Health & Safety Policy

POLICY STATEMENT
1.1 We are committed for the overall health and Safety of our staff, customers and
anyone affected by our business activities, and to providing a safe environment for all
those attending our premises We commit to;
(a) The safe and healthy working conditions for the prevention of work related
injury and ill health
(b) Fulfil legal requirements
(c) Eliminate hazards & reduce OH&S risks
(d) Continual improvement of the OH&S management system
(e) Consultation & participation of workers

1.2 In particular we are committed to maintaining safe and healthy working conditions
through control of the health and safety risks arising from our work activities, ensuring
the safe handling and use of substances, consulting with our staff and providing
appropriate information, instruction, training and supervision and taking steps to prevent
accidents and cases of work-related ill health.
2. WHO IS COVERED BY THIS POLICY?
This policy applies to those working at all levels and grades, including senior managers,
officers, directors, employees, consultants, contractors, trainees, homeworkers, parttime
and fixed-term employees, casual and agency staff and volunteers (collectively referred
to as staff in this policy).
3. WHAT IS COVERED BY THIS POLICY?
In accordance with our health and safety duties, we are responsible for:
(a) Assessing risks to health and safety and identifying ways to minimise them.
(b) Providing and maintaining a healthy and safe place to work including
emergency procedures for use when needed.
(c)
Providing information, instruction, training and supervision in safe working
methods and procedures.
(d)
Ensuring that equipment is safe and has all necessary safety devices
installed, that equipment is properly maintained and that appropriate protective
clothing is provided.
(e)
Promoting co-operation through the business to ensure safe and healthy
conditions and systems of work by discussion and effective consultation. (f)
Regularly monitoring and reviewing the management of health and safety at
work, making any necessary changes and bringing those to the attention of all
staff.
4. PERSONNEL RESPONSIBLE FOR IMPLEMENTATION OF THIS POLICY
4.1 The Company Directors have overall responsibility for health and safety and the
operation of this policy. They will ensure that adequate resources are available for the
effective implementation of this Policy
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4.2 All staff must also recognise that everyone shares responsibility for achieving healthy
and safe working conditions. You must consider your acts and/or omissions the health
and safety implications of your acts and/or omissions and take reasonable care for your
health and safety and that of others.
4.3 Any health and safety concerns should be reported to your manager or a Company
Director.
5. STANDARDS OF WORKPLACE BEHAVIOUR
5.1 You must co-operate with colleagues, supervisors and managers on health and
safety matters and comply with any health and safety instructions. We welcome ideas to
improve business performance and safety at work.
5.2 You must take reasonable care of your own health and safety and that of others by
observing safety rules applicable to you and following instructions for the use of
equipment (including safety equipment and protective clothing).
5.3 Any health and safety concern, however trivial it might seem, including any potential
risk, hazard or malfunction of equipment, must be reported to your manager.
5.4 You must co-operate in the investigation of any accident or incident that has led, or
which we consider might have led, to injury.
5.5 Failure to comply with health and safety rules and instructions or with the
requirements of this policy may be treated as misconduct and dealt with under our
Disciplinary Procedure.
6. INFORMATION AND CONSULTATION
We are committed to providing information, instruction and supervision on health and
safety matters for all staff as well as consulting with them regarding arrangements for
health and safety management.
7. EQUIPMENT
7.1 All staff must use equipment in accordance with operating instructions, instructions
given by managers and any relevant training. Any fault with, damage to or concern
about any equipment or its use must be reported immediately to your manager.
7.2 Employees must not interfere with anything provided in the interests of health and
safety and that any damage is immediately reported.
7.3 No member of staff should attempt to repair equipment unless trained and
designated to do so. Failure to report damage to or a fault with equipment or failure to
use it as directed may result in action under our Disciplinary Procedure.
8. ACCIDENTS AND FIRST AID
8.1 Any accident at work involving personal injury or damage to property must be
recorded in the Accident Book, which is available via your manager. All staff must
cooperate with any resulting investigation.
8.2 Details of first aid facilities and any trained first aiders are displayed on the notice
board
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8.3 We are also keen to learn of incidents that had the potential to cause injury etc.
(near misses) are also recorded; the difference between no injury and serious injury can
be chance – we may not be lucky next time.
9. NATIONAL HEALTH ALERTS
9.1 In the event of an epidemic or pandemic alert we will organise our business
operations and provide advice on steps to be taken by staff, in accordance with official
guidance, to reduce the risk of infection at work as far as possible. Any questions should
be referred to your manager.
9.2 It is important for the health and safety of all our staff that you comply with
instructions issued in these circumstances. Failure to do so will be dealt with under our
Disciplinary Procedure.
10. COVID-19 VISITORS TO HQ PRECAUTIONS
10.1 It is important for the health and safety of all our staff and visitors to HQ that the
following protocols and precautions are in place:
(a)
All visitors and clients are encouraged to use our hand sanitiser stations located
at the entrance to the building as they enter the premises.
(b)
All visitors and clients are asked, where viable, to attend meetings on their
own.(c)Safety screens are in place around workstations to prevent transfer of air
particles, however physical barriers are not required between the staff member and
visitor if face masks/ visors are worn. Face masks must be provided by the visitor.
(d) Maximum visitor numbers have been calculated to ensure social distancing guidelines
can be adhered to at all times, and the number of appointments at any one time limited.
(e) Meetings with visitors are to be held downstairs where there is ample floor space for
furniture. This also mitigates the risk of pinch points and busy areas.
(f) Any visitors attending with children are to be reminded that they are responsible for
supervising them at all times and should follow social distancing guidelines.
(g) An appointment-only system is in place and should be adhered to.
(h) The duration of all meetings/ appointments should be considered in order to
minimise the duration of contact with the visitor.
(i) Ventilation should always be at maximum exposure. The use of the downstairs area
of the building allows for through ventilation between the double doors at the front of
the building, and the windows at the rear of the building. These should remain open
during any meetings/ appointments with visitors.
(j) In the event that visitors require to use the toilet facilities, signs and posters are
displayed to build awareness of good handwashing techniques and improved
frequency of handwashing. Toilets are cleaned regularly, and hand sanitiser
provided.
(k) Any member of staff showing signs of COVID-19 will be required to self-isolate for 14
days and not attend HQ.
11. EMERGENCY EVACUATION AND FIRE PRECAUTIONS
11.1 Through our Fire Risk Assessment we aim to minimise the likelihood fire in our
premises ensure that in the event of fire we will suffer no casualties, and minimise
potential effects on the business.
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11.2 You should familiarise yourself with the instructions about what to do in the event
of fire or the alarm sounding; these will be explained to you during your induction. You
should also know where the fire extinguishers are, ensure that you are aware of your
nearest fire exit and alternative ways of leaving the building in an emergency.
11.3 Regular fire drills will be held to ensure that our fire procedures are effective and to
ensure you are familiar with them. These drills are important and must be taken
seriously.
11.4 You should notify your manager as soon as possible if there is anything (for
example, impaired mobility) that might impede your escape in the event of a fire.
11.5 If you discover a fire you should not attempt to tackle it unless you have been
trained and feel competent to do so. You should operate the nearest fire alarm, close
doors etc. to contain the fire and inform the person in charge of the location and details
of the fire.
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11.6 On hearing the fire alarm you should remain calm and walking quickly, not
running, evacuate the building immediately. Do not stop to collect personal
possessions and do not re-enter the building until you are told that it is safe to do so.
The ‘senior person present’ will take control of the situation and may ask you for
assistance such as preventing others from entering the building.
12. RISK ASSESSMENTS
12.1 Risk Assessment is at the core of managing health & safety; assessments will be
undertaken for all activities with significant risk to our employees and anyone else who
may be affected by our work. Where the Risk Assessments identify the need for
changes to the workplace and working practices these will be considered by the
Director.
12.2 The Director may ask employees to undertake or be involved in undertaking risk
assessments but responsibility for their content rests with the Director.
12.3 Assessments will be developed and reviewed as a result of the identification of
additional hazards, potentially unsafe working practices, accidents/incidents and, as a
matter of routine, annually.
13. MANUAL HANDLING, HAZARDOUS MATERIALS AND ELECTRICAL
EQUIPMENT
13.1 All employees will be given information about lifting and carrying loads etc.
through the induction process, the provision of printed information and in the course
of staff meetings/briefings. It is essential that employees adopt safe handling
techniques and know their own limits – think first. 13.2 All employees will be given
information about basic hazardous material and electrical equipment use as part of
their induction process and the provision of printed information and in the course of
staff meetings/briefings. It is essential that employees work in keeping with the
guidance provided. Detailed information will be provided when the role undertaken
necessitates regular use.
14. COMPUTERS AND DISPLAY SCREEN EQUIPMENT
14.1 If you habitually use a computer screen or other display screen equipment (DSE)
as a significant part of your work:
(a) you should try and organise your activity so that you take frequent short breaks
from looking at the screen.
(b) you are entitled to a workstation assessment.
(c) you are entitled have an eye and eyesight test carried out by an optician.
14.2 You should contact your manager to request a workstation assessment or an eye
test.
14.3 Eye tests should be repeated at regular intervals as advised by the optician,
usually every two years. However, if you experience visual difficulties which may
reasonably be considered to be caused by DSE work (such as headaches, eyestrain, or
difficulty in focusing) you can request a further eye test at any time.
14.4 We will pay the cost of eye tests. We will not pay for the cost of glasses or contact
lenses,unless the optician advises that you have visual defects requiring glasses
specifically designed for the distance of the display screen, and which cannot be
corrected by normal glasses or contact lenses. In such circumstances we would expect
the glasses/lenses to be left at your workplace overnight.
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15. ESPECIALLY VULNERABLE PEOPLE
15.1 We will undertake specific risk assessments to ensure especially vulnerable
people are appropriate protected as we recognise that they potentially face increased
risks in the workplace. Especially vulnerable people may be young people (employees
under the age of 18), new and expectant mothers, and those with disabilities or
restricted mobility.
15.2 In the case of young people we will take special care to ensure that training does
not assume prior knowledge of the working environment to ensure they are not
exposed to risk due to inexperience. We will also meet the specific working conditions
for young people. Those being that they may work no more than 8 hours per day or 40
hours per week; that If a young worker is required to work more than four and a halfhours at a time, then they are entitled to a break of 30 minutes; that a young worker is
entitled to twelve uninterrupted hours rest in each 24-hour period in which they work;
a Young worker is entitled to 2 days off each week and this cannot be averaged over 2
weeks.
Signed

Andrew Yeomans,
Director
Grapefruit Graphics Ltd
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1. POLICY STATEMENT
1.1 It is our policy to conduct all of our business in an honest and ethical manner. We
take a zero-tolerance approach to bribery and corruption and are committed to acting
professionally, fairly and with integrity in all our business dealings and relationships
wherever we operate and implementing and enforcing effective systems to counter
bribery and corruption.
1.2 We will uphold all laws relevant to countering bribery and corruption in all the
jurisdictions in which we operate. However, we remain bound by UK laws, including the
Bribery Act 2010, in respect of our conduct both at home and abroad.
1.3 The purpose of this policy is to:
(a) set out our responsibilities, and of those working for us, in observing and
upholding our position on bribery and corruption; and
(b) provide information and guidance to those working for us on how to recognise
and deal with bribery and corruption issues.
1.4 It is a criminal offence to offer, promise, give, request, or accept a bribe. Individuals
found guilty can be punished by up to ten years’ imprisonment and/or a fine. As an
employer if we fail to prevent bribery we can face an unlimited fine, exclusion from
tendering for public contracts, and damage to our reputation. We therefore take our
legal responsibilities very seriously.
1.5 In this policy, third party means any individual or organisation you come into contact
with during the course of your work for us, and includes actual and potential clients,
customers, suppliers, distributors, business contacts, agents, advisers, and government
and public bodies, including their advisors, representatives and officials, politicians and
political parties.
2. WHO MUST COMPLY WITH THIS POLICY?
This policy applies to all persons working for us or on our behalf in any capacity,
including employees at all levels, directors, officers, agency workers, seconded workers,
volunteers, interns, agents, contractors, external consultants, third-party representatives
and business partners, sponsors, or any other person associated with us, wherever
located (collectively referred to as workers in this policy).
3. WHAT ARE BRIBERY AND CORRUPTION?
3.1 Bribery is offering, promising, giving or accepting any financial or other advantage,
to induce the recipient or any other person to act improperly in the performance of their
functions, or to reward them for acting improperly, or where the recipient would act
improperly by accepting the advantage.
3.2 An advantage includes money, gifts, loans, fees, hospitality, services, discounts, the
award of a contract or anything else of value.
3.3 A person acts improperly where they act illegally, unethically, or contrary to an
expectation of good faith or impartiality, or where they abuse a position of trust. The
improper acts may be in relation to any business or professional activities, public
functions, acts in the course of employment, or other activities by or on behalf of any
organisation of any kind.
3.4 Corruption is the abuse of entrusted power or position for private gain.
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4. WHAT YOU MUST NOT DO
It is not acceptable for you (or someone on your behalf) to:
(a) 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;
(b) give or accept a gift or hospitality during any commercial negotiations or
tender process, if this could be perceived as intended or likely to influence the
outcome;
(c) accept a payment, gift or hospitality from a third party that you know or
suspect is offered with the expectation that it we will provide a business
advantage for them or anyone else in return;
(d) accept hospitality from a third party that is unduly lavish or extravagant
under the circumstances.
(e) offer or accept a gift to or from government officials or representatives, or
politicians or political parties, without the prior approval of your manager ;
(f) threaten or retaliate against another worker who has refused to commit a
bribery offence or who has raised concerns under this policy; or
(g) engage in any other activity that might lead to a breach of this policy.
5. FACILITATION PAYMENTS AND KICKBACKS
5.1 We do not make, and will not accept, facilitation payments or “kickbacks” of any
kind.
5.2 Facilitation payments, also known as “back-handers” or “grease payments”, are
typically small, unofficial payments made to secure or expedite a routine or necessary
action (for example by a government official). They are not common in the UK, but are
common in some other jurisdictions.
5.3 Kickbacks are typically payments made in return for a business favour or advantage.
5.4 All workers must avoid any activity that might lead to a facilitation payment or
kickback being made or accepted by us or on our behalf, or that might suggest that such
a payment will be made or accepted. If you are asked to make a payment on our behalf,
you should always be mindful of what the payment is for and whether the amount
requested is proportionate to the goods or services provided. You should always ask for
a receipt which details the reason for the payment. If you have any suspicions, concerns
or queries regarding a payment, you should raise these with your manager.
6. GIFTS, HOSPITALITY AND EXPENSES
6.1 This policy allows reasonable and appropriate hospitality or entertainment given to
or received from third parties, for the purposes of:
(a) establishing or maintaining good business relationships;
(b) improving or maintaining our image or reputation; or
(c) marketing or presenting our products and/or services effectively.
6.2 The giving and accepting of gifts is allowed if the following requirements are met:
(a) it 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, or in explicit or implicit exchange for favours
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or benefits;
(b) it is given in our name, not in your name;
(c) it does not include cash or a cash equivalent (such as gift certificates or
vouchers);
(d) it is appropriate in the circumstances, taking account of the reason for the
gift, its timing and value. For example, in the UK it is customary for small gifts to
be given at Christmas; and
(e) it is given openly, not secretly;
(f) it complies with any applicable local law.
6.3 Promotional gifts of low value such as branded stationery to or from existing
customers, suppliers and business partners will usually be acceptable.
6.4 Reimbursing a third party’s expenses, or accepting an offer to reimburse our
expenses (for example, the costs of attending a business meeting) would not usually
amount to bribery. However, a payment in excess of genuine and reasonable business
expenses (such as the cost of an extended hotel stay) is not acceptable.
6.5 We appreciate that practice varies between countries and regions and what may be
normal and acceptable in one region may not be in another. The test to be applied is
whether in all the circumstances the gift, hospitality or payment is reasonable and
justifiable. The intention behind it should always be considered.
7. DONATIONS
7.1 We do not make contributions to political parties.
7.2 We only make charitable donations that are legal and ethical under local laws and
practices. No donation must be offered or made without the prior approval of a Company
Director.
8. YOUR RESPONSIBILITIES
8.1 You must ensure that you read, understand and comply with this policy.
8.2 The prevention, detection and reporting of bribery and other forms of corruption are
the responsibility of all those working for us or under our control. All workers are
required to avoid any activity that might lead to, or suggest, a breach of this policy.
8.3 You must notify your manager as soon as possible if you believe or suspect that a
conflict with this policy has occurred, or may occur in the future. For example, if a client
or potential client offers you something to gain a business advantage with us, or
indicates to you that a gift or payment is required to secure their business. Further “red
flags” that may indicate bribery or corruption are set out in 14.
8.4 Any employee who breaches this policy will face disciplinary action, which could
result in dismissal for gross misconduct. We reserve our right to terminate our
contractual relationship with other workers if they breach this policy.
9. RECORD-KEEPING
9.1 We must keep financial records and have appropriate internal controls in place which
will evidence the business reason for making payments to third parties.
9.2 You must declare and keep a written record of all hospitality or gifts given or
received, which will be subject to managerial review.
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9.3 You must submit all expenses claims relating to hospitality, gifts or payments to
third parties in accordance with our expenses policy and record the reason for
expenditure.
9.4 All accounts, invoices, and other records relating to dealings with third parties
including suppliers and customers should be prepared with strict accuracy and
completeness. Accounts must not be kept “off-book” to facilitate or conceal improper
payments.
10. HOW TO RAISE A CONCERN
10.1 You are encouraged to raise concerns about any issue or suspicion of bribery or
corruption at the earliest possible stage.
10.2 If you are offered a bribe, or are asked to make one, or if you believe or suspect
that any bribery, corruption or other breach of this policy has occurred or may occur,
you must notify your manager or report it in accordance with our Whistleblowing Policy
as soon as possible.
10.3 If you are unsure about whether a particular act constitutes bribery or corruption,
raise it with your manager.
11. PROTECTION
11.1 Workers who refuse to accept or offer a bribe, or those who raise concerns or
report another’s wrongdoing, are sometimes worried about possible repercussions. We
aim to encourage openness and will support anyone who raises genuine concerns in
good faith under this policy, even if they turn out to be mistaken.
11.2 We are committed to ensuring no one suffers any detrimental treatment as a result
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 other corruption offence has taken
place, or may take place in the future. Detrimental treatment includes dismissal,
disciplinary action, threats or other unfavourable treatment connected with raising a
concern. If you believe that you have suffered any such treatment, you should inform
the compliance manager immediately. If the matter is not remedied, and you are an
employee, you should raise it formally using our Grievance Procedure.
12. COMMUNICATION
12.1 This policy will be issued to all new workers who join the Company.
12.2 Our zero-tolerance approach to bribery and corruption must be communicated to all
suppliers, contractors and business partners at the outset of our business relationship
with them and as appropriate thereafter.
13. WHO IS RESPONSIBLE FOR THE POLICY?
13.1 The Company directors have overall responsibility for ensuring this policy complies
with our legal and ethical obligations, and that all those under our control comply with it.
13.2 Management at all levels are responsible for ensuring those reporting to them are
made aware of and understand this policy and are given adequate and regular training
on it.
14. POTENTIAL RISK SCENARIOS: “RED FLAGS”
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The following is a list of possible red flags that may arise during the course of you
working for us and which may raise concerns under various anti-bribery and anticorruption laws. The list is not intended to be exhaustive and is for illustrative purposes
only.
If you encounter any of these red flags while working for us, you must report them
promptly to your manager:
(a) you become aware that a third party engages in, or has been accused of
engaging in, improper business practices;
(b) you learn that a third party has a reputation for paying bribes, or requiring
that bribes are paid to them, or has a reputation for having a “special
relationship” with foreign government officials;
(c) a third party insists on receiving a commission or fee payment before
committing to sign up to a contract with us, or carrying out a government
function or process for us;
(d) a third party requests payment in cash and/or refuses to sign a formal
commission or fee agreement, or to provide an invoice or receipt for a payment
made;
(e) a third party requests that payment is made to a country or geographic
location different from where the third party resides or conducts business;
(f) a third party requests an unexpected additional fee or commission to
“facilitate” a service;
(g) a third party demands lavish entertainment or gifts before commencing or
continuing contractual negotiations or provision of services;
(h) a third party requests that a payment is made to “overlook” potential legal
violations;
(i) a third party requests that you provide employment or some other advantage
to a friend or relative;
(j) you receive an invoice from a third party that appears to be non-standard or
customised;
(k) a third party insists on the use of side letters or refuses to put terms agreed
in writing;
(l) you notice that we have been invoiced for a commission or fee payment that
appears large given the service stated to have been provided;
(m) a third party requests or requires the use of an agent, intermediary,
consultant, distributor or supplier that is not typically used by or known to us;
(n) you are offered an unusually generous gift or offered lavish hospitality by a
third party.
15. MONITORING AND REVIEW
15.1 We will monitor the effectiveness and review the implementation of this policy,
regularly considering its suitability, adequacy and effectiveness. Any improvements
identified will be made as soon as possible. Internal control systems and procedures will
be subject to regular audits to provide assurance that they are effective in countering
bribery and corruption.
15.2 All workers are responsible for the success of this policy and should ensure they use
it to disclose any suspected danger or wrongdoing.

© Copyright 2015 citrusHR. All Rights Reserved

Last Reviewed by Lisa Samuels, Grapefruit - September 2020

Anti-Corruption and Bribery Policy
15.3 Workers are invited to comment on this policy and suggest ways in which it might
be improved. Comments, suggestions and queries should be addressed to the
compliance manager.
Signed

Andrew Yeomans,
Director
Grapefruit Graphics Ltd
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1. POLICY STATEMENT
1.1 The purpose of this policy is to ensure that all staff are treated and treat others with
dignity and respect, free from harassment and bullying. All staff should take the time to
ensure they understand what types of behaviour are unacceptable under this policy.
1.2 This policy covers harassment or bullying which occurs both in and out of the
workplace, such as on business trips or at events or work-related social functions. It
covers bullying and harassment by staff and also by third parties such as customers,
suppliers or visitors to our premises.
1.3 Staff must treat colleagues and others with dignity and respect, and should always
consider whether their words or conduct could be offensive. Even unintentional
harassment or bullying is unacceptable.
1.4 We will take allegations of harassment or bullying seriously and address them
promptly and confidentially where possible. Harassment or bullying by an employee will
be treated as misconduct under our Disciplinary Procedure. In some cases it may
amount to gross misconduct leading to summary dismissal.
1.5 This policy does not form part of any employee’s contract of employment and we
may amend it at any time or depart from it where we consider appropriate.
2. WHAT THE LAW SAYS
2.1 The Equality Act 2010 prohibits harassment related to 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. For
more information see our Equal Opportunities Policy.
2.2 The Protection from Harassment Act 1997 also makes it unlawful to pursue a course
of conduct which you know or ought to know would be harassment, which includes
causing someone alarm or distress.
2.3 Under the Health and Safety at Work Act 1974 staff are entitled to a safe place and
system of work.
2.4 Individual members of staff may in some cases be legally liable for harassment of
colleagues or third parties including customers, and may be ordered to pay
compensation by a court or employment tribunal.
3. WHO IS COVERED BY THE POLICY?
3.1 This policy covers all individuals working for us or at any of our premises irrespective
of their status, level or grade. It therefore includes all employees, managers, directors,
officers, consultants, contractors, trainees, homeworkers, casual and agency staff and
volunteers (collectively referred to as staff in this policy).
4. WHAT IS HARASSMENT?
4.1 Harassment is any unwanted physical, verbal or non-verbal conduct which has the
purpose or effect of violating a person’s dignity or creating an intimidating, hostile,
degrading, humiliating or offensive environment for them. A single incident can amount
to harassment.
4.2 It also includes treating someone less favourably because they have submitted or
refused to submit to such behaviour in the past.
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4.3 Unlawful harassment may involve conduct of a sexual nature (sexual harassment),
or it may be related to 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. Harassment is unacceptable even if it does
not fall within any of these categories.
4.4 Harassment may include, for example:
(a) unwanted physical conduct or “horseplay”, including touching, pinching,
pushing, grabbing, brushing past someone, invading their personal space, and
more serious forms of physical or sexual assault;
(b) unwelcome sexual advances or suggestive behaviour (which the harasser may
perceive as harmless), and suggestions that sexual favours may further a career
or that a refusal may hinder it;
(c) continued suggestions for social activity after it has been made clear that such
suggestions are unwelcome;
(d) sending or displaying material that is pornographic or that some people may
find offensive (including e-mails, text messages, video clips and images sent by
mobile phone or posted on the internet);
(e) offensive or intimidating comments or gestures, or insensitive jokes or
pranks;
(f) mocking, mimicking or belittling a person’s disability;
(g) racist, sexist, homophobic or ageist jokes, or derogatory or stereotypical
remarks about a particular ethnic or religious group or gender;
(h) outing or threatening to out someone as gay or lesbian; or
(i) ignoring or shunning someone, for example, by deliberately excluding them
from a conversation or a workplace social activity.
4.5 A person may be harassed even if they were not the intended “target”. For example,
a person may be harassed by racist jokes about a different ethnic group if they create an
offensive environment for him.
5. WHAT IS BULLYING?
5.1 Bullying is offensive, intimidating, malicious or insulting behaviour involving the
misuse of power that can make a person feel vulnerable, upset, humiliated, undermined
or threatened. Power does not always mean being in a position of authority, but can
include both personal strength and the power to coerce through fear or intimidation.
5.2 Bullying can take the form of physical, verbal and non-verbal conduct. Bullying may
include, by way of example:
(a) shouting at, being sarcastic towards, ridiculing or demeaning others;
(b) physical or psychological threats;
(c) overbearing and intimidating levels of supervision;
(d) inappropriate and/or derogatory remarks about someone’s performance;
(e) abuse of authority or power by those in positions of seniority; or
(f) deliberately excluding someone from meetings or communications without
good reason.
5.3 Legitimate, reasonable and constructive criticism of a worker’s performance or
behaviour, or reasonable instructions given to workers in the course of their
employment, will not amount to bullying on their own.
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6. INFORMAL STEPS
6.1 If you are being bullied or harassed, you should initially consider raising the problem
informally with the person responsible, if you feel able. You should explain clearly to
them that their behaviour is not welcome or makes you uncomfortable. If this is too
difficult or embarrassing, you should speak to your manager, who can provide
confidential advice and assistance in resolving the issue formally or informally.
6.2 If you are not certain whether an incident or series of incidents amount to bullying or
harassment, you should initially contact your manager informally for confidential advice.
6.3 If informal steps have not been successful or are not possible or appropriate, you
should follow the formal procedure set out below.
7. RAISING A FORMAL COMPLAINT
7.1 If you wish to make a formal complaint about bullying or harassment, you should
submit it in writing to your manager, whose role is to achieve a solution wherever
possible and to respect the confidentiality of all concerned. If the matter concerns that
person, you should refer it to another Senior Manager.
7.2 Your written complaint should set out full details of the conduct in question, including
the name of the harasser or bully, the nature of the harassment or bullying, the date(s)
and time(s) at which it occurred, the names of any witnesses and any action that has
been taken so far to attempt to stop it from occurring.
7.3 As a general principle, the decision whether to progress a complaint is up to you.
However, we have a duty to protect all staff and may pursue the matter independently
if, in all the circumstances, we consider it appropriate to do so.
8. FORMAL INVESTIGATIONS
8.1 We will investigate complaints in a timely and confidential manner. Individuals not
involved in the complaint or the investigation should not be told about it. The
investigation will be conducted by someone with appropriate experience and no prior
involvement in the complaint. The investigation should be thorough, impartial and
objective, and carried out with sensitivity and due respect for the rights of all parties
concerned.
8.2 We will arrange a meeting with you, usually within one week of receiving your
complaint, so that you can give your account of events. You have the right to be
accompanied by a colleague or a trade union representative of your choice, who must
respect the confidentiality of the investigation. You will be given a provisional timetable
for the investigation. The investigator will arrange further meetings with you as
appropriate throughout the investigation.
8.3 Where your complaint is about an employee, we may consider suspending them on
full pay or making other temporary changes to working arrangements pending the
outcome of the investigation, if circumstances require. The investigator will also meet
with the alleged harasser or bully who may also be accompanied by a colleague or trade
union representative of their choice to hear their account of events. They have a right to
be told the details of the allegations against them, so that they can respond.
8.4 Where your complaint is about someone other than an employee, such as a
contractor, customer, service user, supplier, or visitor, we will consider what action may
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be appropriate to protect you and anyone involved pending the outcome of the
investigation, bearing in mind the reasonable needs of the business and the rights of
that person. Where appropriate, we will attempt to discuss the matter with the third
party.
8.5 We will also seriously consider any request that you make for changes to your own
working arrangements during the investigation. For example you may ask for changes to
your duties or working hours so as to avoid or minimise contact with the alleged
harasser or bully.
8.6 It may be necessary to interview witnesses to any of the incidents mentioned in your
complaint. If so, the importance of confidentiality will be emphasised to them.
8.7 At the end of the investigation, the investigator will submit a report to the person
nominated to consider the complaint. They will arrange a meeting with you, usually
within a week of receiving the report, in order to discuss the outcome and what action, if
any, should be taken. You have the right to be bring a colleague or a trade union
representative to the meeting. A copy of the report and the findings will be given to you
and to the alleged harasser.
9. ACTION FOLLOWING THE INVESTIGATION
9.1 If it is considered that harassment or bullying has occurred, prompt action will be
taken to address it.
9.2 Where the harasser or bully is an employee the matter will be dealt with as a case of
possible misconduct or gross misconduct under our Disciplinary Procedure.
9.3 Where the harasser or bully is a third party, appropriate action might include putting
up signs setting out acceptable and unacceptable behaviour; speaking or writing to the
person and/or their superior about their behaviour; or, in very serious cases, banning
them from the premises or terminating a contract with them.
9.4 Whether or not your complaint is upheld, we will consider how best to manage the
ongoing working relationship between you and the alleged harasser or bully. It may be
appropriate to arrange some form of mediation and/or counselling, or to change the
duties, working location or reporting lines of one or both parties.
9.5 Any staff member who deliberately provides false information or otherwise acts in
bad faith as part of an investigation may be subject to action under our Disciplinary
Procedure.
10. APPEALS
10.1 If you are not satisfied with the outcome you may appeal in writing to the person
referred to in your outcome letter stating your full grounds of appeal, within one week of
the date on which the decision was sent or given to you.
10.2 We will hold an appeal meeting, normally within one week of receiving your written
appeal. This will be dealt with impartially by a manager who has not previously been
involved in the case (although they may ask anyone previously involved to be present).
You may bring a colleague or trade union representative to the meeting.
10.3 We will confirm our final decision in writing, usually within one week of the appeal
hearing. This is the end of the procedure and there is no further appeal.
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11. PROTECTION AND SUPPORT FOR THOSE INVOLVED
11.1 Staff who make complaints or who participate in good faith in any investigation
conducted under this policy must not suffer any form of retaliation or victimisation as a
result.
11.2 If you believe you have suffered any such treatment you should inform your
manager. If the matter is not remedied, you should raise it formally using our Grievance
Procedure or this procedure if appropriate.
11.3 Anyone found to have retaliated against or victimised someone for making a
complaint or assisting in good faith with an investigation under this procedure will be
subject to disciplinary action under our Disciplinary Procedure.
12. CONFIDENTIALITY AND DATA PROTECTION
12.1 Confidentiality is an important part of the procedures provided under this policy.
Everyone involved in the operation of the policy, whether making a complaint or involved
in any investigation, is responsible for observing the high level of confidentiality that is
required. Details of the investigation and the names of the person making the complaint
and the person accused must only be disclosed on a “need to know” basis.
12.2 Information about a complaint by or about an employee may be placed on the
employee’s personnel file, along with a record of the outcome and of any notes or other
documents compiled during the process. These will be processed in accordance with our
Data Protection Policy.
12.3 Breach of confidentiality may give rise to disciplinary action under our Disciplinary
Procedure.
13. WHO IS RESPONSIBLE FOR THIS POLICY?
13.1 All managers have a specific responsibility to operate within the boundaries of this
policy, ensure that all staff understand the standards of behaviour expected of them and
to take action when behaviour falls below its requirements.
(a) Staff should disclose any instances of harassment or bullying of which they
become aware to their manager.
14. MONITORING AND REVIEW OF THE POLICY
14.1 We will continue to review the effectiveness of this policy to ensure it is achieving
its stated objectives.
Signed

Andrew Yeomans,
Director
Grapefruit Graphics Ltd
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1. POLICY STATEMENT
1.1 The Company is committed to promoting equality of opportunity for all staff and job
applicants. We aim to create a working environment in which all individuals are able to
make best use of their skills, free from discrimination or harassment, and in which all
decisions are based on merit.
1.2 We do not discriminate against staff on the basis of 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
(protected characteristics).
1.3 The principles of non-discrimination and equality of opportunity also apply to the way
in which staff treat visitors, clients, customers, suppliers and former staff members.
1.4 All staff have a duty to act in accordance with this policy and treat colleagues with
dignity at all times, and not to discriminate against or harass other members of staff,
regardless of their status. Your attention is drawn to our separate Anti-harassment and
bullying policy.
1.5 This policy does not form part of any employee’s contract of employment and may
be amended at any time.
2. WHO IS COVERED BY THE POLICY?
2.1 This policy covers all individuals working at all levels and grades, including senior
managers, officers, directors, employees, consultants, contractors, trainees,
homeworkers, part-time and fixed-term employees, volunteers, casual workers and
agency staff (collectively referred to as staff in this policy).
3. WHO IS RESPONSIBLE FOR THIS POLICY?
3.1 The Company Directors have overall responsibility for the effective operation of this
policy and for ensuring compliance with discrimination law. Day-to-day operational
responsibility has been delegated to the managers.
3.2 All managers must set an appropriate standard of behaviour, lead by example and
ensure that those they manage adhere to the policy and promote our aims and
objectives with regard to equal opportunities. Managers will be given appropriate training
on equal opportunities awareness and equal opportunities recruitment and selection best
practice when necessary.
4. SCOPE AND PURPOSE OF THE POLICY
4.1 This policy applies to all aspects of our relationship with staff and to relations
between staff members at all levels. This includes job advertisements, recruitment and
selection, training and development, opportunities for promotion, conditions of service,
pay and benefits, conduct at work, disciplinary and grievance procedures, and
termination of employment.
4.2 We will take appropriate steps to accommodate the requirements of different
religions, cultures, and domestic responsibilities.
5. FORMS OF DISCRIMINATION
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5.1 Discrimination by or against an employee is generally prohibited unless there is a
specific legal exemption. Discrimination may be direct or indirect and it may occur
intentionally or unintentionally.
5.2 Direct discrimination occurs where someone is treated less favourably because of
one or more of the protected characteristics set out above. For example, rejecting an
applicant on the grounds of their race because they would not “fit in” would be direct
discrimination.
5.3 Indirect discrimination occurs where someone is disadvantaged by an unjustified
provision, criterion or practice that also puts other people with the same protected
characteristic at a particular disadvantage. For example, a requirement to work full time
puts women at a particular disadvantage because they generally have greater childcare
commitments than men. Such a requirement will need to be objectively justified.
5.4 Harassment related to any of the protected characteristics is prohibited. Harassment
is unwanted conduct that has the purpose or effect of violating someone’s dignity, or
creating an intimidating, hostile, degrading, humiliating or offensive environment for
them. Harassment is dealt with further in our Anti-harassment and Bullying Policy.
5.5 Victimisation is also prohibited. This is less favourable treatment of someone who
has complained or given information about discrimination or harassment, or supported
someone else’s complaint.
6. RECRUITMENT AND SELECTION
6.1 We aim to ensure that no job applicant suffers discrimination because of any of the
protected characteristics above. Our recruitment procedures are reviewed regularly to
ensure that individuals are treated on the basis of their relevant merits and abilities. Job
selection criteria are regularly reviewed to ensure that they are relevant to the job and
are not disproportionate. Shortlisting of applicants should be done by more than one
person wherever possible.
6.2 Job advertisements should avoid stereotyping or using wording that may discourage
groups with a particular protected characteristic from applying. Where possible, they
should include an appropriate short policy statement on equal opportunities and a copy
of this policy can be sent on request to those who enquire about vacancies.
6.3 We take steps to ensure that our vacancies are advertised to a diverse labour
market. Where appropriate, the Company may approve the use of lawful exemptions to
recruit someone with a particular protected characteristic - for example, where the job
can only be done by a woman. The advertisement should specify the exemption that
applies.
6.4 Applicants should not be asked about health or disability before a job offer is made.
There are limited exceptions for example:
(a) Questions necessary to establish if an applicant can perform an intrinsic part of the
job (subject to any reasonable adjustments).
(b) Questions to establish if an applicant is fit to attend an assessment or any reasonable
adjustments that may be needed at interview or assessment.
(c) Positive action to recruit disabled persons.
(d) Equal opportunities monitoring (which will not form part of the decision-making
process).
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6.5 Applicants should not be asked about past or current pregnancy or future intentions
related to pregnancy. Applicants should not be asked about matters concerning age,
race, religion or belief, sexual orientation, or gender reassignment.
6.6 We are required by law to ensure that all employees are entitled to work in the UK.
Assumptions about immigration status should not be made based on appearance or
apparent nationality. All prospective employees, regardless of nationality, must be able
to produce original documents (such as a passport) before employment starts, to satisfy
current immigration legislation. The list of acceptable documents is available from the UK
Border Agency.
6.7 To ensure that this policy is operating effectively, and to identify groups that may be
underrepresented or disadvantaged in our organisation, we monitor applicants’ ethnic
group, gender, disability, sexual orientation, religion and age as part of the recruitment
procedure. Provision of this information is voluntary and it will not adversely affect an
individual’s chances of recruitment or any other decision related to their employment.
The information is removed from applications before shortlisting, and kept in an
anonymised format solely for the purposes stated in this policy. Analysing this data helps
us take appropriate steps to avoid discrimination and improve equality and diversity.
7. STAFF TRAINING AND PROMOTION AND CONDITIONS OF SERVICE
7.1 Staff training needs will be identified through regular staff appraisals. All staff will be
given appropriate access to training to enable them to progress within the organisation
and all promotion decisions will be made on the basis of merit.
7.2 Our conditions of service, benefits and facilities are reviewed regularly to ensure that
they are available to all staff who should have access to them and that there are no
unlawful obstacles to accessing them.
8. TERMINATION OF EMPLOYMENT
8.1 We will ensure that redundancy criteria and procedures are fair and objective and
are not directly or indirectly discriminatory.
8.2 We will also ensure that disciplinary procedures and penalties are applied without
discrimination, whether they result in disciplinary warnings, dismissal or other
disciplinary action.
9. DISABILITY DISCRIMINATION
9.1 If you are disabled or become disabled, we encourage you to tell us about your
condition so that we can support you as appropriate.
9.2 If you experience difficulties at work because of your disability, you may wish to
contact your manager to discuss any reasonable adjustments that would help overcome
or minimise the difficulty. Your manager may wish to consult with you and your medical
adviser(s) about possible adjustments. We will consider the matter carefully and try to
accommodate your needs within reason. If we consider a particular adjustment would
not be reasonable we will explain our reasons and try to find an alternative solution
where possible.
9.3 We will monitor the physical features of our premises to consider whether they place
disabled workers, job applicants or service users at a substantial disadvantage compared
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to other staff. Where reasonable, we will take steps to improve access for disabled staff
and service users.
10. FIXED-TERM EMPLOYEES
10.1 We monitor our use of fixed-term employees and agency workers, and their
conditions of service, to ensure that they are being offered appropriate access to
benefits, training, promotion and permanent employment opportunities. We will, where
relevant, monitor their progress to ensure that they are accessing permanent vacancies.
11. PART-TIME WORK
11.1 We monitor the conditions of service of part-time employees and their progression
to ensure that they are being offered appropriate access to benefits and training and
promotion opportunities. We will ensure requests to alter working hours are dealt with
appropriately under our Flexible Working Policy.
12. BREACHES OF THIS POLICY
12.1 If you believe that you may have been discriminated against you are encouraged to
raise the matter through our Grievance Procedure. If you believe that you may have
been subject to harassment you are encouraged to raise the matter through our Antiharassment Policy. If you are uncertain which applies or need advice on how to proceed
you should speak to your manager.
12.2 Allegations regarding potential breaches of this policy will be treated in confidence
and investigated in accordance with the relevant procedure. Staff who make such
allegations in good faith will not be victimised or treated less favourably as a result.
False allegations which are found to have been made in bad faith will, however, be dealt
with under our Disciplinary Procedure.
12.3 Any member of staff who is found to have committed an act of discrimination or
harassment will be subject to disciplinary action. Such behaviour may constitute gross
misconduct and, as such, may result in summary dismissal. We take a strict approach to
serious breaches of this policy.
13. MONITORING AND REVIEW OF THE POLICY
13.1 We will continue to review the effectiveness of this policy to ensure it is achieving
its objectives.
13.2 Staff are invited to comment on this policy and suggest ways in which it might be
improved by contacting their manager.
Signed

Andrew Yeomans,
Director
Grapefruit Graphics Ltd
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Quality Management
Grapefruit Graphics Ltd is committed to providing high quality products and outstanding customer service.
The products supplied and distributed by Grapefruit Graphics Ltd are all manufactured to a high standard to
meet the specific task for which they were designed.
Grapefruit Graphics Ltd operates a quality control system whereby our goods are checked twice by two people
before dispatch takes place. However in the rare case of a quality issues Grapefruit Graphics endeavour to
remedy the situation as quickly as possible.
Grapefruit Graphics Ltd is committed to offering an efficient and friendly customer service. The company will
use their expertise to advise customers on the most appropriate product for the required task or project.
Grapefruit Graphics Ltd will also do their utmost to deliver the required products within the agreed time frame;
if due to unforeseen circumstances this does not occur, they will do all in their power to correct the situation.
Grapefruit Graphics Ltd is committed to continually improving the quality management system and satisfy
applicable requirements

Health, safety and security
Grapefruit Graphics Ltd recognises the importance of health, safety and security.
The company’s health and safety policy sets out their commitment and outlines their approach to effective
health and safety management. The company’s processes and procedures are designed not simply to meet
legal requirements but to effectively deliver a healthy, safe and secure working environment for their
employees and everyone else who might be affected by their work. A copy of Grapefruit Graphics Ltd.’s health
and safety policy is available on request.
Grapefruit Graphics Ltd has employer’s liability insurance of £5 million and public liability insurance of £5
million. A copy of the insurance documentation is available on request.

Equality
Grapefruit Graphics Ltd recognises the contribution their employees make to the success of their business.
The company is committed to offering their employees fair terms and conditions, ensuring they have the skills
and qualifications they need, and providing opportunities for training and development.
Grapefruit Graphics Ltd is an equal opportunities employer. A copy of our Equal Opportunities Policy is
available on request.
Signed

Andrew Yeomans,
Director
Grapefruit Graphics Ltd

© Copyright 2015 citrusHR. All Rights Reserved

Last Reviewed by Lisa Samuels, Grapefruit - September 2020

Sustainability Policy

Grapefruit provides a complete branding service, specialising in sport branding from initial
consultation & in-house design, right the way through to realisation of the final product and a full
de-rigging service.
Our service is underpinned by the following values:
•
•
•
•
•
•
•

To provide a professional service
To provide a friendly environment for employees, customers and suppliers
To encourage efficiency in all aspects of our operation
To maintain a skilled and motivated team
To encourage and pursue creativity in all aspects of our branding design and products
To listen and understand our customer’s needs and requirements
To operate in a responsible manner that is guided by our sustainable development
principles

We recognise that our operations have an effect on the local, regional and global environment and
we believe in operating in such a way to contribute to sustainable development. Where,
sustainable development is an enduring, balanced approach to economic activity, environmental
responsibility and social progress.
We believe in striving towards the following sustainability principles throughout all our activities:
•
•
•
•
•
•
•
•
•
•

Zero Carbon
Zero waste
Sustainable transport
Local and sustainable materials
Local and sustainable food
Sustainable water
Natural habitats and wildlife
Cultural and heritage
Equity and fair trade
Health and happiness

We are committed to promoting sustainable development principles throughout our operation and
believe in leading the way in terms of our products and service as well as in the field of sustainable
development. We are continually seeking ways to improve our service and products and the
manner in which we operate.
We have identified our most significant sustainability issues as being waste production, health and
safety risks and customer service.
We will communicate our sustainability policy to our customers and suppliers and all interested
parties and encourage them to follow our example. We will actively work with suppliers who are
also working towards contributing to sustainable development.
Grapefruit Graphics is committed to ensuring its compliance with all applicable legislation and
regulations, and adopting voluntary codes of best practice.
Implementation of this sustainability policy is the responsibility of all Grapefruit Graphics staff
members.
Signed

Andrew Yeomans,
Director
Grapefruit Graphics Ltd
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Company Policy
Environmental
1. The Company is aware that its operations can have an impact on the environment and
is therefore committed to the following:
1.1 Increasing the positive Environmental Impact and seeking to reduce the
negative environmental impact of its operations wherever possible
1.2 Complying with legislative and ethical standards concerning care of the
environment whenever possible.
1.3 Sourcing and supplying products with low environmental impact whenever
possible
1.4 Defining the methods for identification, control and disposal of products that
have several handling and waste treatment needs
1.5 Continual environmental Improvement in respect of the products it supplies,
its internal use of resources and prevention of pollution.
2. The Company manages the waste it generates using the best practical environmental
option through reuse, recycling and recovery.
3. The Company’s waste is managed in accordance with all legal requirements under duty
of care and hazardous waste regulations.
4. The Company seeks to minimise wast by working with suppliers to consider options to
deduce packaging on products and applies controls in -house on resources management,
such as the use of stationary and paper.
5. The Company complies with relevant environmental legislation and provides data or
information to the regulators on time and in the format required.
6. the Company regularly reviews options to reduce the consumption of energy and water
throughout its premesis and continually considers options for energy efficiency.
7. Consideration is given to energy and resource management options at the design stage
for new buildings.
8. The Company seeks to reduce the impact of vehicle emissions by ensuring they are well
maintained
9. Fuel options and company vehicles are regularly reviewed and updated to take account
of environmental considerations.
Signed

Andrew Yeomans,
Director
Grapefruit Graphics Ltd
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