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Welcome to TIPNGO
We are pleased that you have chosen to work with us.

This handbook is our company’s reference manual, ensuring everyone understands the rules, rights, and
responsibilities that shape daily working life.

This handbook can only cover the main points, so if you have any further queries or need any help please
contact your local account manager/agency office.

We look forward to a mutually rewarding business relationship.

We will always endeavour to offer you suitable assignments and we expect you to maintain a high level of
professionalism and conduct.

If, for any reason, you are unable to fulfil a booking, please contact us immediately so that we can arrange a
replacement.

If any of your circumstances change, please inform us. This could be a change of address, a new phone
number, a new skill learnt, any other change in your details or wellbeing.

In order to continually improve our service we may ask you to provide feedback on your assignments and the
quality of our service. Clients may also complete assessment forms after each assignment.

You should follow the dress code requirements for each client, seeking guidance from your office
representative.

At the end of your assignment please make sure that you take all personal belongings with you and return
anything issued to you by the client e.g. security passes, uniforms etc.

This handbook includes examples of some of the documents you may have signed at registration.
If you would like further advice or information on these documents, please contact your office.

Please note that the Agency does not need to keep your passport or identity documents and has no right to

hold them. However, they will take copies in line with our Data Protection Policy and Procedure.

TIPNGO is committed to ensuring good health and safety practices, and in conjunction with our clients, wish to
ensure that our temporary workers are not subject to any hazards or risk that may result in injury or disease.
Therefore, you must review and comply with the health & safety rules on each site.
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We are committed to meeting your needs and in the same way we are also committed to supplying a quality
service to our clients.

As our ambassador you are representing the agency, and we ask you to act and dress in an appropriate way at
all times in keeping with your working environment.

Help us to help you!

Remember, if you can’t attend work, you must inform the TIPNGO representative immediately. If you do not
turn up to work without informing your Agency representative, we will have to treat this as unauthorised
absence and we might need to release you from your duties once a certain number of unauthorised absences
are met.

You will be paid at least the national minimum hourly rate for your service which will be paid to you on a
weekly basis.

Everyone working in the UK is entitled to be paid the National Minimum Wage (NMW) or where age applicable
National Living Wage. You can be paid more than NMW but you must not be paid less. The rates are fixed by
law. There are different rates depending on your age. To find out the current National Minimum Wage Rates
please look on - www.gov.uk/national-minimum-wage-rates or ask your agency representative who will be
able to supply you with the current rates. If you think you are being underpaid by your agency or want advice
or information about the NMW you can call your Office Manager on 07761470607 (Alex) in the first instance,
they will endeavour to resolve any problems or answer any questions.

Other than PAYE tax, National Insurance (NI) contributions, pension (if applicable) and any court earning
attachments (if applicable) agencies can only make deductions from your wages if you have agreed in writing
beforehand to the deductions being made or if the law or your contract with your agency allows or requests
the deductions. The things for which you can expect your agency to make deductions without needing your
agreement include: PAYE tax, National Insurance, Pension and Attachments of Earning.

In almost all cases your agency must deduct money from your wages for National Insurance contributions.
When you start working for the agency, please ensure that you provide your P45 or complete a New Starter
Checklist to ensure the correct amount of tax is being deducted from your wages.

Your money will be paid into your personal bank account, therefore if you do not have a bank account on your
registration, please speak to your agency representative and they will advise you on what to do next.
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The agency operates a workplace pension scheme in accordance with its automatic enrolment obligations
under the Pensions Act 2008. You will be automatically enrolled into the workplace pension scheme if you are
aged between 22 and State Pension age and earn above £10,000 per year. Membership of the pension scheme
is voluntary. If you do not wish to remain in the scheme, you may opt out, but you must do so directly with the
pension provider within one month of being enrolled. You cannot opt out through the Company. Every three
years the Company is required to automatically re-enrol any eligible employees who have previously opted

‘ o
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The Company complies with the Working Time Regulations of 1998, which provide that employees should not
work more than an average of 48 hours per week, calculated over a 17-week reference period. Employees may
voluntarily opt out of this limit by signing a written opt-out agreement to support our clients in getting the
flexibility they need. This opt out is entirely voluntary and signing it will not be made a condition of
engagement. Employees may withdraw their opt out at any time by giving a minimum of seven days' written
notice to their agency representative.

You are entitled to a maximum of 28 days paid holiday per financial year. These days may include bank/public
holidays; please refer to your contract.

The Agencies’ holiday year commences on the Agency’s financial year week 1 each year and concludes on
week 52(or 53) each year, for the avoidance of doubt week numbers are displayed on your payslip (please see
example payslip below).

Ms Marie Abcdef [ ] Payroll Code: 3414
17 Tax Code: 1231L
Example Street Tax Basis: Cumulative
,.N}'E' THAMPTON TIPNGO LTD NI Table: A
Wesk 5 2Bth Apr'25 to 4th May 25 M Number: AB123456A

PAYMENTS This Period YTD

IDL AM Basic Rate 37.5 hours @ 1221 457.88

IDL PM OT Rate 7 hours @ 16.91 118.37

IDL AM OT Weekend Rate 7.5 hours (@ 16 26 121.95

Gross: G98.20 2,386.05

DEDUCTIONS

Mational Insurance Coniribution 36.50
PAYE Tax 92.20 ]
Total Deductions: 128.70 334.28
Net Pay: 569.50 2,051.77

ADJUSTMENTS

Pension contribution (5% of ES78.20) -23.13 .47
Total Adjustments: -23.13 -71.47
Take Home Pay: 546.37 1,980.30

Payment on 09/05/2025: £546.37 Employer Contributions

Unused entitlement cannot be carried over into the following year and will be lost once we move into the new

financial year. If you have been unable to take holiday due to sickness, maternity, or other statutory leave, you
have a right to carry over up to 20 days of the entitlement.
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Therefore, we urge you to take all you holiday before the end of financial year (usually before 30t of March

each year).

If you want to take a holiday, you must give your supervisor/manager notice that you want to take a holiday.
This notice should be at least twice as long as the amount of holiday you want to take (for example, you should
give two weeks’ notice for one week’s holiday). You will need to complete a holiday request form and leave it
with your supervisor/manager. The holiday will then be approved or rejected (based on first come first serve
formula). In any case you will be informed of this.

Your agency may suggest when some or all of your holidays could be taken. For instance, they may suggest you
to take some of your holiday to cover the bank holidays/days when you are not required to work/ during a
Christmas shutdown. This notice should be at least twice as long as the amount of holiday they want you to
take (for example, your agency should give two weeks’ notice for one week’s holiday).

We encourage you to notify your agency representative of your pregnancy as soon as you feel comfortable
doing so. While you are not legally required to inform us until 15 weeks before your expected week of
childbirth, telling us earlier means we can begin supporting you straight away.

Early notification allows the agency to carry out a workplace risk assessment in conjunction with the hirer, to
identify and address any aspects of your role or working environment that may pose a risk to you or your baby,
including exposure to hazardous substances, manual handling, or prolonged standing. We can also ensure your
working arrangements are adjusted where necessary and that you are able to attend antenatal appointments
during working hours without detriment.

All information you share with us about your pregnancy will be treated with sensitivity and in accordance with
our data protection obligations.

As an agency worker, you are entitled to Statutory Maternity Leave of up to 52 weeks, regardless of how long
you have worked with the agency or the hirer. Maternity leave is made up of two periods: Ordinary Maternity
Leave (OML), which covers the first 26 weeks, and Additional Maternity Leave (AML), which covers the
remaining 26 weeks. You are not obliged to take the full 52 weeks, but you must take a minimum of two
weeks' compulsory maternity leave immediately following the birth of your baby.

To qualify for SMP you must have been continuously employed by the agency for at least 26 weeks prior to the
15th week before your expected week of childbirth, and be earning at or above the lower earnings limit during
the relevant reference period. From 6 April 2026, those who qualify for SMP are entitled to 39 weeks' pay, at
90% of their average gross weekly earnings for the first six weeks, followed by the statutory flat rate of
£194.32 per week for the remaining 33 weeks. If you do not qualify for SMP, you may be eligible for Maternity
Allowance, payable by HMRC directly.

As an agency worker, you are entitled to paternity leave from the first day of your assignment. You are entitled
to take up to two weeks' paternity leave following the birth or adoption of a child. This can be taken as either
one week or two consecutive weeks and must be taken within 52 weeks of the birth or placement.
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You should notify your consultant as early as possible of your intention to take paternity leave, and no later
than 15 weeks before the expected week of childbirth. You will need to confirm the expected due date,
whether you intend to take one or two weeks' leave, and your intended start date.

The agency recognises that from time to time employees may be unable to attend work due to illness or injury.
This policy sets out your obligations when absent, the support available to you, and how the agency manages
sickness absence fairly and consistently.

If you are unable to attend work due to sickness, you must firstly notify the Tipngo team on
absent@tipngo.co.uk confirming your name, reason for expected absence, job title, department and shift start
time no later than 1 hour before your normal start time. You should also notify your line manager as early as
possible and no later than 1 hour before your normal shift start time on the first day of absence. You should
contact your line manager directly by telephone where possible, rather than by text or email, unless otherwise
agreed. You should provide an indication of the nature of your illness and your expected return date. If your
absence continues, you should keep your line manager updated on a regular basis, at least every other day.

For the first seven days of sickness absence, you may self-certify your illness. If your absence extends beyond
seven consecutive calendar days, you must obtain a fit note from your GP or other authorised healthcare
professional and submit it to your line manager or the People team without delay. Fit notes may state that you
are either not fit for work, or may be fit for work with adjustments. Where a fit note indicates you may be fit
for work with support, the Company will discuss options with you such as reduced hours, amended duties, or a
phased return before treating you as unfit for work.

The agency monitors patterns of short-term absence and may hold an informal discussion with you where a
concerning pattern emerges, such as frequent single-day absences or absences consistently occurring on
particular days of the week. The purpose of such discussions is to understand any underlying issues and
provide appropriate support. Where absence continues at an unacceptable level, the agency may invoke its
disciplinary policy.

Where your absence extends beyond four consecutive weeks, the Company will make regular and reasonable
contact with you to maintain communication and discuss any support that may assist your recovery and
return. The Company may, with your consent, request a referral to occupational health for an independent
assessment of your fitness and any workplace adjustments that could support your return. The Company will
act on any occupational health recommendations where it is reasonable to do so. Where long-term absence
cannot be accommodated indefinitely, the Company will follow a fair process, including consultation with you,
before any decisions are made about your continued employment.

Absence due to sickness will be paid in line with the Employment Rights Act of 2025.

We have a zero-tolerance approach to any form of bullying, harassment, or discrimination and this includes
sexual harassment.

Harassment is any unwanted physical, verbal or non-verbal conduct that has the purpose or effect of violating
a person’s dignity or creating an intimidating, hostile, degrading, humiliating or offensive environment for that
person. A single incident of this nature can amount to harassment if sufficiently serious.
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Unlawful harassment may involve sexual harassment, or it may be related to any other of the Protected
Characteristics detailed in our Equal Opportunities policy (age, disability, gender reassignment, marital or civil
partner status, pregnancy or maternity, race, colour, nationality, ethnic or national origin, religion or belief, sex
or sexual orientation). The Company’s stance is that harassment is unacceptable, whether or not it is targeted
at any of these categories.

Examples of harassment may include but are not limited to:

Display or circulation of sexually suggestive material or material with racial overtones
Use of slang names for racial groups, or age groups, or for disabled persons
Professional or social exclusion

Unwanted physical conduct, such as touching, pinching, pushing and grabbing
Unwelcome sexual advances or suggestive behaviour;

Offensive comments about appearance or dress, innuendo or lewd comments
Leering, whistling or making sexually suggestive gestures

Gossip and speculation about someone’s sexual orientation or transgender status

Persistent suggestions to meet up socially after a person has made clear that they do not welcome

such suggestions

e Showing or sending offensive or pornographic material by any means (eg by text, video clip, email or
by posting on the internet or social media)

e Unwelcome sexual advances, propositions, suggestive remarks, or gender-related insults

Reporting Harassment at Work

You may be able to sort out matters informally. The person may not know that their behaviour is unwelcome
or upsetting, so an informal discussion may help them to understand the effects of their behaviour and agree
to change it. If you feel able to, tell the person what behaviour you find offensive and unwelcome, and say that
you would like it to stop immediately.

If the informal approach is not appropriate, or has not been successful, you should raise a formal grievance.

When raised as a grievance, we will investigate complaints in a timely, confidential and sensitive manner. The
investigation will be conducted where possible by someone with appropriate seniority and experience, and no
prior involvement in the complaint. Details of the investigation, and the names of the people involved, will only
be disclosed on a ‘need to know’ basis. We will consider whether any steps are necessary to manage the
ongoing working relationship between you and the person accused during the investigation.

We will always take any allegations seriously and handle them fairly, sensitively, and promptly. There are no
time constraints around reporting an incident of harassment as we know that it can take colleagues time to feel
comfortable to come forward, but we would encourage colleagues to come forward as soon as they can, so we
have the best chance of investigating and resolving the situation.

Issues of harassment may be raised to Alexandru Vornicescu or Valeria Vornicescu in person or via email.

Alexandru Vornicescu email address: alex.v@tipngo.co.uk

Valeria Vornicescu email address: office@tipngo.co.uk

Page | 8


mailto:alex.v@tipngo.co.uk
mailto:office@tipngo.co.uk

0000
o )
(s TIPNGO
Third Party Harassment at Work

As an agency worker, you may interact with hirers, their clients, customers, contractors, and members of the
public during your assignment. The agency takes seriously any harassment you may experience from these third
parties.

The agency takes steps to prevent harassment by customers, clients, contractors, and visitors. These steps
include but are not limited to:

Conducting risk assessments in events where workers are required to work alone
Ensuring customers issue their own harassment policy and training to staff and those working on their
site

® Signposting to whom issues of harassment should be raised within each of our client sites

On receiving a report of third-party harassment, the agency will liaise with the client to address the conduct,
which may include removing you from the assignment if your safety or wellbeing is at risk, seeking an alternative
placement, or taking formal steps with the hirer to address the behaviour. The client is expected to handle the
allegation of harassment in line with their harassment at work and disciplinary policy and procedures. Any
criminal acts will be reported to the police.

If the decision is that the allegation of harassment or victimisation is well founded, the harasser/victimiser will
be liable to disciplinary action in accordance with our disciplinary procedure up to, and including, summary
dismissal. An employee who receives a formal warning or who is dismissed for sexual harassment/victimisation
may appeal by using our disciplinary appeal procedure.

Team members who make complaints in good faith, or who participate in any investigation must not suffer any
form of retaliation or victimisation as a result. Any employee engaged in retaliation will be subject to
disciplinary action.

Workers are required to review, and attest to their understanding and compliance with this policy annually.
This policy will be reviewed and updated at least annually. Workers are required to complete anti-harassment
training annually.

The Agency is committed to providing a safe, healthy, and productive working environment for all employees.
The use of alcohol or drugs in a way that affects an individual's ability to work safely and effectively poses a
serious risk to that individual, their colleagues, clients, and members of the public. This policy sets out the
Agency's approach to alcohol and drug misuse and the standards of conduct expected of all employees and
workers.

The Agency has a zero-tolerance approach to the misuse of alcohol and drugs in the workplace. Workers must
not attend work, operate machinery or tools, drive for work purposes, or otherwise carry out their duties
whilst under the influence of alcohol or illegal drugs, or whilst impaired by prescription or over-the-counter
medication in a way that could affect their ability to work safely. Given the physical nature of warehouse and
logistics environments in which many of our workers are placed, the risk posed by impairment is particularly
acute and the Agency will take any breach of this policy extremely seriously.

Where a manager has reasonable grounds to believe that an employee is impaired at work, they should
remove the employee from the work area as discreetly as possible and ensure that the employee is not
permitted to drive or operate machinery. The manager should make a contemporaneous written record of
their observations. Depending on the circumstances, the manager may arrange for the employee to be
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escorted from the premises and offered a safe means of getting home. The Agency will then investigate in
accordance with its Disciplinary Policy before deciding on the appropriate course of action.

Where a positive test result is obtained, or where an employee admits to misuse, the Agency will consider the
full circumstances including the nature of the employee's role, the risk to safety, whether the employee has
sought help voluntarily, any underlying health issues, and any previous incidents, before reaching a decision on
what action to take.

Workers are required to review, and attest to their understanding and compliance with this policy annually.
This policy will be reviewed and updated at least annually.

This policy is designed to provide employees and workers with guidance on how to use social media ensuring
they remain ambassadors for the Agency.

The Agency recognises that social media is an integral part of modern life and that employees and workers use
a wide range of platforms in both their personal and professional lives.

Social media should not be accessed for personal use during working hours or whilst on an assignment at a
client site unless you have been specifically authorised to do so by your line manager or Agency leadership
team. Reasonable personal use during authorised breaks is permitted provided it does not interfere with your
duties, bring the Agency or hirer into disrepute, or breach any other provision of this policy. The Agency
reserves the right to monitor use of its systems and devices in accordance with its Data Protection Policy.

Whether posting on social media, employees and workers must ensure that their social media activity does not
damage the reputation of the Agency, its clients, or any individual connected with the business. You should
apply the same standards of behaviour online as you would be expected to apply in the workplace. In
particular, you must not post content that is defamatory, discriminatory, harassing, threatening, or otherwise
unlawful. You must not post content that could constitute bullying or harassment of a colleague, client, hirer,
or any other individual. You must not make derogatory or offensive comments about the Company, its
management, its clients, or any co-workers, whether named or identifiable. You must not share, repost, or
otherwise amplify content that violates any of the above standards.

You must not share, publish, or otherwise disclose any confidential information about the Agency, its clients,
its workers, or its business operations on social media. Confidential information includes but is not limited to
client names, commercial arrangements, pricing, business strategies, personnel matters, personal data about
colleagues or workers, and any information that has not been made publicly available by the Agency. This
obligation continues after your employment or engagement with the Agency ends.

You must not post photographs, videos, or other content taken on client premises without the express
permission of the hirer.

Only those individuals who have been specifically authorised to do so may post on behalf of the Company or in
a way that could be perceived as representing the Company's official position. If you are not authorised to
speak on the Company's behalf, you should make clear in any post that your views are personal and do not
represent those of your employer. You should use a disclaimer such as "views are my own" where your profile
or post identifies your connection to the Company.

Workers are required to review, and attest to their understanding and compliance with this policy annually.
This policy will be reviewed and updated at least annually.
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This policy is designed to ensure a safe and healthy working environment for all employees, agency workers,
and anyone else affected by its activities. This policy is written in accordance with the Health and Safety at
Work etc. Act 1974, the Management of Health and Safety at Work Regulations 1999, and all other relevant
legislation. It applies to all workers regardless of assignment duration and does not form part of your contract
of employment.

Most workers placed by the Agency are engaged in warehouse, logistics, and manual handling environments.
These settings carry specific risks, including manual handling, machinery, working at height, and vehicle
movements and health and so safety must be treated as a priority at all times.

Senior management holds overall responsibility for health and safety across the business with overall
responsibility held by Valeria Vornicescu. Day-to-day responsibility is delegated to designated managers and
supervisors, details of which are available from your agency representative. This policy will be reviewed at
least annually and following any significant incident or change in working practices.

The Agency will carry out risk assessments and take appropriate steps to eliminate or control identified risks.
Workers will not be placed in roles for which they have not received adequate instruction or training. Workers
will be informed of relevant health and safety arrangements at each client site before commencing an
assignment. All accidents, near misses, and dangerous occurrences will be investigated and appropriate
remedial action taken. The Agency will comply with its reporting obligations under RIDDOR 2013.

Where workers are placed on assignment, the hirer bears primary responsibility for day-to-day health and
safety on site. This includes providing a safe working environment, safe systems of work, adequate supervision,
appropriate PPE (provided by the HIRER apart from Safety Shoes and Hi Visibility Vests that are provided by
TIPNGO), and site-specific inductions. Agency workers are entitled to the same health and safety protections as
the hirer's direct employees. The Agency will not place workers with hirers who cannot demonstrate adequate
health and safety arrangements.

Every worker has a legal duty to take reasonable care of their own health and safety and that of others. In
practice this means you must follow all health and safety instructions and attend all inductions and training
provided. You must use PPE correctly, report any hazard, accident, or near miss to your supervisor
immediately, and must not undertake any task for which you have not been trained and authorised. You must
not operate machinery, equipment, or vehicles without specific authorisation, and must not work under the
influence of alcohol or drugs per the Alcohol and Drug Abuse Policy. Workers and employees must comply with
client site Health and Safety Policies and must comply with Agency issued guidance as far as processes relating
to health and safety.

Raise any health and safety concerns with your supervisor on site in the first instance. If it is not adequately
addressed, contact your agency representative immediately. You will not suffer any detriment for raising a
genuine health and safety concern. Workers have a statutory right to refuse work that they reasonably believe
poses a serious and imminent risk to their health or safety.

Workers are required to review, and attest to their understanding and compliance with this policy annually.
This policy will be reviewed and updated at least annually.
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The Company operates a strict policy on the use of personal mobile devices during working hours. This policy
applies to all employees, agency workers, and anyone working for or through the Company, including whilst on
assignment at a client site. It covers all personal mobile devices including mobile phones, smartphones,
smartwatches, and any other device capable of making or receiving calls, messages, or accessing the internet.

Personal mobile devices must not be used during working hours. This includes making or receiving calls,
sending or reading messages, using social media, browsing the internet, taking photographs or videos, or using
any application on your device. This restriction applies from the start of your shift until the end, including
during any period where you are on the warehouse floor, in a work area, or otherwise engaged in your duties.

The use of mobile devices during working hours poses a serious risk in warehouse and logistics environments.
Distraction caused by mobile phone use is a leading contributor to workplace accidents involving machinery,
vehicles, and manual handling. Compliance with this policy is therefore a health and safety matter as well as a
conduct matter.

You may use your personal mobile device during authorised rest breaks, provided you are in a designated rest
area and not in any operational or safety-critical area of the site. Mobile devices must be stored away securely
before returning to work at the end of your break.

The Agency recognises that there may be exceptional personal circumstances, such as a family emergency or a
serious medical situation where you need to remain contactable during working hours. In such circumstances,
you must notify your manager at the start of your shift and agree to an appropriate arrangement. Your
manager may permit you to keep your device on your person in silent mode and to step away from your work
area to take or make a call if necessary. This is an exception and not a general permission.

Workers with a medical condition that requires them to monitor or use a device during working hours should
inform their consultant before commencing their assignment so that a reasonable adjustment can be
considered.

Workers are required to review, and attest to their understanding and compliance with this policy annually.
This policy will be reviewed and updated at least annually.

This policy is designed to provide an employee or worker who considers that he or she has a grievance with an
opportunity to have it examined quickly and effectively, and where a grievance is deemed to exist, to have it
resolved, if possible, at the earliest practicable opportunity.

This policy is designed to deal with those issues that need to be approached on a more formal basis.
Informal resolution

The Agency encourages employees to resolve concerns informally in the first instance wherever possible.
Many issues can be resolved quickly and effectively through an open and honest conversation with your line
manager or a member of the TIPNGO team. If you have a concern, you should raise it with your line manager
as soon as possible so that it can be addressed before it escalates. If your complaint relates to your line
manager, you may raise it informally with a more senior manager or with any member of the TIPNGO
leadership team.
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The Company will always consider whether mediation may be appropriate to help resolve a dispute,
particularly where the complaint relates to a working relationship. Where both parties consent, a mediator or
external party may be appointed to help facilitate a resolution.

Formal grievance procedure

If informal resolution is not appropriate, or has not resolved your concern to your satisfaction, you may raise a
formal grievance. The following stages set out the process the Company will follow.

To raise a formal grievance you should set out your complaint in writing and submit it to your line manager or,
if the complaint involves your line manager, to a more senior manager. Additionally, the grievance may be
received by Alexandru. Your written grievance should explain the nature of your complaint, the relevant dates
and individuals involved, and the outcome you are seeking. You should submit your grievance as soon as
reasonably practicable after the matter arises.

On receipt of your written grievance, the Agency will invite you to attend a grievance meeting without
unreasonable delay, and usually within five working days of receiving your grievance. You will be given
reasonable notice of the meeting and sufficient time to prepare your case.

You have the statutory right to be accompanied at any formal grievance meeting by a work colleague or a
certified trade union representative of your choice. Your companion may address the meeting, sum up your
case, and confer with you, but may not answer questions on your behalf. If your chosen companion is not
available at the time proposed, you may suggest an alternative time within five working days of the original
meeting date.

The meeting will be conducted by a manager who has not previously been involved in the matter where
possible. The Agency may adjourn the meeting to carry out further investigation if necessary. You will be given
a reasonable opportunity to explain your grievance and to comment on any information provided.

Following the grievance meeting, the Company will inform you of its decision in writing, usually within five
working days, unless a more complex investigation is required. The written outcome will explain the Agency's
findings and any action it intends to take as a result. Where the investigation is likely to take longer, you will be
kept informed of progress and given an expected timescale.

If you are not satisfied with the outcome of your grievance, you have the right to appeal. You should submit
your appeal in writing, setting out the grounds for your appeal, within five working days of receiving the
written outcome. Grounds for appeal may include a belief that the procedure was not followed correctly, that
the decision was not supported by the evidence, or that new evidence has come to light.

Your appeal will be heard by a more senior manager who has not previously been involved in the matter,
where this is possible. The appeal meeting will be arranged without unreasonable delay and you will again
have the right to be accompanied. The outcome of the appeal will be confirmed in writing and is final. The
Company will have regard to any relevant findings when deciding any further action.

Workers are required to review, and attest to their understanding and compliance with this policy annually.
This policy will be reviewed and updated at least annually.

This policy is designed to help and encourage all employees to achieve and maintain standards of conduct,
attendance and job performance.
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The Agency aims to maintain a productive, respectful, and professional working environment. This policy sets
out the process the Agency will follow when it has concerns about a worker's conduct or behaviour at work.
The aim of this policy is not to punish, but to encourage improvement, ensure fairness, and provide a
consistent and transparent framework for dealing with disciplinary matters.

This policy applies to matters of conduct and behaviour, including but not limited to persistent unauthorised
absence, poor timekeeping, failure to follow reasonable instructions, breach of Agency policies, inappropriate
behaviour towards colleagues or clients, misuse of property or systems, and any other conduct that falls below
the standard the Agency reasonably expects.

Before any formal disciplinary action is taken in relation to this policy, the Agency will carry out a reasonable
investigation into the alleged misconduct. The purpose of the investigation is to establish the facts and to
gather sufficient information to enable a fair and informed decision to be reached. The investigation will be
conducted by a manager or other appropriate person who has had no prior involvement in the matter where
possible.

If the investigation reveals that there is a case to answer, the employee will be invited to attend a formal
disciplinary meeting. The invitation will be provided in writing and will set out the nature of the allegation, the
potential consequences of the meeting, and the employee's right to be accompanied. The employee will be
given reasonable notice of the meeting and will be provided with copies of any evidence that will be referred
to, allowing sufficient time to prepare.

You have the statutory right to be accompanied at any formal disciplinary meeting by a work colleague or a
certified trade union representative of your choice.

Following the disciplinary meeting, the Company will inform the employee of its decision in writing, usually
within five working days. There are five possible outcomes; no action taken, first written warning, final written
warning, dismissal for misconduct with notice, dismissal for gross misconduct without notice.

The following list is not exhaustive, but provides some examples of offences which may be regarded as gross
misconduct:

theft or fraud

physical violence

bullying

deliberate and serious damage to property

serious misuse of an organisation’s property or name
deliberately accessing internet sites containing pornographic, offensive or obscene material
serious insubordination

discrimination, harassment or victimisation

bringing the organisation into serious disrepute

causing loss, damage or injury through serious negligence
a serious breach of health and safety rules

a serious breach of confidence

The Agency will not tolerate any retaliation against an employee who has participated in a disciplinary
investigation, hearing, or appeal in good faith, whether as a witness or in any other capacity. Any worker found
to have subjected a colleague to retaliation will themselves be subject to disciplinary action, which may include
dismissal.
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Workers are required to review, and attest to their understanding and compliance with this policy annually.
This policy will be reviewed and updated at least annually.

The Agency is committed to promoting equality of opportunity for all employees and job applicants. We aim to
create a working environment in which all individuals are able to make the best use of their skills, free from
discrimination or harassment, and in which all decisions are based on merit.

The Agency will not discriminate unlawfully against any person on the grounds of any protected characteristic
as defined by the Equality Act 2010. The protected characteristics are age, disability, gender reassignment,
marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex, and sexual orientation.
This commitment applies to all aspects of employment including recruitment and selection, terms and
conditions of employment, access to training and development, promotion and career progression, and the
handling of grievances and disciplinary matters.

The overall responsibility for this policy rests with senior leadership, who are committed to ensuring its
effective implementation. All managers and supervisors are responsible for applying this policy consistently
and for ensuring that team members are treated fairly and with dignity. Every employee and worker has a
personal responsibility to comply with this policy, to treat colleagues, clients, and members of the public with
respect, and to challenge or report behaviour that they believe to be discriminatory or inappropriate. Any
employee who discriminates against, harasses, or victimises another person in breach of this policy may be
subject to disciplinary action in line with our disciplinary policy, up to and including dismissal.

Any employee who believes they have been subjected to discrimination, harassment, or victimisation should
report it promptly using the Agency's grievance policy and procedure. All complaints will be investigated
thoroughly, promptly, and in confidence. The Company will not tolerate any retaliation against an employee
who raises a concern in good faith. Employees may also contact the Equality and Human Rights Commission
(EHRC) or ACAS for independent advice.

If the decision is that breach of this policy is well founded, the individual in breach will be liable to disciplinary
action in accordance with our disciplinary procedure up to, and including, summary dismissal.

Team members who make complaints in good faith, or who participate in any investigation must not suffer any
form of retaliation or victimisation as a result. Any employee engaged in retaliation will be subject to
disciplinary action.

Workers are required to review, and attest to their understanding and compliance with this policy annually.
This policy will be reviewed and updated at least annually.

The Agency is committed to protecting the personal data of its workers, clients, job applicants, and all other
individuals whose information it holds or processes. This policy sets out how the Agency collects, uses, stores,
shares, and protects personal data in accordance with the UK General Data Protection Regulation (UK GDPR)
and the Data Protection Act 2018.

All employees, managers, workers and anyone acting on behalf of the Agency are required to read,
understand, and comply with this policy. Failure to do so may result in disciplinary action and, in serious cases,
may expose both the individual and the Agency to significant legal liability.
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The Agency is a recruitment agency supplying temporary and permanent workers to warehouse and logistics
clients across the UK. In the course of our business we collect and process significant volumes of personal data
relating to workers, candidates, and client contacts. The Agency acts as a data controller in respect of the
personal data it holds and is registered with the Information Commissioner's Office (1CO).

In the course of recruiting and supplying workers, the Agency may collect and process the following categories
of personal data.

In relation to workers and candidates, this includes full name, contact details including address, telephone
number and email address, date of birth, National Insurance number, proof of right to work in the UK, bank
account details for payroll purposes, emergency contact details, employment history and references, skills,
qualifications and training records, details of any disciplinary or conduct issues arising during an assignment,
attendance and timekeeping records, CCTV images captured at client sites where applicable, and details of
accidents or incidents at work. The Agency may also process health information to assess fitness for work or to
make reasonable adjustments.

In relation to client contacts, this includes name, job title, business address, telephone number, and email
address, together with any information exchanged in the course of managing the commercial relationship.

The Company will only process personal data where it has a lawful basis for doing so.

The Company will not retain personal data for longer than is necessary for the purposes for which it was
collected. The following retention periods apply as a general guide, although specific circumstances may
warrant longer or shorter retention in individual cases.

Worker and candidate records will be retained for a period of six years from the end of the last assignment or
the last contact with the individual, to cover the Company's obligations in relation to employment disputes, tax
audits, and contractual claims. Payroll records including tax and National Insurance documentation will be
retained for six years in accordance with HMRC requirements. Right to work documentation will be retained
for two years following the end of the assignment in accordance with the Immigration, Asylum and Nationality
Act 2006. Accident and incident records will be retained for a minimum of three years in accordance with
RIDDOR requirements, and longer where the incident involves a child or results in litigation. Health records
relating to exposure to hazardous substances will be retained for forty years from the date of the last entry.

Personal data that is no longer required will be securely deleted or destroyed.

Workers are required to review, and attest to their understanding and compliance with this policy annually.
This policy will be reviewed and updated at least annually.

For the avoidance of doubt, you must observe and comply with current law and legislation governing the
country and area you are working in at all times regardless of the content of this handbook.

While care has been taken to ensure that information contained in these publications is true and correct at the
time of publication, changes in law/legislation and circumstances after the time of publication may impact on
the accuracy of this information.

The agency gives no warranty or assurance and makes no representation as to the accuracy or reliability of any
information or advice contained in this handbook, or that it is suitable for your intended use.
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You must read and understand the Agency Worker and Employee Handbook.

The Handbook is not a contract for services and should not be deemed as such.

Signed by Octavian Ciobanu

Director TIPNGO

OC7AVNIAN CNOBIN

Signed by Valeria Vornicescu

Director TIPNGO
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