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INTELLIGENT INFRASTRUCTURES

Privacy Policy

This privacy policy sets out how Scenariio Ltd uses and protects any information that you give
Scenariio Ltd when you use our website www.scenariio.com . Scenariio Ltd are committed to

conserving the privacy and security of customers and any third-party information.

The EU General Data Protection Regulation (“GDPR") came into force across the European Union on
25th May 2018 and brought with it the most significant changes to data protection law in two
decades. Based on privacy by design and taking a risk-based approach, the GDPR has been designed

to meet the requirements of the digital age.

The 21st Century brings with it broader use of technology, new definitions of what constitutes
personal data, and a vast increase in cross-border processing. The new Regulation aims to
standardise data protection laws and processing across the EU; affording individuals stronger, more

consistent rights to access and control their personal information.

Scenariio Ltd is committed to ensuring that your privacy is protected. Should we ask you to provide
certain information by which you can be identified when using this website, then you can be assured
that it will only be used in accordance with this privacy statement. We have always had a robust and
effective data protection program in place which complies with existing law and abides by the data
protection principles. We have updated and expanded this program to meet the demands of the
GDPR and the UK's Data Protection Bill.

We are dedicated to safeguarding the personal information under our remit and in maintaining a
data protection regime that is effective, fit for purpose and demonstrates an understanding of, and

appreciation for the new Regulation.

We may collect the following information:

* name and job title

« contact information including email address

« demographic information such as postcode, preferences and interests

« other information relevant to customer surveys and/or offers



We require this information to understand your needs and provide you with a better service, and in

particular for the following reasons:
* Internal record keeping.
« We may use the information to improve our products and services.

« We may periodically send promotional emails about new products, special offers or other
information which we think you may find interesting using the email address which you have

provided.

« From time to time, we may also use your information to contact you for market research purposes.
We may contact you by email, phone, fax or mail. We may use the information to customise the

website according to your interests.

We are committed to ensuring that your information is secure. In order to prevent unauthorised
access or disclosure, we have put in place suitable physical, electronic and managerial procedures to

safeguard and secure the information we collect online.

A cookie is a small file which asks permission to be placed on your computer’s hard drive. Once you
agree, the file is added and the cookie helps analyse web traffic or lets you know when you visit a
particular site. Cookies allow web applications to respond to you as an individual. The web
application can tailor its operations to your needs, likes and dislikes by gathering and remembering

information about your preferences.

We use traffic log cookies to identify which pages are being used. This helps us analyse data about
web page traffic and improve our website in order to tailor it to customer needs. We only use this

information for statistical analysis purposes and then the data is removed from the system.

Overall, cookies help us provide you with a better website, by enabling us to monitor which pages
you find useful and which you do not. A cookie in no way gives us access to your computer or any

information about you, other than the data you choose to share with us.

You can choose to accept or decline cookies. Most web browsers automatically accept cookies, but
you can usually modify your browser setting to decline cookies if you prefer. This may prevent you

from taking full advantage of the website.

Our website may contain links to other websites of interest. However, once you have used these links

to leave our site, you should note that we do not have any control over that other website. Therefore,



we cannot be responsible for the protection and privacy of any information which you provide whilst
visiting such sites and such sites are not governed by this privacy statement. You should exercise

caution and look at the privacy statement applicable to the website in question.
You may choose to restrict the collection or use of your personal information in the following ways:

« whenever you are asked to fill in a form on the website, look for the box that you can click to

indicate that you do not want the information to be used by anybody for direct marketing purposes.

« if you have previously agreed to us using your personal information for direct marketing purposes,

you may change your mind at any time by writing to or emailing us at info@scenariio.com.

We will not sell, distribute or lease your personal information to third parties unless we have your
permission or are required by law to do so. We may use your personal information to send you
promotional information about third parties which we think you may find interesting if you tell us

that you wish this to happen.

You may request details of personal information which we hold about you under the Data Protection
Act 1998. A small fee will be payable. If you would like a copy of the information held on you please
write to Scenariio, Marble Hall, Nightingale Road, Derby, DE24 8BF.

If you believe that any information we are holding on you is incorrect or incomplete, please write to
or email us as soon as possible, at the above address. We will promptly correct any information

found to be incorrect.

This statement will be communicated throughout the organisation and to all interested parties. It will

be reviewed periodically to ensure the continuing success of Scenariio Ltd.

Scenariio Ltd may change this policy from time to time by updating this page. You should check this
page from time to time to ensure that you are happy with any changes. This policy is effective from
22nd May 2018.

Website Usage Terms and Conditions

Welcome to our website. If you continue to browse and use this website, you are agreeing to comply
with and be bound by the following terms and conditions of use, which together with our privacy
policy govern Scenariio Ltd's relationship with you in relation to this website. If you disagree with any

part of these terms and conditions, please do not use our website.



The term ‘Scenariio Ltd" or ‘us’ or ‘we’ refers to the owner of the website whose registered office is St
Helens House, King Street, Cathedral Quarter, Derby DE1 3EE. Our company registration number is

8779586, United Kingdom. The term "you' refers to the user or viewer of our website.

The content of the pages of this website is for your general information and use only. It is subject to
change without notice.

e This website uses cookies to monitor browsing preferences. If you do allow cookies to be
used, the following personal information may be stored by us for use by third parties.

e Neither we nor any third parties provide any warranty or guarantee as to the accuracy,
timeliness, performance, completeness or suitability of the information and materials found
or offered on this website for any particular purpose. You acknowledge that such information
and materials may contain inaccuracies or errors and we expressly exclude liability for any
such inaccuracies or errors to the fullest extent permitted by law.

e Your use of any information or materials on this website is entirely at your own risk, for which
we shall not be liable. It shall be your own responsibility to ensure that any products, services
or information available through this website meet your specific requirements.

e This website contains material which is owned by or licensed to us. This material includes, but
is not limited to, the design, layout, look, appearance and graphics. Reproduction is
prohibited other than in accordance with the copyright notice, which forms part of these
terms and conditions.

e All trademarks reproduced in this website, which are not the property of, or licensed to the
operator, are acknowledged on the website.

e Unauthorised use of this website may give rise to a claim for damages and/or be a criminal
offence.

From time to time, this website may also include links to other websites. These links are provided for
your convenience to provide further information. They do not signify that we endorse the website(s).

We have no responsibility for the content of the linked website(s).

e Your use of this website and any dispute arising out of such use of the website is subject to

the laws of England, Northern Ireland, Scotland and Wales.

Website disclaimer



The information contained in this website is for general information purposes only. The information
is provided by Scenariio Ltd and while we endeavour to keep the information up to date and correct,
we make no representations or warranties of any kind, express or implied, about the completeness,
accuracy, reliability, suitability or availability with respect to the website or the information, products,
services, or related graphics contained on the website for any purpose. Any reliance you place on

such information is therefore strictly at your own risk.

In no event will we be liable for any loss or damage including without limitation, indirect or
consequential loss or damage, or any loss or damage whatsoever arising from loss of data or profits

arising out of, or in connection with, the use of this website.

Through this website you are able to link to other websites which are not under the control of
Scenariio Ltd. We have no control over the nature, content and availability of those sites. The
inclusion of any links does not necessarily imply a recommendation or endorse the views expressed

within them.

Every effort is made to keep the website up and running smoothly. However, Scenariio Ltd takes no
responsibility for, and will not be liable for, the website being temporarily unavailable due to

technical issues beyond our control.

Copyright notice

This website and its content is copyright of Scenariio Ltd — ©Scenariio Ltd 2013. All rights reserved.

Any redistribution or reproduction of part or all of the contents in any form is prohibited other than

the following:

You may print or download to a local hard disk extracts for your personal and non-commercial use
only
You may copy the content to individual third parties for their personal use, but only if you

acknowledge the website as the source of the material

You may not, except with our express written permission, distribute or commercially exploit the
content. Nor may you transmit it or store it in any other website or other form of electronic retrieval

system.



Modern Slavery Statement

This statement is made pursuant to section 54(1) of the Modern Slavery Act 2015 and sets out the
steps that Scenariio Ltd has taken and is continuing to take to ensure that modern slavery or human

trafficking is not taking place within our business or supply chain.

Modern slavery encompasses slavery, servitude, human trafficking and forced labour. Scenariio Ltd
has a zero-tolerance approach to any form of modern slavery. We are committed to acting ethically
and with integrity and transparency in all business dealings and to putting effective systems and
controls in place to safeguard against any form of modern slavery taking place within the business or

our supply chain.

Scenariio Ltd are trusted advisors specialising in the design, supply and installation of infrastructure
solutions within a variety of industries. This includes installation of structured cabling solutions,
intelligent lighting, data centres and associated professional services. Scenariio Ltd has a head office
in Derby with our area of operation covering the UK and mainland Europe with suppliers from the

UK, Europe and America.

We operate using a network of qualified and competent sub-contractors. Scenariio have a thorough
sub-contractor approval process to ensure that any person completing work under our name has the
legal right to work within the UK and is properly trained and supervised on site. This process is

regularly reviewed to ensure that modern slavery is not taking place without our area of operation.

We operate a number of internal policies to ensure that we are conducting business in an ethical

and transparent manner. These include:

1. Anti-slavery policy. This policy sets out the organisation’s stance on modern slavery and
explains how employees can identify any instances of this and where they can go for help.

2. Recruitment policy. We operate a robust recruitment policy, including conducting eligibility
to work in the UK checks for all employees to safeguard against human trafficking or
individuals being forced to work against their will.

3. Sub-contractor approval process. We operate a robust approval policy, including conducting
eligibility to work in the UK checks for all contractors to safeguard against human trafficking
or individuals being forced to work against their will.

4. Whistleblowing policy. We operate a whistleblowing policy so that all employees know that
they can raise concerns about how colleagues are being treated, or practices within our
business or supply chain, without fear of reprisals.

5. Code of business conduct. This code explains the manner in which we behave as an
organisation and how we expect our employees and suppliers to act.



Scenariio Ltd operates a supplier policy and maintains a preferred supplier list. We conduct due
diligence on all suppliers before allowing them to become a preferred supplier. This due diligence
includes an online search to ensure that particular organisation has never been convicted of offenses
relating to modern slavery. Our anti-slavery policy forms part of our contract with all suppliers and

they are required to confirm that no part of their business operations contradicts this policy.

In addition to the above, as part of our contract with suppliers, we require that they confirm to us
that:

1. They have taken steps to eradicate modern slavery within their business

2. They hold their own suppliers to account over modern slavery

3. (For UK based suppliers) They pay their employees at least the national minimum wage /
national living wage (as appropriate)

4. (For international suppliers) They pay their employees any prevailing minimum wage
applicable within their country of operations

5. We may terminate the contract at any time should any instances of modern slavery come to
light

We regularly conduct training for our employees so that they understand the signs of modern

slavery and what to do if they suspect that it is taking place within our supply chain.

We will know the effectiveness of the steps that we are taking to ensure that slavery and/or human

trafficking is not taking place within our business or supply chain if:

e No reports are received from employees, the public, or law enforcement agencies to indicate
that modern slavery practices have been identified.

Anti-Bribery Policy

One of the Company's core values is to uphold responsible and fair business practices. It is
committed to promoting and maintaining the highest level of ethical standards in relation to all its
business activities. Its reputation for maintaining lawful business practices is of paramount
importance and this policy is designed to preserve these values. The Company therefore has a zero-
tolerance policy towards bribery and corruption and is committed to acting fairly and with integrity
in all of its business dealings and relationships and implementing and enforcing effective systems to

counter bribery.



This policy sets out the Company’s position on any form of bribery and corruption and provides

guidelines aimed at:

e ensuring compliance with anti-bribery laws, rules and regulations, not just within the UK but
in any other country within which the Company may carry out its business or in relation to
which its business may be connected

e enabling employees and persons associated with the Company to understand the risks
associated with bribery and to encourage them to be vigilant and effectively recognise,
prevent and report any wrongdoing, whether by themselves or others

e providing suitable and secure reporting and communication channels and ensuring that any
information that is reported is properly and effectively dealt with

e creating and maintaining a rigorous and effective framework for dealing with any suspected
instances of bribery or corruption.

This policy applies to all permanent and temporary employees of the Company (including any of its
intermediaries, subsidiaries or associated companies). It also applies to any individual or corporate
entity associated with the Company or who performs functions in relation to, or for and on behalf of,
the Company, including, but not limited to, directors, agency workers, casual workers, contractors,
consultants, seconded staff, agents, suppliers and sponsors (“associated persons”). All employees and

associated persons are expected to adhere to the principles set out in this policy.

The UK legislation on which this policy is based is the Bribery Act 2010 and it applies to the
Company'’s conduct both in the UK and abroad. A bribe is an inducement or reward offered,

promised or provided to gain any commercial, contractual, regulatory or personal advantage.

It is an offence in the UK to:

e offer, promise or give a financial or other advantage to another person (i.e. bribe a person),
whether within the UK or abroad, with the intention of inducing or rewarding improper
conduct

e request, agree to receive or accept a financial or other advantage (i.e. receive a bribe) for or
in relation to improper conduct

e bribe a foreign public official.

You can be held personally liable for any such offence.

It is also an offence in the UK for an employee or an associated person to bribe another person while
doing business intending either to obtain or retain business, or to obtain or retain an advantage in
the conduct of business, for the Company. The Company can be liable for this offence where it has
failed to prevent such bribery by associated persons. As well as an unlimited fine, it could suffer

substantial reputational damage.

All employees and associated persons are required to:



e comply with any anti-bribery and anti-corruption legislation that applies in any jurisdiction in
any part of the world in which they might be expected to conduct business

e act honestly, responsibly and with integrity

e safeguard and uphold the Company’s core values by operating in an ethical, professional and
lawful manner at all times.

Bribery of any kind is strictly prohibited. Under no circumstances should any provision be made,
money set aside, or accounts created for the purposes of facilitating the payment or receipt of a
bribe.

The Company recognises that industry practices may vary from country to country or from culture to
culture. What is considered unacceptable in one place may be normal or usual practice in another.
Nevertheless, a strict adherence to the guidelines set out in this policy is expected of all employees
and associated persons at all times. If in doubt as to what might amount to bribery or what might
constitute a breach of this policy, refer the matter to your line manager or to the Company’s Anti-

Corruption Officer.

For the Company’s rules and procedures in relation to the receipt of business gifts from third parties
and corporate hospitality offered to or received from third parties, please refer to the Company’s
gifts from clients/suppliers policy and its corporate hospitality policy. They form part of the

Company'’s zero tolerance policy towards bribery and they should be read in conjunction with this
policy.

The giving of business gifts to clients, customers, contractors and suppliers is not prohibited

provided the following requirements are met:

e the gift is not made with the intention of influencing a third party to obtain or retain business
or a business advantage, or to reward the provision or retention of business or a business
advantage

e it complies with local laws

e itis given in the Company’s name, not in the giver's personal name

e it does not include cash or a cash equivalent (such as gift vouchers)

e itis of an appropriate and reasonable type and value and given at an appropriate time

e it is given openly, not secretly

e itis approved in advance by a director of the Company.

In summary, it is not acceptable to give, promise to give, or offer, a payment, gift or hospitality with
the expectation or hope that a business advantage will be received, or to reward a business
advantage already given, or to accept a payment, gift or hospitality from a third party that you know
or suspect is offered or provided with the expectation that it will obtain a business advantage for

them.



Any payment or gift to a public official or other person to secure or accelerate the prompt or proper
performance of a routine government procedure or process, otherwise known as a “facilitation
payment”, is also strictly prohibited. Facilitation payments are not commonly paid in the UK but they

are common in some other jurisdictions.

It is the contractual duty and responsibility of all employees and associated persons to take whatever
reasonable steps are necessary to ensure compliance with this policy and to prevent, detect and
report any suspected bribery or corruption in accordance with the procedure set out in the
Company's disclosures in the public interest policy. You must immediately disclose to the Company
any knowledge or suspicion you may have that you, or any other employee or associated person, has
plans to offer, promise or give a bribe or to request, agree to receive or accept a bribe about the
business of the Company. For the avoidance of doubt, this includes reporting your own wrongdoing.
The duty to prevent, detect and report any incident of bribery and any potential risks rests not only

with the directors of the Company but applies equally to all employees and associated persons.

The Company encourages all employees and associated persons to be vigilant and to report any
unlawful conduct, suspicions or concerns promptly and without undue delay so that investigation
may proceed and any action can be taken expeditiously. If you wish to report an instance or
suspected instance of bribery, you should follow the steps set out in the Company’s disclosures in
the public interest policy. Confidentiality will be maintained during the investigation to the extent
that this is practical and appropriate in the circumstances. The Company is committed to taking
appropriate action against bribery and corruption. This could include either reporting the matter to
an appropriate external government department, regulatory agency or the police and/or taking
internal disciplinary action against relevant employees and/or terminating contracts with associated

persons.

The Company will support anyone who raises genuine concerns in good faith under this policy, even
if they turn out to be mistaken. It is also committed to ensuring nobody suffers any detrimental

treatment because of refusing to take part in bribery or corruption, or because of reporting in good
faith their suspicion that an actual or potential bribery or corruption offence has taken place or may

take place in the future.

All accounts, receipts, invoices and other documents and records relating to dealings with third
parties must be prepared and maintained with strict accuracy and completeness. No accounts must

be kept “off the record” to facilitate or conceal improper payments.



A breach of any of the provisions of this policy will constitute a disciplinary offence and will be dealt
with in accordance with the Company’s disciplinary procedure. Depending on the gravity of the
offence, it may be treated as gross misconduct and could render the employee liable to summary
dismissal. As far as associated persons are concerned, a breach of this policy could lead to the

suspension or termination of any relevant contract, sub-contract or other agreement.

The Company'’s Anti-Corruption Officer has lead responsibility for ensuring compliance with this
policy and will review its contents on a regular basis. They will be responsible for monitoring its

effectiveness and will provide regular reports in this regard to the directors of the Company who
have overall responsibility for ensuring this policy complies with the Company’s legal and ethical

obligations.

The Company will provide training to all employees to help them understand their duties and
responsibilities under this policy. The Company's zero tolerance approach to bribery will also be
communicated to all business partners at the outset of the business relationship with them and as

appropriate thereafter.

The following is a non-exhaustive list of possible issues which raise bribery concerns and which you

should report in accordance with the reporting procedure set out above:

e athird party insists on receiving a commission or fee before committing to signing a contract
with the Company, or carrying out a government function or process for the Company

e athird party requests payment in cash, or refuses to sign a formal commission or fee
agreement, or to provide an invoice or receipt for a payment made

e athird party requests an unexpected additional commission or fee to facilitate a service

e athird party demands lavish, extraordinary or excessive gifts or hospitality before
commencing or continuing contractual negotiations or provision of services

e you are offered an unusually lavish, extraordinary or excessive gift or hospitality by a third
party

e you receive an invoice from a third party that appears to be non-standard or extraordinary

e the Company is invoiced for a commission or fee payment that appears large given the
service stated to have been provided.

Equal Opportunities Policy

The Company is an equal opportunity employer and is fully committed to a policy of treating all its
employees and job applicants equally. The Company will avoid unlawful discrimination in all aspects
of employment including recruitment and selection, promotion, transfer, opportunities for training,

pay and benefits, other terms of employment, discipline, selection for redundancy and dismissal.



The Company will take all reasonable steps to employ, train and promote employees based on their
experience, abilities and qualifications without regard to age, disability, gender reassignment,
marriage and civil partnership, pregnancy and maternity, race (including colour, nationality and
ethnic or national origins), religion or belief, sex or sexual orientation. In this policy, these are known

as the "protected characteristics”.

Employees have a duty to co-operate with the Company to make sure that this policy is effective in
ensuring equal opportunities and in preventing discrimination. Action will be taken under the
Company'’s disciplinary procedure against any employee who is found to have committed an act of
improper or unlawful discrimination. Serious breaches of this equal opportunities policy statement
will be treated as potential gross misconduct and could render the employee liable to summary
dismissal. Employees should bear in mind that they can be held personally liable for any act of

unlawful discrimination.

You should draw the attention of your line manager to suspected discriminatory acts or practices.
You must not victimise or retaliate against an employee who has made allegations or complaints of
discrimination or who has provided information about such discrimination. Such behaviour will be
treated as potential gross misconduct in accordance with the Company’s disciplinary procedure. You

should support colleagues who suffer such treatment and are making a complaint.

The Company has a separate dignity at work policy statement which deals with harassment, bullying

and intimidation and sets out how complaints of that type will be dealt with.

Direct discrimination occurs when, because of one of the protected characteristics, a job applicant or
an employee is treated less favourably than other job applicants or employees are treated or would

be treated.

The treatment will still amount to direct discrimination even if it is based on the protected

characteristic of a third party with whom the job applicant or employee is associated and not on the
job applicant’s or employee’s own protected characteristic. In addition, it can include cases where it
is perceived that a job applicant or an employee has a protected characteristic when in fact they do

not.

Discrimination after employment is also unlawful if it arises out of and is closely connected to the
employment relationship, for example refusing to give a reference or providing an unfavourable

reference for a reason related to one of the protected characteristics.



The Company will take all reasonable steps to eliminate direct discrimination in all aspects of

employment.

Indirect discrimination is treatment that may be equal in the sense that it applies to all job applicants

or employees but which is discriminatory in its effect on, for example, one sex or racial group.

Indirect discrimination occurs when there is applied to the job applicant or employee a provision,
criterion or practice (PCP) which is discriminatory in relation to a protected characteristic of the job
applicant’s or employee’s. A PCP is discriminatory in relation to a protected characteristic of the job
applicant’s or employee’s if:
e itis applied, or would be applied, to persons with whom the job applicant or employee does
not share the protected characteristic
e the PCP puts, or would put, persons with whom the job applicant or employee shares the
protected characteristic at a disadvantage when compared with persons with whom the job
applicant or employee does not share it
e it puts, or would put, the job applicant or employee at that disadvantage, and
e it cannot be shown by the Company to be a proportionate means of achieving a legitimate
aim.
The Company will take all reasonable steps to eliminate indirect discrimination in all aspects of

employment. Responsibilities and Reporting Procedure

It is the contractual duty and responsibility of all employees and associated persons to take whatever
reasonable steps are necessary to ensure compliance with this policy and to prevent, detect and
report any suspected bribery or corruption in accordance with the procedure set out in the
Company's disclosures in the public interest policy. You must immediately disclose to the Company
any knowledge or suspicion you may have that you, or any other employee or associated person, has
plans to offer, promise or give a bribe or to request, agree to receive or accept a bribe about the
business of the Company. For the avoidance of doubt, this includes reporting your own wrongdoing.
The duty to prevent, detect and report any incident of bribery and any potential risks rests not only

with the directors of the Company but applies equally to all employees and associated persons.

The Company encourages all employees and associated persons to be vigilant and to report any
unlawful conduct, suspicions or concerns promptly and without undue delay so that investigation
may proceed and any action can be taken expeditiously. If you wish to report an instance or
suspected instance of bribery, you should follow the steps set out in the Company'’s disclosures in
the public interest policy. Confidentiality will be maintained during the investigation to the extent
that this is practical and appropriate in the circumstances. The Company is committed to taking

appropriate action against bribery and corruption. This could include either reporting the matter to



an appropriate external government department, regulatory agency or the police and/or taking
internal disciplinary action against relevant employees and/or terminating contracts with associated

persons.

The Company will support anyone who raises genuine concerns in good faith under this policy, even
if they turn out to be mistaken. It is also committed to ensuring nobody suffers any detrimental
treatment because of refusing to take part in bribery or corruption, or because of reporting in good
faith their suspicion that an actual or potential bribery or corruption offence has taken place or may

take place in the future.

Victimisation occurs when an employee is subjected to a detriment, such as being denied a training
opportunity or a promotion, because they have raised or supported a grievance or complaint of
unlawful discrimination, or because they have issued employment tribunal proceedings for unlawful
discrimination or they have given evidence about unlawful discrimination proceedings brought by
another employee. However, an employee is not protected if they give false evidence or information,

or make a false allegation, and they do so in bad faith.

Post-employment victimisation is also unlawful, for example refusing to give a reference or providing
an unfavourable reference because the former employee has done one of the protected acts set out

above.

The Company will take all reasonable steps to eliminate victimisation in all aspects of employment.

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

selection.

Advertisements will aim to positively encourage applications from all suitably qualified and
experienced people. When advertising job vacancies, to attract applications from all sections of the

community, the Company will, as far as reasonably practicable:

1. Ensure advertisements are not confined to those areas or publications which would exclude
or disproportionately reduce the numbers of applicants with a protected characteristic.

2. Avoid setting any unnecessary provisions or criteria which would exclude a higher proportion
of applicants with a protected characteristic.



Where vacancies may be filled by promotion or transfer, they will be published to all eligible
employees in such a way that they do not restrict applications from employees with a protected

characteristic.

However, where, having regard to the nature and context of the work, having a protected
characteristic is an occupational requirement and that occupational requirement is a proportionate
means of achieving a legitimate aim, the Company will apply that requirement to the job role and

this may therefore be specified in the advertisement.

The selection process will be carried out consistently for all jobs at all levels. All applications will be
processed in the same way. The staff responsible for short-listing, interviewing and selecting
candidates will be clearly informed of the selection criteria and of the need for their consistent
application. Person specifications and job descriptions will be limited to those requirements that are
necessary for the effective performance of the job. Wherever possible, all applicants will be
interviewed by at least two interviewers and all questions asked of the applicants will relate to the
requirements of the job. The selection of new staff will be based on the job requirements and the

individual's suitability and ability to do, or to train for, the job in question.

With disabled job applicants, the Company will have regard to its duty to make reasonable
adjustments to work provisions, criteria and practices or to physical features of work premises or to
provide auxiliary aids or services to ensure that the disabled person is not placed at a substantial

disadvantage in comparison with persons who are not disabled.

If it is necessary to assess whether personal circumstances will affect the performance of the job (for
example, if the job involves unsociable hours or extensive travel), this will be discussed objectively,

without detailed questions based on assumptions about any of the protected characteristics.

The Company encourages all disabled job applicants and employees, and those with health
conditions or mental health conditions, to apply to the government’s Access to Work scheme for a
grant. An Access to Work grant can pay for practical support to help you either start work or stay in

work. How much you may be awarded depends on your circumstances.

To qualify for an Access to Work grant in relation to employment you must:

e have a disability, health condition or mental health condition that affects your ability to work

e be aged 16 or over

e live in England, Scotland or Wales; and

e have a paid job, a job interview or be about to start a job, work experience or an
apprenticeship.



In addition, your disability or health condition must either affect your ability to do a job or mean you
must pay work-related costs, for example special computer equipment. It must also either be likely to
last at least a year or have already lasted at least a year. Where you have a mental health condition,
your condition must both affect your ability to do a job and mean you need support to start a new

job, reduce absence from work or stay in work.

If you are awarded a grant, the money can pay for things like special equipment, adaptations to the
equipment you use, fares to work if you can't use public transport, a support worker or job coach to

help you in the workplace and a communicator at a job interview.

You can apply for an Access to Work grant either online (https://www.gov.uk/access-to-work/apply)
or by phoning the Access to Work scheme on 0345 268 8489. Once you have applied, an Access to

Work advisor will then contact the Company and may also wish to visit you at work.

If you are eligible, the Company encourages you to apply for an Access to Work grant either before
starting work for us or within six weeks of your start date as the grant may then cover all the agreed

costs, rather than just a proportion of them.

Access to Work is a government scheme and eligibility is strictly governed by the terms set by the
government from time to time. It is also entirely the government’s decision as to whether to award

you a grant. The Company has no responsibility or liability for decisions made by the government.

The Company will train all line managers in the Company’s policy on equal opportunities and in
helping them identify and deal effectively with discriminatory acts or practices. Line managers will be
responsible for ensuring they actively promote equality of opportunity within the departments for

which they are responsible.

The Company will also provide training to all employees to help them understand their rights and
responsibilities in relation to equal opportunities and what they can do to create a work environment

that is free from discrimination.

Where a promotional system is in operation, it will not be discriminatory and it will be checked from
time to time to assess how it is working in practice. When a group of workers who predominantly
have a protected characteristic appear to be excluded from access to promotion, transfer and
training and to other benefits, the promotional system will be reviewed to ensure there is no

unlawful discrimination.



All terms of employment, benefits, facilities and services will be reviewed from time to time, to
ensure that there is no unlawful direct or indirect discrimination because of one or more of the

protected characteristics.

The Company is committed to equal pay and equality of terms in employment. It believes its male
and female employees should receive equal pay where they are carrying out like work, work rated as
equivalent or work of equal value. In order to achieve this, the Company will endeavour to maintain a

pay system that is transparent, free from bias and based on objective criteria.

All allegations of discrimination will be dealt with seriously, confidentially and speedily. The Company

will not ignore or treat lightly grievances or complaints of unlawful discrimination from employees.

If you wish to make a complaint of discrimination, you should do so promptly and use the

Company's grievance procedure.

If your complaint relates to bullying, harassment or intimidation, you should refer to the Company's

dignity at work policy statement.

The Company will regularly monitor the effects of selection decisions and personnel and pay
practices and procedures to assess whether equal opportunity is being achieved. This will also
involve considering any possible indirectly discriminatory effects of its working practices. If changes
are required, the Company will implement them. The Company will also make reasonable
adjustments to its standard working practices to overcome substantial disadvantages caused by

disability.

Quality Policy

We have a high level of repeat business, and always try to exceed customer expectation by providing
products and services that fully conform with customer requirements. We are committed to the
requirements of ISO 9001:2015 and to the continual improvement of our quality management

system.

To meet our objectives we will:

e Ensure that it meets the needs and requirements of the customers and will seek to
continually improve our service.

e Strive to improve and enhance its performance by setting objectives and targets, which are
continually reviewed to ensure they are understood, acted upon and met.



e Provide training, support, resources and encouragement to all employees to ensure they
realise their full potential in meeting the quality policy and its objectives.

e Meet statutory and regulatory requirements that apply to products, processes and activities.

e Establish partnerships with suppliers and interested parties and will continually develop the
partnerships to provide an improved service.

Environmental Management Systems

We have a high level of repeat business, and always try to exceed customer expectation by providing
products and services that fully conform with customer requirements. We are committed to the
requirements of ISO 14001:2015 and to the continual improvement of our quality management

system.

To meet our objectives we will:

e Ensure that it meets the needs and requirements of the customers and will seek to
continually improve our service.

e Strive to improve and enhance its performance by setting objectives and targets, which are
continually reviewed to ensure they are understood, acted upon and met.

e Provide training, support, resources and encouragement to all employees to ensure they
realise their full potential in meeting the quality policy and its objectives.

e Meet statutory and regulatory requirements that apply to products, processes and activities.

e Establish partnerships with suppliers and interested parties and will continually develop the
partnerships to provide an improved service.

These Policies will be communicated throughout the organisation and to all interested parties. It will

be reviewed periodically to ensure the continuing success of Scenariio Ltd.
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