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BYNLH

TO ALL EMPLOYEES

For existing employees this edition of our employee handbook brings together in one
document the terms and conditions of your employment with the Company and also
contains other details which you will find useful as a reference. | take this opportunity of
thanking each of you for your loyalty and support.

New employees are extended a warm welcome to James Lynch and Sons (Transport) Ltd
and advised that this handbook incorporates the contractual obligations and terms and
conditions of your employment and also contains other important information about your
responsibilities, Company policies and procedures. With your co-operation and
understanding it is intended to help to create and maintain good working relations to
everyone's mutual benefit.

| consider the involvement of staff at all levels to be a vital ingredient in the success of the
Company. If you have any ideas or suggestions for improving the business or its
operations, please make them known as your involvement is welcomed.

Finally, | take this opportunity of wishing you every success with us and look forward to
a long and happy association.

John Lynch
Director/Chairman
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INTRODUCTION

This handbook is provided for the use of and as a reference for all employees. Please
read it carefully as the contents form part of your contract of employment.

You are encouraged to seek help and guidance on any points about which you are not
absolutely clear.

Contract of Employment

Your contract of employment consists of a contract statement (main terms and conditions
of employment), the content of this handbook and any other document referred to within
either of them. The contract statement should therefore be read in conjunction with this
handbook and any questions about either should be referred to the Transport Manager
or the Finance Director (as appropriate).

These documents constitute the entire agreement between the parties and supersede
and extinguish all previous agreements, promises, assurances, warranties,
representations and understandings between them, whether written or oral, relating to its
subject matter.

lllegal Working

All engagements are made subject to an eligibility to work in the UK check prior to
commencement and on an ongoing basis, where appropriate. Your employment may be
subject to termination without recourse to the disciplinary process if there is any issue
arising to show that you are not eligible to work in the UK.

Probationary Period

All engagements are made subject to the satisfactory completion of up to a three month
probationary period. This period may be longer on engagement or extended to meet
particular circumstances.

During the probationary period and generally within the first two years of service, your
employment may be subject to termination without recourse to the disciplinary warnings
process.

Job Title, Flexibility and Location

Your job title is as stated in your contract statement and generally your duties will be
appropriate to that title. When the need arises, you may be required to undertake
alternative or additional duties, for which you are capable.

Although your normal place of work is detailed in your contract statement, this may
change due to the business needing to relocate to alternative premises due to particular
business reasons/requirements at the time. If this is the case, you will be required to
work from the new premises but any such move will be notified to you in reasonable time
by way of a general notice to all employees or as an individual notice to yourself
personally, whichever is appropriate.




Drivers will be required to work from different locations on the direction of the Company as
part of your role and it is a condition of your employment that you are willing to do so
when requested.

Drivers will be required to work away from home and this will include overnight stays
according to the distance involved and the need to maximise the working time. All details
will be as approved and agreed by the Transport Manager beforehand.

Client/Customer Relations

As part of your role you may be required to work wholly or partly on a client/customer’s
site/premises.

Please note that the client/customer may request for you to be removed from the
site/premises at any time. If this is the case and there is no alternative work available for
you and where despite speaking to the client/customer on your behalf they do not alter
their position, all options will be considered and discussed with you to determine whether
any alternative arrangements with regards to your employment can be made or not.
Please note that where you have less than two years’ service with the Company, your
employment can be terminated without recourse to any process in any event.

Subject to the above, it is important to note that your employment may be subject to
termination if a client/customer asks for you to be removed from their site/premises and:

1. Your conduct or performance is serious enough to warrant disciplinary action
leading termination of employment (up to and including dismissal for gross
misconduct); or

2. You are not allowed back on the client/customer’s site/premises and there is no
alternative employment available for you.




WAGES/SALARIES
Payment

You will receive a payslip showing how the total amount of your wages/salary payment
has been calculated and the deductions that have been made e.g. income tax, national
insurance, pension etc.

Any queries you may have e.g. incorrect payment, shortages, error in deductions etc.
should be raised with your Manager.

Overpayments

Should you be overpaid in error, you must notify your Manager immediately. The total of
the overpayment will normally be deducted from your next payment and/or any other
monies due to you. If this should cause hardship, arrangements may be made for the
overpayment to be recovered over a longer period.

Accommodation/Subsistence

If you are required to stay away overnight on Company business, unless agreed
otherwise, all terms and details in relation to accommodation, travel and subsistence will
be discussed and agreed with you beforehand by a Director. Any essential and
necessary expenses incurred by you in the course of your duties for the business will be
reimbursed subject to production of a valid VAT receipt, based on prior agreed terms
(see Expenses below).

You are reminded that when working away on Company business you are an
ambassador of the Company and should conduct yourself in a way that does not bring the
Company name into disrepute or that could jeopardise any future business in any way.
It is your responsibility to ensure that you do not drink unreasonable levels of alcohol and
to ensure that you are able to conduct yourself professionally and to drive legally to fulfil
your duties.

Expenses

All expenses must be claimed for in detail and evidenced by a VAT receipt for the
relevant items. Claim forms must be submitted to the accounts department as soon as
possible.

Bank Account Details

When joining the Company, you will be asked to provide details of the bank or building
society account into which you wish your wages/salary to be paid. If these details change
you must inform your Manager immediately otherwise, you may find payment to you is
delayed.

Loans, Advances Etc.

The Company does not provide loans or advances of pay of any amount.




Deductions

The right is reserved to deduct from your pay and/or any other monies due to you any
sums which you may owe the Company including without limitation any overpayments
made to you by the Company or losses suffered by the Company as a result of your
negligence or breach of Company rules. Wherever possible you will be given prior
notification of a deduction.

Income Tax

At the end of each tax year, you will receive a P.60 tax form showing the total pay you
received from the Company during that year and the amount of deductions. You should
retain this document in a safe place as you may find that you need to produce it when
making enquiries with HM Revenue and Customs (HMRC) or Department for Work and
Pensions (DWP).

If required, the Company's tax office and reference number can be obtained from the
Finance Director.

Please be aware that the Company is obliged to forward accurate employee details to

HMRC on a regular basis (Real Time Information or RTI) so you should ensure that any
changes to your personal details are notified to Finance Director as soon as possible.
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HOURS OF WORK

Your normal hours of work will have been made known to you on your appointment and
are detailed on your contract statement.

Additional Hours/Overtime

There will be times when it is necessary for us all to work additional hours to those quoted
in our contract statements and it is a condition of employment that you are willing to do
so, when requested.

Office Employees — Although you are normally required to undertake all hours necessary
in order to reasonably fulfil your duties, if you are required to work additional hours for a
special project, all terms will be agreed with you beforehand.

Drivers - Payment for authorised overtime working/staying away overnight will be as
detailed below:

A one-off daily payment, according to the agreed rate at the time, will be paid to cover for
staying away from home overnight. This agreed amount is intended to compensate you
for your time and inconvenience in being away from home, and any
subsistence/disbursements incurred.

Driver’s overtime — Overtime premium is only paid for hours worked in excess of your
standard number of contracted hours in a day/week.

Absence

If you are unable to attend work for whatever reason, you (or, in exceptional
circumstances, someone on your behalf) must notify the Company as soon as possible
and in any case at least half an hour before your start time on your first day of absence.
Text messages, voice messages, emails and leaving a message with a colleague are not
acceptable for this purpose.

Details of the full procedures relating to absence due to illness or injury are given later
in this handbook.

Attendance and Timekeeping
The Company expects you to arrive for work punctually and be ready to commence work
at the appointed time at the start of each working day. Lateness for work will result in an

appropriate deduction from your pay and/or any other monies due to you.

In addition, persistent lateness and unauthorised absenteeism will be dealt with under
the Company's disciplinary process.

11




NOTICE TO TERMINATE EMPLOYMENT
Notice Conditions

The notice that you must give and will receive to terminate your employment is detailed on
your contract statement.

If you wish to terminate your employment, notice can either be given in writing or verbally
to your Manager.

Whether you have given notice to terminate your employment or the Company has, you
must expect that you will be required to work your notice period. If you fail to attend work
during that notice period or fail to work normally and/or satisfactorily, the Company has
the right to terminate your employment without obligation to any remaining period of
notice.

In addition, or alternatively to the above, in the event of you failing to give or work the
requisite period of notice, the Company shall be entitled to retain from your final pay
and/or any other monies due to you an amount equal to the financial loss suffered by the
Company as a result of your breach of contract. This will not exceed the amount of pay
payable to you in respect of the balance of any notice period not worked.

If either party has served notice to terminate employment, the Company may require you
to take any accrued but unused holiday entitlement during the notice period with any
decision based on management discretion and according to the needs of the business.

The right is also reserved to make payment in lieu of notice in exceptional cases. Where
a payment in lieu of notice is made, it will be equal to your basic pay (as at the date of
termination) which you would have been entitled to receive under your contract statement
during your period of notice less the usual deductions for income tax and national
insurance contributions. For the avoidance of doubt, the payment in lieu of notice will not
include any element in relation to:

a. any bonus or commission payments that might otherwise have been due during the
period for which the payment in lieu is made;

b. any payment in respect of benefits which you would have been entitled to receive
during the period for which the payment in lieu is made; and

C. any payment in respect of any holiday entitlement that would have accrued during
the period for which the payment in lieu is made.

In the event of dismissal due to gross misconduct, the Company will terminate your
employment without notice or any entitlement to a payment in lieu of notice (see
disciplinary rules and procedures).

During the notice period, you may not be required to attend for your normal duties but

you are to remain available for work if necessary (commonly referred to as “Garden
Leave”).
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PENSION SCHEME ARRANGEMENTS

On commencement of employment, you will be enrolled onto the Company’s workplace
pension provided you meet the eligibility criteria and any enrolment has not otherwise
been postponed.

If you do not wish to be in the pension, you must 'opt out'. In order to comply with
legislation, the Company is required to automatically 'opt' you back in every three years
and should you continue to choose not to be in the pension, you must 'opt out' each time.

Further details of the scheme are available from the Company Secretary.
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HOLIDAY ENTITLEMENT
Annual Leave

The Company strongly believes that time away from your place of work to take annual
leave is a vital part of enabling an acceptable work/life balance. You are therefore
encouraged to ensure that all your annual leave entitlement is taken within the year in
which it falls due.

The holiday year begins on 1% April and ends on 31° March each year. As a full-time
employee, your annual leave entitlement is 28 days inclusive of the 8 recognised and
customary public holidays. Payment for these holidays is accrued at the rate of 2.33 days
for each calendar month worked during the holiday year. Part-time employees have a
pro-rata entitlement to full time annual leave including the recognised and customary
public holidays. If you start or leave during the holiday year, your annual leave
entitlement will be calculated on a pro rata basis.

During the first year of service, holidays may not be taken in advance of the amount
accrued unless prior approval has been obtained.

You may be required to reserve part of your annual leave entitlement to cover the non-
customary days over the Christmas/New Year period. The Company will publish a notice
as early as possible in the year to advise you how many days of the above entitlement
should be reserved.

You must not book a holiday without obtaining prior management approval. The
Company will not be held responsible for any unrecoverable deposit or other losses
incurred by you as a result of a holiday request not being approved.

The accrual of annual leave pay during service ceases on termination of your
employment with effect from the last day worked.

Recognised and Customary Public Holidays

As part of your annual leave, you are allowed the following recognised and customary
public holidays with pay or alternative days as decided by management:

New Year's Day Spring Bank Holiday Monday

Good Friday August Bank Holiday Monday
Easter Monday Christmas Day
May Day Boxing Day

Drivers — Due to the nature of our work it is a condition of employment that you are
prepared to work on a customary public holiday if required to do so.

Recognised and Customary public holidays falling within periods of annual leave should

not automatically be added on at the end of an agreed holiday or taken separately without
prior approval.
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From time to time the government may announce a one off ‘bank holiday’ in recognition of
a national event/celebration. However, there is no legal obligation on the Company to
recognise such days, or indeed to close the business or to pay premium rate if the day
is worked. Every case will be considered on its own merits and any decision to allow or
recognise the additional day’s leave (whether unpaid or paid) will be strictly at the
discretion of the Directors and dependent upon the needs of the business.

If you are absent due to sickness directly before and/or after a customary public holiday
you may be required to provide a doctor’s certificate or if the absence is not due to
sickness, proof of other serious and unavoidable domestic emergency. Failure to do so
may result in the absence being considered as unauthorised and there will be no
entitlement to sick pay. The matter may also lead to disciplinary action.

Procedures and Conditions

You should complete a holiday request form for all annual holidays not laid down by the
Company and have it approved by your Manager as appropriate.

Request for more than 10 consecutive working days as holiday will only be approved in
special circumstances and strictly at management discretion based on the needs of the
business. In such situations you should obtain provisional management approval to your
holiday request prior to making any financial commitment.

Holiday requests will only be agreed if they are presented on a holiday request form and
all holiday dates will be allocated on a first come, first served basis to ensure that the
operational efficiency and minimum staffing levels are maintained throughout the year.

We will always do our best to honour a holiday request if at all possible but we have to
considerthe needs of the business. You are therefore requested to provide as much notice
as possible for annual leave but in any case at least 4 weeks' notice of your intention to
take holidays of one week or more is required and up to 1 week’s notice for holidays for
lesser periods.

Due to the nature of this business, work can fluctuate and it is requested that at quieter
times, you be prepared to take some annual leave at short notice if you have some
outstanding leave left to take. This will enable us to continue trading and to minimise the
risk of having to lay employees off.

Accrual of paid annual leave is suspended after a period of 4 weeks’ continuous absence
and will re-commence when you return to work. Your statutory entitlement will continue

to apply.

The Working Time Regulations dictate that annual leave should be taken within the year
that it falls due. Furthermore, it does not allow for payments to be made in lieu of untaken
holiday leave. In light of this you are therefore not allowed to carry forward any part of
one year’s annual entittement to a subsequent year and holiday not taken by 315t March
each year will be forfeited.

Please therefore make sure that you book your holidays in good time to ensure that all
your leave can be accommodated within the holiday year.
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In normal circumstances you are not permitted to nominate a previous absence from
work as annual leave to avoid loss of pay. However, as a one off, and dependent upon
the needs of the business, a request may be considered but any decision will be strictly
at management discretion.

On termination of your employment you will be paid for any annual leave accrued but not
taken in that year calculated to your last day of employment. However, in the event of
you having taken annual leave in excess of those accrued in the holiday year, then the
appropriate deduction will be made from your final wages/salary and/or any other monies
due to you.

Accrued contractual holiday pay will be forfeited if your employment is terminated due to
gross misconduct and the statutory provisions only will apply.

Annual leave pay will be paid at your basic rate of pay (inclusive of any guaranteed
overtime) unless you regularly work overtime which is not guaranteed (this being overtime
which the Company does not have to offer but which you will be required to work if
requested) and overtime which is voluntary (this being overtime which the Company
does not have to offer and which you do not have to accept but which you have worked
on a regular basis).

In this case, annual leave pay will be calculated as an average of the pay received in the
52 weeks leading up to the period of holiday requested.

This average calculation only applies to the first 4 weeks of annual leave taken and not

the remainder of your annual leave entitlement which will only be paid at your basic rate of
pay.
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SICKNESS AND SICK PAY PROCEDURES

In the event of your absence from work due to personal sickness or injury, the Company
is only responsible for paying you statutory sick pay (SSP) providing that you qualify, and
you comply with the rules set out below.

Sickness Procedures

For you to qualify for payment of SSP, you must comply with all the requirements,
otherwise you will not receive payment or payment may be delayed.

First Day of Absence

You (or, in exceptional circumstances, someone on your behalf) must contact your
Manager as soon as possible and in any case at least half an hour before your start time
on your first day of absence. This may even be the day or evening before you are
expected in work. There should be very few occasions when you are not able to speak
with your Manager yourself and for guidance an exceptional circumstance might be when
you have been taken to hospital unexpectedly. For most other absences you are expected
to make contact personally and sending a text message, or an email, or leaving a
message with a colleague, or leaving a voicemail is not acceptable. The following
information will be required:

o The reason for your absence.
o The last date you worked.
o The date you expect to return to work, or if not known, your best estimate.

Absences of Not More Than 7 Calendar Days

On each subsequent day of absence after the first day you must telephone your Manager
before midday to report your progress towards a return to work.

On return to work after any short absence of up to 7 calendar days you are required to
complete a sickness self-certification form, available from the office and hand this to your
Manager for signature.

Absences of More Than One Week
If you know that your absence will continue for longer than a week you are required to
provide medical certificates (fit notes) at regular intervals for the entire period of sickness

absence. Failure to provide medical certificates can result in SSP not being paid.

You are required to telephone the Company on a weekly basis to keep us informed of
your progress and anticipated length of absence.

You will also be required to complete a self-certification to cover the whole period of

absence on your return to work and this, along with your medical certificate (fit note), will
be discussed in your return to work interview (see below).
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Welfare Visits/Meetings

During your absence, we may request to visit you at home or to meet with you at another
appropriate location in order to discuss your absence, to obtain a longer-term prognosis
if possible and to consider your return to work.

Return to Work Interviews

Wherever possible we will aim to carry out a return to work interview with you as soon as
you return to work to discuss how you are feeling, your absence, how if at all we can aid
in your return to work, and if applicable, our expectations for your future attendance.

Level of Absence

Your level of sickness absence will be monitored, and an unacceptable level of absence
will be investigated and could lead to disciplinary action.

Medical Appointments, etc.

As far as possible, all appointments with doctors, dentists, opticians, etc. should be made
outside your normal working hours including during lunch times. Where this is
impracticable, appointments may be made during working hours and wherever possible
these should be made during the first half hour or the last half hour of your working day
and with the prior permission of your Manager. The Company will then do all that they can
to facilitate an early finish to enable you to attend your appointment.

There is no entitlement to payment for such absences and you would normally be
expected to make the time up. Any absence without permission to attend appointments
may be considered unauthorised and may result in disciplinary action.

Medical/Occupational Health Reports

The Company reserves the right in appropriate circumstances to arrange for you to be
medically examined or to request a medical report/occupational health report from a
doctor or specialist.

If you are asked to attend a meeting to be examined for the purposes of a medical report,
occupational health report or otherwise, you must attend. Should you cancel the meeting
without appropriate notice or fail to attend the meeting, the Company reserves the right
to deduct any costs it has incurred from your pay and/or any other monies due to you.

False Statements
To make a deliberately false or misleading statement in respect of sickness absence is

misconduct and may lead to dismissal in accordance with the Company's disciplinary
rules and procedures.
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JAMES LYNCH AND SONS (TRANSPORT) LTD
SICKNESS SELF-CERTIFICATION ABSENCE FORM

This form should be completed in respect of absence from work due to sickness or
injury for up to the first 7 calendar days. Medical Certificate(s) must be provided to cover
all absence of more than 7 calendar days.

NAME: DATE:

DATES OF SICKNESS (include non-working days)
FROM (am/pm) (day) (date)

TO (am/pm) (day) (date)

WORKING DAYS OF ABSENCE

FROM (am/pm) (day) (date)

TO (am/pm) (day) (date)

Details of sickness or injury

Did you consult a Medical Practitioner? YES/NO

If YES, please give date of visit:

Treatment received and any continuing treatment:

Doctor's name and address

Was the Company notified of your absence as required: YES/NO

If YES, who did you notify?

If NO, give reason for not doing so:

DECLARATION

| certify that the above information is true and | acknowledge that false information will
result in disciplinary action. | hereby give my employer permission to verify the above
information.

For absences of up to 7 days (where appropriate)

| certify that | have been incapable of work because of my sickness/injury on the dates
shown above and that | am now fit to follow my normal duties (this includes the
operation of machinery, equipment, driving and working at heights as appropriate).

0T e 1= PP
Employee Transport Manager/Managing Director
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STATUTORY ENTITLEMENTS

The Company recognises all employees’ statutory rights including (but not limited to)
adoption leave, parental bereavement leave, flexible working, jury services, maternity
leave, parental leave, paternity leave, shared parental leave and time off for dependants.

Full details of statutory entitiements and any relevant eligibility criteria can be obtained on
request from the Finance Director.
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RULES AND DISCIPLINARY PROCEDURES
Introduction

In any organisation it is necessary to have rules in the interests of both the employer and
employees.

The rules set standards of performance and behaviour whilst the procedures are
designed to help promote fairness and order in the treatment of individuals. It is the aim
of the rules and procedures to emphasise and encourage improvement in the conduct of
individual employees where they are failing to meet the required standards and not as a
means of punishment.

Every effort will be made to ensure that any action taken under this procedure will be fair,
with the employee concerned being given the opportunity to state their case at a hearing
and to appeal against any decision they consider to be unjust.

The following procedure should ensure that:

1. All employees are fully aware of the standards of performance, action and
behaviour required of them.

2. Disciplinary action, where necessary, is taken speedily and in a fair, uniform and
consistent manner.

3. An employee will only be the subject of disciplinary action after careful
investigation of the facts and the opportunity to present his/her side of the case.

You orany companion must not make any electronic recordings of any hearings conducted
under this procedure or any meetings or discussions held outside this procedure (this
includes any investigation meetings where there is no right to be accompanied).

DISCIPLINARY RULES

It is not practicable to specify all disciplinary rules or offences which may result in
disciplinary action, as circumstances may vary depending on the nature of the work and
the misconduct. Even a minor infraction may be treated as gross misconduct depending
on the circumstances that may apply at the time.

Failure to comply with the following general rules will render you liable to disciplinary
action and where no improvement is forthcoming, possible dismissal. This list is not
exhaustive:

1. BEHAVIOUR AT WORK
1.1 You should behave with civility towards your fellow employees and rudeness will
not be tolerated towards customers or members of the public. Objectionable or

insulting behaviour or excessive bad language will render you liable to
disciplinary action.
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1.2

1.3

1.4

1.5

1.6

1.7

1.8

1.9

1.10

1.11

You must use your best endeavours to promote the interests of the Company
and shall, during your normal working hours, devote the whole of your time,
attention and abilities to its business and affairs.

During your employment, you should not carry on, or be engaged, concerned or
interested in any business which is similar to or competes with any business being
carried on by the Company.

You shall not, during or after the termination of your employment, disclose to any
person whomsoever or use for personal gain any confidential information
regarding the Company, its business or trade secrets that you have learned
during your employment with the Company.

All reasonable instructions from a member of management are to be followed.

Unauthorised use of any Company equipment and communication networks
including e-mail, internet, business telephones, fax machines, mobiles, voicemail
systems, pagers and PDAs etc. is a disciplinary offence.

Any involvement in activities which result in adverse publicity to ourselves, or
which cause us to lose faith in your integrity, or which may bring the
reputation/name of the Company into disrepute will not be tolerated. This applies
to your activities outside working hours as well as during working time (including
time whilst away from your normal place of work).

During your employment, you should not interfere with, tender for, canvass or
solicit or endeavour to entice away from the Company the business of any person
who is a (or a prospective) customer, client, agent of or supplier to the Company.

During your employment, you should not supply, carry out or undertake any
product or service similar to those with which you are concerned to a material
extent during your employment to or for any person who is a (or a prospective)
customer, client or agent or supplier to the Company.

During your employment, you should not solicit, interfere with, tender for or
endeavour to entice away from the Company any contract, project or business or
the renewal of any of them carried on by the Company which is current and in
progress or is in the process of negotiation with a (or prospective) customer,
client, or agent of or supplier to the Company.

During your employment, you should not directly or indirectly:

i. offer to employ or engage or otherwise endeavour to entice away from
the Company any employee of the Company; and/or

i. employ or engage or otherwise facilitate the employment or engagement of

any employee of the Company whether or not such person would be in
breach of contract as a result of such employment or engagement.
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2.1

2.2

2.3
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2.5

3.1

3.2

3.3

3.4

3.5

3.6

COMPANY PROPERTY

Use of Company property for any purpose other than normally defined duties is
not permitted.

Unless required for business purposes Company property of any type is not to
be taken away from the premises without prior written management approval.

You must notify immediately the appropriate member of management of any
damage to property or premises.

You are responsible for the care and safe keeping of any tools, equipment or
clothing provided to you by the Company. The Company reserves the right to
charge for any items that are unaccountably lost, damaged by you or not returned
on termination of your employment. Any such deduction will be made through the
payroll and/or any other monies due to you, after notice has been given.

On termination of your employment you must return all Company property in your
possession. Failure to return such items will result in the cost of the items being
deducted from your final pay and/or any other monies due to you. This is an
express term of your contract of employment.

COMPANY VEHICLES

Only authorised members of staff may drive the Company's vehicles.
Authorisation will only be given on possession and production of a valid driving
licence which will be subject to inspection on an annual basis, or as required. The
Company reserves the right to check (online or otherwise) your licence and/or
other details related to your ability to drive. Should you fail to consent to the same,
the matter may have to be addressed through the Company’s disciplinary
process.

The right is reserved to recover any issued Company vehicle from the nominated
driver in the event of an absence from work for any reason in order to maintain
its business use.

When driving a Company vehicle, you must ensure that the vehicle is in a clean
and roadworthy condition at all times. All routine vehicle inspections should be
carried out on a regular basis and any defects requiring attention must be
reported without delay.

Company requirements regarding the recording of daily mileage and journeys
undertaken must be complied with.

You may not carry unauthorised passengers in Company vehicles, nor may the
vehicles be hired out or used for personal gain.

Personal auxiliary equipment must not be fitted in or on the vehicle without prior
management approval.
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3.7

3.8

3.9

3.10

3.11

3.12

3.13

3.14

3.15

On the occasion of an accident involving a Company vehicle, you must make a
full, honest and written report of the incident whether or not personal injury or
vehicle damage is involved. You are permitted to take photographs of the
accident for the purposes of your report by either using the camera facility on any
mobile phone (in the absence of a work provided mobile phone, you may use
your personal handset for this purpose) or disposable camera (if provided by the
Company).

Where personal injury has occurred you must declare the name and policy
number of our insurers.

All such incidents will be investigated and where an investigation shows you to
be at fault, you may be subject to disciplinary action. An excessive number of
incidents may result in removal of access to a Company vehicle, demotion or
even dismissal, dependent upon the circumstances and at management
discretion.

You must report immediately to management any type of driving conviction or
summons which may lead to a conviction (whether or not it happened during
working time) as this could affect our Company insurance cover/premiums. This
includes speeding, parking, congestion and emission charges. All fines resulting
from convictions or offences are your own responsibility to pay. If not paid
promptly the Company may decide to make the payment itself and deduct the
cost from your pay and/or any other monies due to you.

The private use of a Company commercial vehicle strictly requires the prior
approval of the Director/Chairman (John Lynch) and will not be given withouta
convincing need.

There may be occasions when approval is given for you to use the Company van
for personal use. However, you must seek approval from Director/Chairman (John
Lynch) beforehand, and every case will be considered on its own merits.
Furthermore, you will be required to ensure the safety of the vehicle, to cover the
cost of any fuel used and to ensure that the vehicle is returned in a clean
condition.

Should any Company vehicle be damaged whilst being used for personal
reasons you will be responsible for either the insurance excess, or liable to cover
the full costs of repair, with any decision being strictly at the discretion of the
Company. If the insurance excess or the full cost of the repair (as appropriate) are
not paid promptly, the right is reserved to make an automatic deduction from your
pay and/or any other monies due to you.

The Company will take a serious view of continuous exceeding of speed limits.

Where any damage to a Company vehicle is due to gross negligence or lack of
care on your part, the Company reserves the right to insist on you rectifying all or
part of the damage at your own expense. Alternatively, you may be held
responsible for the payment of any insurance excess at the discretion of the
Company. If you do not rectify all or part of the damage at your own expense or
pay the insurance excess (as appropriate) promptly, the Company may carry out
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3.16

3.17

3.18

3.19

3.20

3.21

3.22

3.23

the work/make the insurance excess payment and the right is reserved to then
make an automatic deduction from your pay and/or any other monies due to you.

You are not permitted to use a mobile phone whilst driving on Company business
unless you have the use of a hands-free facility and only then if it is legal and
safe to do so (this includes if your vehicle is stationary with the engine running).
Using a mobile phone, whether or not with a hands’ free facility, whilst driving, is
potentially dangerous to you, other road users and pedestrians. The Company
will not accept any responsibility for liabilities arising from a failure to comply with
this policy.

Smoking (including electronic cigarettes) is not permitted in any Company
vehicle.

The driver is responsible for ensuring that a Company vehicle is not overloaded. If
you suspect that it might be or if you wish to ensure that the load weight and axle
loading is within the limits of the vehicle you must check this with the customer,
the Transport Manager or Transport Director.

Where you are provided with a Company fuel card and/or a fuel key, these must
be used exclusively for business use only and in accordance with the laid down
procedure. The Company reserves the right to make a deduction from pay and/or
any other monies due to you where it believes that you have either failed to follow
the correct procedure or where the Company believes that a Company fuel
card/fuel key has been used fraudulently.

Any fraudulent or otherwise unacceptable use of a fuel card could be
subject to disciplinary action up to and including dismissal for gross
misconduct. You must return either or both to the Company immediately
upon request and on termination of your employment.

All Company vehicles are fitted with a satellite tracker system and the printouts
provided from this system with regard to the location of any Company vehicle will
be cross referenced to employee information regarding work carried out. If the
Company considers that a Company vehicle has been used for unauthorised
business use and not in the best interest of the Company, you will be liable to
disciplinary action which could lead to your dismissal.

Employees are not permitted to carry children in Company vehicles.

Under no circumstances must a Company vehicle be driven whilst the driver is
under the influence of any medication and/or drugs (whether prescribed or not),
alcohol or substance which is likely to affect the driver’s efficiency, awareness,
concentration or safety.

You must always comply with drink-driving laws and drug-driving laws. A
conviction for drink-driving or drug-driving offence may harm the Company’s
reputation and, if your job requires you to drive, you may be unable to continue
to do your job. Committing a drink-driving or drug-driving offence while working
for the Company or outside working hours may lead to action under the
Company's disciplinary process (or other process) and could result in dismissal.
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3.24
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4.2

4.3

4.4

4.5

4.6

5.1

5.2

5.3

5.4

5.5

All Drivers must read and adhere to the terms set out in the Company’s driver’s
handbook a copy of which should be retained in the unit you are driving.

HEALTH & SAFETY/HYGIENE

The Company will do all in its power to ensure the well-being and safety of all its
employees. Any action by you which endangers the health or safety of yourself,
other employees or other persons, will lead to disciplinary action being taken and
could result in dismissal.

At all times you must abide by the general Health & Safety rules and procedures.

All accidents, no matter how slight, whether involving an employee or member of
the public, must be reported and entered into the Accident Book. False
statements or deliberate interference with evidence following an accident or
dangerous occurrence is a serious offence.

You should read the Company's statement of safety policy and make yourself
familiar with your own Health & Safety duties and responsibilities.

You are not permitted to smoke in any public buildings, Company building, in a
Company vehicle or in a private vehicle being driving on Company business
whilst another person is in the vehicle with you (this includes electronic
cigarettes). Client/customer rules on smoking must also be observed.

Any potential hazard or unsafe conditions must be reported to the Transport
Manager or Directors.

TIMEKEEPING/ABSENCE

You are expected to attend for work punctually at the specified time(s) and
persistent or excessive lateness in attending work will render you liable to
disciplinary action.

In addition to 5.1 above, lateness for work will result in an appropriate deduction
from your wages or salary and/or any other monies due to you.

You may not leave work prior to your normal finishing time without permission
and if you require time away from work during normal working hours, providing
the request has been granted, you must report upon leaving and returning to
work.

All absences must be notified in accordance with the procedures laid down earlier
in this handbook. It is your responsibility to keep the Company advised of the
circumstances which are preventing you from attending work and also the likely
date of your return.

You are required to comply strictly with any time recording/reporting procedures

relating to your area of work. Failure to follow any time recording and the absence
reporting procedures will render you liable to disciplinary action.
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5.6  Your level of absence will be monitored, and an unacceptable level of absence
will be investigated and could lead to disciplinary action.

IMPORTANT: You should be aware that any period of unauthorised absence is a
breach of contract.

6. WORKING STANDARDS

6.1 If your work and/or work rate is not maintained consistently to a satisfactory
standard, disciplinary action leading to the termination of employment will result.

6.2 All employees are responsible for the cleaning up of any mess or spillage,
however caused, without delay or discussion, excluding chemicals or harmful
waste which must be dealt with under local appropriate decontamination rules by
a trained person wearing appropriate protective equipment. If there is any doubt
you should seek guidance from the responsible person on site or the Transport
Manager or Transport Director.

6.3  Any rectification work is to be carried out at your own expense and in your own
time if it is as a result of poor workmanship or negligence on your part, and subject
to confirmation that there have been no outside factors to adversely affect your
ability to satisfactorily complete your job.

7. RULES COVERING GROSS MISCONDUCT

You will be liable to summary dismissal (i.e. dismissal without notice), if you are
found to have acted in any of the following ways. This list is not exhaustive.

7.1 A serious or wilful breach of any of the Company's disciplinary and safety rules.
7.2  Behaviour deemed by the Company to be grossly indecent or unacceptable.

7.3  Any harassment and/or bullying of another person in connection with work or
during your working hours.

7.4  Any discriminatory conduct or behaviour.

7.5 Dangerous, threatening, offensive, insulting or intimidating behaviour, fighting or
physical assault.

7.6 Any involvement in activities which could be construed as being in competition
with the Company.

7.7  Being under the influence or suspected of being under the influence of alcohol
and/or drugs at work.

7.8  Being in possession of or taking intoxicants and/or illegal drugs whilst at work.

7.9  Any occasion when you are found to be asleep during working hours.
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7.10

7.11

7.12

7.13

7.14

7.15

7.16

717

7.18

7.19

7.20

7.21

7.22

7.23

7.24

7.25

Deliberate falsification of any records, such as clock/swipe cards, time sheets,
driver's record logs, expense claims, and so on, in respect of yourself or any
fellow employee.

Undertaking private work on the premises and/or in working hours.

Any fraudulent activity, theft of money or property whether belonging to the
employer, another employee or a third party.

Clocking another employee’s time card or to knowingly allow your time card to
be clocked by another person.

Destruction of, serious damage to, or tampering with the Company premises or
place of work, any equipment or tools belonging to the Company or any property
on the premises or place of work.

Serious Health & Safety breaches which endanger yourself, fellow employees or
any other person by the unauthorised removal, operation, interference or misuse
of any plant and equipment, guard or protective device or signs/warning notices.

Smoking in any Company building or in any Company vehicle, or in any area
which is not designated as a smoking area whilst working on Company business
or handling flammable substances. This includes the use of electronic cigarettes.

Serious misuse, negligent or wilful violation of computer security/equipment or
procedures (including but not limited to the IT Policy).

Misuse or negligent action in relation to chemicals, flammable or hazardous
substances or other materials and electrical equipment, or other fixtures/fittings.

Flagrant disregard of safety precautions, including horseplay or practical jokes,
that are likely to endanger yourself and/or other employees.

Careless driving or loss of driving licence or conviction where driving is all or an
essential part of the job requirement.

Gross insubordination and/or refusal to comply with legitimate instructions given
by a member of management.

Any occasion when you are found to have dishonestly made a request for
statutory or contractual entitlement to time off work.

Any breach of a legal statute which has a direct effect on the ability of you to
undertake your stated duties and/or on the desired characteristics of your
position.

Any tampering with a tachograph.

Any breach of duty obligations/restrictions and/or confidentiality requirements

(including but not limited to data protection).
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7.26

7.27

7.28

7.29

Any involvement in an act considered by the Company to be that of vandalism,

this includes graffiti.

Except where permitted elsewhere in this handbook the taking of any audio or
visual recording (including photographs) by whatever means, of Company
premises, activities or employees (whether or not on Company premises), or third
party premises or employees, without the express authority of the Transport

Manager or Directors.

Serious negligence which causes or might cause unacceptable loss, damage

and/or injury.

Carrying weapons on person or in Company vehicles. A weapon may be defined
as a thing designed or used for inflicting bodily harm or physical damage.
Examples include (but are not limited to) a knife, a sports bat (baseball, cricket

etc.) or a crow bar.
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DISCIPLINARY PROCEDURE

As stated earlier in this handbook (see “Probationary period”), please note that within
the first two years’ of service, your employment may be subject to termination without
recourse to the disciplinary process.

Please be aware that the Company reserves the right to enter the disciplinary procedure
at any stage depending on the circumstances and severity of the offence.

Other than for gross misconduct, any disciplinary action taken will normally be based
on the following procedure:

1st Occasion 2nd Occasion 3rd Occasion 4th Occasion
Verbal Written Final  written Dismissal
warning warning warning

A verbal warning (which will be confirmed in writing) will remain on your record for a
period of 6 months and any subsequent written warning will normally remain on your
record for a period of 12 months. These periods may be longer or extended dependent
upon the circumstances and strictly at management discretion.

Notes

The disciplinary and grievance procedures are non-contractual (except with regards to
the Company’s contractual right to demote as detailed below) and do not form part of
your contract of employment. Any statutory rights will apply.

You may be suspended on full pay normally, but not exclusively, for up to 5 days for the
purpose of carrying out investigations into any alleged offence.

Suspension from work without pay for up to 5 days may be considered as an alternative
to dismissal.

As previously explained, the Company is contractually entitled to demote but will only
do so ifitis felt that this is an appropriate penalty as an alternative to dismissal. If this is
the decision taken, the rate of pay and other terms that apply will be those that are
appropriate to the new position occupied.

If dismissed for gross misconduct you have no right to any period of notice or to receive
payment for any outstanding contractual accrued holidays and your statutory
entitlement only will apply.

At all stages of the disciplinary and appeal procedures you have the right to be
accompanied by a fellow employee of your choice, an official employed by a trade union
or an official of a trade union who is certified as a worker’s companion at disciplinary or
grievance hearings.

You or your companion must not make any electronic recordings of any hearings

conducted under this procedure or any meetings or discussions held outside this
procedure (this includes any investigation meetings where there is no right to be
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accompanied).

The operation of the disciplinary procedure is based on the following authority at the
various levels.

TYPE OF PERSON AUTHORISED TO TAKE ACTION:
DISCIPLINARY

ACTION:

Verbal warning Director/Chairman Transport Manager
Written warning Director/Chairman Transport Manager

Final warning Director/Chairman Transport Manager
Suspension with or without pay Director/Chairman Transport Manager
Dismissal Director/Chairman Transport Manager

DISCIPLINARY APPEAL PROCEDURE

Following any disciplinary sanction, you will have the right to appeal against the decision
(unless your employment was terminated within the first two years’ of service as the
Company is entitled to terminate your employment without recourse to the disciplinary
process).

If you wish to exercise this right, you should apply in writing to the Director/Chairman
(John Lynch) within 5 working days of the decision you are complaining against, stating
the grounds of your appeal.

A hearing will be held by the Director/Chairman (John Lynch) or other Company
nominated person, wherever possible, within 5 working days of your appeal. You will
retain the right to be accompanied and you will be given a full opportunity to state your
case.

The outcome of the appeal will be made known to you in writing usually within 5 working
days of the hearing, giving the reasons for the decision where appropriate.

The Director/Chairman (John Lynch) or other Company nominated person’s
decision will be final.
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GRIEVANCE PROCEDURE

It is important that if you feel dissatisfied with any matter relating to your existing
conditions of employment, or any other contractual matter, you have an immediate
means by which such a grievance can be aired and resolved.

You should speak to your Mana