can speak to the HR department.

We realise that this may not be an easy subject to talk about. However, we urge you to be as
open as possible about any particular issues that you are experiencing to ensure that you are
provided with the right level of support.

Any information disclosed by you during discussions with your line manager or the HR
department will be treated sensitively and in strict confidence.

Entitlement to neonatal care leave

Whatever your length of service, you have a statutory right to take neonatal care leave if at the
date of the child's birth:

e you are the child's parent and have responsibility for the upbringing of the child; or
e you are the partner of the child's mother and have main responsibility for the
upbringing of the child (apart from the mother).

In this policy, partner includes someone, of whatever sex, who lives with the mother or the
child in an enduring family relationship but who is not the mother's child, parent, grandchild,
grandparent, sibling, aunt, uncle, niece or nephew.

Additionally, the following conditions must be satisfied:

e your child was born on or after 6 April 2025;
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» your child started receiving neonatal care within 28 days after the date on which they
were born (the 28 days are counted from the day after the child is born);

e the neonatal care has lasted seven days or longer without interruption (the seven
days are counted from the day after the neonatal care started);

e you are taking the leave to care for your child (however, see If you suffer a
bereavement below); and

« you have complied with the relevant notice and declaration requirements set out in
this policy (see Notice to take neonatal care leave below).

Amount of neonatal care leave you can take
The amount of neonatal care leave that you can take is one week for every week your child
has spent in neonatal care without interruption. A week is defined as a period of seven days

starting from the day after the neonatal care began.

The maximum number of weeks that you can take as neonatal care leave is capped at 12
weeks.

Any neonatal care leave must be taken in blocks of at least one week.

You can take only up to 12 weeks' neonatal care leave, even if multiple children from the same
pregnancy require neonatal care.

Timing of neonatal care leave

You can start your leave on any day after your child has received seven days of uninterrupted
neonatal care.

The seven days are counted from the day after the neonatal care started. For example, if your
child's started receiving neonatal care on 7 April, the seven-day count begins on 8 April. This
means that you can start your neonatal care leave on any day from 15 April.

Any neonatal care leave must end within 68 weeks of your child's date of birth.

The right to neonatal care leave is in addition to any other statutory leave that you may be
entitled to, such as maternity, adoption, paternity, ordinary parental, parental bereavement or
shared parental leave (see Other statutory leave below).

How neonatal care leave may be taken
Neonatal care leave is available to take in two tiers:

e The "tier 1 period" begins when your child starts receiving neonatal care and ends on
the seventh day after your child is discharged. If you take neonatal care leave in the
tier 1 period, you can take it in one continuous block or a number of non-continuous
blocks of a minimum of one week at a time.

e The "tier 2 period" is any remaining period (within 68 weeks after your child's date of
birth) that is not part of the tier 1 period. if you take neonatal care leave during the tier
2 period, you must take the leave in one continuous block.
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You should be aware that the relevant notice requirements differ depending on whether you
take your leave in the tier 1 or tier 2 period (see Notice to take neonatal care leave below).

Notice to take neonatal care leave
Notice during the tier 1 period

For each week of neonatal care leave that you wish to take in tier 1, you should notify [your
line manager/the HR department] by telephone or email, preferably before your first day of
absence in that week. However, we understand that this is likely to be a challenging time for
you, so please give notice as soon as is reasonably practicable for you to do so.

You are also required to give notice of your intention and entitlement to take neonatal care
leave using our Form to provide notice of intention and entitlement to take neonatal care leave
(birth). This form contains a declaration that will need to be signed by you.

There is no expectation on you to complete this form straightaway while your child is receiving
neonatal care. However, we do request that the form is sent to us within 28 days of the first
day of your neonatal care leave, or if this is not possible, as soon as it is reasonably
practicable.

Notice during the tier 2 period

If you wish to take neonatal care leave in the tier 2 period, you will need to give notice in writing
of your intention and entitlement to take neonatal care leave using our Form to provide notice
of intention and entitlement to take neonatal care leave (birth). This form contains a declaration
that will need to be signed by you.

If you are taking a single week of neonatal care leave, your notice should be received by us at
least 15 days before the first date that you have chosen for your leave to start, or if this is not
possible, as soon as it is reasonably practicable.

If you are taking two or more consecutive weeks of neonatal care leave, your notice should be
received by us at least 28 days before the first date that you have chosen for your leave to
start, or if this is not possible, as soon as it is reasonably practicable.

Changing your neonatal care leave plans

If you have submitted a notice of intention and entitlement to take neonatal care leave during
the tier 2 period but wish to cancel your leave, you must inform your line manager and the HR
department using our Form for employee to cancel neonatal care leave (birth).

If you intended to take a single week of neonatal care leave, you must submit this form at least
15 days before the first date that you had chosen for your leave to start.

If you intended to take two or more consecutive weeks, you must submit this form at least 28
days before the first date that you had chosen for your leave to start.

Late notice
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We understand that having a child in neonatal care is an incredibly difficult time for parents.
Please be assured that if it is not possible for you to meet the timeframes for giving or
withdrawing notice as set out in this policy, we will accept later notice than this and, in some
cases, we may waive the requirement for you to give notice altogether.

Starting your neonatal care leave
Your neonatal care leave will start on the date that is specified in your notice.

Alternatively, if you give notice on the same day that you want to begin your leave and you are
already in work on that day, your neonatal care leave will start on the following day.

If we have agreed to waive the notice requirements, your neonatal care leave will begin on a
day that is mutually agreed between us.

Other statutory leave

You are entitled to take neonatal care leave in addition to any other statutory leave that you
may be entitled to, including maternity, adoption, paternity, ordinary parental, parental
bereavement and shared parental leave

If you have already started a period of statutory leave, but subsequently become eligible for
neonatal care leave, you can take your neonatal care leave after completing the other statutory
leave, provided that your neonatal care leave is taken within 68 weeks of your child's birth
date.

If you have already started a period of neonatal care leave during the tier 1 period but need to
begin another type of statutory leave, your neonatal care leave will be temporarily paused
immediately before the other statutory leave begins. You can then resume the remaining
weeks of your neonatal care leave in one of two ways:

o if you are still within the tier 1 period - immediately after the end of the other period of
statutory leave; or

o if you have transitioned into the tier 2 period - immediately after any other neonatal
care leave taken during the tier 2 period.

You cannot take neonatal care leave in the tier 2 period if, at the time of giving notice, you are
aware that the leave will overlap with another type of statutory leave.

Neonatal care pay

Statutory neonatal care pay is payable during your neonatal care leave period, provided that
you are entitled to it.

The rate of statutory neonatal care pay is set by the Government for the relevant tax year, or
at 90% of your average weekly earnings (whichever is lower).

You will qualify for statutory neonatal care pay if:

e you are entitled to take neonatal care leave;
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e you have at least 26 weeks' continuous employment with us at the end of the relevant
week;

e you remain in continuous employment from the end of the relevant week (or from the
child's birth if they were born before the relevant week);

e your average weekly earnings are not less than the lower earnings limit for national
insurance contributions;

« you have complied with the relevant notice and evidential requirements and are able
to provide the declarations as set out in this policy; and

¢ you have confirmed when you wish to start receiving statutory neonatal care pay
within your Form to provide notice of intention and entitlement to take neonatal care
leave (birth).

In this policy "relevant week" means the 15th week before the expected week of childbirth if
you are entitled to statutory maternity or paternity pay. In all other cases, it means the week
before the neonatal care begins.

Neonatal care pay is treated as earnings and is therefore subject to PAYE and national
insurance deductions.

Changes affecting your entitlement to neonatal care leave and pay

You must keep your line manager and/or the HR department informed about the date that your
child's neonatal care ends as soon as reasonably practicable after the care has ended.

If your child starts receiving neonatal care again, after you have informed us that the care has
ended, you must keep your line manager and/or the HR department informed of the new start
and end dates.

If you suffer a bereavement

Employees who have accrued entitlement to neonatal care leave can still take the neonatal
care leave that they have accrued if their child passes away.

Employees may also be entitled to parental bereavement leave in these circumstances, under
our Parental bereavement leave policy.

If you have suffered a bereavement, please contact your line manager and the HR department
so that we can discuss other support that we may be able to offer you.

Your rights during neonatal care leave

During neonatal care leave, all the terms and conditions of your contract except normal pay
will continue. Your pay will be replaced with statutory neonatal care pay if you are eligible for
it. However, other benefits such as holiday entitlement will continue to accrue and pension

contributions will continue as set out below.

Holiday entitlement
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You will continue to accrue your holiday entitlement during your neonatal care leave.

Any statutory holiday entitlement that has not been taken because of neonatal care leave can
be carried over into the next holiday year.

Pension contributions

We will continue to make pension contributions based on your normal pay during any period
of paid neonatal care leave. The contributions that you make will be based on the actual pay
that you receive during your neonatal care leave.

The organisation's pension contributions will cease during any period of unpaid neonatal care
leave.

Contact during neonatal care leave

We reserve the right to maintain reasonable contact with you during your neonatal care leave.
This may be to discuss your plans for taking leave, to discuss any special arrangements to
ease your time away from work, or to update you on developments at work during your
absence.

Returning to work after neonatal care leave

You have the right to resume working in the same job and on the same terms and conditions
if returning to work from a period of isolated neonatal care leave.

If you return from a period of neonatal care leave that follows on immediately from another
period of statutory leave (such as maternity, adoption, paternity, parental bereavement or
shared parental leave) and your total time on leave is more than 26 weeks, you have the right
to return to the same job wherever possible. However, if this is not reasonably practicable, we
will offer you a suitable alternative job on terms and conditions that are no less favourable.

This also applies if you have taken neonatal care leave consecutively with a single period of
more than four weeks of ordinary parental leave.

Carer’s leave policy

This policy sets out the statutory right of employees to carer's leave to provide or arrange care
for a dependant with a long-term care need, and other support that we offer to combine work
with care.

A carer is anyone with caring responsibilities who provides care, assistance and support to
any other individual who may be seriously ill or unable to care for themselves.

Carers might find it difficult to distinguish their caring role from the personal relationship they
have with the individual they are caring for, be it a relationship with a spouse, civil partner,
child, parent, or friend. Therefore, some employees may not immediately identify themselves
as a carer.

The activities that carers undertake are wide ranging, including but not limited to:
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help with personal care;

help with mobility;

managing medication;

practical household tasks;

emotional support; and

help with financial matters or administration.

Requesting support

We recognise that caring can be unpredictable and emotionally upsetting. An employee may
acquire caring responsibilities overnight or caring responsibilities may develop over time.

We realise that caring is a subject that not everyone finds it easy to talk about. However, we
urge you to be as open as possible about any particular issues that you are experiencing to
ensure that you are provided with the right level of support.

In particular, you are encouraged to speak to your line manager about your caring
responsibilities to explore how we can help you with any challenges that you are facing. If for
any reason you are unable to approach your line manager, you can speak to the HR
department.

Any information disclosed by you during discussions with your line manager or the HR
department will be treated sensitively and in strict confidence.

Entitlement to carer's leave

Whatever your length of service, you have a statutory right to take carer's leave to provide or
arrange care for a dependant if they have a long-term care need.

In the context of statutory carer's leave, a dependant means:

e your spouse, civil partner, child or parent;

e any person who lives in the same household as you (other than as a lodger, tenant,
boarder or employee); or

¢ any other person who would reasonably rely on you to provide or arrange care.

A dependant has a long-term care need if they:

e have an illness or injury (whether physical or mental) that requires, or is likely to
require, care for more than three months;

e have a condition that amounts to a disability under the Equality Act 2010; or

e require care for a reason connected to their old age.

This statutory right to carer's leave applies to a wide range of caring situations, but excludes
general childcare, except where your child meets the definition of a dependant with a long-
term care need.

Amount of carer's leave you can take

The amount of carer's leave that you can take is up to one week in any 12-month rolling period.
A week of carer's leave is the same duration as your normal working week, meaning that a full-
time employee is entitled to five days' carer's leave in any 12-month rolling period. If you are
contracted to work four days per week, you will be entitled to four days of carer's leave in any
12-month rolling period, and so on.

You can take the leave in one continuous block, as individual days, or as half days.
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If you are caring for more than one dependant, you do not have a separate entitlement to
carer's leave for each dependant.

Notice to take carer's leave

If you need to take carer's leave, you should submit your notice to your line manager in writing.
We ask that you give as much notice as possible when requesting carer's leave so that we can
plan for your absence. In any event, you must give notice in advance that is either twice the
number of working days that you wish to take as carer's leave, or three days, whichever is
earlier.

All carer's leave must be approved in advance by your Leadership Team member.
Pay during carer's leave

You do not have a statutory right to be paid during carer's leave. Therefore, any leave taken
as carer's leave is unpaid.

While sums payable by way of salary will cease, all other benefits will remain in place. For
example, holiday entitlement continues to accrue. Pension contributions will continue to be
paid.

Returning to work after carer's leave

Following your carer's leave, you have the right to resume working in the same job as before
on terms and conditions that are no less favourable than the terms that would have applied
had you not been absent. Your continuity of employment is not affected.

Moving House

All employees regardless of length of service will be allowed up to two days paid leave to move
house. Requests should be made directly to your Manager and will be approved subject to
operational requirements and is available up to once in a 12-month period.

Duty Travel
Employees must contact their Manager as soon as possible to inform of any delay whilst
returning from a duty trip and discuss options for return to their place of work.

The Company will ensure the employee is provided with the appropriate level of support during
their extended absence. However, it is the employee’s responsibility to ensure any recoverable
expenses from a third party are claimed.

Health & Safety

It is the policy of the Company that, as far as is reasonably practicable, all steps will be taken
to ensure the health and safety of all its employees and visitors and those who transport its
goods and others who might be affected by any of its activities. We have therefore developed
a policy and set of operating procedures that will help ensure we achieve our health and safety
standards.
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It is the policy of the Company to comply with the terms of the Health and Safety at Work Act
1974 and subsequent legislation and to provide and maintain a healthy and safe working
environment.

We aim:

To provide adequate control of health and safety risks arising from our work activities
To consult with our employees on matters affecting their health and safety
To provide and maintain safe plant and equipment
To ensure safe handling and use of substances
To provide information, instruction, and supervision for employees
To ensure all employees are competent to do their tasks, and give them adequate
training
To prevent accidents and cases of work-related ill health
To maintain safe and healthy working conditions; and
To review and revise this policy as necessary at regular intervals
To give two explicit general duties to all employees, namely:
o Working in a safe manner and abiding by all relevant safety requirements.
o Reporting hazards and unsafe conditions.
e To access specialist safety and occupational health advice from consultants whenever
necessary.

The health and safety objective of the Company is to minimise the number of instances of
occupational accidents and illnesses and ultimately to achieve an accident-free workplace.

The Company recognises and accepts their duty to protect the health and safety of all visitors
to the Company, including contractors and temporary workers, as well as any members of the
public who might be affected by our operations.

While the management of the Company will do all that is within its powers to ensure the health
and safety of its employees, it is recognised that health and safety at work is the responsibility
of each individual associated with the Company. It is the duty of each employee to take
reasonable care of their own and other people's welfare and to immediately report any situation
which may pose a threat to the wellbeing of any other person.

The management of the Company will provide every employee with such equipment,
information, training, and supervision as is necessary to implement this policy and carry out
their tasks safely. However, if an employee is unsure how to perform a certain task or feels it
would be dangerous to perform a specific job then it is the employee’s duty to report this to
their Manager. An effective health and safety programme requires continuous communication
between employees at all levels. It is therefore every employee’s responsibility to report
immediately any situation that could jeopardise the wellbeing of themselves or any other
person.

The Company’s health and safety policy will be continually circulated amongst staff, as well as
monitored and updated, particularly when changes in the scale and nature of the Company’s
operations occur. The policy will be updated at least every 12 months. Any significant findings
arising out of the risk assessments will be communicated to staff with general instructions for
reducing such risks in the workplace.
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Overall responsibility for health and safety is the responsibility of the Chief Executive Officer.
The Company Health and Safety Officer is the Head of IS. His responsibilities include:

e Ensuring a suitable and sufficient risk assessment of all activities is conducted at least
annually at each office location

e Devising, communicating and implementing procedures to prevent serious or imminent
danger to employees

o Effective planning, organisation, control, monitoring and reviewing, preventive and
protective measures

e Ensuring company appointed First Aiders and Fire Marshals are trained

e Ensuring correct records are kept of all health and safety related incidents

Induction & Training

In order to comply with the Health and Safety Information for Employee Regulations 1989, the
Company displays an approved poster informing employees in general terms about the
requirements of health and safety law.

The Company endeavours to ensure all its employees are competent to undertake their work
activities, therefore:

e It has procedures in place to match employee’s skills with the Company’s requirements

e Provides all employees with an induction to the Company as part of their joining
process. This covers health and safety issues, largely as specified in this Employee
Handbook

e When necessary additional and/or refresher training will be provided to fill any shortfalls
as and when they occur

The Health and Safety notice boards at each office location should be studied regularly as they
contain information designed to help you. Statutory notices must not be removed or covered.

Young Persons

In the event an employee or work experience student is under the age of 18, they will be
provided with greater supervision than older people owing to their lack of experience, lack of
awareness of risk and immaturity.

First Aid
First aid boxes will be maintained at each location and restocked regularly by the persons
responsible for First Aid.

In addition to the above information, notices will also be displayed at appropriate locations
throughout the workplace which provide information about the location of first aid equipment
and the name(s) and location(s) of first aiders. These notices will be reviewed regularly and
updated when a change occurs.

Please be aware that Company first aiders are instructed only to give such aid as is necessary
to sustain life until qualified medical aid is available. They are prohibited from administering
drugs and medication. In the event of illness and/or accident the Company will endeavour to
assist in all respects but cannot accept any liability for action sincerely taken in such instances
to assist an employee.
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You must ensure that you are familiar with the position of the nearest fire alarms and
emergency exits at the locations where you work. Details of evacuation procedures are posted
on notice boards and will be made available to you at Induction by your Manager.

In the event of an evacuation of a building, it is essential that you leave without delay and
assemble as instructed in the evacuation procedures. You must familiarise yourself with the
alarm and evacuation procedures at the site where you work.

The Company will conduct a fire risk assessment of each of the Company’s premises to ensure
that as far as reasonably practicable, everyone on the premises can escape safely if there is
a fire. Any risks or hazards identified will be reduced to the lowest level reasonably practicable
and thereafter the premises will be monitored on a regular basis to ensure they remain safe.
A written record of the risk assessment will be retained.

Injuries and Accidents, Diseases and Dangerous Occurrences

Injuries, accidents, and dangerous occurrences at work, however minor, must be notified
immediately to the Head of IS. Injuries must be recorded on the Accident Form, located on
the Company’s Intranet, and treated appropriately. The accident forms will be reviewed to
ascertain the nature of accidents which have occurred in the workplace so corrective action
can be taken. The accident forms will be retained for a period of at least three years from the
last date of entry.

Any injury, accident or work-related illness which keeps you off work or unable to do your
normal job for more than three days will be reported to the Incident Contact Centre (ICC) within
ten days by the above-named individual. You must co-operate with our accident recording and
investigation procedures.

Customers and Visitors
Please take care of clients and visitors to our premises. They are less familiar with our working
environment and may need your help to avoid risks.

Visual Display Screens

If you are required to use a display screen for a significant part of your working day the
Company will pay for you to have up to one eye test a year and we will pay for spectacles
which are prescribed exclusively for use with computers, if other normally used ones are not
appropriate. The Company is only required to pay the cost of a basic pair of glasses and will
therefore contribute up to £75 towards the cost. The cost of designer frames would be your
responsibility. The Company is also not obliged to pay for contact lenses.

The Company will also ensure you are provided with information and training about the risks
associated with the use of this equipment and carry out an assessment of your workstation.

These assessments will be reviewed or repeated whenever some or all of the workstation
changes, be it:

e Position, in the office or at home

e Chair or desk
e Computer equipment
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Health and Safety and Pregnancy
The Company acknowledges its statutory responsibility to assess the risk to health and safety
of the following employees:

e Pregnant employees; and
e Employees who have recently given birth
e Employees who are breast feeding

The Company has a statutory duty to suspend such employees from work with pay if this is
the only solution to protect their health and safety. However, as an alternative to suspension
the Company may offer employment, which in the opinion of the Company, is a reasonable
and suitable alternative employment.

Stress
Work related stress is the adverse reaction people have to excessive pressures or other types
of demands placed upon them at work.

This Company recognises that from time-to-time employees can become stressed, either
because of tasks they are asked to perform as part of their job, or from sources outside their
working environment. In both instances the resultant stress many affect an individual’s ability
to perform their job. It can potentially give rise to absenteeism, back pain, gastrointestinal
problems, anxiety, and depression, and/or if particularly intense over prolonged periods of
time, heart disease and other forms of ill health.

We endeavour to minimise the likelihood of work-related stress impacting upon employees by:

e Monitoring employee absence and endeavouring to establish its cause on a case-by-
case basis.

e Rigorously implementing the company’s bullying and harassment policy and
investigating all allegations of it thoroughly.

e Selecting and training personnel to match job descriptions and ensure competence.

e Appraising the performance of all employees at least annually to verify their ongoing
competence.

e Designing jobs and tasks in such a manner that employees have an ability to exercise
some control over their work rate.

e By having effective consultation and communications systems in place.

If you feel that you are under stress as a result of workplace-based activities, you must advise
your Manager as soon as possible.

Manual Handling

The Company is committed to reducing the risk of manual handling injuries and the Manager
will ensure guidance is provided on the measures that should be taken to ensure safe lifting
and carrying in the workplace. The Company will ensure that:

¢ Risk assessments of manual handling activities are carried out by a competent person
and identified risks are reduced to the lowest level reasonably practicable. A written
record of assessments will be retained

e Employees will be supervised when required
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e Adequate information and training are provided to employees who carryout manual
handling activities

e Any injuries or accidents relating to manual handling are investigated and corrective
action is taken

e Safety arrangements for manual handling operations are regularly reviewed and
monitored

e All lifting equipment is tested prior to use and thereafter inspected regularly

Employees must also ensure that they:

e Report to management (in confidence) any personal health conditions which may be
affected by the manual handling activity

Comply with instruction and training which has been provided

Use equipment which has been provided to minimise manual handling activities
Report any injuries or accidents to management immediately

Work in a safe manner and abide by all relevant safety requirements.

Consumption of Alcohol and Use of Non-Medicinal Drugs

The consumption, possession or supplying of alcoholic beverages and non-medicinal drugs
and solvent abuse are strictly forbidden in Company facilities, vehicles or on Company
premises. The only exception to this is where the Company has organised or sanctioned a
social event for staff e.g. company barbecues etc.

Any employee reporting for work who is under the influence of alcohol or non-medicinal drugs
or any other matter, will be suspended without pay for at least that shift, and will not be allowed
to commence work until they are substance-free. Disciplinary action may be taken in line with
the Company’s disciplinary and dismissal policy up to and including dismissal.

Employees must never drink alcohol or take drugs if they are required to drive private or
Company vehicles on Company business.

The Company reserves the right to require you to undergo an alcohol or drugs test by a
Company nominated medical practitioner in the event of an accident at work or where the
Company believes or suspects that you are under the influence of alcohol or drugs.

If you are prescribed drugs by your doctor that may affect your ability to perform your work,
you should notify your Manager.

If you are suffering from alcohol or drug dependency during your employment with the
Company, you are required to declare such dependency to your Manager and the Company
will subsequently provide you with reasonable assistance. If you fail to accept help or
treatment, disciplinary action may be taken in line with the Company’s disciplinary and
dismissal policy.

Employees attending functions sponsored or supported by the Company or on behalf of the
Company are expected to behave reasonably and as ambassadors for the Company.

Social drinking after normal working hours and away from the Company’s premises is, of
course, generally a personal matter and does not directly concern the Company. The
Company’s concern only arises when, because of the pattern or amount of drink involved, your
attendance, work performance or conduct at work deteriorates.
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Smoking

In line with the policy of our facilities providers, the Company operates a no smoking policy.
Should you wish to smoke you must do so in the designated areas outside the building. Any
contravention of this policy may be regarded as an act of gross misconduct and may result in
termination of your contract of employment without notice or pay in lieu of notice.

Employees should be aware that the Company includes the use of e-cigarettes (vaping) under
the definition of smoking and therefore the same restrictions apply.

It will be assumed that anywhere within the premise is smoke free and No Smoking signs will
be displayed as required by law.

Managers are responsible for informing all employees of this policy. Employees are
responsible for informing customers and visitors to the site of this policy and ensuring that they
comply with it. Breaches of this policy will be considered to be an act of gross misconduct and
will be subject to the normal disciplinary procedures. Employees are also reminded that it is a
criminal offence for employees to smoke in smoke-free areas, with a fixed penalty of £50
(reduced to £30 if paid within 15 days) or prosecution and a fine of up to £200.

Driving on Company Business

When driving on Company business employees must ensure that their vehicles are
roadworthy, taxed, MOT’d and insured for use on Company business. Company business can
include, attending meetings, training courses and any other business-related event.
Employees must take all reasonable and practicable precautions to preserve their own safety
and that of other road users.

In the interests of health and safety all drivers should:

e Ensure as far as reasonably possible that they are well rested and not taking any
medication that will impair their responses/judgement before starting long journeys
Plan the journeys to include regular rest breaks of at least 25 minutes every 2 hours
Wear any glasses or lenses that are required by law whilst driving

Avoid drinking any alcohol before driving

Build in additional time for their journey when weather conditions are exceptionally
difficult

Driving whilst tired is in breach of the Company’s Health and Safety Policy.

The law now makes it a criminal offence for drivers to cause death by not paying due care and
attention to the road or to other road users by being distracted from driving for example by
using a mobile phone (calling, voicemail retrieval or texting). Please refer to the Company’s
Mobile Phone policy for further details.

Lone Working

The Company will avoid the need for employees to work alone where reasonably practicable.
Where lone working is necessary such as working from home, the Company will take all
reasonable steps to ensure the health and safety of employees working alone.

The Company will ensure that a risk assessment is conducted and that arrangements are in
place prior to employees working alone.
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The Head of IS is responsible for Health & Safety matters and will ensure that:

e Lone working is avoided as far as is reasonably practicable;

e Emergency procedures are in place so that members of staff working alone can obtain
assistance if required;

e A risk assessment is completed by a person competent to do so prior to employees
working alone;

e Any employee working alone is capable of undertaking the work alone;

e Arrangements are in place so that someone else is aware of a lone worker's
whereabouts at all times;

e Persons working alone are provided with adequate information, instruction and training
to understand the hazards and risks and the safe working procedures associated with
working alone;

e Training records are kept.

The person conducting the lone working assessment will:

o Consider the greater risks to expectant mothers and young persons;

e Involve the employee who is working alone in the assessment process and the
development of safe working methods;

e Advise the employee undertaking the lone working of the findings of the assessment;

¢ Maintain a file of all lone working assessments.

Employees working alone will:

e Follow the safe working arrangements developed by the Company for lone working;
e Take reasonable steps to ensure their own safety; and
¢ Inform their line Manager/assessor of any incidents or safety concerns.

House Keeping

The maintenance of good housekeeping standards is essential to the reduction of accidents
and the care of equipment. You are expected to fully participate in the continuing effort to
maintain a clean, safe, and well organised work environment.

Consultation and Communication

All employees will be directly consulted on health and safety matters as and when appropriate.
You may raise any health and safety issues with your Manager or an appropriate senior
Manager at any time. Health and Safety matters will be raised and discussed at the quarterly
Employee Forum meetings as and when necessary. Employees are encouraged to report any
health and safety concern whenever they believe it necessary to do so. When appropriate,
emails will be used to disseminate safety information to employees.

Employee Benefits

Performance Related Pay

Performance related pay is open to employees who have completed at least six months
continuous service at the end of the performance period (30th September each year), who are
employed by the Company at the date on which the payments are made and whose
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performance is rated as above the minimum standards required. Performance related pay is
awarded at the discretion of the management.

Employee Loans
The Company may at its discretion, advance employees an interest free loan subject to the
following conditions:

Maximum amount of loan is £5,000

Maximum term for repayment is 48 months

The Company has the right to vary the term period of repayment
The loan will become fully repayable on termination of employment

At the time of writing this policy this benefit is not taxable, if legislation changes, any tax that
becomes payable will be borne by the employee.

To apply for a loan please contact the Finance Department for guidance regarding the
procedure. All applications must be forwarded to, and approved by, the Chief Executive Officer.

Life Assurance

A sum equal to five times your “Scheme Salary” for all UK employees up to age 75 will be paid
if you die while employed by the Company. Ts and Cs apply. Costs are fully met by ACL and
are non-taxable.

Long Service Awards

In recognition of long service, the Company will pay you £500 gross for the completion of five-
years’ service and a further £1,000 for ten-years’ service. Payments will be consolidated to
base pay and made through the payroll on the anniversary month of joining the Company. Two
additional days annual leave will be awarded in the year of your tenth anniversary (one year
only) pro rata to your hours of working.

Passports

As a condition of employment, you may be required to travel on behalf of the Company,
therefore, ACL will reimburse employees for the cost of a standard 32-page 10-year passport
application or renewal.

Pension

ACL operates a Company Pension Scheme to which the Company and the employee
contribute. All new employees will automatically become members of the BAPP (British
Airways Pension Plan) on joining ACL and may ‘opt out’ within three months of joining the
scheme. An explanatory booklet is available via the Company Intranet. The scheme’s
administrators provide comprehensive details via an information pack once you are enrolled
to the scheme.

Permanent Health Insurance

Under this scheme you are provided with an income should you be unable to work for an
extended period because of iliness or injury.
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Private Medical Insurance

This scheme is provided to cover the cost of private medical treatment should you become ill.
You are eligible for this benefit if you are a permanent employee over the age of 18 and in a
management position.

Taxation
Whilst these costs are fully met by the Company, they are subject to taxation as a benefit in
kind.

*Scheme Salary is defined as basic salary at joining and each 1% April. You are eligible for
these benefits if you are a permanent employee over the age of 18.

Relocation Assistance

Relocation assistance may be available to new employees or existing employees of the
Company when they are required to change their workplace location on a permanent basis as
a condition of their employment.

Relocation is normally dependent upon relocation to within 20 miles of your work location.

There is no automatic right to relocation expenses and where given, total relocation costs will
be limited to a maximum of £8,000 dependent upon location and individual circumstances.

Relocation assistance is designed to compensate for costs incurred in relocating to a property
of broadly comparable size.

Payments may be reimbursed for all or some of the following expenses:

Survey Fees (maximum of 2)
Legal Fees (buying and selling) to a maximum of 2%
Stamp Duty
Packing, removals, and unavoidable storage expenses*
House Search costs (travel & overnight accommodation)
e Weekend visits for family to new area (2 maximum)
*You will be required to provide three estimates to claim for packaging and removal costs. The
Company will normally accept the lowest estimate unless reasonable justification is given for
accepting a higher quotation.

Temporary Accommodation Support

If it is necessary for you and/or your immediate family to obtain hotel, bed and breakfast or
rented accommodation for a short period after the sale of your previous property you may be
eligible for Temporary Accommodation Support.

Temporary Accommodation Support will not exceed £500 per week and must be approved in
advance by the Chief Executive Officer. Claims must be supported by original receipts.

Temporary Accommodation Support is paid for a maximum of 6 weeks.
Disturbance Allowance

Relocating employees may be eligible for payments up to a maximum of £1000 to cover
miscellaneous costs: e.g., changing soft furnishings; loss of annual subscriptions; change of
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address cards. The Disturbance Allowance will be paid at the absolute discretion of the Chief
Executive Officer and claims must be supported by individual and original receipts.

General Information

Repayment of Relocation Assistance
If after receiving relocation expenses you leave the Company within 6 months of the move, the
company will reclaim all monies paid minus Temporary Accommodation Support.

If you leave the Company within 24 calendar months of receiving relocation assistance you will
be required to repay to the Company a proportion of the total sum received calculated on a
pro-rata basis.

Example 1

For example, if you leave the Company within 14 months of relocation and your total relocation
reimbursement amounted to £4,500 (minus Temporary Accommodation Support) you must
repay the company: £1,875.

£4500 divided by 24 (months) = £187.50
Multiplied by 10 (months remaining) = £1,875.00

Example 2
Your total relocation costs £3,200 (minus Temporary Accommodation Support) and you leave
the Company after 8 months of your relocation you will owe the company £2,133.

£3200 divided by 24 (months) = £133.00
Multiplied by 16 (months remaining) = £2,728.00

Relocation expenses will be paid only against the production of original receipts for expenses
incurred.

The Company will take a very serious view of any attempts to fraudulently obtain relocation
expenses. Such action will involve disciplinary action being taken that could lead to your
dismissal.

Relocation and the Inland Revenue
Taxation details can be obtained from your local Inland Revenue office.

Company Communications Equipment & Facilities

Occasionally you might need to use Company facilities for personal reasons. To avoid abuse
the following guidelines should be followed:

Telephone
You may use the telephones for limited private calls and in cases of emergency. However, it
is worth bearing in mind that all telephone bills are itemised and monitored by the Company.

E-mail/Internet

E-mail and the Internet should be used primarily for business purposes. However, employees
are permitted to use the system for reasonable personal use. Do not send anything
confidential, libellous, obscene, or detrimental to the interests of the Company by e-mail. You
must not take part in on-line gambling or access inappropriate material or download and/or
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distribute copyright information. The Company monitors employees’ use of the Internet. For
further information refer to the Company policy “Communications using ACL’s equipment and
facilities”.

Post

You can arrange for personal post to be sent to your office address if it is important, you should
ensure that it is addressed correctly and marked ‘private’. You can also mail personal post via
the Company mail system, providing you pay for the postage via the PA to the CEO.

Social Media and Public Communications
Use of social media and public platforms must reflect ACL’s values and protect its reputation.
Employees must:

e Avoid posting confidential or proprietary information.

e Refrain from making statements that could be interpreted as representing ACL unless
authorised.

¢ Not engage in online behaviour that could be considered discriminatory, harassing, or
offensive.

e Ensure personal use of social media does not interfere with work responsibilities.

ACL monitors public communications and reserves the right to take disciplinary action for
breaches.

Driving

Some jobs at the Company require the jobholder to have a driving licence. If this applies to
your job and if you lose your driving licence in circumstances where the Company is unable to
allocate you alternative duties which do not require a driving licence, you should be aware that
the Company may have no alternative but to terminate your employment.

If you drive, or are likely to drive, any vehicle in connection with work, all drivers may be subject
to medical examination where their health record indicates that their condition is such that they
may, when driving, be a danger to themselves or others.

You may be required to produce your driving licence at any time, and licences will be checked
regularly.

Use of Own Vehicle on Company Business

If you are required to travel on company business using your own vehicle, the Company
guidelines for expenses will be applicable to you, please discuss this with your Manager if you
have any queries. You should be aware of the following general principles:

e Ensure that your vehicle insurance covers you to do so. Most insurance policies include
occasional business use if they are informed of the possibility. As many companies
offer occasional business use cover without additional premium, the Company does
not accept responsibility for any additional costs incurred

e Ensure that your Vehicle Insurance Policy meets the requirements of the Company in
respect of indemnification from loss in the event of an accident and submit the policy
to the Company for their records. The Company will not accept any responsibility for
claims from you or third parties where appropriate cover has not been obtained
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e Ensure that the vehicle is roadworthy in all respects and if applicable that the vehicle
has a valid MOT certificate

Please refer to the business expenses policy for further information regarding expense claims
when using your own vehicle for Company business.

Business Expenses Policy

Policy

Employees will be reimbursed for expenses necessarily incurred during the conduct of
Company business. Such expenditure must be reasonable in amount and nature and conform
to the Company’s standards as outlined in this policy. The Company may refuse to reimburse
any expenditure which is in the Company’s opinion unreasonable.

Expense Claim Submission

Employees must submit claims, on a monthly basis using the WebExpenses tool. Claims
should be submitted within 28 days of the end of the business trip or the date of company
credit card statement. Continued failure to submit timely claims with correct receipts will result
in the claim being refused and items not being reimbursed.

Detailed original VAT receipts must be scanned and included with the claim. Where a receipt
is not available or has been lost a maximum amount of £10 will be reimbursed. Receipts in
non-ACL employee names are not acceptable.

Expenses claimed MUST be ‘actual’ expenses and not ‘replacement’ expenses on a quid pro
quo basis.

If you require overnight accommodation together with meals, you may not elect to stay with
friends or relatives and claim a comparable amount. If an employee is found to have done
this, such act may be considered misconduct.

Authorisation

Line Managers are responsible for ensuring expenses are submitted in accordance with this
policy before authorisation. Periodic spot checks will be made for compliance.

Where a Manager and subordinate(s) incur expenses together, the most senior person present
must incur and claim the expense to maintain the integrity of the authorisation process.

Payment of Expenses

Payment will be made direct to the employees’ bank account via the BACS system. There will
normally be two payment runs per month. Every effort will be made to settle expense claims
within two weeks.

Company Credit Cards
The Chief Executive Officer and Finance Director are the authorities for credit card
applications.

Credit cards are for business expenses only; cards may be withdrawn if they are used for

personal expenditure. For the avoidance of any doubt, the use of Company credit cards for
personal expenditure is not authorised and such use may result in disciplinary action. Cards
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may also be withdrawn in the cases of persistent failure to comply with all sections of this
policy.

It is important to note that use of the Company credit card for sundry Company purchases
must be in accordance with the Expenditure Approval Process and Purchase Order Policy.

Company Credit cards should not be used for withdrawing cash.

Adequate measures must be taken to ensure safe custody of the card. Any loss must be
reported immediately to Barclaycard and to ACL’s Finance department in working hours.

Personal Credit/Debit Cards
Employees should not be out of pocket from using their own Credit or Debit cards. Where a
Company Credit card has been provided this should be used for all expenses where possible.

Where cash is withdrawn overseas using Debit Cards or personal credit/debit cards used to
make a purchase, exchange rates of the card issuer should be used when submitting
expenses. Any transaction fees should be claimed supported by the appropriate statement.
ACL will not reimburse transaction fees for cash withdrawals using Credit Cards.

Travel Expenditure
It is important that all travel arrangements are designed to be as cost effective as possible for
ACL.

When your home is your contracted place of work, any journey to a temporary place of work
must be with prior approval from your Line Manager.

Rail, Bus, and Taxi

For UK journeys, staff should travel by public transport wherever practical and possible and
practical. Taxis should only be used in exceptional circumstances; estimated costs should be
provided to the Line Manager for prior approval.

When overseas, taxi fares may be claimed for travel between the airport and hotel and vice
versa. Reasonable taxi fares related to events and for employees to attend meals etc can be
claimed with a valid receipt.

Car

The company will reimburse any journey required for business purposes. A business journey
can begin from, or end at, home if it is a journey to a temporary place of work. Business
mileage will not be paid for commuting to a normal place of work. Expenses should not be
claimed for a journey, which, for the claimant, represents a regular commuting route between
home and normal workplace.

Business mileage allowances for those using private vehicles will be in accordance with
company policy and can be found on the Intranet. Standard business mileages are available
via the Intranet for common journeys.

Employees intending to use their private car for business purposes must ensure that they have

appropriate insurance cover for business usage and carrying additional passengers. The
mileage rates used by ACL include an element of business usage motor insurance.
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Where an employee uses their private car for business purposes and carries fellow employees
an additional mileage rate will be applicable. Choose the relevant number of persons from the
drop-down menu of the WebExpenses tool; please ensure that you state the name of the
employee and the purpose of travel.

In the interests of cost efficiency, two or more staff making the same journey are expected to
travel in the same taxi/car whenever practicable even if it requires the arrangement of a
meeting point beforehand.

Expenses for parking and tolls will be reimbursed at cost. Every effort should be made to
minimise parking rates e.g., long-term car park versus short-term car park.

Traffic, parking, congestion or environmental fines will not be reimbursed in any circumstances.

Air Travel
Please refer to the Staff Travel Policy and Procedures for guidance regarding duty travel
tickets.

All arrangements for a duty trip should be as cost effective as possible for ACL.

Accommodation and Meals

Hotel Accommodation

All hotel accommodation should be either booked through the Travel Coordinator or directly
following approval by a member of Leadership Team. Failure to do so will entitle the Company
to reject any claim for accommodation.

You must, unless express prior authorisation is given, pay hotel bills and obtain and submit
itemised receipts for reimbursement. The only exception to this rule is for the IATA Conference.
The Company will arrange for settlement of hotel bills at each IATA Conference. Individuals
must not charge any non-duty accommodation or hotel expenses to the Company master
account at the hotel whilst attending the Conference.

Food and Beverages

Reasonable actual expenses may be claimed for all duty travel, including IATA conferences,
supported by appropriate receipts. Employees are expected to use discretion regarding these
expenses.

Entertainment
Both internal and external entertaining requires prior line Manager approval, details of all
participants should be provided.

External entertaining relates to entertaining non-ACL staff. Employees should use their best
judgement to ensure that appropriate standards of entertainment are maintained, within the
overall limits of approved budgets. Please note VAT is not reclaimable when providing external
entertainment.

Authorising Managers must be satisfied that such entertaining is for a justifiable business
purpose, of reasonable expense and within budget.
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Entertaining fellow employees is not reimbursable as a business expense and will require
management approval.

Details of significant entertainment received from customers’ and/or business contacts’, should
be recorded in the Gift Log via the intranet. Such expenditure will be subject to P11D reporting
requirements for all participants.

Unexpected Business Expenses

Any employee may incur expenditure in exceptional circumstances to a maximum of £250 or
Leadership Team Member to a maximum of £1,000 provided that they do so in good faith and
that the appropriate authority would approve the expenditure if they were present. For
example, if a member of IS Department was to visit a customer to install equipment / software
and, due to problems encountered at the site, was unable to complete the installation, he may
decide to stay overnight to complete the job the following day. He should attempt to contact
his Manager prior to making any decision.

All such expenditure must be notified to the employee’s Line Manager and retrospectively
submitted for approval using the WebExpenses tool.

This system is not a means of bypassing the policy; it is merely a variation of the timing of
events. Where it is applied the employee may be asked to justify their action and a review
should be performed to eliminate future occurrences where practical. In all such
circumstances, the Company reserves the right to refuse to reimburse the employee for such
expenses if it reasonably considers the expenses to have been unnecessarily or unreasonably
incurred.

Mobile Telephones

Company Phones

Reasonable use of Company mobile phones for personal calls is permitted, although abuse of
this privilege will result in withdrawal of either this benefit or the mobile telephone.

Use of any mobile telephone is governed by ACL’s Email, Internet, and Telecommunications
Policy

Personal Phones

Reimbursement of business calls made via a personal mobile will only be made if supported
by an itemised bill as per HMRC. If an allowance is paid to any employee for business calls
made using a personal mobile phone, it will be paid via the payroll system and will be subject
to tax and NI deductions.

Where a company mobile has not been provided, the cost of reasonable use of a personal

mobile whilst travelling outside the UK can be claimed. Such a claim must be supported by an
itemised bill.
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Flexible Working

The right to request flexible working arrangements

All employees have the right to request to work flexibly, and the Company has a duty to
consider all requests in a reasonable manner. Unless there are exceptional circumstances,
employees can make two requests within a 12-month period.

In all cases the following procedure will be followed:

Stage 1: Writing your Application

The application for flexible working must firstly be submitted in writing so it can be discussed
with your Manager (or a suitable alternative Manager), in advance of when you would like it to
take effect.

An application must:

o State the date of the application

e State the application is being made under the statutory right to request a flexible
working pattern.

e Specify the flexible working pattern being applied for.

o State the date on which it is proposed the change should become effective.

o State whether you are making your request in relation to the Equality Act 2010, for
example, as a reasonable adjustment for a disability.

o State whether a previous application has been made to the Company and, if so when
it was made.

Stage 2: Receiving your Application & Meeting to Discuss.

On receipt of the application the Company will notify you of receipt and arrange a meeting to
consult on the application as soon as is practicably possible. If there is likely to be a delay in
discussing the request, you will be informed of this.

You will be allowed to be accompanied to this meeting (and any appeal discussions) by a work
colleague.

Stage 3: Notifying you of the Decision

Following the consultation meeting and within two months of the original request, your Manager
will consider the changes you are requesting along with the advantages, possible costs, and
potential logistical implications of granting the request and then inform you of their decision to;

e Accept the request and establish a start date and any other action;

e Confirm a compromise agreed, such as a temporary agreement to work flexibly; or

¢ Reject the request, setting out clear business reasons, how these apply to the
application and the appeal process.

Please be aware, under current legislation the Company is under no statutory obligation to
grant a request to work flexibly if it cannot be accommodated by the organisation.

The Company may reject an application for flexible working for one or more of the following
reasons:

e The burden of additional costs is unacceptable to the organisation
e An inability to reorganise work among existing staff
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An inability to recruit additional staff

A detrimental impact on quality

A detrimental effect on ability to meet customer/public demand

A detrimental impact on performance

Insufficiency of work during the periods the employee proposes to work
Planned structural changes

If your request is rejected, you will receive written confirmation of the reasons why your request
has been rejected along with details of the organisation’s appeal process.

Stage 4: Appealing a Decision

If you submit an appeal, which must be submitted within seven calendar days, the Company
will arrange for an appeal meeting to take place as soon as possible and following this, the
Company will write to you to inform you of the outcome of your appeal. This decision will be
final.

Change to Terms and Conditions
Once a change has been implemented, the new working pattern will be a permanent change
to the terms and conditions of employment, unless it is applicable for a limited time as defined
in writing at the outset. If your circumstances change, there is no statutory entitlement for a
return to your terms and condition of employment as they were before the flexible working
request and subsequent change.

If an application is turned down, you can make one more application to work flexibly under this
procedure within 12 months of the first (or previous) request being turned down.

Working from alternative locations

An employee may request permission to work from a location other than their home or the
office, which can include locations in the UK or internationally. Requests must be made through
the leave calendar, selecting ‘Alternative Location’ and this request will go to your line manager
for approval.

Requests can be made and will only be considered for approval for a maximum of one
working week in a two-month period with a maximum of one weeks leave attached,
except in exceptional circumstances and not without prior approval in the leave calendar from
your line manager who will seek input from your head of department prior to approval.

The Company will consider your request, but this is always subject to the requirements of the
business, particularly during key coordination periods, and staff should not make
commitments on the assumption of approval by the Company.

If you are invited to a meeting scheduled after you have had ‘Alternative Location’ approved,
you will not be expected to attend in person unless the Company decides it is business critical,
in which case the Company will fund your travel to the meeting and the return to your alternative
location.

Where you are working in a location other than your normal country of work you will be

required to work hours aligned with normal business hours or such other time pattern as
is agreed with your line manager.
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Should your IT equipment require physical support whilst you are working at an alternative
location you will be required to return immediately to receive IS support. Alternatively, you will
be able to take annual leave, subject to the requirements of the business and assuming you
have leave available.

In all cases, IS should be informed in advance via a Service Desk ticket when you are travelling
overseas on business.

Premises Security

If you are issued with a swipe card, an access control tag, a key or access code number to
any of ACL’s premises you must keep it safe and never allow a duplicate to be made.

You should not disclose any premises access code or any other type of security
code/procedure to anyone else. Disciplinary procedures may be invoked for breaches of ACL’s
security arrangements.

If you are normally allowed access to premises at certain times you should not gain access to
the premises out of those normal times other than with the permission of your Manager.

If you have visitors, you are responsible for ensuring they are signed in correctly, and must
arrange for them to be aware of fire evacuation procedures whilst on ACL premises.

Training and Development

The Company is committed to training and developing its employees to enable them to carry
out their duties most effectively.

Maintaining up to date job knowledge and learning new skills is also a personal responsibility.
We encourage all our employees to take a pro-active approach to training and development,
actively assist new employees to become proficient and to support the interest of employees
wishing to extend their knowledge.

Participation on some developmental training courses may be subject to an agreement that a
share of the cost incurred.

Repayment of training costs

We may pay for you to attend training courses. In consideration of this, you agree that if your
employment terminates after we have incurred liability for the cost of you doing so you will be
liable to repay some or all of the fees, expenses and other costs (the Costs) associated with
such training courses.

Except in the circumstances set out below, you shall repay us as follows:

a) if you cease employment before you attend the training course but we have already
incurred liability for the costs, 100% of the costs or such proportion of the costs that
we cannot recover from the course provider shall be repaid;

b) if you cease employment during the training course or within 6 months of completing
the training course, 100% of the costs shall be repaid,;
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c) if you fail to pass the training course for reasons within your control, 100% of the
costs shall be repaid;

Thereafter, no repayment shall be required.

You shall not be required to repay any of the Costs under this Clause in either of the following
circumstances:

a) we terminate your employment, except where:
i. we were entitled to and did terminate your employment summarily;
or
ii. we terminated your employment pursuant to an application by you
for voluntary redundancy;
b) you terminate your employment in response to a fundamental breach by us.

You agree to us deducting the sums under this clause from your final salary or any outstanding
payments due to you.

You agree that if we waive your obligation to repay the Costs under this clause, you will be
solely responsible for any income or other tax payable as a result of the waiver and you shall
indemnify us on a continuing basis in relation to any such tax.

Qualification Support Policy

ACL is committed to ensuring that employees are equipped with the knowledge and skills to
enable them to work effectively and to assist them with their personal development.

ACL aims to support employees wherever practicable who wish to undertake part-time
programmes of study, such as degree or post-graduate programmes, professional
qualifications or other vocational qualifications. The value of such programmes must be
identified by the employees Line Manager as being related to their area of work or beneficial
to their personal development.

The course structure may involve day release, evening study, distance learning, e-learning or
portfolio development.

This policy is applicable to all employees, regardless of role, grade, age, gender, disability or
ethnic background. Permanent, part-time, fixed-term and temporary employees are equally
eligible to apply for assistance.

Guidelines
During the appraisal process the employee and appraiser will highlight where qualification
study is the appropriate way of meeting an identified need.

All requests will be submitted and authorised by the Leadership Team.
Professional Qualifications
ACL supports continuing education and may, in accordance with this policy, sponsor

employees to study for academic, professional, business, or technical qualifications, which are
essential (business critical) to their job or career with ACL. A qualification that is business
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critical is one that the employee would be expected to have to perform his or her role to the
standard required by the company unless qualified by other means or a qualification required
by any relevant external body.

Financial support may be provided for half of the cost of the course subject to a maximum £500
in any financial year and will be conditional upon the provision of satisfactory evidence of
course attendance/involvement and progress made by the employee.

The continuation of support for each year of study will be conditional upon the provision of
satisfactory evidence of course attendance/involvement and progress made by the employee.

Time off for Training

Employees may submit a request for support in the form of paid leave, if they can reasonably
demonstrate that the study or training is likely to lead to an improvement in their effectiveness
at work, and consequently an improvement in the performance of the business.

Requests can be made either in relation to an accredited programme leading to the award of
a recognised qualification, or in relation to unaccredited training that will help the employee to
develop specific skills relevant to his/her job. It must, however, be relevant to the employee’s
employment within the Company.

Amounts may vary however it is recommended that one day paid leave per course, including
any day release, plus half day per exam up to a maximum of five days in any leave year is
allowed.

Fees and expenses

If an application for professional qualification is approved, the employee will receive funding
towards tuition, subject to proof of payment. Claims should be made through the expense
claim procedure.

Employee Obligations

Employees must:

Attend at least 80% of classes;

Take all course examinations;

Notify their Line Manager if they fail any examination or assessed coursework; and
Produce receipts in support of claims for study support.

All or part of this funding must be repaid to ACL in the event of an individual leaving ACL’s
employment within a two-year period of completing the course. This will not apply to individuals
who leave employment due to ill-health, voluntary severance, or redundancy. Individuals will
be responsible for the payment of any fees incurred after their date of leaving employment.
Please refer to Appendix 1 for further details regarding this.

Other Training

All requests will be considered following developmental identification and submitted to the
Leadership team for review and sign-off.
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Working Additional Hours

The maijority of this policy is only applicable to the ‘staff of ACL and covers the approval
process and options for discharging additional hours worked. There are elements that can also
apply to Managers, where noted.

ACL’s core business hours are 0830 to 1700 hrs, with the IS department manned until
1800 hrs. The roles within ACL have natural peaks and troughs in their workload and ACL
expects a certain amount of flexibility within your normal role to cope with these peaks of
activity.

At times there may be requirements that cannot be managed through this flexibility and
additional hours may need to be worked, aside from your contract of employment. To
effectively manage operational requirements ACL will discharge these additional hours through
Time Off in Lieu. Occasionally it may be appropriate to pay for the additional hours through
paid overtime.

Out of Hours Cover

Staff that are required to be ‘on call’ (away from the office with a mobile phone) to provide
services outside normal office hours, will be paid a nominal daily fee. In addition, if a Customer
call is received they will be paid a minimum of 3 hours pay at the applicable overtime rate.
Calls lasting longer than three hours to resolve the issue will be paid at the applicable overtime
rate. Payments will normally be made in the following month’s salary.

When ‘on call’, members of the IS department provide remote, telephone based, technical
support to the Coordinated Airports. The resolution of Customer problems may require visits
to the ACL office or in exceptional circumstances the airport’s office.

Travelling Over Weekends

When travelling on Company business, staff and Managers who are out of the UK for part of
or the whole weekend will be entitled to compensating lieu days. When travelling on behalf of
the Company there may be occasions where time off for preparation will be necessary, this
should be agreed with your Manager.

Acclimatisation

Consideration should be given for the ability of employees to adequately perform their role
after a considerable period of travelling. In particular, time may be needed for acclimatisation
and rest both at the destination and return to the UK. You should agree an appropriate amount
of time in advance with your Manager for this purpose.

Following a long haul trip staff will not be required to attend their place of work on the day of
arrival in the UK.

Discharging Additional Hours
ACL'’s preference for discharging additional hours worked is through time off in lieu; however,
operational requirements may necessitate payment of overtime.

Time off in Lieu

Time off in Lieu (TOIL) should be taken in agreement with your Manager and will be subject to
operational requirements; unused entitiement will be forfeited if it is not taken before the end
of the leave year. At the discretion of the Chief Executive Officer, and in exceptional

87



"/

circumstances a maximum of five days may be carried forward to April of the following leave
year.

General Information

Overtime
Applications for payment of Overtime must be made using the ‘Overtime’ form from the intranet
and must be endorsed by your direct Manager. Overtime will be paid at the following rates:

Mon - Saturday Sunday/Bank Holidays
Time & a third Time and two thirds

The Chief Executive Officer is the sole authority for authorising overtime payments.
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Leaving the Company

Retirement

The Company does not operate a Default Retirement Age. If you wish to retire, please put this
in writing to your Manager, in accordance with the notice period in your Statement of Terms
and Conditions of Employment.

The Company will pay towards pre-retirement planning, e.g. for the advice of an IFA, up to a
maximum of £300.

Return of Property

On the termination of your employment, you must return all our property which is in your
possession or for which you have responsibility. Failure to return such items will result in the
cost of the items being deducted from any monies outstanding to you. You must also pass on
details of passwords and lock codes for items such as telephones and computers.

Terminating Employment Without Giving Notice

If you terminate your employment without giving or working the required period of notice, as
indicated in your Statement of Terms and Conditions of Employment, you will have an amount
equal to any additional cost of covering your duties during the notice period not worked
deducted from any termination pay due to you.
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Please sign below to signify that you have read and agree to work in accordance with the
policies, procedures, responsibilities and permissions as described in this Handbook and
associated documents, and as amended from time to time.

General Information

Please print this page and give it to Marion Thornton.

Print Name Signature Date
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EMPLOYEE HANDBOOK ISSUE & UPDATES

Pages Issue Date Update Details
Number
1-56 1 Aug 2011 New issue

3 2 Oct 2011 Company goals — updated in line with website

8 2 Oct 2011 Sales authorisation policy — changes to wording
Health & Safety — VDUs — limit on how much the
company will contribute to the cost of a pair of

45 2 Oct2011 | 91asses
Health & Safety — Accident Book — replaced by
accident form on the HR database

48 2 Oct 2011 Consumption of Alcohol — amended to incorporate
exceptions for company social events

59 2 Oct 2011 Retirement — contribution to pre-retirement planning

29 3 April 2012 Dismissal procedure updated to reflect increase in
qualifying service for claiming unfair dismissal from
one year to two years.

37 3 April 2012 Jury Service — rules for claiming court expenses
updated

41 3 April 2012 Special Leave — updated to reflect who can authorise
special leave

49 3 April 2012 New Lone working policy
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31 and

Legislative Update to Whistleblowing Policy &

38 4 April 2013 Parental Leave policy
September Disciplinary Policy update (specifically to the
27 5 b 2 .
2013 Suspension’ section)
20, 56 Februar Business Travel Policy
and 64 6 Y Qualification Support Policy & Reimbursement of
2014 -
Training Fees Agreement
45 Employee responsibility to report unsafe conditions
49 and work in safe manner.
42 Company uses occupational health consultants.
44 7 April 2014 Inclusion of Shared Parental Leave
50 Inclusion of partner right to attend ante-natal classes
51 Update Parental Leave policy
52 Update Paternity Leave policy
Inclusion of Rights for Surrogate Parents
56 & 57 8 June 2014 Flex‘ible_Working Policy & Procedure (Statutory
Legislation Update)
Updated Policies:
Smoking
Sickness Absence (Health and Work Advisory and
Assessment Service)
Adoption Leave
37, 39, Parental Leave
40-57, . Paternity Leave
59, 62, ° April 2015 New Policy:
65 Shared Parental Leave
Rights for Surrogate Parents
Inclusion of Fit for Work paragraph
Inclusion of vaping in smoking policy
Amend childcare vouchers
20 10 July 2016 Update Business Travel Policy
66 Insert Business Expenses Policy
61 11 October 2016 | Insert PRP paragraph
22 12 June 2017 Update ID Card Policy
32-34 13 January 2018 | Update Bullying & Harassment Policy
34-36 Update Whistleblowing Policy
1 14 March 2018 | Update Welcome message
9-13 15 May 2018 Update for General Data Protection Regulations
24 16 February Update removal of ID card policy
2019
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3 17 June 2019 Update Mission and Goals to Purpose and Vision
Include Values
Update to Business Ethics ‘Taxes’ reflecting
8 company policy on tax evasion
Update to Gross Misconduct offence list—-Tax evasion
29 Update Benefits—age limit to Life Assurance
59 Update removal of Child Care Vouchers
64 Update Pension
65
60 18 April 2021 Updated for new policy on Parental Bereavement
Leave
58 19 November Updated for company paid Paternity Leave
2021 Update for change in CEO
1 20 February Update to company addresses removing Manchester
2023 office
9 Update to Sales Authorisation Policy referencing
pricing standards

10-13 Full update to GDPR Policy

22-23 Update to Business Travel Policy removing
consultancy tickets and commercial travel

55 Update to Duty Travel Policy, wording change

61 Update to Lone Working Policy, wording change

65 Removal of section on staff travel concessions

68 Update to Expenses policy for home working

67 21 June 2023 Update to Expenses policy to clarify wording on
traffic fines related to congestion or environmental
reasons.

7 22 September | Addition of Fraud position.

60 2023 Wording change, smoking policy.

70 Wording change, Long service award.

39 23 June 2024 Sickness, requirement to report any period of
absence due sickness.

73-74 Update on requests for flexible working.

42 24 November Addition of Public Holiday information for full-time
2024 non-standard working week staff and those working
on public holidays.
15 25 February GDPR Guidance — Third Party Email Addresses
2025 added.

36-38 Amendments referencing sexual harassment in the
workplace and the Workers Protection Act 2023
following changes in legislation.

59 26 March 2025 | Introducing Neonatal care leave policy.
84 27 June 2025 Introducing policy on working from alternative
locations.
77 28 October 2025 | Introducing policy on Social Media and Public
Communications
46-51 29 March 2026 | Amends to Shared Parental Leave in line with Apr

2026 legislation changes.
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APPENDIX 1: REIMBUSEMENT OF TRAINING FEES AGREEMENT

This agreement is dated (insert date) between ACL (the Company) and (insert employee’s name) (the
Employee) and is an express written term of the employee’s Contract of Employment in compliance with
Employment Rights Act 1996, Part Il, Section 13 Protection of Wages.

The Company encourages its employees to undertake such training as it feels appropriate to the
duties/responsibilities or development of its employees.

All internal training events, i.e. organised by the Company, will be discussed and agreed with each
employee, prior to the event.

As it has been agreed that for development purposes the employee is required to attend an external
training course on (insert course fitle), i.e. a non-mandatory Company course, it is agreed that due to
the costs involved with training, the Company needs to protect its investment. Therefore the following
terms will apply in the event of the employee’s employment terminating, for whatever reason, within two
years of completion of any training undertaken and completed.

Service Qualification Percentage of Repayment

If employment is terminated within 100% of training costs
6 months of completion date of training

If employment is terminated after 75% of training costs
6 months but within 12 months of the
completion date of training

If employment is terminated after 12 50% of training costs
Months but within 18 months of the
Completion date of training

If employment is terminated after 25% of training costs
18 months but within 24 months
of the completion date of training

If the employee completes 24 months service following the completion date of any training course, there
will be no claim for reimbursement of training costs.

Under the provision of this agreement, the Company reserves the right to deduct the above monies from
any monies due to the employee, at the time their employment is terminated.

If insufficient funds are due at the date employment is terminated, to meet reimbursement of training
costs, a repayment scheme will be agreed between the Company and the employee, prior to the
termination date, to take account of the outstanding balance of training costs due.

Signed: (Employee) Date:

Signed: (Employer) Date:

(Insert name)
(Insert job title)
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