THOMAS ARMSTRONG (HOLDIN LIMITED GROUP OF MPANIE

EQUAL OPPORTUNITIES & DIGNITY AT WORK POLICY

1. Policy Statement

The Company isan equd opportunity employer and is fully committed to apolicy of treaing all of
its employees and job applicants equdly. The Conpany will avoid unlawful discrimination in all
agoects of employment including recruitment and sdection, promotion, transfer, opportunities for
training, pay and benefits, other terms of employmert, disdpling sdedion for redundancy and
dismissal.

The Company will takeall reasonable stepsto ermploy, train and promote enmployees on the bags of
their experience ahlities and qualifications without regard to age, disability, gender reassignmert,
marriage and civil partnership, pregnancy and matemity, race (including colour, nationality and
ethnic or national origing), rdigion or belief, sex or sexud orientation. In this pdlicy, these are
known asthe “proteded charadteristics’.

The Company will also teke all reasonable steps to provide a work environment in which all
employees are treated with respect and dignity and thet is free from harassment and bullying based
upon age, disability, gender reassignmert, race (including colour, nationality and ethnic or nationel
origing, religion or belief, sex or sexud orientation. In this padlicy, these are known as the “arti-
harassment proteded charaderistics’. All employees are responsible for conducting themsdves in
accordance with this palicy. The Company will not condone or tolerate any form of harassment,
whether engaged in by employees or by outdde third parties who do busness with the Company,
suchasclients customers, contractorsand suppliers.

Employees have aduty to co-operae with the Company to make surethet this palicy is effedtivein
ersuring equd opportunities and in preventing disarimination, harassment or bullying. Action will
be taken under the Company’ s disdplinary procedure aganst any employee who is found to have
committed an act of improper or unlawful discrimination, harassment, bullying or intimidation.
Serious breaches of this equd opportunities and dignity at work statemert will be treded as
patertial gross misconduct and could render the enployee liable to summary dismissal. Employees
should also bea in mind that they can be held pesoraly liable for any act of unlawful
disarimination or harassment. Employees who commit sarious ads of harassment may also be
guilty of acrimind offence

Y ou should draw the attention of your supervisor to suspeded disariminatory ads or pradices or
suspeded cases of harassment or bullying. Y ou mug not victimise or retdiate against an employee
who has made allegations or complaints of disariminaion or harassment or who has provided
information about such disarimination or harassment. Such behaviour will be tregsted as potertial
gross misconduct in accordance with the Company’ s disaplinary procedure. You should support
calleagueswho suffer such treatment and are making a corrplaint.

The Company will also take appropriate action against any third parties who are found to
have committed an act of improper or unlawful harassment against its employees.



2. Definitions

Direct disariminaion occurswhen, because of one of the protedted charaderistics a job applicant or
an employeeis treated less favourably than other job applicants or employees are treated or would
betregted.

The Company will take all reasonable steps to eliminate direct disariminaion in all agpects of
employment

Indirect disarimination occurs when it applies to all job applicants or employees but which is
disoriminatory in itseffed on, for example, one paticular sex or recial group.

Indirect disariminaion occurs when applied to an applicant or enployee a Provision Criteria or
Pradice (PCP) whichisdisariminaory in rdationto a‘ protedted cheraderistic’.

The Company will teke all reasonable steps to eliminate indirect disarimingtion in all agects of
employment

3. Recruitment and Sdedion

The recruitment process is designed to ersure the mos appropriate person is sdeded by an
objedtive assessment of rdevant experience ahility and qualificaionsin consideration of the job
desription.. The Company is committed to applying its equad oppartunities policy statemert at all
stagesof recrutment and sdection.

Advertisaments will am to postively encourage applications from all suitaby qualified and
expaienced people. The Conpany will ensure that advertisements will not be confined to those
aress or publications which would exclude or disproportionately reduce the numbers of applicants
with a particular protedted charaderistic. The Company will also avoid setting any unnecessary
provisions or criteria which would exclude a higher proportion of applicants with a particular
proteded charaderistic.

With disabled job applicants the Company will have regard to its duty to make reasonable
adiugmentsto work provisions, criteriaand pradices or to physicd feaures of work premises or to
provide auxiliary aids or sarvices in order to ersure that the disebled person is not placed at a
subgantial disadvantagein conparison with personswho are not disabled

The Company is committed to applying its Equd Opportunities Palicy Statemernt at all stages of
recruitment and sdection.

4 Training, Devdopment and Promotion

The Company encourages the development of professional skills which are of the benefit to both
the various Companies as wdl as the individual members of staff. The Company supports the
training and development of employeesto enalde themto perform their duties effectively.

All employees will have access to training programmes development of skills and promotion
opportunity without exclusion.



5 Monitaring and Review

The operation of this Palicy will be reviewed by the Personnel Manager on an annud basis n order
to develop adtion programmes wherever necessary to overcome inequalities and to assesswhether
equd opportunity and dignity at work are being achieved.

The Thomas Armstrong (Holdings) Limited group of companies wish it be known as an Equal
Oppartunity Employer be the community as a whole and by its customers and clients and other
Employers.

M JBaliff
Group Personnel M anager
7 Jdy 2011



