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C2 was formed in January 2002 when the company acquired theg Wath pub and restaurant in
Lancaster. Following a major overhaul of the venue’s hdrrastaurant area, the Water Witch went
on to win numerous local and national awards befonegosald to Mitchells of Lancaster in 2006.

C2 Comprises of:

The Sun Hotel (Lancaster) The Duke of Edinburgh Hotel (Barrow in Furness)
Lancaster Brewery The Palatine (Morecambe)
The Mill at Ulverston Molinari’'s — Lancaster

The Sun Hotel

In 2003 C2 purchased a tired ramshackle ‘back street’ Leandasozer called The Sun Hotel. During
a two year period, the Sun was extended into the next door buitdingpletely refurbished from the

cellar up and introduced 16 en-suite bedrooms. Since 2003uthées won over a dozen local and
national awards, and is generally regarded as the mosistently busy pub in Lancaster

The Duke of Edinburgh Hotel

In 2006 C2 bought an extremely run-down collection of bricks knownaimd®/-In-Furness as the
Duke of Edinburgh Hotel. Following almost three yearsomitioual development, the Duke is now a
booming 34 bedroom boutique hotel/bar with a busy cask ale festaurant and large banqueting
room.

Lancaster Brewery

In 2007 C2 took control and overall ownership of Lancaster Brewenythe last two years, Lancaster
Brewery has been the fastest growing brewery in the UK, s&lng its beer across the UK, Europe
and the USA. Focussed on quality ingredients, contempbranding and brewing excellence — the
brewery has steadily built up a large and loyal customerdsassas the country.

The Palatine

In 2008 C2 bought a small, old fashioned Morecambe pub calledataéne. Enjoying fantastic
views across Morecambe Bay and a superb position on the mmdmethe pub has been thoroughly
modernised and is now a stylish and contemporary cask akehdng huge quantities of beer, wine
and food to both local regulars and tourists.

The Mill at Ulverston

In 2009 C2 bought a large and largely ignored pub/restaurantverdthn. The Mill at Ulverston is
now a stunning gastro pub with cask ale bar, restaurg@rade lounge bar area and sizeable outside
terrace.

Molinari’'s —Lancaster

Run as a joint venture between the Molinari family and @@esFebruary 2012. This well established
restaurant is renowned for its truly superb Italian foocatgaemosphere and wonderful service.

C2 Investment Limited
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1.1 Welcome on Board

We are very pleased to be introducing this handbook to youwantiope that you will read it
carefully, whether you have just joined us or you have beenuwitbr some time.

The handbook is designed to give you details of the processmpany operating practices and
procedures we have in place and to help you and the expectagpasd our customers have of our
businesses through providing, good food, a family friendly environmengraad service. It also acts
as a reference book when you need to know details of your &ardnsonditions of employment, and
other employment information.

You will find the people in our company are friendly and thgleasant atmosphere exists here. There
is willingness to give and take, to look at the others point af aied to apply common sense, good
judgement, and honesty to whatever issues arise in ottoeiay work.

Our staff are our most important asset and we greatlye the contribution you make to the business.

1.2 Terms and Conditions

A condition of your employment with C2 Investment Limited ist tva are able to satisfy ourselves
regarding your employment history and obtain satisfactdeyarces.

In line with statutory requirements you will be askegbtovide proof of entitlement to live and work
in the United Kingdom. If you are a UK passport holder, hapassport of another country in the
European Economic Community or hold some other entitlementvéoand work in the United
Kingdom, we will need to see documentary evidence of this wbanjoin. If you do not hold a
passport, we will be required to see your birth cediBcand verification of your national insurance
number.

If you do not have the right to live and work in the Uniteddg€lom, then a Work Permit is required
before you can be employed.

C2 Investment Limited
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2.1 Annual Holidays & Procedures

The holiday year runs front'February to 31January of the following year.
Salaried Staff (monthly Paid)

Annual holiday entitlement is shown on the individual ContracEwmiployment, Main Terms of
Employment and is currently 5.6 weeks per annum inclusibami/public holidays

All periods of annual holiday must be authorised in advdnceour Line Manager or a person
designated by your Line Manager. Employees must not make firigaijiohrrangements prior to
receiving confirmation that their request has been astbri

Holiday Authorisation Procedures

A completed Holiday Request Form for all holiday eatiient must be passed to management for
authorisation before any holidays are booked. For holidbless than one week in length holiday
requests are required to be submitted to managemieatstbne week prior to the commencement of
the holiday start date.

Requests for annual holiday will be granted on a ‘fimhe, first served’ basis. Due to the needs of
the business, we reserve the right to limit the numbempfl@/ees who may be permitted to take
holiday at any one time. The granting of all holiday retjuesll be subject to adequate cover being
available and the overall needs of the business being met.

Any holidays taken over and above your holiday entitlemehteilinpaid.
Employees who take unauthorised annual holiday may be subjestiglidary action.

As per Working Time Regulations, employees must now tdkef #ieir statutory holidays each year
and cannot carry over untaken holidays or exchange any holitidgreant for pay.

Employees who are absent from work because of sickness iateigdirior to a period of authorised
annual holiday, and whose incapacity extends into the auttiosiseual holiday period, may be
permitted to delay the period of annual holiday until arldtme. Employees taking advantage of this
facility are required to submit a further annual holidayuest in respect of the new period of annual
holiday.

Employees who become sick during a period of authorised annigdyhate not permitted to take the
annual holiday at a later time.

New Employees
During the first year of employment annual holiday entitlemenglsulated on a pro-rata basis. . If a

new employee has not accrued sufficient holiday entitleretite time of taking a holiday or during
any shutdown period, holidays will be taken unpaid.

C2 Investment Limited
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Part-Time Staff

Entitlement for part-time employees is calculated on @estaours worked if these differ from an
individual's contracted hours.

Leavers
In the event of termination of employment, employees wikthigled to holiday pay calculated on a
pro-rata basis in respect of all annual holiday alreadyuad but not taken at the date of termination

of employment or be required to take any outstanding holidayaats of the notice period.

If on termination of employment an employee has taken munaad holiday entitlement than he or
she has accrued in that holiday year, an appropriate dedwatl be made from the employee’s final
payment.

Weekly Paid Staff

Holiday pay is calculated on hours worked, and paid weekdyrears unless advised otherwise
advised.

C2 Investment Limited
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3.1 Statutory Sick Pay

Employees who are absent because of sickness will nornead#ytiiled to receive Statutory Sick Pay
(SSP) from the Company.

SSP is not normally payable for the first 3 days okrséss absence, unless the employee has been
absent and in receipt of SSP within the previous eight we€ksreafter the Company will normally
pay SSP at the statutory rate in force for a maximug8aveeks.

In order to qualify for SSP the employee must comply w&lthCompany procedures relating to the
notification and certification of absence. Certain emplsy@e excluded from the SSP scheme, e.g.
employees who do not earn enough to pay National Insuran¢el@tinns.

If an employee has more than one job, entitlement to SSP &mhgob depends on how the Class 1
National Insurance Contributions on earnings is worked out.

The rules of the Company sick pay scheme do not imply thatrtation of employment may not take
place prior to the payment of Company sick pay being exhausted.

3.2 Reporting Procedures

An employee who is unable to attend work due to ill heslthequired to observe the following
procedure:

Day 1 of Absence

1. Report absence and reasons as soon as possible buRviithirs of your normal start time to
your Line Manager/Duty Manager.

2. Notification should benade personallywherever possible, and by telephotext messages
are not acceptable

3. At the same time, indicate the expected date of redumork.

If you have been suffering from an infectious or contagiodssease or illness such as rubella or
hepatitis you must not report for work without clearance frograur own doctor

Return to Work (Within 7 Days)

1. Complete a Self Certified Sick Absence Form.
2. Your Manager will authorise whether the absence is paidmaid.

Continuous Absence (8 Continuous Days or More

1. The employee is required to see his/her Doctor andobt@octor’s Certificate.

2. The employee completes the employee's section of the widrich should then be posted or
handed in to the place of work as quickly as possible.

3. The employee should advise of the expected date of teturork, if possible.

C2 Investment Limited
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Subsequent Days of Absence

1. Obtain and forward additional Doctor's Certificate to cakie continuing period of absence
and ensure these are forwarded as before.

2. Keep your Manager informed regarding expected daetwin to work Employees are
required to personally confirm their “returndek date, "the day before.

Notes:

1. The "days" referred to above are sequential caleddgs and include weekends e.g. an
employee whose first day of absence falls on a Wednesdsst produce a Doctor's
Certificate unless he/she returns to work on the followWifeginesday at the latest.

2. The fact that a Doctor's Certificate is not regghiuntil the eighth day of absence does NOT
mean that a Doctor may not be consulted before tihedoctor may be consulted from the
first day of absence if appropriate.

3. Observance of the above reporting and certification mageints is essential for Statutory
Sick Pay to be paid in accordance with entitlement.

4. The Reporting and Certification Procedure must beviedl whether or not an employee is
entitled to Statutory Sick Pay.

5. Follow-up action will be initiated by The Employer whénere is a gap between any of the

certificates (Employee/Doctor's) covering the absence;

The Disciplinary Procedure will be used if it is nesay to inform the employee that the
frequency and/or duration of sick leave are becoming too fanche Company to sustain.

Untrue Claims

An employee, who is found after investigation, knowingly to haaele an untrue claim with regard
to absence due to sickness, will be treated in accoedaith the Disciplinary Procedure.

33 Medical Reports of Examinations

Should frequent short term absences or long term illnes®nsidered to affect normal duties that you
are expected to undertake, it may be necessary fromditimad for the Company to obtain a medical
report from an employee’s Doctor in order to gather &rrthformation about the employee’s medical
condition and its probable effect on future attendance at evaakility to do the job.

Therefore the Company reserves the right to ask for peomigs contact your doctor. You will be
informed of your rights under the Access to Medical Repbrts1 988.

Staff Seeking To Return To Work before Expiry of Medical Cetificate

When an employee has been absent on sick leave for naore/ thalendar days, and has therefore
submitted a Medical Certificate from a Doctor, the empgdoshould not subsequently return to work

until the date for return specified on the Medical Cedite.

If the employee feels that he/she is fit for work befiie date specified, then the correct procedure is
for the employee to return to the Doctor to obtiit to return to work note

C2 Investment Limited
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The above provision arises from notification from the Companglgréns that if an employee returned
to work before the expiry of the Medical Certificate aam accident occurred as a result of the
employee being unfit for work, complications could @nsith the Company's Liability Insurance,

since it would be within the law for the Insurers to refliaibility on a claim arising in such a

situation.

It is not open to the Company simply to notify the emploiesd there would be no Employer's
Liability cover until the Medical Certificate expired, prsan of such cover being statutory
requirement under Health & Safety at Work legislation.

3.4 Long Term Sickness

Any employee unfortunate enough to be absent through longiteress will be treated with
sympathy and consideration bearing in mind the following factor

. the nature of the job;

. the length of absence;

. the likely prospects of recovery and return to work;
. the company need for the work to be done.

If the prolonged absence is making it impossible to orgaheséusiness effectively, a decision may
have to be made with regards to the continuation of emm@oymBefore such a final decision is
taken, the matter will be investigated fully and will coles:

. consulting with the employee;

. consulting with the employee’s doctor;

. consulting with an independent medical practitioner where agptepr

. the availability of alternative employment;

. the Company reserves the right to request an employee iof dhg above circumstances to

undergo a private medical examination arranged and paid thield@ompany.

C2 Investment Limited
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Statutory Rights

It is not possible to set out here your full statutoryamaty, paternity, adoption and parental rights.
Below is a summary of the main provisions. You are adusstudy the relevant statutory provisions
in more detail and if you have any queries at all toaxiitead Office.

If the law changes or there is an inconsistency betw@erdocument and your statutory rights, your
statutory rights will prevail.

4.1 Maternity Leave

All women, irrespective of their length of service, amitled to take up to one year (52 weeks)
maternity leave
Maternity leave is a single continuous period and is nugdaf:

. 26 weeks Ordinary Maternity Leave
. 26 weeks Additional Maternity leave (the additional matertegve can be taken by the
father if the mother returns to work)

Additional Maternity Leave follows Ordinary Maternity Leaared there must be no gap between the
two.

Whilst it is up to the employee to decide how much materrétyeléhey wish to take, up to 52 weeks
maximum, the law requires that a minimum of 2 weekgdeaaust be taken.

Ordinary Maternity Leave may begin at any time oféhgployees choosing, any time from 11 weeks
before the expected week of birth up until the birth itself.

If you know that you are pregnant you should adyiser Line Manager immediately to ensure
compliance with Heath and Safety Regulations (includsigassessment). Pregnant women, whether
full-time or part-time are entitled to paid time off thg working hours to attend antenatal care
appointments

4.2 Statutory Maternity Pay

SMP is paid during maternity leave or if the employee bafgned and after the start of the 1eek
before the baby is due. Pregnant employees are entitigrdtm39 weeks SMP.

NB. If an employee has more than one job, entittement MFESPP for each job depends on how the Class 1
National Insurance Contributions on earnings is worked out.

4.3 Parental Leave

Employees, male and female, are entitled to 13 weeksdifgaental’ leave for every child born or
adopted (for a child with a disability 18 weeks). The lesust be taken in periods of at least 1 week
at a time but we have the right to restrict the amoufeanfe you take in any 1 year to a maximum of
4 weeks. Parents of disabled children may take thee laaday at a time or longer if they wish. A
disabled child is one for whom disability living allowancevseded.

C2 Investment Limited
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In order to be entitled to parental leave you must medbtiosving conditions:

. You must have 1 year’s continuous service;

. You must have formal parental responsibility for thed;hil

. The child must be under the age of 5 or, if disabled, undegthefdls;
. You must take the leave for the purpose of caring for thd;chi

. Specify the dates on which leave is to begin and end;

. Give at least 21 days notice;

. Provide evidence of parental responsibility and age of chikehiiiested.

While on parental leave, an employee will not receive nopag) but will be entitled to the benefits
of the other terms and conditions of employment which wbalk applied if the employee had not
been absent.

On return from parental leave, the employee will returnigthér original job on pay and conditions
no less favourable than if they had not been absent or entphleave. Parental leave can be taken
immediately after maternity leave if permission is saugh

4.4 Paternity Leave

An ‘expectant father’ is entitled to 2 weeks’ pateré@gve subject to having 26 weeks service. This
will be paid at the same rate as Statutory Materrgty &d can be taken in a single block of 1 or 2
weeks but must be within 56 days of the birth of the child, lae used for the specific purpose of

caring for the new born baby and supporting the mother. Pigtéraive can extend up to 26 weeks if

the mother returns to work early.

Prior to taking leave, the father must:

. Specify the length of leave required.
. Specify the expected week of childbirth.
. Give at least 28 days’ notice before the beginning of xpeated week of childbirth.

Employers may request a copy of the MATBL1 certificatectmfirmation of the pregnancy.

45 Adoptive Parental Leave

Subject to having 26 weeks’ service before the adoption agemkgsna match, adoptive parents will
be entitled to 6 months of ordinary leave followed by 6 monttedditional leave and it is intended
that the full 6 months of ordinary leave will, after thest 6 weeks, be paid at the same rate as
Statutory Maternity Pay. However, only one of the paremdaiee this leave whilst the other will be
able to take the paid paternity leave.

4.6 Flexible Working

Employees with 6 months service or more are now able to regwdsinge in their working hours or
their place of work to help enable them to care for llemder 16 years of age or if disabled under 18
years of age. The employee will need to submit a writtenicghioin to the Employer and will be
limited to one written application per year. This appi@amust indicate the reasons for the request,
how and why flexible hours will assist and when the employesldvlike the proposed working
pattern to begin. The employee will also need to make reagosiadpyjestions as to how the company
can accommodate this request.

C2 Investment Limited
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Once the request is received, a meeting will be archngé the employee within 28 days, and a reply
will be given in writing. If due to additional costsjability to meet customer demands, problems
recruiting other staff, or if it would have a detrimeritapact on the performance of the business, or
the quality of customer service provided, then your request mayted down. If the request can be
accommodated, the employee will not have the right to réamit to his/her original working hours
once your child reaches the cut off age of 16.

If the company is unable to meet your request the employlebave the right to appeal against this
decision and this will be heard within a further two week

4.7 Time Off for Dependants

Employees are entitled to take a reasonable period of timevark (unpaid) to deal with an
emergency involving a dependent. If such a problem occurs thlyse should provide as much
notice as possible. This right enables you to deal with axpeoted or sudden problem and to make
any necessary longer term arrangements.

Typical circumstances include:

. If a dependant falls ill or has been involved in an actide has been assaulted, including
where the victim is hurt or distressed rather than éajyhysically;

. When a partner is having a baby;

. Making longer term care arrangements for a dependent wiorisnjured;

. Dealing with the death of a dependant, e.g. to make fuaerahgements or to attend a
funeral;

. Dealing with an unexpected disruption or breakdown in casngements for a dependant,
e.g. where a childminder or nurse fails to turn up;

. Dealing with an incident involving a dependent child during schoats.

Who Counts as a Dependant?

A dependant is the partner, child or parent of the empla@resymeone who lives with you as part of
your family. This could be an elderly aunt or grandp@ben it does not include tenants or boarders
living in the family home or someone who lives in the househokhasmployee — a nanny or live-in
housekeeper, for example.

In cases of illness, injury or where care arrangemengklaewn, a dependant may also be someone
who reasonably relies on you for assistance. This mayhkeswou are the primary carer or the only
person who can help in an emergency. This could includengekp neighbour or dealing with
emergency services.

4.8 Other Authorised Absences

Employees have the right to also request time off in thewimg circumstances:

. Jury service*

. Time off for Safety Representatives

. Witness in a court Case*

. Prison Visitors*

. Time off to take part in Trade Union Activities*
. Time off in Redundancy Situation

C2 Investment Limited
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. Time off to carry out Trade Union Activities*

. Time off to receive Ante-Natal Care
. Time off for Public Duties*
. Bereavement Leave *

* Normally unpaid

If you are called for Jury Service or as a witness iooart case you should inform Your Line
Manager.
You will be given time off and should claim expenseduding those for loss of earnings allowed by
the Court.

4.9 Bereavement Leave

Individuals’ reactions to bereavement vary greatly, #rel setting of fixed rules for time off is

therefore inappropriate. You should discuss your circumstandtts your Manager and agree
appropriate time off. The Company will pay the first ddyabsence, thereafter time off will be unpaid,
or taken out of any accrued holidays.

410 Dentist and Medical Appointments

You are requested to arrange any dental, medical or apscappointments outside working hours.
Where this is not possible Employees should obtain permisston your Manager or a person
designated by your Manager, prior to taking any time off.

C2 Investment Limited
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5.1 Equal Opportunities

The company is fully committed to providing a harmonious workimgronment in which employees
are able to maximise their full potential and to cdmii® to business success, irrespective of their
gender, race, disability, age, religion, belief or mastatus. The company is committed to identifying
and eliminating discriminatory practices, proceduras atitudes throughout the organisation.

The company believes that all employees are entitlee tweated with dignity and respect while at
work and also when representing the business in any capatsige of work. The company expects
employees to support this commitment and to assist poaflible ways.

The aim of this policy is to prevent discrimination, po®/guidance to resolve any problem should it
occur and prevent recurrence.

Preventing Discrimination in Employment

The company endeavours to ensure that no employee or job ap@ichscriminated against, either
directly or indirectly, on the grounds of gender, race, nalityn ethnic origin, marital status,
disability, religion, age or belief. This commitment applie all the aspects of employment outlined
below:

. Recruitment and selection, including advertisements, job igdsas, interview and selection
procedures;

. Training;

. Promotion and career development opportunities;

. Terms and conditions of employment, and access to employslateéd benefits and
facilities;

. Grievance handling and the application of disciplinary proces]

. Selection for redundancy.

Equal Opportunities Awareness

The company expects high standards of conduct from its emplaypeeespect of equality of
opportunity in employment. It aims to make employees awérthe need for equality in the
workplace, the impact that discrimination may have doieemployees and what the consequences
of derogatory conduct or remarks may include. Where negedbar company will take steps to
ensure there is an appropriate awareness amongst employehe effects of discriminatory
behaviour.

5.2 Bullying & Harassment, Whistle Blowing

Harassment is unwanted conduct of a sexual, racial or liigaiaiture directed towards an employee
by a fellow employee (or group of employees) which is reghadeunwelcome and offensive by the
recipient. Harassment may include:

. Unwanted physical contact, ranging from touching to seiassault;
. Unwelcome sexual advances, propositions, suggestions or présspaeticipate in social
activities outside work where it has been made cleathisis not welcome;

C2 Investment Limited
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. Suggestions that sexual favours may further an employee’s caregbat refusal may hinder
it;

. Conduct, which is intimidating, such as physical, vedral non-verbal abuse. This includes
the display of sexually explicit or racially offensive m&k the use of sexually explicit or
racially offensive humour, and comments of a discrimmyatoature, whether directed
specifically at any particular individual or not.

It is the impact of this behaviour, which is relevardi, the motive or intended aim.
Employees’ Responsibilities

All employees have the right to work in an environment, wigdnee from any form of harassment.
All employees have a responsibility to help ensure a workingr@nment in which the dignity of
employees is respected; employees must ensure their behtvioolleagues, clients or customers,
does not cause offence and could not in any way be constddrecharassment.

The company fully recognises employees’ right to complain abatassment should it occur and
recommends the following procedure:

Informal Complaint

Where an employee does not view the harassment as seriouser® it is not repeated and the
employee simply wants the behaviour to stop, they shauidoach the alleged harasser directly,
making it clear to the person(s) harassing them thdighaviour is offensive, is not welcome and that
it should be stopped.

Where the employee finds this difficult or embarrassing, thay ask a colleague to approach the
alleged harasser informally on their behalf.

Formal Complaints by Employees

The formal complaints procedure is appropriate if the eyga@ views any harassment to which they
have been subjected as serious, if they prefer this methddle harassment continues after the
informal procedure has been used. All formal complainiisbe dealt with seriously, promptly and
confidentially under the company’s Grievance Procedure.

Formal complaints should be made in accordance withconepany’'s Grievance Procedure. An

investigation will be conducted to clarify and formallyceoed the nature of the complaint and the

events surrounding the complaint, and will include meetingl amyone who can assist with the

investigation. During this time, every effort will be madedistance the associated parties from each
other.

If An Employee Is Accused Of Discrimination and Harassrant

If an employee is accused of acting in a discriminatognner towards a fellow employee or a job
applicant, or if they are accused of harassment, thdybwibiven a proper opportunity to rebut the
allegation as part of the investigation, and provide an eafpanof their actions.

If it is concluded that there was no discrimination armBament, this will be the end of the matter. If
it is concluded that a false claim has been malicionsiyle against the employee, the person or
persons responsible may be subject to disciplinary action.

C2 Investment Limited
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If it is concluded that they have acted in a discriminamanner, or have harassed another employee,
their manager will consider what action to take. This magge from counselling to formal
disciplinary action, including dismissal in serious cases.

Management Responsibilities

Managers are the guardians of equality of opportunity with@ir areas of responsibility. Equal
Opportunities are part of the larger management respotyibiliensuring that the employment
environment provides employees with motivation to do a good jab.With be impossible to achieve
if individuals feel that they are being treated unfairly.

Whistle Blowing

The Company always wants to work in the most ethical pasgible, and this means working within

the law. If you believe that there is something happenitigartompany, which is not as it should be
(such as a criminal offence or something which endangedleague’s health and safety) then we
encourage you to report it. We will ensure that if yollofv the correct procedure and are not acting
maliciously, you will be protected from any recriminations

5.3 Training

Induction

New Employees will undertake an induction programme during tbieféw days with the Company.
The programme takes into account all administration aiglitraining required by the position in

which you are being employed.

In addition to the training they receive as part of theduction programme, employees may also
receive further training with respect to their individualiposs.

The Company Policy is to encourage promotion for al levalsimvthe workforce. Promotion will be
based on the development of individual skills, reliability amchmitment to the business

All food handling employees must undertake basis Food Hygiene Agairihin the first year of their
employment, such training may be paid for at the digereif the Company.

In House Training

From time to time, the Company may bring outside traingosthre workplace and organise internal
training courses.

External Training
External training may be provided in a variety of forms edeading to the award of qualifications

and as required by current legislation. Where necessayCompany will arrange for employees to
undertake external training where this cannot be provided in house.
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5.4 Data Protection

As part of the company's terms and conditions of employment, oyegd give the company
permission to the holding and processing of personal datadprblay them for all purposes relating to
their employment, but not limited to administering and maimg personnel records, paying and
reviewing salary, other remuneration and benefits, siclame$®ther absence records.

Employees also acknowledge and agree that the company nthg,daurse of its duties, be required
to disclose personal data relating to you, after the afngbur employment. This does not affect
employee’s rights under the Data Protection Act 1998.

55 Code of Conduct

The Code of Conduct set out below is designed to cover the aneas of the required standards of
behaviour and performance

5.6 Professional Conduct

Employees are required to co-operate fully with their agllees and with management, and to ensure
the maintenance of acceptable standards of politeness. tAlsonduct themselves at all times in a
responsible manner which is appropriate to a business whichpiatesn itself and its reputation.

Employees are required to take all necessary steps retuisadeguard the Company’s public image
and preserve positive relationships with its Customers.

5.7 _Attendance and Time-Keeping

It is essential for the smooth running of the business thaattend work regularly and are punctual.
If you are going to be late then you must let us know, by teleplameoon as possible. texted
messages are unacceptable.

Our business is built on trust and whilst we understandttiea¢ should always be flexibility we do
not take unauthorised absences lightly. They could resutsciplinary action up to and including
dismissal. To avoid this please ensure that you follow threeco sickness/absences reporting
procedure.

The Company reserves the right not to pay employees in refpgotking time lost because of poor
timekeeping.

Employees are required to maintain satisfactory stasdaf performance at work, a high level of
quality, accuracy, and diligence to include the maintenahcecords required in the performance of
duties to the prescribed Company standards.

5.8 Job Flexibility

It is a condition of employment that you are prepared, whenevessey, to transfer to suitable
alternative duties within our business. During holiday peritcisitemay be necessary for you to take
over some duties normally performed by colleagues. Téigbility is essential as it allows us to
operate efficiently and gain maximum potential.
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5.9 Work Wear, Protective Clothing and Equipment

It is important that you present a good image with regerdgppearance and standards of dress at alll
times.
You are expected to dress in accordance with any doeksthat we issue applicable to your job.

If you are provided with a uniform it must be worn at warld must be kept clean and in a good state
of repair.

If you are provided with protective clothing and equipmers thust be worn/used at work as
instructed. Any failure to comply with these rules, whach designed to protect your health and safety
and that of other employees, will be treated as ausesot of misconduct and may lead to disciplinary
action

Any items of clothing or equipment provided to you by the compaifiyemain the property of the
Employer.

5.11 Signing In and Out

You are required to sign in and out on the days you work. mip®itant that you remember to do this
at the beginning and end of each duty, as it is a refmrghayment of wages and also for fire
regulations. Failure to do so may result in inaccurateoarpayment of wages. It is the employee’s
responsibility to ensure these are accurately completed.

5.12 Alcohol and Drugs

The Company is committed to providing a safe, healthy and pieduatorkplace for all its
employees. The Company accepts that the decision to corsoai®| or to use drugs or other
substances within the law, outside the working day, and &way company property is a personal
matter. However, the company cannot ignore the inappropriatefiwseohol or drugs where this
gives rise to poor attendance, unsatisfactory work stdada safety risks.

5.13 Consumption/Possession of Alcohol during the Worlg Day

Employees are not permitted to consume alcohol when on ditty,tle exception of being a
requirement in the course of your work. Any breach of thie will be treated as gross misconduct
and is likely to result in summary dismissal.

You are allowed to have non alcoholic drinks whilst you are workingnich must be kept out of the
view of customers and paid for prior to consumption unless agdistherwise by the Manager.

5.14 Drug Misuse or Abuse on the Premises

Employees, who take drugs that have not been prescribed orafrgrdiunds during working hours or
on Company premises, will be committing an act of groseoniduct and will thus render themselves
likely to be summarily dismissed, as will any employeeevelil to be in possession of, or buying or
selling non-prescription drugs, during working hours or on Compagmyises.

Where an employee is rendered unfit for work as a resutblohg prescribed medication, the
company reserves the right to send the employee home forwreorothers safety.

5.15 Intoxicated Employees
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No employee will be allowed to commence work, whilst underinfieence of alcohol, or drugs. If
an employee is found to be intoxicated by alcohol or drugs duvorging hours or on Company
premises, arrangements will be made for the employeedsdoeted from the premises immediately.

Disciplinary action will take place when the employee has ime to become sober or recover from
the effects of alcohol or drugs. This kind of behaviodl marmally be treated as gross misconduct
and result in summary dismissal.

5.16 Use of Company Equipment

In order to provide a cost effective service, employeegxpected to take care of company property
and equipment and are requested to use the Company'snequijpnaterials and services wisely.
Company property and equipment must not be taken from the Commpgaeyhises unless authorised
by your Line Manager.

Where an employee damages equipment/stock belonging to the Coraphaery through misuse or
carelessness, the Company reserves the right to make a dedddhe cost in full or in part, from the
employee’s wage in respect of the loss incurred fronddimeaged equipment.

5.17 _Wastage

We maintain a policy of ‘minimum wastage’ which is esséribathe cost effective and efficient
running of all our operations:

. Take care during your normal duties by avoiding unnecessastravagant use of services.
. Handle equipment and stock with care.

. Turn off any unnecessary lighting and heating.

. Keep doors closed whenever possible and do not allow tapgto dri

. Or any other procedure that Management may advise froentéimime

5.18 Lost Property

Any third party property found on our premises must, at tis¢ dpportunity be handed to the Duty
Manager or where it will be recorded in the company logtquty log.

5.19 Personal Property

Personal property, including bags and mobile phones must nakée into your working area whilst
on duty but left in the designated area or locked away dpyest. Any personal property left on the
premises, is entirely at your own risk. The Company moll accept responsibility for loss or damage
of any of these items.

5.20 _Smoke Free Policy

In accordance with legislation, smoking is prohibited ih exdclosed and substantially enclosed
premises belonging to the Company, including company carsanuhercial vehicles. Appropriate

‘No Smoking’ signs are clearly displayed at the entrancesdondthin all company premises and in
all smoke free vehicles.
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We ask that all staff adhere to and support this potiopany disciplinary procedures will be used if
any personnel do not comply with this policy. Non-compliawictae smoke free law may also lead to
a fixed penalty fine and criminal prosecution.

Employees who wish to smoke must do this in their own émauring breaks. Smoking immediately
outside company premises or on surrounding grounds is also cejitalole as this creates a poor
impression to customers and the general public. If designatekiirey areas are provided smoking
must be restricted to these areas.

5.21  Staff Purchases

Tabs are allowed at the Managers discretion and if notgidide time, or at the end of your shift,
payment will be deducted from your next wage.

5.22  Staff Personal Mobile ‘Phone Policy

The use of personal mobile phones during working hours is eratifped. Personal mobile phones
should be switched off or on silent when on duty; receiaimg) sending text messages is not permitted
during working hours. Should employees need to be contacted @mergency, this should be done
through our land line numbers.

If on some occasion you believe you need to have your phone switchetdwark for a specific
reason, first speak to your Line Manager who will decide ndreit can be allowed. Any employee
found to be in breach of this policy may be subject toiglisary action, particularly where it is a
health and safety issue.

5.23 CCTV Monitoring

The Company uses CCTV to monitor certain areas of itsipes. The reason for using CCTV is to
safeguard the security of employees and customers, their beisngnd the Company’s property.
The CCTV cameras are visible and this monitoring is edrmut overtly. However, the Company will
be entitled to carry out covert monitoring if overt monitorimguld prejudice the prevention or
detection of crime or the apprehension of offenders.

5.24 Email and Internet Policy

The company regards the integrity of its computer sysgeoeatral to the success of the business. The
aim of this policy is to ensure that the necessarysores are taken to protect all aspects of the
system.

o Overall computer security is the responsibility of the Employe

o Employees are permitted access to only those parts obtheuter systems which they need
to enter in order to carry out their duties.

o Regular back-ups must be carried out as requested.
There are a number of legal points, which arise fromude of e-mail, both internally within the
company and externally over the Internet. To protect your owntlze businesses interests, please

make sure you apply the following:

You should not:

C2 Investment Limited
26" May 2012 18



o Use a Company Computer for anything other than Company budinissscludes the use
of social networking

o Respond to “junk mail” or give warnings to new e-mailigies.
o Forward or respond to chain letter type e-mails.
o Make comment, or statements, which could in any wayctarived to be defamatory

however innocent you consider them to be.

o Include any information in your e-mail which is protecteddmpyright i.e. it is copied or
published without the consent of the author.

o Initiate or forward an e-mail, which contains obscenparnographic material.
. Initiate or forward e-mail which could be considerecctmstitute an act of harassment or be
discriminatory. There are a number of laws, which proilsicrimination on the grounds of

sex, race and disability

o Disclose information, which is protected by embargo awlat in any way be considered
confidential to the business and /or the employees.

o Make any statements via e-mail, which intentionalty umintentionally create a binding
contract or make negligent statements.

Failure to comply with the above policy may result in disaiary action that may lead to dismissal
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You must notify us of any change of name, address, telephonben etc, so that we can maintain
accurate information on our records and make contactywithn an emergency, if necessary, outside
normal working hours.
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7.1 Notice Periods

In the event of you wishing to leave our employment you angnetjto provide notice as outlined in
your Contract of Employment.
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Introduction

We recognise that during your employment with us your capabiditgarry out your duties may
deteriorate.

This can be for a number of reasons, the most commonbairgg that either the job changes over a
period of time and you fail to keep pace with the changegpur personal circumstances changes
(most commonly because of health reasons) and you camgerlcope with the work.

8.1 Job Changes

If the nature of your job changes we will make every efmenisure that you understand the level of
performance expected of you and that you receive adequatedrand supervision. If we have
concerns regarding your capability, these will be discusseoh informal manner and you will be
given time to improve.

If your standard of performance is still not adequate, wdl be warned in writing that a failure to
improve and to maintain the performance required couttitiegour dismissal. We will also consider
the possibility of a transfer to more suitable work iEgible.

If there is still no improvement after a reasonable time, \@e cannot transfer you to more suitable
work, you will be issued with a warning.

If such improvement is not forthcoming after an agreedodeof time, your employment will be
terminated with due notice.

8.2 Personal Circumstances

Personal circumstances may arise which do not prevent rgou dttending for work but which
prevent you from carrying out your normal duties (e.g. a ¢daexterity or general ill health).

If such a situation arises, we will normally need to haveildeof your medical diagnosis and
prognosis so that we have the benefit of expert advice. Umderal circumstances this can be most
easily obtained by asking your own doctor for a medical tepdour permission is needed before we
can obtain such a report and we will expect you to co-tgerdhis matter should the need arise.

When we have obtained as much information as possiblediegayour condition and after
consultation with you, a decision will be made about your éuaimployment with us in your current
role or, where circumstances permit, in a more suitaibde

There may also be personal circumstances that preventfrpm attending work, either for a
prolonged period(s) or for frequent short absences. Uhdse circumstances we will need to know
when we can expect your attendance record to reactcaptable level. This may again mean asking
your own doctor for a medical report or by making whatewgestigations are appropriate in the
circumstances.

When we have obtained as much information as possible regaydiur condition, and after
consultation with you, a decision will be made about your éuaimployment with us in your current
role or, where circumstances permit, in a more suitaibe
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Introduction

In any organisation it is necessary to have a minimumbeuarof rules in the interest of both the
employer and the employee.

Rules set standards of performance and behaviour whalgirocedures are designed to help promote
fairness and order in the treatment of individuals. Ithis aim of the rules and procedures to
emphasise and encourage improvement in the conduct of individoete they are failing to meet the
required standards.

Every effort will be made to ensure that any actionrtakader this procedure will be fair and you will
be given the opportunity to state your case and appeal agajndecision you consider to be unjust.
The following rules and procedures should ensure that:

. You are fully aware of the standards of performancegm@and behaviour required;

. Disciplinary action, where necessary, is taken speedity in a fair, uniform and consistent
manner;

° You will only be subject to disciplinary action afterreful investigation of the facts and

having had the opportunity to present your side of the case.

° With the exception of investigatory stages you will have thet ighbe accompanied by a
fellow employee, or by any other companion as defined in cueraptoyment legislation, at
all stages of the formal disciplinary process;

° Normally you will not be dismissed for a first breadhdscipline except in the case of gross
misconduct.
° If you are the subject of the disciplinary process you wilkiee both an explanation of the

penalty imposed and your right to appeal against the penalt

9.1 Disciplinary Rules

It is not practicable to specify all disciplinary rulesoffences, which may result in disciplinary action
as circumstances can vary depending on the nature of tke wo

The following disciplinary rules (which are not exhaustigayl procedures form an important part of
your contract of employment and they should be carefully aeal understood

Rules Covering Unsatisfactory Conduct and Misconducf{These are not exhaustive)

a) Health and Safety

1. You should make yourself familiar with our Health andeBafPolicy and your individual
2. Health and Safety duties and responsibilities whiclspeeified separately.
3. You must abide by the above mentioned general health and safety prdeedures and

responsibilities at all times.
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b)

e)

No action is to be taken by you which could threaterhtsdth and safety of yourself, other
employees or other persons.

A no smoking policy exists within the Company.

Absence/Timekeeping

You must attend for work punctually at the specified {8peContinued lateness in attending
work will render you liable to disciplinary action.

All absences must be notified in accordance with the duves outlined in this handbook.
Failure to follow such procedures will render you liable twciglinary action and/or loss of
the appropriate payment.

Unacceptable levels of absence will be investigated;ahgeequences of which may result in
disciplinary action.

Working Standards

If your standards of work are not satisfactory tcand are causely your carelessness or
neglect of duty, you will be subject to disciplinary anti

Behaviour at Work

You should behave with civility toward fellow employees andumeness will be permitted
towards other persons. Objectionable or insulting behawiobad language will render you
liable to disciplinary action.

You shall use your best endeavours to promote our intergstshall, during your normal
working hours, devote the whole of your time, attention and iegbilio our business and
affairs.

You shall not, during or after the termination of youmpkayment, disclose to any person
whomsoever any confidential information regarding our business

All reasonable instructions from your employer are to bgesbe

Incapacity at work or poor performance at work dutnéotaking of intoxicants or drugs will
be treated as a serious breach of the rules.

Behaviour Outside Working Hours

Activities which result in adverse publicity or which causeto lose faith in the integrity of a
particular individual, may give us grounds for your dismissal.

Property

Use of our property or property on our premises for any parptiger than normally defined
duties, is not permitted unless authorised by the employer.

Property of any type is not to be taken away from the gesmnless with prior approval.
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3.

You must immediately notify the employer of any damage togrtgmr premises that comes

to your attention.

Rules Covering Gross Misconduc{these are not exhaustive)

You will be liable to summary dismissal without noticepaty in lieu of notice if you are found to
have acted in any of the following ways:

1.

2.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

A serious or wilful breach of the above Unsatisfac@opduct and Misconduct Rules.
Gross negligence.

Indecent or immoral behaviour.

Threatening behaviour, fighting, physical assault, or verinade.

Serious bullying, sexual, racial or other harassmentsarigiination of or against another
employee or customer.

Dishonesty, including the deliberate falsification iy aecords, absence records, and so on, in
respect of yourself or any fellow employee.

Breach of rules regarding recording of hounked
Breach of rules regarding payment of purchases

Theft or misappropriation of money or property whetheoraghg to another employee, a
third party or the employer.

Destruction/sabotage of our property or any other propartige premises.

Serious Health and Safety breaches which could enddwegerds of employees or any other
person.

Gross insubordination and/or refusal to obey legitinmsteuctions given by the employer.

Any breach of a legal statute or registration whichahdsect effect either on your ability to
undertake your stated duties or on the desired charac®e$tyour position.

Serious breach of confidentiality (subject to the Publerdst (Disclosure) Act 1998).
Bribery or corruption.
Smoking on Company premises Or Company vehicles

Consuming alcohol (except in the course of work requireshendrugs on Company
premises whilst on duty

Incapacity through an excess of alcohol or drugs.

Misuse of or improper interference with computer hardver software (including
unauthorised or improper use of the Intesnetmail facilities).
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20 The use of social networking sites, on Company corsgaterorking time

21. Posting anything onto social networking sites asckace Book’ that could be construed to
have any impact on the Company’s reputation.

22. Posting anything onto social networking sites wauld offend any other member of staff or
customers.
23. Use of foul or abusive language

9.2 Disciplinary Procedure

Normally any disciplinary action taken against you will be basethe following procedure:

Offence 1% Occasion 2" Occasion 3“ Occasion 4™ Occasion
Unsatisfactory Written verbal Written warning | Final written Dismissal
conduct warning recorded on file | warning recorded

recorded on file on file
Misconduct Written warning | Final written Dismissal

recorded on file | warning recorded

on file

Gross misconduct Dismissal

Notes:

We reserve the right to suspend you with/without full pay flee purpose of carrying out
investigations into any alleged offence.

The employer may appoint an external representative tg oatran investigation on behalf of the
Company.

In respect of the disciplinary procedure we reserve dig to take into account the severity of the
offence and your length of service. This may result in maicg to a final writing warning or even
dismissal, without warnings having previously been givehdécemployee.

Dependent upon the circumstances for which disciplinary pdowge are taken, alternative action to
dismissal may be considered. This may include demotisnspension with or without pay.

If you are dismissed for Gross Misconduct you have no righnjoperiod of notice or payment in
lieu.

9.3 Steps Prior to Disciplinary Action

Informal Discussions/Counselling
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Before taking formal disciplinary action, we will makeeey effort to resolve the matter by informal
discussions with the employee. Only where this fails togoabout the desired improvement should
the formal disciplinary procedure be implemented.

Steps Prior to Formal Disciplinary Action

The following steps will always precede formal disciplinaction:

The employee will be advised of the nature of the comiplgainst him/her and of the possible
consequences.

° A Manager or representative appointed by the Company will coadinorough investigation
into the complaint against the employee.

. The employee will receive adequate prior written noticattend a disciplinary hearing,
which will include written details on the nature of the ctanrg that could lead to dismissal or
disciplinary action.

. The employee will be advised of the entitlement to beompanied by a fellow
employee/trade union official of his choice, and to céih@sses.

. The employee will be given the opportunity to state his caefmd a decision is reached on
the matter.

If the employee fails to attend the disciplinary hearinghauit reasonable cause the investigating
manager shall be entitled to make a determination orvileree otherwise available.

Representation

The employee is entitled to be accompanied by a fellopi@ree/union representative and to call
witnesses to support his/her case.

The employee must let his/her Manager know in advance whephesentative is going to be so that
appropriate arrangements can be made.

The Manager who is taking formal disciplinary action woalways be accompanied by a
representative. The role of this representative, who alsstbe a Company employee, is to support
the Manager, taking notes in the course of the discussiomi@ngcting where appropriate.

9.4 Steps Following a Disciplinary Interview

The following steps will be observed after a disciplinargrimey:

° The employee will be advised in writing without undue deagny disciplinary action to be
taken.
° Intimation of a written warning will specify the reasion the warning, the action necessary to

remedy the situation and the timescale involved and, wherécappl the fact that the
warning is final; it will also warn that action dtet next higher disciplinary level will be taken
if no satisfactory improvement occurs or a further digedypy offence is committed.
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. Intimation of dismissal will specify the grounds for themdissal and whether it is with or
without notice or pay in lieu thereof.

The intimation will also note the right of appeal agathe disciplinary action. You have the right to
appeal against any disciplinary action taken against you

If you wish to appeal you must do so in writing within 5 da&fsreceiving the decision of the
disciplinary meeting. We will then invite you to a furtheeeting, should you decide to appeal
against the decision, and will remind you of your right t@abeompanied by either a work colleague
or trade union representative. After the meeting, youb&iinformed in writing of the outcome of the
appeal. This decision is final.

Suspension

At any stage of the disciplinary procedure the Company mnsfyesid the employee with/without pay.

Duration of Warnings

A written verbal warning will be valid and retained on fite a period of 12 months. A written
warning will be valid and retained on file for a permfdl2 months.

NB: In the above text, words denoting the masculine inclieléeminine and vice versa.

Notes:

Sickness Absence

In the case of sickness absence, before any action is takésnager will meet with the employee to
hear the latter's view on current progress and the likelatdur of the absence. Any warning
subsequently issued will not be disciplinary but an indicatmamn the level of absence is too great for
the Company to bear, and if prolonged absence continues beyondcalgadate or intermittent
absences continue to occur the employee’s contract of emphbymill be terminated.

No Disciplinary Offence

If at any stage (for example, on initial investigationaloiwing any interview, hearing or appeal) it is
adjudged that the employee was not blameworthy, all docsmelating to the allegation shall be
destroyed and, where the employee has been suspended, any mbeegfibs to which he or she
would have been entitled but for the suspension sha#gmed or made good.

9.5 Dismissal for Other Reasons - Non Disciplinary

The same procedures apply for employees being dismissedhdar disciplinary’ reasons —
specifically:

° Employees whose fixed term contract (of a year or moas) éxpired and is not being
renewed

° Redundancy.

. Dismissal for health reasons.
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Excluded Employees

The disciplinary procedure does not apply to any employee vileeiause of absence, imprisonment
or other fundamental reason, the Company is unable tceltvatemployee, or call the employee for
interview. In such cases, the Company may after reasonabéstigation decide that in the
circumstances this amounts to repudiation of the ContdcdEmployment. This automatically
terminates the Contract.
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Purpose and Scope

The aim of this procedure is to resolve grievanceadiidual employees as efficiently, equitably and
promptly as possible. This procedure shall apply to alleyeps of the Company.

If the employee’s grievance relates to a disciplinafgrafe, as defined in the Company’s disciplinary
procedure that matter will be dealt with in accordanitk the disciplinary procedure rather than this
procedure.

At each level at which a grievance is heard, the malttenld be dealt with promptly and a reply given
to the employee as soon as practicable and in any case wittiayssunless there are special
circumstances which justify a longer period.

Consideration of the grievance by the Company’s representadi’énvolve carrying out such
investigation as is judged appropriate in the circumstanglesh should include interviewing the
employee, and may involve interviewing other employees inclutiioge against whom the grievance
has been raised.

Such interviews may be conducted separately or togethettasuight to be appropriate.

At any stage in this procedure, any employee shall b#eeito be accompanied, or represented, by a
Trade Union Official or Company employee of their choice, pralitiat such choice does not delay
the investigation.

10.1 _The Procedure

Informal

We wish to ensure that any employee who feels dissaltigfith any matter relating to their work has
a means by which such a grievance can be aired anlgedoth amicably and fairly.

We hope that employees would aim to settle most grmaainformally. Where the matter cannot be
resolved informally, the following procedure will apply.

The Company reserves the right to appoint an external repsése to participate on this matter.
Formal

Stage One — Provide Written Details

Where any employee has a grievance on any employment ni@ttehas not been resolved on an
informal basis, (s) he should then provide full writtenade of the grievance to the employee’s
immediate superior.

If the employee’s grievance involves the employee’s immedigier®r, the matter will be handled
by a representative appointed by the Company.
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Stage Two — Face To Face Meeting

The Manager or representative will arrange a facede-faeeting as soon as possible but no later than
10 days in order to discuss the grievance with the employee.

The Manager/representative will consider the grievancewalhdif possible, give a decision on the
day. If this is not possible, the decision will be con&d in writing to all parties involved as soon as
practicable.

The employee will also be advised of their right to appeal.

Stage Three — Appeal

Where an employee wishes to appeal against the decisiondesticdage Two, this should be done in
writing stating full reasons for the grievance appeal aearlyl specify the desired outcome. A second
meeting will be arranged as soon as possible, but notketerl0 days to discuss the appeal. After
the meeting the employee will be informed of the final sleoi
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11.1  Driving Licences

It is a condition of being permitted to use a Company vehicldltibatmployee is not under 25 years
of age and holds a full and valid UK driving licence.

Employees are required to submit an up to date copy ofdhiging licences to the company on an
annual basis and when there is any change to the details oretiee]isuch as the addition of penalty
points.

11.2  Driving Convictions

Employees who are charged or convicted of driving offencelsawe their driving licence endorsed,
must report this fact to the company within 24 hours.

11.3 Driving & Parking Fines

Driving related fines are the responsibility of the empésyaho incur them, whether or not incurred
in the course of Company business, and must be paid immedigittlg employee. If the Company

pays a driving related fine on behalf on an employee, the acgmpié deduct the cost of paying the

fine from the employee’s salary.

11.4 Disqualification

If any Employee is disqualified from driving and this affelsis’her ability to carry out their work
duties, this may lead to dismissal. Each situation vélcbnsidered on its own merits, particularly
where disqualification is for a short time. The Mangdirector’s decision will be final.

11.5 Use of Company Vehicles for Personal Purposes

Employees are not permitted to use a Company vehicle foonadrgurposes unless authorised to do
so by a Director.

11.6 Accidents and Damage

All accidents occurring whilst on Company business must betegptw the office immediately. A
full written report of the circumstances in which the vEhiwas damaged should be submitted
thereatfter.

Where damage to a Company vehicle is incurred due to theoweefd negligence, the Company
reserve the right to recoup any insurance excess in theaheblameworthy accident.

11.7 Care Of Company Vehicles

It is the responsibility of the driver to ensure that thedmsind outside of the vehicle is clean and tidy
at all times. Smoking is not permitted in any Company vehicle
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It is the driver’s responsibility to see the vehiclénis fit condition and that the levels of oil, water,
battery fluid, brake fluid and clutch fluid are all adeguand that the tyre pressure, wear wheel nuts
are kept constantly in the correct state and that atisligie working properly. Checks should be made
prior to use.

11.8 Alcohol and Drugs

Any use by an Employee of alcohol or drugs (prescribed orvade whilst driving on Company
business, where that alcohol or drug use has any poteffiied en the Employee’s fitness to drive,
will render the Employee liable to disciplinary action, anitlmormally result in summary dismissal.

11.9 Driving Rules

o Employees are required to drive in a safe, lawful ancieffi manner, in all weather and
traffic conditions, observing the recommendations of the Highade.

o Employees must not take a vehicle onto the road if they kn®wuswect that it has a defect.

o Employees must not leave keys in the ignition and must alwaystthecvehicle when left
unattended.

o The safety and security of the vehicle is the responsiloditiie driver.

o All loaded goods must be distributed and secure in order temr&any movement which

could cause damage to the goods or to the vehicle, or asgnoei or danger to other road
users. Employees have joint responsibility with the Companpdore that vehicle carrying
capacities do not exceed the lawful weight limits for the make& model of the type of
vehicle supplied.

o Whilst driving on company business you must not use your phone. If yoeedioto use your
phone, you should first park safely and switch off the engineréehaking or receiving a call.
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