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Executive Summary

This report aims to establish how the broader external environment, along with Covid-19 and ethical dilemmas, affects Tesco’s organizational culture and performance. 

Including the Covid-19 scenario, A PESTLE investigation is an excellent administrative framework and investigative utensil.  The analysis outcome helps the management team at Tesco comprehend aspects external to its organisation that can influence strategy and affect corporate conclusions. Political, Economic, Social, Technology, Legal and Environmental. It is a great tool that can support Tesco to minimise threats and prevent the potential primary risks to its establishment. Porter’s Five Forces framework helps plan business situations, control risk management, and gain long-term profitability.
  
When used the Cultural Health Checklist in Appendix 1, its history of one hundred years plus its organizational culture (its values and leadership behaviours on page 11 around The Cultural Web model. It shows the benefit of the cultural web model and its seven essential factors that help understand and assess Tesco’s workplace efficiency. Understanding how its culture operates and how Tesco drives its business success through difficult times like the pandemic Covid-19. Through the pandemic, by focusing on their organizational culture its core values. They created a sustainable competitive advantage through Tesco Business Services.

Ultimately, Ethically Tesco was fined one hundred and twenty-nine million pounds for overstating accounts by three hundred twenty-six million pounds back in 2014. Also, recently it was fined over seven million pounds and a half for selling out of date food in Birmingham stores. Tesco has learned a hard lesson. They must now follow ethical business practices because these codes of conduct are protected values that are part of their organization's culture and code of conduct. When administration is chief an organization ethically, workforces will obey because they hold those protected principles. 
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When thinking about workplace culture, it cannot be a mission statement or a set of goals. It is a set of interactions that our people have within our facility within our organization, both efficiently and sometimes not so efficiently. Corporate culture is a way of doing things in and of an organization. The unwritten rules influence the behaviour and attitudes of individuals and groups. The factor that influences the organizational culture is the organizational structure. System and process employee behaviour and attitude Corporate Values and Traditions and Management and Leadership (Chartered Management Institute, 2015). This report aims to establish how the broader external environment, along with Covid-19 and ethical dilemmas, affects Tesco’s organizational culture and performance. The motive for selecting Tesco Public Limited Company (PLC) is based on personal familiarity as a Human Resource (HR) apprentice officer employed within its organization in the past. Thus, the working understanding with Tesco PLC helped investigate and evaluate its workplace culture and its impact on organization efficiency much more efficient. This report is in three sections: 

Section one includes Tesco's background and the introduction of the underpin environmental analysis tools and techniques such as PESTEL, Porter's Five forces Model and Cultural Web. Critically evaluate the external business environment of Tesco using the PESTLE framework and explain critical drivers of change. Critically assess the industry environment of Tesco using Porter's five forces model and explain necessary drivers of change. Define the organizational cultural WEB model using the checklist in Appendix 1. 

Section two including covid-19 and an explanation based on the critical evaluation in section one of the Impact of key external factors on Tesco's culture and how they can be effectively addressed by amending their organizational culture and structure. Explains the Impact of corporate culture on organizational performance and critically investigate the relationship between Tesco's organizational culture and its financial and non-financial performance with illustrated examples (Appendix 2). Presents the ethical dilemmas with examples and discuss the identified ethical dilemmas in Tesco (Appendix 3). 

Ultimately, section three is individual reflective outline learning and acquired skills from this module of responsibility and decision making by understanding the organizational workplace culture.   However, including Covid-19, this report focuses on workplace culture and its Impact on organizational efficiency within Tesco’s context. 
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The history of Tesco company is unique, which goes back a hundred years ago.  From setting up a stall in East London then (by the founder of Tesco, Jack Cohen, in 1919) is the largest and successful supermarket chain in the UK, Hungary, Slovakia and the Czech Republic. The company has a fundamental and straightforward motto of the commitment to provide consumers amid inexpensive, healthful and maintainable sustenance every day to support customers to have healthier excellence of life and make customers lives leisurely.  Furthermore, every employee at Tesco strives to provide better service to customers every day; this is the heart of everything that colleagues at Tesco do. Tosco's logic "We believe that our trade with people across the countries that source from should have a positive impact, creating jobs and opportunities for people all over the world." Tesco makes what matters better together and is a clear and straightforward statement of what they do and stand for. An ethnicity of belief and admiration is crucial to the achievement of Tesco. They "use their scale for good", touching millions of publics lives each day. Their scale allows them to create an optimistic change to some of the planet's greatest significant defies. For example, it provides opportunities for young people to tackle food waste and improve health. Over 360,000 employees in Tesco Group Serve millions of customers both in stores and online every week and with UK shopping of 45 million trips per week. When writing this report, Tesco's share value price is worth 256.65p (+0.05p +0.02 per cent) (Tesco PLC, 2021). 
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Including the Covid-19 scenario, this section introduces the underpinned environmental analysis tools and techniques such as PESTEL, Cultural Web and Porter's Five forces Model. Firstly, to critically evaluate the external business environment of Tesco using the PESTLE framework and explain its critical drivers of change. Secondly, critically assess Tesco's workplace culture using the Cultural Web model and the organizational health checklist in Appendix 1. Ultimately, to critically assess the industry environment of Tesco using Porter's five forces model and explain its necessary drivers of change.
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A PESTLE investigation is an administrative framework and investigative utensil.  The analysis outcome helps the management team at Tesco comprehend aspects external to its organisation that can influence strategy and affect corporate conclusions. Political, Economic, Social, Technology, Legal and Environmental. Including the Covid-19 scenario, Tesco’s external environment PESTLE analysis's evaluation results are the following (page 7).
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To sum up, Tesco must comprehend the above factors as it needs to minimise threats and manage to prevent the potential primary risks to its establishment.
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Jerry Johnson and Kevan Scholes developed a simple model of the cultural web of an organization. It helps to understand the seven essential factors that impact an organization's culture. 

1. Paradigm, at the core of the model at the centre of the web, is the paradigm. The paradigm represents the sense of assumptions that everyone in the organization or most people in the organization make about the organization. It is the working model of the organization that people hold in their heads. 

2. Symbols, symbols, and outward indicators of the organization itself are things like brand terminology and perks that people get, like company cars. The titles that people use are the most visible things to the outside world. For example, when going into an organization, what can see on the walls typically see their logos, colours, and imagery are the symbols that reflect the organizational culture and reinforce it setting the tone. They can be as simple as a bright golden colour suggests a happy, easy-going culture, whereas a dark blue colour might reflect a more thoughtful cautious considered organization. 

3. Power Structures, the organization's power structures, are the formal hierarchies within the organization's reporting lines. The organization charts in charge of whom and the informal networks inside that hierarchy reflect how work gets done today. Both of these have a significant impact on the culture of the organization.

4. Organizational Structures, the organizational structures often drive the formal power structures as mentioned above; these are the traditional relationships between functions, activities, people and budgets. Typically, this is the diagram presented to the outside world to shareholders, customers, and regulators.

5. Control Systems, the control systems, these are how the organization measures and rewards performance. It sets up what aspects of performance are likely to be rewarded and expected to be deprecated and, therefore, potentially punished. 

6. Rituals and Routines, they set out what they do and how they do it. A regulate everything from the processes of the organization through to the interactions between people. 

7. Stories, the stories, these are the events and the people that the organization remembers. When an organization tries to control its culture, it tries to choose what circumstances it reflects. It marks in its history and what personalities it sets aside as, for example, as heroes or villains, creators or implementers. It also determines which lessons people learn from the events to consider successes or failures when asking people deeply steeped in an organization's culture about their organization, which are the stories they will tell (Mullins and McLean, 2019).

When used the Cultural Health Checklist in Appendix 1, its history of one hundred years plus its organizational culture (its values and leadership behaviours on the next page (p.11) around the Cultural Web model. It shows the benefit of the cultural web model and its seven essential factors that help understand and assess Tesco’s workplace efficiency. Understanding how its culture operates and how Tesco drives its business success through difficult times like the pandemic Covid-19.
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Nevertheless, more importantly, this model can also help others to see how the culture can shift from where it is now to where they desire it to be in the future. Once they understood that current state and the future state they want, they can start to think about the changes they need to make to each of these factors to break the gap that takes the individual from now to where he desires to get to. The cultural web model is not just about understanding a static culture. It is about figuring out the levers that need to apply to shift the culture and, therefore, setting up the organization's future success (Management Courses - Mike Clayton, 2021).
To sum up, its company core values guided its leadership workforces’ behaviours, which helps it drive its business success through a difficult time such as the pandemic Covid-19 and continuously to the future.
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According to Prof. Michael Porter, the business strategies founders published how competitive forces shape strategy. He argues that there is no most excellent business. It is unsafe to do something unmanageable as there is no most excellent auto company, fantastic hotel business, etc. The most significant error in strategy is to think that there is only one way to compete. There are different ways to compete in every industry, depending on customer needs and the company. Being the best all depends on whom the company trying to serve. The number one principal strategy is fundamentally about choice. The essence of strategy is to find a unique position in the business that delivers unique value to the customer's company choose to serve. Strategy is a set of selections a business creates. Long-term selections to distinguish itself from competitors. That is what it is all about. It defines how the company is going to compete differently. It also articulates the competitive advantages that the company will seek to create and use to win. So, at a very high level, this is how to define strategy is about long term it is not about tomorrow and the next day. It is about the long term because strategy takes a long time to put in place and implement. The strategy involves all the functions, including marketing production finance, everything together to create that unique positioning. 

Economic performance creates value. The ability to be profitable and earn a good return on capital and grow that business. Companies have to remember that when they set a strategy, they have to focus on economic performance. It is essential to make a distinction between the macro environment and the task environments. The macro-environment contains factors that have a one-way effect on organizations. A task environment contains factors in direct contact with the focal company; they interact with each other. Porter's five forces fall within this latter category. They include the following five forces: Rivalry among existing competitors, the peril of fresh competitors, the peril of supernumerary products or services, the Bargaining power of suppliers and the Bargaining power of buyers. It is essential to understand that the primary purpose of this model is to evaluate the root causes of profitability in the industry as each of the five forces can affect the profit potential in the industry both positively and negatively (Itqan Leadership Strategia, 2018).   

Exhibits in Appendix 2 of how Tesco illustrating the result of five forces dynamic relationship between competition and profitability. Moreover, the following page (p.11) explain how Tesco approach risk. 
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To sum up, Porter’s Five Forces framework helps planning business situations and control its risk management. Moreover, its unique organisational culture guided them through difficult times, such as the pandemic Covid-19 (Appendix 2).  
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Through the pandemic, by focusing on their organizational culture its core values. They created a sustainable competitive advantage through Tesco Business Services, building 3000 colleagues, and trained on CI and Kaizen methodology. Over 700 have been certified by the British quality foundation over 260 processes that have been automated through their AI capability. The AI Watson driving commercial and contract management and then the workflow tools Chatbots use all interconnect with each other to drive (IBM, 2021). Tesco’s vision is to ensure that 40 per cent of its processes are automated, and that is what Tesco is heading for in 2023; they call it mission 23.

In terms of value generated over the last couple of years, Tesco has saved over half a million person-hours, equating to almost 25 efficiencies delivered across their organization. The digitalisation lens has delivered over 200 million pounds of bottom-line improvement through the value stream. They have improved cash by almost 100 million pounds working through this transformation and is sustainable. Tesco has been recognized by Shared Service and Outsourcing Network (SSON) as the top 20 most admired. Tesco won the gold award for transformation and the bronze award for automation last year in their annual awards 2020 (SSON, 2020).

According to the CEO of Tesco Business Services, Dr Sumit Mitra, Tesco is on a journey, never a destination. On a journey, they are continuously improving the way they work, improving their processes, improving Tesco’s culture, and driving digitalization to get to the ultimate goal of 40 per cent automation. Tesco knows they are a hundred-year-old company. Tesco will not get capex to replace the systems because their focus is primarily on the end customer and improving the end-customer experience. However, several digital things can drive automation of the process changes that they can do internally, which connects their systems to drive end-to-end efficiency within their business. They aim to the future to drive 40 digitalization. Ultimately, it is all about the customers, improving customers lives and serving shoppers a little better every day through its digital and transformation journey (Mitra, 2021).
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People face ethical dilemmas almost daily, and unfortunately, some people do not always follow the moral code of doing what is right. They do not consider the cause and effect of their actions, putting their benefits before anyone else. 

For example, in the cashier situation, if a customer walked away with the extra cash thinking they should do their job better, or it is okay, the company factors in for human errors. What if that was not the circumstance? What if the cashier had to individually reimburse back any differences when cashing out at the end of the day? Or harsher. What if they lost their work as a consequence? 

Another example of an ethical dilemma is if a train driver controlled a switch on a set of train tracks and the train is currently going to hit and kill five people. On that track, if he switches, it will only kill one person, but here is the dilemma: he is now responsible for that person's death. What would he choose? Not an easy choice. Likely most people would save the five over the one. However, if to add another factor to the train dilemma, what if that one person on the other track was someone he knew? If that person was his mother, his spouse or his child. Is his response still the same? 

Each year one in seven large corporations commit fraud where they put their gains before those who would be impacted by the unethical action taken. For example, in the banking industry with Wells Fargo, employees created millions of savings accounts for people without their permission. Tesco was fined one hundred and twenty-nine million pounds for overstating accounts by three hundred twenty-six million pounds back in 2014 (TEDx Talks, 2017).  Also, recently it was fined over seven million pounds and a half for selling out of date food in Birmingham stores (The Guardian, 2021). 
Car companies like Volkswagen lying about their car's emission results in oil and gas companies such as Enron that had billions of dollars in debt from their financial statements, and Facebook who provided users personal data to Cambridge analytics without their users’ consent. So why are some companies being putting the cart before the horse when it comes to ethical behaviour? Is it ego? They do not want to show weakness. Was it the pressure from shareholders to meet or exceed quarterly or annual results? Despite the ever-growing regulations to stop unethical decisions from being made, these types of unethical business decisions are still happening today. The examples given are from a general outside perspective of large companies.

Nevertheless, consider the impact of a lack of ethics within all levels of an organization, not only at the executive level. A lack of ethics harms employee performance. There are cases when employees are so concerned about getting ahead and making money. They ignore protocols of their work which can lead to errors that impact various departments because the work must again be done in the right way.

There are also times when employees have the mindset that acting ethically and following the rules will not get them ahead. So, they are demotivated, which also leads to a decrease in performance. A lack of ethical behaviour can also cause tension among employees. If some employees are breaking the rules to get ahead, it creates a culture where no one cannot trust anyone out of the fear that they take advantage of each other to satisfy their desires. So, this is incredibly damaging to a business since most businesses rely on teams or departments collaborating to make the company successful. Worse yet, if a manager shows a lack of ethical behaviour, he will likely lose the respect of his staff. It is challenging to run a prosperous corporate without leaders who are well respected within the organization. It is far too familiar when managers and supervisors use their position and power to mistreat and disrespect others. There is little protection against abusive behaviour in the workplace unless the situation involves race, gender or ethnic origin.

Moreover, even this will vary depending on the country people are working in. The quickest way to lose trust with employees is to lie to them, but employers do this all the time. One out of five employees reported that their manager or supervisor has lied to them within the past year. It remains unknown if the severity of the lies from the statistics some consider white lies acceptable in cases where one person protecting another's feelings. However, in the end, lies always reveal themselves and at some point. The employee will still lose trust with the company for not being honest and straightforward with them.
Furthermore, suppose a lack of business ethics becomes known by the public. In that case, the business will lose credibility and trust, which is very difficult to overcome because the brand will be associated with that adverse action for years into the future, especially today when there is an increased focus on corporate social responsibility and its impact on labour practices. Environmental discrimination, etc. Some businesses can overcome a negative public image. However, it comes at a price for the time and money spent on advertising campaigns to rebuild the image positively. Most companies still lose many of their customers and, in many cases, never win back the customers that they lost. For example, Nike was faced with a negative public backlash about child labour in developing countries. Starbucks was hit with a negative headline for violating fair trade agreements on coffee beans. This kind of media can have detrimental consequences for a brand. Because even if they rectify the problem, the brand has still been associated with that unethical action that remains in consumers' minds (The Business Mindset, 2020). 

However, Tesco has learned a hard lesson. They must now follow ethical business practices because these codes of conduct are protected values that are part of their organization's culture and code of conduct. When management is leading an organization ethically, employees will accordingly follow because they hold those protected values. Employees make better decisions in less time with business ethics as their guiding principles. Hence, results in increased productivity and a much higher employee morale and pride they work for Tesco when employees can work based on honesty and integrity, the whole company benefits. Employees who work for a corporation that demands high standards of business ethics in all areas of operation like Tesco. They are more likely to perform tasks at a higher level and are more likely to have loyalty to an organization. Business ethics does not only improve employee morale, loyalty and culture. It directly impacts the company's short-term and long-term profitability. A company's reputation in public also plays a significant role when looking for investors. If a company is perceived as operating unethically, investors are less likely to purchase stocks because the reputation will then be associated with them as well ((Appendix 3).
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For Tesco to have long term profitability, they have to focus more on the ethical issue and give their employees more ethics and compliance.
[bookmark: _Toc81855777]Conclusion

To sum up, organisational is a set of interactions that our people have within our facility within our organisation, both efficiently and sometimes not so efficiently. Corporate culture is a way of doing things in and of an organisation. The unwritten rules influence the behaviour and attitudes of individuals and groups. The factor that influences the organisational culture is the organisational structure. System and process employee behaviour and attitude Corporate Values and Traditions and Management and Leadership.

Including the Covid-19 scenario, A PESTLE investigation is an excellent administrative framework and investigative utensil.  The analysis outcome helps the management team at Tesco comprehend factors external to its organisation that can impact strategy and influence business decisions. Political, Economic, Social, Technology, Legal and Environmental. It is a great tool that can support Tesco to minimise threats and prevent the potential primary risks to its establishment. Porter’s Five Forces framework helps plan business situations, control risk management, and gain long-term profitability.
  
When used the Cultural Health Checklist in Appendix 1, its history of one hundred years plus its organizational culture (its values and leadership behaviours on page 11 around The Cultural Web model. It shows the benefit of the cultural web model and its seven essential factors that help understand and assess Tesco’s workplace efficiency. Understanding how its culture operates and how Tesco drives its business success through difficult times like the pandemic Covid-19. Through the pandemic, by focusing on their organizational culture its core values. They created a sustainable competitive advantage through Tesco Business Services.

Ultimately, Ethically Tesco was fined one hundred and twenty-nine million pounds for overstating accounts by three hundred twenty-six million pounds back in 2014. Also, recently it was fined over seven million pounds and a half for selling out of date food in Birmingham stores. Tesco has learned a hard lesson. They must now follow ethical business practices because these codes of conduct are protected values that are part of their organization's culture and code of conduct. When management is leading an organization ethically, employees will follow because they hold those protected values.  

[bookmark: _Toc81855778]Individual Reflective

The lesson learned from the subject was that understanding the cultural web model and its seven essential factors helps understand and assess Tesco’s workplace efficiency. Understanding how its culture operates and how Tesco drives its business success through difficult times like the pandemic Covid-19. Furthermore, this knowledge can be applying to any other corporates. The company core values are the key guided leadership workforces’ behaviours, which helps drive business success through a difficult time and continuously long-term profitability. Better organisational knowledge is a set of interactions that our people have within our facility within our organisation, both efficiently and sometimes not so efficiently. Corporate culture is a way of doing things in and of an organisation. The unwritten rules influence the behaviour and attitudes of individuals and groups. The factor that influences the organisational culture is the organisational structure. System and process employee behaviour and attitude Corporate Values and Traditions and Management and Leadership. A lack of business ethics becomes known by the public. The business will lose credibility and trust, which is very difficult to overcome because the brand will be associated with that adverse action for years into the future, especially today when there is an increased focus on corporate social responsibility and its impact on labour practices.

Moreover, this can affect an employee’s status for working as such a company. The impact of a lack of ethics within all levels of an organization, not only at the executive level. A lack of ethics harms employee performance at work also outside work, and when management is leading an organization ethically, employees will follow because they hold those protected values. Employees can make better decisions in less time with business ethics as their guiding principles. So hence, this results in increased productivity and a much higher employee morale and pride they work for a company. The employees can work based on honesty and integrity, so the whole company benefits from working for a corporation that demands high standards of business ethics in all areas of operation. They are more likely to perform tasks at a higher level and are more likely to have loyalty to an organization. Business ethics does not only improve employee morale, loyalty and culture. It directly impacts the company's short-term and long-term profitability. A company's reputation in public also plays a significant role when looking for investors. If a company is perceived as operating unethically, investors are less likely to purchase stocks because the reputation will then be associated with them. They must now follow ethical business practices because these codes of conduct are protected values that are part of their organization's culture and code of conduct. When administration is foremost a corporation ethically, workforces will trail because they hold those protected values.    
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Appendix 1 - The Organisational Health Check
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Appendix 2 -	Tesco Approach to Risk Management
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Appendix 3 - Tesco’s Ethical Dilemma and Code of Conduct 
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(Tesco PLC, 2021).
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Global trade are bound to be affected by this

agreements and or move. High
restrictions

Many stores are in City centre
locations; past and potential terrorist
threats have affected tourism and

footfall in shopping malls. Medium

Government imposed lockdowns
restricting in-person shopping.
Consumer protection rights.
Exchange rates Exchange rate conversions remain ~ Medium
Globalisation volatile, affecting negotiations with

Economic growth/  suppliers.

feﬂc"{']e Uncertainty prevails in the UK Medium
I:t o Io? 0 business markets and investors due
ke e to the UK leaving the EU.

Cost of living Medi
Labour costs COVID-19 pandemic has added to eciim
Consumer spending poor market performance and

habits greater dependence of online High

shopping.

Consumer spending habit changes
put pressure on certain goods whilst  pedium
others are in decline.

Manufacturing sites in the UK are

costly to run — consideration was

being given to setting this up

elsewhere globally. With the decision

to leave the EU, this factor should

now be put on hold.

Consumer trends/  Cultural diversity and preferences by Medium, ongoing.
tastes, region or country.

zashlons buyi Our clothing range does not cater to  High; more research
haotr;f:mer uying 4 ages and sizes of people. The required.
! demographic with the most

Lifestyle fgctors disposable income sits within the
Career attitudes

Work.life balance 40-65-year-old demographic. L
Population Investment is required in market . i
demographics research to determine a move joquirec.

towards a more inclusive approach.

I e locald hi High; stores are
n some regions local demographic | e G e

labour markets do not want to work in Uhderstaiog

retail for minimum/living wage.
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External fact
to consider

TECHNOLOGY

Automation
Innovation
Disruptive
technologies

Social networking
Upgrades

Robotics

Artificial Intelligence
Security

Employment law
Common law
Local labour law
Health and safety
regulations

=0WI@NI VIS NP2V E Environmental
restrictions
imposed by in-
country
governments
Sustainable
resources CSR
(Corporate social
responsibility)
Ethical sourcing
Transportation
Procurement
Supply chain
management
Future pandemics

Importance to
ctors affected within my industry rganisation

E-commerce side of the business is
underdeveloped and overshadowed
by in-store buying.

Is our technology fit for purpose now
and for the future? A preference for
online shopping is a popular trend by
increasingly older populations — not
just 20-40-year olds. How appealing
is our online presence?

Website ease of use for customers.
Smartphone apps for ordering goods.

Data storage confidentiality and
consumer rights.

Need to improve technology for
analytics and buying intelligence.

Rise in cybercrime risk to data
protection and operational stability.
E.g., Cyber-attack on NHS through
‘Ransomware’.

Wage rates and National Minimum
Wage increases yearly.

Concerns over family-friendly
implications as most of these were
brought in by the EU.

Peak trading periods require
contractual flexibility.

Gig economy and Taylor review —
implications of employment status.

Compliance with the Modern Slavery
Act particularly important for retail.

Introduction of workplace pensions.

The rise in ethically and
environmentally conscious shoppers.

Ethical sourcing has pushed the price
up of our goods however,

Customer relationships have
improved since we introduced and
publicised our ethical sourcing
policy and CSR intentions. But two
of our competitors still out-rank us in
producing environmentally friendly
products.

Supply-chain disruptions as PPE
garments are the main focus.

High; need to
develop online
intelligence.

High; trend for
customers to
compare online
before they buy in
person.

Medium; longer-term
strategy.

Low; compliance
with GDPR
regulations in place
since May 2018.

High; explore internal
capability.

High; this could
render our software
inoperable.
Medium

Medium

High
Medium
High

Low; policy now in
place.

Medium

Low, but keep an eye|
on customer loyalty.

High; more research
required.
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Symbols

Power

Stories structures

The
paradigm

Rituals
and routines

Organisational
structures

Control
systems

Figure 15.4 The cultural web

Source: Johnson, G., Whittington, R., Scholes, K., Angwin, D. and Regnér, P. Exploring Strategy, tenth edition, Pearson
Education Ltd (2014), p. 156. Reprinted and Electronically reproduced by permission from Pearson Education, Inc.,
New York.
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Our Values

Our Values guide us when we
have difficult decisions to make.
By following our Values, we can
be sure to do the right thing.

No-one tries
harder for
customers

Every little
help makes a
big difference

We treat
people how
they want to
be treated

ode of Business

Our Leadership Behaviours

Innovation
Being open to new ideas

® Staying curious and switched on to
new thinking.

® Looking ahead and welcoming the future.

® Taking small steps that make a big difference.

Collaboration
Working better together

® Getting out there and making connections
with people.

® Working as a team and sharing in
joint success.

© Partnering with others to keep things simple.

Empathy
Putting people first

© Building authentic, trusted and
helpful relationships.

© Taking time to see, hear and
recognise others.

© Understanding that our differences
are our greatest strength in helping
each other.

Protecting our colleagues and our business

Resilience
Getting the best from yourself

® Looking after yourself so that you can
be at your best.

 Making the choice to see the positives
around you.

 Knowing how to respond when things
get tough.

Responsiveness
Thinking on your feet

« Embracing the challenges of an
unpredictable world.

® Being brave, taking a measured risk
and learning from its outcome.

© Making decisions even if the answer
isn't clear cut.
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Our approach to risk
management.

Key elements of our risk management framework
Our established risk management framework enables us to manage and report the risks that we face as a business (see diagram below).
Arisk that can seriously affect our performance, future prospects or reputation is termed a principal risk.

To manage our risks effectively we have identified a risk appetite which is driven by the following factors:
- our performance should be competitive, responsible and focused on creating value for all our stakeholders including customers, colleagues,
suppliers and shareholders;
- our behaviours must be in line with our Code of Business Conduct to protect and enhance our reputation:
- we aim to operate our business within the capital allocation framework we have set out: and
- we seek to ensure that our principal risks are effectively managed.

Risk management policy, standards and guidelines

Board, Audit Committee.

xecutive Committee and Group Risk and Compliance Committee

Lines of defence
1st line 2nd line 3rd line
Management Compliance and support functions Internal Audit
Top-down Bottom-up
Group and Risk appetite Business unit
strategic-level ond 3SS€Ssmg,, and operational-
risk: level risk:
- Identification - Identification
- Assessment - Assessment
- Prioritisation - Prioritisation
- Management - Management
- Oversight - Oversight
- Reporting Culture & - Reporting
Leadership
Includes the Includes the
identification and identification and
management of management of
emerging risks emerging risks
Business unit operational risk and compliance committees
Business unit risks
Oversight
Board Audit Committee Group Chief Executive and Group Risk and
Overall responsibility for risk Oversight of the risk Executive Committee Compliance Committee
'management, including risk framework and internal The Group Chief Executive has overall The Committee has oversight
appetite and oversight for control assurance on accountability for the management. of key regulatory and
the risk assessment and behalf of the Board. of risks. Individual members of the ccompliance risks on behalf of
mitigation strategy. Executive Committee. reportingtothe  the Executive Committee and

Group Chief Executive, are accountable  reports bi-annually to the
for specific principal risks. Audit Committee.
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Creating sustainable competitive advantage.
(©]

Capabilty Building

Value Generation

Embedding Culture

3000+ Colleagues globally
trained on CI & 700+
Individuals Certified

on Clin TBS
_—_—
260+ processes automated
through RPA capability

Al capability to drive
commercial management

~425,000 hours
of efficiencies

~£200M+.

Indirect benefits delivered

to the business with a potential
un-tapped opportunities

3500+
‘Every Little Ideas’
raised by colleagues

350+ colieagues gone through digital
drive training with 504 certified as
citizen developer

SSON Gold award for Best
Transformation team in 2020 and
Bronze award for automation
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Organisational Health Check

This quick self-assessment has been developed to give you a
general idea of the state of your organisation in terms of overall
good practice. Going through these questions will help you identify
the strengths and weaknesses of your organisation, and to draw
up an action or development plan.

1. Stating our purpose

Nearly

Yes

1.1 We have a mission statement

1.2 Our (current) aims (still) comply with our constitution

1.3 We ensure that all the people working in our organisation
understand its purpose at an appropriate level (staff and
volunteers)

Notes:

2. Information on services and promotion of work

Nearly

Yes

2.1 We have an up-to-date leaflet or written information on our
services

2.2 We have a website or webpage with up-to-date information

2.3 We make information available to users with special needs,
on request

2.4 We produce an annual report

2.5 We keep our stakeholders (e.g. funders and potential
funders, key organisations and groups) informed about our
work such as sending them our annual report or invite to AGM

2.6 We make use of the media to promote our work (press
releases, radio etc.)

Notes:
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3. Administration and paperwork Nearly | Yes
3.1 We have a clear administrative system in place
3.2 All our procedures are documented (so that staff and
volunteers know what to do in case of absences or sudden
staff changes)

Notes:

4. Finances Nearly | Yes
4.1 We have written financial procedures (for banking, petty V|
cash, cheques etc.)

4.2 We produce quarterly reports (at least) on accounts Vv
4.3 Accounts and financial reports are presented to our v
Management Committee for review and planning (at least

quarterly)

4.4 We have a fundraising strategy which seeks funding from v
a variety of sources

4.5 We know what level of reserves we need and what we can v
spend them on

4.6 We have this amount set aside v
Notes:

5. Internal Communication Nearly | Yes
5.1 We hold regular staff meetings (as appropriate) Vv
5.2 Volunteers are invited to or represented at staff meetings
5.3 The minutes of staff or management meetings are available
to all staff and volunteers
5.4 We communicate project updates internally on a regular Vv
basis
5.5 We hold an annual ‘away-day’ for teambuilding and/oy v

planning for trustees, staff and volunteers

Notes:
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6. Governance or Management Committee N Nearly | Yes
o

6.1 We have a competent management committee and V|
actively seek out people with appropriate skills
6.2 We offer training and information to trustees on their roles v
and responsibilities, on legal issues and changes in legislation
6.3 We have an induction procedure for new Committee V|
members
6.4 We invite our trustees to teambuilding, planning and socia Vv
events
Notes:

7. Compliance No Nearly | Yes
71 We ensure that we comply with the regulatory v
requirements of our legal structure and submit accounts
(where required) and other required material in a timely
manner
7.2 We comply with statutory regulation and have clear policies v
in place (including Health and Safety and Data Protection)

7.3 We are complying with other required regulation applicable v
to our organisation (e.g. safeguarding)
Notes:

8. Equal Opportunities No Nearly | Yes
8.1 We have an Equal Opportunities policy that applies to al v
areas of our work
8.2 We comply with the Equality Act (2011) legislation, v
including for recruitment of staff and volunteers and the
provision of services
8.3 We monitor Equal Opportunities and use this information tq v
develop our services
8.4 We include Equal Opportunities in our induction and offer v

training on equal opportunities to all staff, volunteers and
trustees on a regular basis

Notes:
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9. Staffing No Nearly | Yes
9.1 All staff have an up-to-date contract of employment, joby v
description and terms and conditions
9.2 We comply with employment and equal opportunities v
legislation and inform staff of relevant changes
9.3 All staff receive regular reviews, support and supervision
9.4 Al staff are offered training and development activities
9.5 There is a personal file with records of review and
supervision sessions and other information tracking personal
development
Notes:

10. Volunteers No Nearly | Yes
10.1 We have a volunteer induction pack and procedure with v
information on our organisation and its policy
10.2 We offer to reimburse our volunteers expenses
10.3 Volunteers are covered by our insurance
10.4 Volunteers receive a clear task description and their
situation is reviewed informally or formally through regular
support and supervision
10.5 We offer training and development opportunities to all our v
volunteers
10.6 We invite volunteers to social events v
10.7 We hold exit interviews with volunteers

Notes:
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11. Training and Development No Nearly | Yes
11.1 We identify the training needs of staff and volunteery V|
through regular reviews or supervision
11.2 We have an adequate budget for training and V|
development
11.3 We have an IT policy with a code of practice, which V|
includes the use of internet, email and social media
11.4 We evaluate training for the benefit of the trainee, the team v
and the organisation
11.5 We have a written training policy linking training V|
expenditure to our development or business plan
Notes:

12. Monitoring and Evaluation No Nearly | Yes
12.1 Our services or projects have clearly defined outputs, V|
including those agreed with funders
12.2 We monitor our activities and collect information on ‘soff v
outcomes’ (case studies, anecdotal feedback etc.)

12.3 We evaluate the results of our monitoring activities V|
12.4 We measure our performance against indicators or V|
quality standards

Notes:

13. Planning our Service Provision No Nearly | Yes
13.1 We use monitoring data and user feedback to plan our v
services
13.2 We have a work-plan or development plan and review if v
regularly (short, medium or long-term, as appropriate)

13.3 We have a business plan (if applicable) and review it

regularly

13.4 Our planning process involves staff, volunteers (ag

appropriate) and trustees

13.5 We involve service users in the planning process Vi

(indirectly, through feedback or directly, through
representation)

Notes:
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14. Networking and Partnerships

No

Nearly

Yes

14.1 We actively network with other organisations

14.2 We work in partnership with other organisations

14.3 We evaluate our partnership working and include this infq
when planning

Notes:

15. Resources and Information Technology

No

Nearly

Yes

15.1 Overall, we have sufficient resources to deliver our
services effectively

15.2 Our premises have been assessed for health and safety

15.3 We use computers in several areas of our work (not just
for typing letters)

15.4 We back up our work on a regular basis (at least monthly

15.5 We have adequate technical knowledge or support, tq
cope with problems

Notes:

Please use the space below to list other things in your organisation
which you feel are relevant: This could be particular areas that
require support/and or issues you feel have not been covered in
this Health check.

Organisation Name: Tesco PLC

Name of person completing this form: ~ Ratchada Caliendo-Chan

Contact details: 1916134@student. UWTSD.ac.uk

Date: 25 July 2021
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@ Risk increasing @ Risk decreasing @ No risk movement ® New risk

Principal risk

Risk movement

Key controls and mitigating factors

Brexit!

Failure to adapt to the UK’s new
trading relationship with the EU,
and how it may develop as
further agreements are reached
or political decisions made,
results in disruption to our
business, cost inflation and
impacts on our ability to supply
our customers with the
products and at the prices they
expect. These and any adverse
impact of Brexit on the UK
‘economy could affect our
business, financial results

and operations.

The new UK-EU Trade and Cooperation
Agreement (TCA) came into effect from
1January 2021, setting out the conditions
for tariff-free trading with the EU and
removing the uncertainty of a no-deal
Brexit. The business is impacted by more
cumbersome border controls, goods
inspection, and customs documentation,
with the most trade friction being between
Great Britain and Northern Ireland and
Ireland. The full effect of Brexit on the
business will emerge as new trade patterns
are established and the new regulatory
framework is better understood.

®

- We continue to assess and monitor the potential risks of Brexit and
its impacts on our customers, colleagues and shareholders. We are
also taking appropriate mitigation measures to address challenges
including logistics, resourcing and supply with clear oversight by
senior leaders and our Brexit Governance Group.

Our focus has been on avoiding transportation delays and
bottlenecks. We are also working to ensure the accuracy of
documentation to avoid waste and to ensure we maximise the
shelf life of our fresh produce by working with our logistics partners.
We continue to work closely with Government, regulatory bodies
and industry on implementing the TCA, sharing data and analysis to
inform policymaking.

CovID-19*

The continuing global COVID-19
pandemic may have a significant
and prolonged impact on global
economic conditions, disrupt
our supply chain (including our
supplier base, specifically
regarding business closure and
consolidation, labour shortage,
raw material supply and cost
inflation), increase employee
absences and adversely impact
our operations (including Tesco
Bank). Failure to adapt to
changes brought about by this
and any future pandemics in our
markets and the environment in
which we operate may adversely
affect our competitiveness and
financial results.

During the year, governments around

the world introduced emergency public
measures, including travel bans,
quarantines and public lockdowns.

These measures have, to varying degrees,
been relaxed then reintroduced as
COVID-19 transmission subsided before
surging again. with new variants adding

to the speed of transmission.

Vaccines have been developed and are
being rolled out with significant coverage in
our core UK market, however uncertainty
remains as to whether recent lockdowns
and the vaccination programme are
sufficient to bring the pandemic under
control and allow normal life to return
and, if so, when. It is also unclear how
the pandemic will have changed the
environment in which we operate and
the choices customers make.

©

The safety and wellbeing of our colleagues and customers has

been and continues to be our overriding priority. Our Executive
‘Committee is monitoring events closely with regular Board
oversight, evaluating the impacts and designing appropriate
response strategies.

Our teams continue to work tirelessly to implement specific
actions to minimise disruption faced by our customers in these
challenging times. This includes increasing our retail store colleague
headcount (with redeployment of colleagues where possible),
securing additional supply chain capacity to meet changes in
demand. implementing changes to stores (including hours,
additional security, hygiene and social distancing measures), and
extending support to colleagues and customers at increased risk.
‘We have developed practices within our stores and distribution
centres, as well as for office colleagues working from home, to help
people adapt to the new ways of working. We have aligned our
controls accordingly with appropriate assurance measures in place.
The availability of cash resources and committed facilities, together
with our strong cash flow, are supporting Tesco’s liquidity and
longer-term viability.

Data security and data
privacy'

Failure to comply with legal or
regulatory requirements relating
to data security and data privacy
in the course of our business
activities results in reputational
damage, fines or other adverse
consequences. This includes
criminal penalties and
cconsequential litigation which
may result in an adverse impact
on our financial performance or
unfavourable effects on our
ability to do business.

As a retail organisation, we hold a large
amount of personal data on customers and
colleagues. The threat landscape has been
ever-growing while we continue to invest

in our security and privacy programmes.
The move to homeworking for most
office-based colleagues during the
pandemic has presented its own security
challenges and response requirements.

®©

We put our customers and colleagues at the heart of all decisions
we make in relation to the processing of personal data. Our data
privacy and protection policies clearly set out how we can protect
and appropriately restrict customer, supplier and colleague data.
Our multi-year technology security programme is driving enhanced
data security capabilities.

We have an established team in our security operations centre

to detect, report and respond to security incidents.

We have a third-party supplier assurance programme focusing

on third-party data security and privacy risks.

- We have a privacy compliance programme, which includes
assessment and monitoring of risk across our global business.
There is regular reporting on progress and results of the security
and privacy programmes to governance and oversight committees.
We recognise the importance of training and communication to
help prevent data security and privacy-related incidents and have
regular induction, awareness and refresher courses for our colleagues.
- We have next-generation, behaviour-based anti-virus and malware
solutions, data and payment encryption and threat detection tools
that help us reduce the likelihood of being compromised.

'
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Principal risk

Risk movement

Key controls and mitigating factors

Transformation

Failure to achieve our
transformation objectives due
to poor prioritisation, ineffective
change management and a
failure to understand and deliver
the technology required, results
in an inability to progress
sufficiently quickly to maintain a
competitive cost structure and
generate sufficient cash to meet
business objectives.

There has been ongoing delivery
of key programmes to meet our
transformation objectives while
we continue to push forward with
new initiatives.

©

- We have clear market strategies and business plans to address
changes to business priorities, strategic objectives and external
market factors.

- We have executive-level governance and oversight for all
transformation activities to ensure programmes are adequately
resourced, milestones achieved, and key rollout decisions approved.

- Real-time independent assurance activities are conducted during the
transformation programme.

Political, regulatory and
compliance'

Failure to comply with legal and
other requirements in an
increasingly restrictive regulatory
environment due to changes in
the global political landscape.
results in fines, criminal penalties
for Tesco or colleagues,
consequential litigation and an
adverse impact on our
reputation, financial results, and/
or our ability to do business.

Long-term changes in the global political
environment and societal expectations
are leading to greater regulation of
business and potential penalties. In
some markets, regulations can result

in favouring local companies.

©

- Wherever we operate, we aim to ensure that we incorporate the
impacts of political and regulatory changes in our strategic planning
and policies.

- We have compliance programmes and committees to manage
our most important risks (e.g. anti-bribery and competition law)
and we conduct assurance activities for each key risk area.

- Our Code of Business Conduct and various policies (e.g. gifts and
entertainment, conflicts of interest) are supported by new starter
and annual compliance training and other tools such as our
whistleblowing hotline.

- The engagement of leadership and senior management is critical to
the successful management of this risk area. We have established
structured communication plans to provide a clear tone from the top.

Technology

Failure of our IT infrastructure or
key IT systems results in a loss of
information, inability to operate
effectively, financial or regulatory
penalties, and negative impacts
on our reputation. Further,
failure to build resilience at the
time of investing in and
implementing new technology
results in potential loss of
operating capability.

Dependence on technology continues
to grow throughout the Group. We
continue to improve our technology
environment and invest in disaster
recovery and business continuity, which
are helping manage our exposure to
external threats.

©

- Our multi-year programme continues to enhance our technology
infrastructure and resilience capabilities. This involves significant
investment in our hosting strategy, partnering with cloud providers
and re-engineering some of our legacy retail systems, while building
redundancy for key business systems.

- Our investment in data centre facilities is providing greater resiliency
and oversight for our key systems.

- Our technology security programme continues to enhance our
information security capabilities, thereby strengthening our
infrastructure and information technology general controls.

- We have combined governance processes to ensure alignment
between our technology disaster recovery and business
continuity activities.

People

Failure to attract, retain and
develop the required capability
and to embed our values in our
culture results in an impact on
the delivery of our purpose and
business performance.

Market competition for key leadership
and specialist talent remains strong.
The year has also presented significant
people challenges in supporting
vulnerable colleagues, recruiting

and training huge numbers of new
permanent and temporary colleagues.
supporting the shift to homeworking
for most office-based colleagues.
reinforcing our culture and driving

our diversity and inclusion
programmes harder.

®©

- Our talent planning and people development processes are
established across the Group.

- Talent and succession planning are regularly discussed by line
management and the Executive Committee, with regular oversight
by the Nominations and Governance Committee and the Board.

- We have clear potential and performance criteria and talent
principles, underpinned by our employer value proposition
and strategy.

- Anindependent assessment of all leadership-level promotions
and external hires is conducted to ensure capability, potential,
leadership and values.

- The Remuneration Committee agrees the objectives and
remuneration arrangements for senior management.

- Our ‘how to’ and ‘when to’ speak up programmes across all areas
include our protector line and complaints process. These allow
colleagues to raise in confidence any workplace concerns such as
dishonest activity, bias or something that endangers colleagues,
the public or the environment.

- Our established Group Diversity and Inclusion strategy ensures
that everyone is welcome and that we provide all our colleagues
with equal opportunities for growth and development. This is
embedded in our values, and we are committed to building an
inclusive workplace.
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Principal risk

Risk movement.

Key controls and mitigating factors

Health and safety

Failure to meet safety standards
in relation to our workplace
results in death or injury to our
customers, colleagues, or third
parties, or in damage to our
operations and leads to adverse
financial and reputational
consequences.

The pandemic has presented unique
challenges for the safety of our
customers and colleagues. It has
driven the need for rigorous risk
assessment, the rapid rollout of
new ways of serving customers and
of working for colleagues. clear
communication, and close attention
to and compliance with Government
pronouncements.

©

- We have a business-wide, risk-based safety framework which defines
how we implement and report on safety controls to ensure that
colleagues, contractors and customers have a safe place to work
and shop.

- We require each business to maintain a comprehensive risk register
and safety improvement plan to document and track enhancements.

- Governance and oversight are established in the form of our Group Risk
and Compliance Committee and business unit-specific health and safety
committees. These committees review critical metrics and monitor the
effectiveness of related controls.

- Our safety audits. whistleblowing arrangements and the results of our
annual colleague surveys inform management on the delivery of targeted
safety initiatives, including communication plans.

- Our assurance activities, such as store and distribution compliance
reviews, safety health checks and audits. help us assess our compliance
with established policies and processes. They enable us continuously to
seek and identify areas for potential improvement.

Climate change'

Climate change has the
potential to change dramatically
the world in which we live and
operate, and tackling climate
change, by taking measures to
limit its impact to manageable
levels, has become a key priority
for governments, businesses
and citizens around the world.
Even if manageable, the effect
of climate change will be quite
profound, and these measures
will themselves have a significant
impact on economies and the
choices people make. Climate
change has. therefore. moved
from an emerging risk to a
principal risk for the business.

Climate change has become a widely
acknowledged global emergency,
moving from an emerging risk to a
principal risk for the business.

®

- Our Little Helps Plan on pages 12 to 16 sets out our ambitions and action
plans for addressing climate change. The Board’s Corporate
Responsibility Committee provides governance and oversight.

- We have established a number of metrics with appropriate management
oversight and governance mechanisms to enable us to monitor progress.
We are working with third-party organisations to continue developing
this suite of metrics. There is a level of external assurance over the
metrics, and we are working to further enhance and extend this.

- We seek to align our climate-related ambitions with our financial policies
and have launched our first sustainability-linked bond. We have also
extended our climate-related financial disclosures.

Responsible sourcing and
supply chain®

Failure to meet product safety
standards results in death, injury
or iliness to customers. Failure
to ensure that products are
sourced responsibly across our
supply chain (including fair pay
for workers. adhering to human
rights, clean and safe working
environments, meeting climate
change and sustainability
commitments) and that all social
and environmental standards
are met, results in supply chain
disruption, regulatory breaches,
and reputational impacts of not
meeting societal expectations.

The pandemic (and to an extent
contingency planning for Brexit) put
significant stress on our supply chain
during the year. Surges in demand
placed pressures on supply, and some
suppliers were unable to maintain
operating capacity. We have also

had to adopt new approaches to

our technical and supplier audits to
ensure our standards have been met.
We have continued to drive our
environmental agenda, including
actions relating to deforestation and
animal welfare.

®©

- Our product standards, policies and guidance help ensure that products
are safe, legal and of the required quality. They cover food and non-food.,
as well as goods and services not for resale.

- We have policies and guidance to help ensure human rights are
respected and environmental impacts are responsibly managed. These
include a focus on appropriately monitoring conditions and progress,
tackling endemic sector risks and addressing wider community needs.

- We run colleague training programmes on food and product safety,
responsible sourcing, hygiene controls, and also provide support for
stores. We also provide targeted training for colleagues and suppliers
dealing with specific challenges such as modern slavery.

- Our crisis management procedures are embedded within operations
to quickly resolve issues if non-compliant products are produced or
sold with clear escalation protocols.

- We operate supplier audit and product analysis programmes to monitor
product safety. traceability and integrity. human rights and
environmental standards. They include unannounced audits of suppliers”
sites and facilities.

Competition and markets'
Failure to deliver an effective,
coherent and consistent
strategy in response to our
competitors and changes in
market conditions result in a
loss of market share and
profitability.

We continue to face the challenges of
a changing competitive landscape and
price pressures across our markets.
Our strategies are well-developed
and we review them regularly to
remain competitive and informed

by competitor and market activity.

C)

- Our Board develops and regularly challenges the strategic direction of
our business to enhance our ability to remain competitive on price,
range and service. This includes developing our online channels and
multiple formats to allow us to compete in different markets.

- Our Executive Committee and operational management regularly review
markets, trading opportunities, competitor strategy and activity.

- We carry out market scanning and competitor analysis to refine our
customer proposition.
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Food & product standards

Why does it matter?

Our customers expect us to only sell products
made to the highest quality and they trust

us to ensure that all our products are safe
and comply with all applicable laws and
regulations. We are committed to ensuring the
safety and quality of all our products from the
moment we take delivery until the time our
customers buy them

We have simplified our supply chain to help
build better relationships with our farmers and
suppliers and ensure that all the products we
source are safe, legal and meet our exacting
quality standards.

We have a well-established and comprehensive
food safety management system within our
stores and distribution centres. Every day

we monitor and check the quality and safety

of our food to make sure our standards

are maintained. Such checks include the
temperature of our products, personal hygiene.
cleanliness of our stores and equipment,
protecting foods from contamination and
managing the rotation of our food products.

What does it mean for me?

« Ensure that our suppliers meet our product
safety and quality standards and comply
with our policies about maintaining product
safety, quality and legality.

* Report any instances or suspicions of fraud in
our supply chain.

* Protect our reputation and preserve the
confidence of our customers that our
products are safe and sourced responsibly.

 Know who we buy from and carefully evaluate
each and every product we sell so we can be
certain our products can be fully traced in
our supply chain.

« If you are a store or distribution colleague,
ensure you complete all food safety and
hygiene training and refresher training and
take action to ensure all products are held
at correct temperatures and protected from
contamination. If you see poor quality or
potentially unsafe products, ensure these are
removed from sale.

Questions & answers

Qlam concerned that a supplier may be
substituting ingredients for cheaper, poorer
quality alternatives in Tesco products. What
should | do?

A You should raise your concerns immediately
with your line manager, the Product
Technical Manager, your Product Regulatory
Compliance team or local Trading Law team
(outside of the UK). Even if the concern
turns out to be unfounded, it's important
that you speak up.

Q I'm looking to list a new supplier for a
new own brand product. What standards
are our suppliers required to meet for
product quality, safety and legality before
they supply us?

A We have clearly defined Tesco
manufacturing and sourcing standards
that set out the requirements we want
our suppliers to work to when they make
products for Tesco brands. We visit
and approve the sites before manufacture
to verify that these standards have
been met. Talk to your local Product
Regulatory Compliance or Technical
team for more information.

y Hope to see you soon

Q Where can | learn more about the processes
we have to manage product quality, safety
and legality?

A The Tesco Product Quality Rules are a
basic guide to the principles by which
our products are made. This is available
from the Product Regulatory Compliance
team or your Technical Manager.

@ | am developing a new work routine that wil
change the way we handle a product in store.
Who should | contact?

A If you need to change a store routine
around food safety or quality, you should
contact the Product Regulatory Compliance
team in the first instance (technical and/
or store operations outside of the UK).

They can advise on the best way to ensure
any changes are correctly trained and
communicated to store colleague:

Where can | find out more?
« Product Regulatory
al Product

nical team

scal Trading Law team

utside the UK)
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Clear prices & marketing

Why does it matter?

Advertising and marketing are among
the most powerful ways we talk to our
customers. Customers tell us that clear
communications about our products and
prices are important to them. Whether through
television or print advertising, Clubcard
mailings, online messages or at the point of
sale, our messages influence our customers’
decisions as to where, how and why they
choose to shop with us.

If we get our messages wrong, we upset
customers and may attract the attention

of regulatory authorities and the media.
Advertising and pricing standards are regulated
in many of the markets in which we operate
and if we are found to mislead customers,

we may face penalties and lose customer

trust. So everything we say about our products
must be true - and, if we say we're offering a
great price, it must be just that. Getting our
messages right directly influences the trust that
customers place in us.

What does it mean for me?

© If you are involved in any marketing activity,
ensure that all messages are honest,
accurate and fair. We are often required to
substantiate claims we make in advertising.

* Keep promotions and pricing simple: avoid
complex price promotions and frequent
price changes.

© Ensure that all messages are responsible;
no customer should ever be offended by
our advertising. This is particularly important
when advertising alcohol.

* Ensure that your advertising matches your
products - validate all images so you are
certain that they are genuine and reflect the
products we sell.

© Never make untruthful marketing claims
about any third party, such as a supplier
or a competitor.

Our Cade of Businesg C

Questions & answers

Q1am planning a Chilean wine promotion
and will be using a vineyard picture for the
posters. We have a great shot in the photo
library of an Argentinean vineyard that we've
never used. Can | use that in my campaign?

A No. Your images must accurately
reflect the product you are advertising.
You would need to source a photograph
of a Chilean vineyard that produces the
wine you are promoting.

Q What rules apply to web-based advertising?
A The same as for any other advertising.

Messages must be accurate, clear and must
not be misleading.

Q I've noticed that the price of some products
has been increasing just before they go on
promotion. Is this allowed?

A In many markets there are strict rules which

have to be followed whenever products
are sold on promotion. Your local Legal or
Trading Law teams can advise you on how
these rules apply in your market.

Q There's an Express store next to my child’s
primary school and they have put a poster
up to advertise the launch of a new violent
martial arts X-Box game. Surely, it's wrong to
be advertising violence where lots of small
children will see it?

A We would never want to place advertising
where it s likely to cause offence or where
it could be construed as being harmful to
children. You should speak up and share
Your concern with your line manager,
Trading Law or Legal teams.
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Protecting customer

and colleague data

Why does it matter?

Data s at the heart of our business. We collect,
process and use data every time we make
contact with our customers. For example,
data on shopping habits allows us to give
customers great deals on the products they
love to buy. Additionaly, at all times we ensure
that customers are provided with choices over
how we use their data and we are transparent
with them in how we do this. We also hold

and use information about our colleagues for
business purposes.

Our customers and colleagues trust us to treat
their data responsibly and lawfully. To make sure
we do this, we have policies and procedures
and it s the responsibility of all colleagues to
ensure they understand and follow them.

So whenever we use data we must always
follow these principles:

Secure: We keep our customers’ and
colleagues’ data secure.

Appropriate: W only use data for the purpose
it was collected from customers and colleagues.
and nothing else.

Open: We are open, honest and transparent
about what data we hold and why we use it.

Retention: We understand why we are using
the data and how long we can keep it for.

What does it mean for me?

* Follow our policies and procedures and the
principles set out above as well as doing
your training - this way you will understand
your obligations. All relevant documents are
stored on the Privacy Portal.

© Consider “privacy rights” when developinga
product or service. If you have any concerns,
contact your local Privacy Team.

© Be clear with customers and colleagues
about what data Tesco holds and what Tesco
will do with it.

* Report all incidents involving data
immediately, using the Privacy Support Portal
(or to the local Privacy team f there is no
Portal in your business unit).

Questions & answers

G What is customer data?

A Any data relating to our customers or
their activities in Tesco. This could include
names, addresses and contact details,
transaction data, invoices, mobile phone
records, mobile application data, banking
data, Clubcard data and correspondence
customers have sent to Tesco.

@ A customer has had an accident in the car
park and wants to see the CCTV footage. Can
Ishow it to them?

A No. CCTV footage should only be viewed
by people authorised to view it and must
never be shown, filmed or copied.

The customer can ask for a copy of the
footage. You must follow the Guideline
on Requests for CCTV Access and
Disclosures to help them do this.

@ Can | access our Payroll system to create
alist of birthdays in our team?

A No. You are not allowed to access Payroll
data unless you are authorised to do so and
it relates to a work matter, such as making
changes to their salary or their personal
details such as their name and address. A
better solution would be to ask your team
to provide you with this information again.

@ I'm working on a new marketing campaign
in my business area. Can | contact
customers who have already provided
their e-mail address?

A We can only use our customers’ personal
data for the reason it was provided.
Customers must have agreed to receive
marketing communications from us at the
time of providing their detals in order for
us to use that information to contact them.
We must also consider the customers’
marketing preferences: if they have opted
out of marketing contact from us, then we
must respect their choices. You can contact
your local Privacy team for guidance.

Where can | find
out more?

« Group Legal Privacy
team or local
Privacy team

« Data tion policy

* Privacy Support Portal
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Health & safety

Why does it matter?

At Tesco we care about the health and safety
of our colleagues, customers and anyone else
impacted by our businesses. It is at the heart of
how we do business as we want everyone to go
home safely every day.

By working safely, effectively managing our
risks and creating a culture of care, we can
reduce the distress and sometimes long term
impact caused by injuries to our colleagues and
customers. We can also minimise the disruption
to the business caused through absence from
work and costs from investigation, medical
treatment and compensation. If we fail in our
duty of care it could lead to legal action being
taken against us, damaging the valued trust our
customers and colleagues have in us,

We are committed to ensuring that everyone
feels that their safety is taken seriously and our
promise to our people is to:

o Always be legally compliant.

® Understand the causes of accidents so
we can prevent them from reoccurring.

© Always seek to reduce any risk of harm
to anyone impacted by our activities.

What does it mean for me?

o Always follow the training and safety
instructions that apply to your role.

© If you are a manager, set an example of safe
behaviours and never ask colleagues to put
themselves in a position of harm.

© Ensure risks are understood and have proper
plans to minimise potential harm from them.

o Safety is everyone's responsibility - if you
think something is unsafe or could cause
an accident, take action to deal with it and
report it immediately.

© If you see a colleague working in a way that
could harm them or others, step in and
remind them of the safe way to work

© Never agree to do anything if you don't have
the appropriate knowledge or training to do
it safely.

Questions & answers

Q1 have just joined Tesco and colleagues have
told me that safety training takes a while to
complete and s just “common sense”.

Do I really need to do the training?

A Yes. All new colleagues must be familiar
with safety precautions necessary in
their workplace and know what to do in
an emergency. Not all workplaces are the
same and we all have different levels of
experience. Our safety training makes sure
that we all work together to stay safe.

Q I'm worried about the safety of a new piece
of equipment. What should | do?

A If no instructions or training have been
provided, it should not be used. You should
check with the provider who should have
supplied a risk assessment and designed
the right controls. If there are instructions
and you're still concerned, contact your
local Health and Safety specialist or People
Safety team - you'll find their details on
your local health & safety noticeboard.

r business

@ Who are our Health & Safety specialists?

A Every business unit employs specialists in
Health & Safety (People Safety Manager)
who can deal with technical questions and
manage the process of risk assessment.
These colleagues all possess safety
qualifications and considerable experience
that together make them competent in thei
own field. Their details should be listed on
the colleague or safety notice board.

Q How can | report a safety
concern confidentially?

A In the first instance, talk to your line
manager or People team. The Protector
Line is also there for colleagues to report
safety concerns. It can be used comple
confidentially and every report is
investigated independently.

ly

Q I've had an accident at work, what should | do?

A All accidents at work must be reported
immediately to your line manager so that
they can provide support and follow local
injury reporting requirements. Reporting
accidents allows us to better understand
the risks our colleagues face in different
areas of our business, in order to create a
safer place to work.

Where can | find out more?
« Health and Safety
Noticeboar
« People Safety manag:
or local Health & Safety
cialist

« People Safety policies
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Equal opportunity,

inclusion & diversity

Why does it matter?

We strive to create a globally diverse and
inclusive culture where everyone is welcome.
Our colleagues reflect the diverse nature of
society and we value each person's contribution
in helping our business grow

We must treat everyone fairly, equally and
without discrimination, irrespective of age,
sex, disability, sexual orientation, gender
reassignment, race, caste, religion, political
belief, marriage/civil partnership status

or pregnancy/maternity. When recruiting,
developing and promoting colleagues at our
stores, distribution centres and offices, we.
make employment decisions solely on the
basis of job-related skills, achievements and
performance, using clearly defined and fair
criterla. We do not accept any discriminatory
practices or behaviours as these make
colleagues feel unwelcome and excluded,
damage our reputation and may result in legal
action against the business.

We also offer opportunities for colleagues to
work in a way that suits their circumstances

- such as providing flexible working, part-

time roles and job-sharing opportunities. We
continuously review our working practices and
contracts to suit the ever changing needs of our
colleagues and the business.

What does it mean for me?

© Act with integrity and in good faith to support
your colleagues and the wider business.

 Respect all colleagues, customers, suppliers
or other parties, regardiess of any social or
cultural differences.

* Role model inclusive behaviour in your team
to ensure an environment of openness
and collaboration so we can draw from the
diversity, knowledge and experience of
our colleagues.

* Voice your views and concerns through the
relevant channels so that we can all work
together to make Tesco a great place to work.

* Make the right employment decisions when
recruiting new colleagues and promoting or
developing existing colleagues based on merit
and business considerations alone.

Where can | find
out more?

Our Code of Business Conduct

Questions & answers

G I am a manager and need to make a
promotion decision between two colleagues.
Since one colleague is 55 and nearing
retirement age and the other only 30, should
| promote the younger colleague since they
may work for us for many more years?

A No. We only make employment decisions
based on job-related skills, achievements
and performance. We never make decisions
based on age or any other non-job related
characteristics.

@ My manager hasn't been putting forward
colleagues for training opportunities. | think
this might be because they are pregnant,
is that ok?

A No. There should be fair access to training
opportunities for all colleagues. If you
have a concern and feel you can't raise this
with your manager directly, you could talk
to another manager or your Director or
contact your People team or Protector Line.

Protecting our colleagues and

Q An interview candidate, who has a disability,
has requested that their interview is held
near the accessible facilities. Should | make
the adjustment?

A Yes, candidates who have disabilities should
be supported with reasonable adjustments,
as far as is reasonably practical, to ensure
they aren't disadvantaged.

@ My manager runs our team meetings on
Mondays, so that she can check in with
us and plan for the week. Two of our
colleagues work part-time and are not
at work on Mondays. 'm concerned this
practice is unfair as it seems to exclude
them. Should | talk to my manager?

A Yes, share your concerns with your
manager. If possible, your manager should
arrange team meetings so that all colleagues
can attend.
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Respect, dignity and fair treatment

Why does it matter?

The wellbeing, safety and dignity of all our
colleagues is of utmost importance to Tesco

as a business. We do not tolerate unacceptable
behaviour in any area of our business, whether
towards our customers, other colleagues,
suppliers or anyone else. We all share in the
responsibility for making sure that Tesco

offers a safe and open environment for
colleagues to work.

We must be sensitive to actions or behaviours
that may be acceptable in one culture but not
in another. Some of these behaviours may even
be illegal in other countries where we operate.
Bullying and harassment are unacceptable

at Tesco. These actions go against our values
and can have a significant impact on the
colleague’s ability to perform their duties at
work. Colleagues found to have engaged in
unacceptable behaviour can face serious
consequences such as disciplinary action,
including dismissal, and potentially legal action

What does it mean for me?

© Create a welcoming and respectful work
environment, treating everyone as you
would like to be treated.

© Don't engage in behaviour that would
be considered by anyone in the team
as creating a hostile or intimidating
work environment, including making
inappropriate jokes or comments.

o Don't spread malicious rumours or
gossip that might be considered
derogatory, defamatory, harassing.
or otherwise offensive.

© Take responsibility for your performance
by working in a safe manner, free from the
influence of drugs or alcohol. You understand
that working whilst under the influence of
drugs or alcohol is dangerous to yourself
and others, and poses safety risks that will
not be tolerated and may be illegal.

© Conduct yourself when attending off-site
events as you would do at work. Company-
organised events include social events
such as Christmas parties, team events
and social outings.

~

r-
!

de of Business

Questions & answers

Q My line manager can be very intimidating and
often abusive to the colleagues in our team.
We know he is a perfectionist, but it makes
our work unenjoyable and difficult. | worry
that if | speak up, he might become worse.
What should | do?

A Abusive or bullying behaviour is never
acceptable no matter who is doing it. Our
culture is one of respect and inclusion and
any such actions should be reported to
another manager, to the People team or
via Protector Line. We will always support
colleagues who raise concerns in good faith.

Q Afriend sent me an email with some rude
jokes | think are very funny. Can | email them
to colleagues in my team?

A No. We treat all colleagues with dignity
and respect and what you consider funny
might be considered abusive or offensive by
others. Always ask yourself whether
Your actions might be offensive, abusive
or intimidating to others. This includes
viewing any inappropriate material while
you are at work.

Q1 know a colleague has been having some
difficult times at home. Lately, they have
been turning up to work very late and
sometimes appear intoxicated. They are still
getting their work done so | am not sure if |
should say something. Should | speak up?

A Yes. For the good of your colleague
You should always raise your concerns
if you believe that they are engaging in
behaviours that might be dangerous to
themselves or others. This includes the
use of drugs or alcohol. If you can't talk
to them directly, speak to your People
team or line manager.

@l am worried that a male manager is acting
inappropriately with a female colleague. He
stands very close to her when they are talking
and | know he has been sending her personal
messages on WhatsApp. What should | do?

A You should make your manager aware of
Your concerns in the first instance. If you
don't feel comfortable raising your concerns
to your manager, you can contact your
People team or raise this through Protector
Line. All concerns regarding harassment will
be taken seriously and will be investigated.
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Competition laws

Why does it matter?

Our customers expect us to compete fairly

and independently in every market. Healthy
competition brings lower prices, wider choice
and better products. We compete hard with our
competitors to offer our customers the best
shopping experience.

Legislation exists in all of our markets to protect
competition and there are significant penalties
for companies and individuals that break the
law. Investigations are disruptive and costly for
the business and can damage the trust that
customers place in us.

What does it mean for me?
Contact with competitors

* Always act Independently. Never agree with
competitors to reduce competition between
us. You cannot agree to fix prices or agree
where we will or will not operate.

© You must not ask for, receive or share
confidential, commercially sensitive
information with competitors. You can use
information in the public domain to help
make decisions.

Contact with suppliers

© You must not request or receive confidential,
commercially sensitive information about a
competitor from a supplier.

« Keep our suppliers’ confidential information
confidential and do not share it with
their competitors.

© You can ask suppliers for information in the
public domain to help us make decisions

Setting retail prices
 Always set retail prices independently.

 Always focus on cost prices during price
negotiations with suppliers. Suppliers can
give us recommended prices but not fixed or
minimum prices.

The Pushback process

« If you receive information or have any other
contact with competitors or suppliers
that raises concerns, you must follow the
Pushback Process. It is not enough to simply
ignore the information, even if you have not
actively participated or have received the
information in error.

Document creation

« Take care when writing about our business,
our customers, suppliers or competitors.
Remember that most Internal documents,
including e-mails, text messages, committee
papers and property reports can be viewed
by regulators during an investigation

Where can | find out more?
* Group Legal Competition
aw team or local

ompetition policy and

uidance

e for Pushback

Our Code of Business Conduct

Questions & answers

Q1 have been asked to attend a trade
association meeting. Can | participate?

A Yes, these meetings are not in themselves
problematic, and may be pro-competitive.
However, the normal competition rules
apply - make sure you do not discuss,
disclose or exchange commercially sensitive
information with a competitor. Refer to
“Meetings with Competitors” guidelins

Q Can | invite more than one supplier to
a meeting?

A From time to time, it may be sensible
to invite suppliers to a joint meeting,
for example, to brief suppliers on key
changes to our business or to discuss best
practice In relation to supply chain issues.
However, these meatings can be sensitive
because they often involve suppliers who
are competitors. Refer to “Joint Supplier
Meetings” guidelines and ensure that no
inappropriate activity takes place during
the meetin,

Protecting our colleagyés and our busines:

QI have received commercially sensitive
information about a competitor from a
friend. Can | ignore it?

A No, ignoring such information, even if
received in an informal context, is not
enough. You must follow the Pushback
Process which is designed to ensure that
You visibly disregard such information and
have an audit trail to demonstrate that you
have not made use of this information.





image28.jpeg
Sanctions & export controls

Why does it matter?

From time to time, governments impose
restrictions on buying from, or travelling to,
certain countries. We may also be banned
from trading with certain named individuals.
We must always be aware of these restrictions
when doing business around the world.

In today’s globalised world, not only
governments, but also our customers expect
us to be aware of sanctions or restrictions
when doing business with certain countries,
companies or individuals.

If we break trade restrictions, this could
damage the trust customers have in our

brand and may also result in significant financial
penalties for both the business and colleagues
and even imprisonment.

Where can | find out more?

Quality

What does it mean for me?

If you are involved with buying, shipping or
selling of goods or services internationally,
be careful to:

© Consider whether it is appropriate to buy
from or sell to any given country.

o Not buy from, or travel to, countries subject
to sanctions or travel restrictions.

© Not work with individuals or companies that
appear on UN or other sanctions watchlists.

o Seek legal advice if you are unclear whether
any restrictions or sanctions apply to
your activities.

© Make sure that your new suppliers have
been properly vetted and approved before
you start doing business with them.
This means the satisfactory completion
of integrity due diligence.

o Speak up if you believe anyone is breaching
trade restrictions: all suspected violations
must be reported to your local Legal Director
or by using Protector Line.

Our Code of Business Conduct

Questions & answers

Q Iam a buyer looking for new markets to
source from. | found a great supplier | want to
start using. Does it matter that the owner of
the company is in a sanctioned country if his
business is not?

A Yes. Sanctions laws are often very broad
and include more than just the country at
issue but all nationals or individuals of the
country under sanction. Always know who
You are doing business with and seek advice
from your Director before acting.

Q Are there countries where we cannot
do business?

A In the first instance, talk to your local
Legal team. Political and diplomatic
developments mean that the list of
sanctioned countries and individuals
will change from time to time and it is
important to check if you are not sure.

This is particularly important when we are
doing business in a country for the first time.

QI would like to set up a wholesale deal to
sell Tesco products in a new country for the
first time. As long as the business looks good
do | need to consider anything else?

A Yes. You should discuss with Corporate
Affairs and Legal whether there are any
specific trade restrictions, sanctions or
other reasons why we should not sell to
that country. Legal will also support you to
conduct due diligence on the customer, so
that you know enough about them before
beginning a trading relat with them.
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Laws that protect suppliers

Why does it matter?

Treating suppliers fairly is key to our success.
Developing long-term, collaborative and
sustainable relationships with suppliers is
essential to delivering the very best for our
customers. It is also one of our Big 6 measures
“We build trusted partnerships”

Many countries have introduced legislation
to regulate the supply relationships between
supermarkets and their suppliers. For example,
the Groceries Supply Code of Practice (GSCOP)
in the UK governs the relationship between
Tesco and its grocery suppliers. In the Czech
Republic, the Significant Market Power Act
regulates retaller and supplier relationships.
Investigations into breaches can be costly and
time-consuming. Significant fines may result
and customer trust maybe damaged

Even where such legislation does not exist, it
Is vital we treat our suppliers fairly and in line
with our Values. This is a key part of nurturing
long-term relationships with our suppliers
and all of our suppliers are able to raise issues
in complete confidence using our Supplier
Protector Line,

What does it mean for me?

 Understand and follow the laws and codes
of practice in your market which are designed
to protect suppliers.

* Keep to the commitments that you make
to suppliers - do not vary the supplier
agreements retrospectively.

* Record all supplier agreements in writing
and keep a copy.

* Give reasonable notice of any proposed
changes to supply arrangements and provide
an opportunity for suppliers to
have decisions reviewed.

* Work collaboratively with suppliers and
listen to feedback. For example prepare
forecasts in good faith and in consultation
with suppliers.

 Pay suppliers on time and In accordance
with agreed payment terms.

« If a supplier complains, acknowledge and
resolve it quickly, with help from your local
Legal team if necessary.

* Be thoughtful and empathetic when
communicating with suppliers: written
communications can easily
be misinterpreted

Questions & answers

Q Can l ask a supplier to fund a promotion?

A In most markets this is permitted but ther
are limitations on how much they can
contribute and suppliers must never be
forced to participate in a promotion.

Q | work in General Merchandise. In my market,
the legislation applies only to groceries.
Should | follow the legislation as well?

A If you are unsure about the application of
the legislation, talk to your local Legal team.
Our normal approach is to follow the spirit
of such legislation even if the rules only
apply to particular products.

Q What is the de-listing process under GSCOP?

A GSCOP requires that you must always
have a genuine commercial reason to end
a relationship. You must provide written
notice to the supplier and explain how
they can have the decision reviewed by
a senior buyer or escalated to the Code
Compliance Officer.

o .
o

Protecting

Q I buy soft fruit for sale in Poland and the
Czech Republic and my supplier claims
they have the right to speak to my “Dispute
Resolution Officer”. Is this correct?

Yes, Tesco is a signatory to the EU Supply
Chain Initiative which is a mandatory code
of practice governing fairness in the supply
chain. Your supplier is entitled to speak to
our Dispute Resolution contact - normally
the Legal Director.

@ My competitors are selling products more
cheaply than us. What can | do to redress
the balance?

A You should always negotiate with
suppliers to get the best deal you can
for customers. You can discuss whether
the supplier's cost price Is acceptable
but take care not to place suppliers under
duress when negotiating with them and
avolid making retrospective changes to
existing supply ments.
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Human rights & ethical trading

Why does it matter?

We are a global company and interact with
millions of people around the world every day.
We have a responsibility to respect the human
rights of our colleagues, our customers, those
who work throughout the supply chain, and the
communities in which we operate.

We fully support the UN's Declaration of
Human Rights and the Core Conventions of the
International Labour Organisation. Any breach
of a person’s human rights is wrong. Guided by
our values of “Treating everyone how they like
to be treated” and “Every Little Help makes a big
difference”, we work to ensure that rights are
respected and that any breaches are remedied.
To this end, we support our suppliers to comply
with the ET| Base Code and undertake due
diligence of their supply chains, helping them to
meet our standards on human rights.

In our supply chain and own operations,
this means ensuring that workers are treated
decently, and that any breach of their rights
is remedied. We also need to be careful that
our own business practices do not become
the cause of labour standards issues.
Developing long-term relationships with
suppliers we know and trust gives them the
confidence to invest in improvements so we
can achieve more together.

For colleagues, this includes ensuring they
can fully participate in civic society, whether
individually in political activities or collectively
through union membership.

What does it mean for me?

© Choose suppliers based on their values as
well as price and quality, and build strong,
trusted partnerships.

© Make sure you are familiar with the Human
Rights Policy and FAQ on TQC (our Product
Quality platform), and share this with
your suppliers,

o Always deliver on supply commitments made.

You understand that asking for last minute
changes can lead to partners cutting corners
to meet deadlines. This can damage both
working conditions and product quality.

© Where problems are identified, work with
partners to deliver a clear improvement plan

o Speak up if you see something that doesn’t
look right, people that seem vulnerable
or upset, or discrimination taking place.
We always take allegations seriously and
investigate accordingly.

Where can | find
out more?

« Responsible

Sourcing team or

local Quality team

Our Code of Business Conduct

Questions & answers

Qvisited a supplier site and the atmosphere
among workers felt uncomfortable. What
should | do about it?

A Report your concerns to the Responsible
Sourcing team. Any information you can
provide will be helpful. Ask supplier
managers during visits about what the
main concerns for the workforce are - and
ask the workers too. It helps to show how
important this s for Tesco.

Q What do we do if a breach of rights is found
in our workplaces or supply chain?

A We always seek to remedy any concern
we identify. If the issue involves Tesco
colleagues, contact your local People team
or call Protector Line. If the issue is in our
supply chain, contact Responsible Sourcing
or your local Quality team.

Q1 have heard through the media and friends
that slavery may exist in supply chains. What
are we doing to address this risk?

A We do not tolerate any form of slavery or
forced labour. We have a team of full-
time labour standards specialists around
the world who work with our suppliers to
manage these and other risks.

@ Do our policies on human rights apply only to
goods that we sellin store?

A No. We expect all suppliers, including those
who provide goods not for resale and
services, such as construction companies,
labour agencies and logistics firms to meet

our ethical trading requirements.

QI would like to join a trade union but it isn't
the one that Tesco has recognised for the
purposes of pay negotiations. Can | join?

A You are free to join a trade union of your
choice. You are also free not to join one.
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Brands & intellectual property

Why does it matter?

At Tesco, we have a proud tradition of
creating and nurturing exciting brands,
products and services. From F&F clothing,
through to our Finest food ranges, our brands
and innovation give us a competitive edge in a
crowded marketplace.

We must always take care to protect our
intellectual property rights - from patents,
designs and copyright, to trademarks and trade
secrets. Protecting what is ours helps us to
ensure that it isn't copied or sold by others
without our agreement.

If we're involved in creating new product
designs, brands or innovations for Tesco, we
must always follow the Brand Design Standards.
We respect the IP rights of others. Stealing
someone’s idea reflects badly on Tesco,
damages customer trust and may result in legal
action being taken against us.

What does it mean for me?

© Always seek to create or source original
designs and products for our customers.

 Don't copy, use or be heavily inspired by
other people’s ideas.

© Always follow the Tesco Brand Design
Standards and speak to Legal if you have any
doubts about a proposed product name,
design or innovation.

* When you're developing new ideas,
keep them confidential and talk to Legal
about how to protect them.

» Consult with Legal before allowing third
parties to use our brands or other
intellectual property.

 Raise your concerns if you identify that
another business has copied our ideas or
breached our IP rights.

 Take care if you are looking to import “grey
goods” (sometimes called “parallel goods").
Special rules are in place to ensure such
goods area not counterfeit and that the
rights of third parties are not violated.

Questions & answers

Q ' designing a new T-shirt range for girls.
How do | ensure 'm not infringing anyone
else’s Intellectual Property?

A Know your market and what products and
designs are already out there. You are free
to take some inspiration from existing ideas,
but don’t copy another product. The Legal
team would be happy to discuss your new
product with you to make sure it's ok to use.

Q 'm planning on working with a third party to
develop some new technology which could
really improve efficiency at our distribution
centres. What steps should | take?

A You should always put in place an agreement
with the third party which sets out who will
own any IP in the new technology. Your Legal
team can advise if the new technology can
be protected by a patent or any other form
of intellectual property right.

Our Code of Business Conduct -ro(eclmgour

QI would like to start selling branded goods
bought and imported from outside my local
trading territory (Parallel Goods). What
should | do?

A This may be ok, so long as you are not
breaching the brand owner’s rights.
For example, within the EU we can deal
in parallel goods, subject to certain rules.
Rules vary from country to country and
the Legal team can provide specialist
advice if needed.

Q We're creating a new brand for a range of
bakeware products which we plan to sell in
several markets. How should we go about
choosing a brand name?

A Follow the Tesco Brand Design Standards
and make sure your name is different from
existing brand names used for identical
and similar goods. You should also conduct
internet searches and use your market
knowledge to help you. Don't commit to one
brand too soon in case there are legal issues
with the name.

Where can | find
out more?
* UK Legal

Customer team or

local Legal tean

and Design

andard
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Bribery

Why does it matter?

As a business operating stores and buying from
suppliers around the world, we must be alert

to the risks associated with bribery. We pride
ourselves on our reputation for acting fairly and
ethically wherever we do business

Itis important that everyone understands our
zero tolerance approach to bribery and our
commitment to reduce corruption around
the world. Bribery s illegal in all the countries
in which we operate. It damages markets and
communities and transfers resources into the
wrong hands.

As a business we expect everyone who
works with us to adopt the same zero
tolerance approach. The UK has some of

the strictest bribery laws in the world and
they apply to everyone who works for us,
including agents and contractors. UK citizens
may even be prosecuted for acts of bribery
committed abroad.

Where can | find out more?

What does it mean for me?

 Never give bribes, payments, gifts such as
cash or any other benefits to persuade
someone to act in your favour.

 Never seek or accept bribes, such as gifts or
entertainment to give business to a new or
existing supplier.

 Know and understand the third parties we
engage by conducting integrity due diligence
on them, in particular on those that perform
services on our behalf.

* Be mindful of the bribery risks posed by
engaging with public officials and ensure
our engagements are always open, honest
and transparent.

* You can use legitimate fast-track processes
in order to expedite routine decisions
but never make payments directly to
public officials in order to secure a permit
or licence.

* Make sure you are fully trained on bribery
and corruption risks and issues we may
face across the business.

 Co-operate fully with law enforcement
agencies and investigators and support
prosecution or disciplinary action where
sufficient evidence exists.

© If you or anyone else is offered a bribe,
contact your local Legal or Security
team immediately.

Our Code of Business Conduct

Questions & answers

Q My colleague has boasted that her suppliers
know they must “look after her” if they want
to keep working with Tesco. Is that right?

A No. It is a breach of our gift policy to
solicit entertainment or other benefits in
return for buying goods or services from a
supplier. It may also be bribery. You should
raise your concerns right away. Speak to
your line manager or contact your Legal or
Security team.

Q Inmy market it is not llegal to pay the local
official a small amount of cash to get my
paperwork stamped. Is this a problem?

A Yes. This s actually a small bribe also
known as a ‘facilitation payment’ and
is illegal under UK law, even f you are
working for Tesco in another country.
Like all bribes, facilitation payments
must be refused and reported.

Protecting our colleagues and our business

Q| often engage with consultants who obtain
permits | need for the business. A new
consultant has offered to reduce the admin
and waiting time by half but isn't clear how
they do this. Should | be concerned how they
do it if they can deliver what | need?

A Yes. The actions of those who act on our
behalf (also known as Associated Persons)
pose significant risks of bribery for us. Itis
important we are clear on exactly what they
are doing and how they are acting on our
behalf. Our reputation is too important to
risk being damaged by an act of bribery and
we can be liable even if we were unaware
of it. Speak to your local Legal team and
ensure that you conduct appropriate
integrity due diligence on all third parties
before they act on behalf of Tesco.
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Fraud

Why does it matter?

Fraud is a serious crime that harms our business
and can have a significant impact on our costs
and profits. The term fraud is commonly used

to describe theft through a wide variety of
dishonest behaviours such as deception,
forgery, lying and concealment of material facts.
Tax evasion is another type of fraud; Tesco can
be prosecuted and face unlimited fines if we or
others we work with are found to have knowingly
facilitated tax evasion.

Fraud may occur in many different parts of our
business, including during online transactions,
at the tills, during the transportation of goods
through our distribution system o in the office.

Tesco is the victim of fraud, so we all have a
responsibility to protect the business from
fraudulent activity, whoever commits it. We
place significant trust in our colleagues to
act honestly at all times, so we will always
investigate and take action when fraud is
committed against our business.

What does it mean for me?

© The main rule is simple. If you suspect theft
or other fraudulent activity is taking place,
you must speak up. Report it to your line
manager, People or Security teams or call
your local Protector Line.

® Don't do business with companies with a
reputation for fraudulent activity, including
tax evasion. Always conduct due diligence on
new third parties before you work with them.

© Look out for fraud “red flags” and take action
if you identify them. Red flags include sudden
changes in lifestyle, such as extravagant
purchases of cars or other high value items.

* Always follow our travel and expense policies.

Questions & answers

Q A colleague in my distribution centre has
been selling over-delivered stock on eBay.
He says it's for charity and was agreed with
the DC Manager but | don't know where the
money is going. What should | do?

A Even if your concern is unfounded, it is
important that you speak up. If you are not
comfortable speaking to your line manager
or the DC Manager, you can call Protector
Line and raise your concerns. You will not be
required to give your name when you call.

Q A colleague was travelling for work recently
and took some friends out for dinner and
submitted the meal for reimbursement
as an expense? She says this is fine as she
often forgets to submit other expenses so
everything “balances out” ultimately and |
should do the same. Is this acceptable?

A No. By submitting these expenses she
is committing fraud. Personal expenses
should reflect what charges you have had
whilst working.

Where can | find out more?

scurity and
silience team or local

Security team

« Local Tax team

+ Travel & Expenses policy

Protecting our colleagues and our business

G Acolleague | work with has been submitting
invoices from a supplier where the amounts
do not match the supporting documents.
He claims the difference was agreed in a
different contract, that they are “always
done this way” for this supplier and that
I can amend the documents so they match.
What should | do?

A You should refuse to amend the documents
and ask your colleague to obtain correct
ones. Inconsistent invoices and documents
are a “red flag” for fraud or fraudulent
activity and we reduce those risks by
keeping accurate records and invoices.

If you are still unsure what to do then raise
Your concern with your line manager.

Q I've been approached by a new supplier
offering me products at a really good price.
Idon't know much about their company.
how should | proceed?

A All new suppliers need to go through our
integrity due diligence process. Prices
which sound too good to be true often
are and may only be possible because the
supplier doesn't account for and pay VAT
or Duty for their products correctly. If we
can't show we have carried out proper
checks, the authorities can require Tesco
to pay the uncollected taxes, potential
interest and penalties. Plus we could face
criminal prosecution.
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Gifts & entertainment

Why does it matter?

The giving and receiving of modest gifts or
entertainment is an important part of building
relationships with suppliers and other parties.
However, this should never influence - or
appear to influence - our business decisions
in any way. We will never seek or apply any
influence in exchange for promises, gifts or any
other inducements, no matter what the local
business practices might be in the countries in
which we operate.

Any gift or entertainment given or received
must be appropriate, be approved in
accordance with our policy, and where required
must be logged in the local gift register.

Where can | find out more?

What does it mean for me?

Always follow our Gift and Entertainment
Policy. If you are in the UK and accept a gift

or entertainment above £100 in value, seek
approval from your manager and log the details
in the gift register. Locally-set thresholds will
apply in other markets. Inappropriate gifts

and entertainment must always be rejected,
whatever the value.

Remember:

« Use your judgement and consider our
Values when deciding whether to accept
agift or entertainment.

« Never accept or give a gift of cash or cash
equivalent like gift cards or vouchers.

« The receipt of expensive gifts or
entertainment is generally not appropriate

unless you have a clear business justification.

* You should never accept any gift or
entertainment that might influence your
decisions on behalf of the business or be
construed as a bribe.

® Always take care and consult your
Legal Director before giving any gifts
to public officials.

© Never give or accept entertainment
that is indecent, pornographic or
otherwise offensive.

« Entertainment that requires foreign travel
must be approved by a Business Leader
before it can be accepted.

Our Code of Business Conduct

Questions & answers

@ Iwona raffle held by my supplier last week.
My prize was a new camera. May | accept
the prize?

A The prize is deemed a gift, and assuming
the value is over £100 (or locally set
threshold) you will need the approval of
your line manager and will need to notify
Your Director before accepting the gift.
You must also log it in the gift registe

@ lam a store manager. A supplier’s store
team have offered me gift vouchers worth
£250 if | ensure that their product is always
available during a forthcoming promotion.
May | accept the gift?

A No. The gift is a cash equivalent and the
policy does not permit the receipt of
cash or cash equivalent gifts. But more
importantly, the gift will require you to
divert your attention to supporting this
promotion rather than all other products

ailable in store. It is therefore not

appropriate. The supplier should be told
that support for promotions is agreed
centrally rather than at a store level.

QI have been offered a hospitality ticket
for Wimbledon. The face value of the ticket
is £450 but the supplier has said the total
cost of the hospitality package is £2000.
Which figure do | use when | log it in the
Gifts Register?

A You should use the total cost to the supplier
which is £2000. If the supplier paid for any
additional items such as travel or overnight
accommodation, the cost of these should
be added to the total amount to be logged.

Q Asupplier | have worked with before is part
of a tender bidding process for new business.
They would like to take me out one night to
dinner to show me how much the contract
means to them. Can | accept their offer?

A No. Our Gift and Entertainment Policy
prohibits all colleagues from accepting or
offering any gifts or entertainment during
atendering process. This ensures our
decisions are made without any personal
influences impacting the outcome.
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Conflicts of interest

Why does it matter?

A conflict of interest happens whenever our
personal interests are allowed to Interfere or
influence our ability to make decisions for the
g0od of the business or our customers. This
could be when a family member becomes a
supplier or sells services to the business or

if you are managing someone with whom you
have a close personal relationship. If we fail to
manage conflicts properly, they may harm our
reputation and in the worst cases, may result in
fraud, discrimination or other serious issues.

What does it mean for me?

Whenever a conflict of interest arises or you
think it might arise, take steps to:

© Identify: be aware of any personal interests
which may influence your decision-making
on behalf of the business. For example if
your partner or family member is a supplier
to Tesco.

« Avoid: remove yourself from all situations
where the appearance of a conflict might
exist and ask yourself how an outsider would
view it. For example, it's best not to work in
the same team as a family member.

* Mitigate: if you can't avoid the situation,
discuss it with your line manager and agree
a plan to manage the conflict.

Our Code of Business Conduct

Questions & answers

Q We are looking for a new service provider and
my boyfriend runs a company that could do
the job for Tesco. Can | share the details of
the tender with him?

A No. The details of the tender are
confidential. You should never use your
position at Tesco to give a commercial
advantage to a partner, friend or relative. If
your boyfriend wants to submit a bid, you
must disclose your relationship to your line
manager and may not be involved in the
tendering process.

QI need to travel for work on an upcoming
trip and would prefer to book a ticket with
the airline | get loyalty points for. Can | use
my airline even if they are more expensive
than others?

A No, you should never allow your personal
interests to influence your decisions for the
business. If a cheaper flight is available and
being offered then you must choose this
option for the good of the business.

Where can | find
out more
« Group Legal Busine

Integrit

Legal

Protecting our colleagues and our business

G My team is recruiting for a position that
Ithink my niece would be well suited for.
Is it alright if | pass along her details and
recommend her for the role?

A Yes, if your niece has the knowledge, skills
and character for the role then you may
recommend her so long as you are not ina
place to directly determine or influence the
decision to employ her. Always declare your
relationships as soon as possible to avoid
any appearance of a conflict.

@ I work in mall management and my bonus is
based on hitting certain occupancy targets
in our malls. Can | let the units to inferior
tenants in order to hit my target?

A No. The purpose of your target is to ensure
our malls are occupied by the right mix and
quality of tenants. Poor tenants will benefit
you, but not the business or our customers.

QI think that my manager has set up his wife
as one of his suppliers and is giving her work
even though she is more expensive than the
other suppliers and her products are worse
quality. What should | do?

A This is not only a conflict of interest,
but it may also be a fraud against Tesco.
You should raise your concerns with his
manager, or contact your local Security or
Legal team.
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Charitable donations

Why does it matter?

We have a long history of supporting local
and national charities, providing money,

time, products and services that make a real
difference to our communities. When offering
our support, it's important we check that the
organisations we support are appropriate,
legitimate and are helping our communities

in the way we would expect. This helps us to
make sure that any donations we make do not
cause harm to our reputation and protects all
colleagues from legal or financial challenges.

What does it mean for me?
* Support our established charity partners.

« Carry out integrity due diligence on any
charity we are planning to support, if the
charity is not an established partner.

© Only make charitable donations with the
appropriate authority; follow the delegation
of authority schedule set out in the
Charitable Donations policy and obtain the
correct approval.

« Follow our internal fund raising procedures
and guidance.

© Never pressure your suppliers to make
donations (money, goods or services) to
charities Tesco is supporting.

© Never allow Tesco funds to be given to
charities that may harm Tesco's reputation.

Questions & answers

Q My store is looking to support the local youth
group by donating £50 worth of products for
their Christmas raffle. What do | need to do?

A As the donation is coming from Tesco,
You should be sure the youth group is
an appropriate choice and that they are
a registered charity; refer to your local
charity donations guidance. Remember
to get the appropriate authority before
agreeing to the donation
£500 it will be your store manager.

Q We're working with our supplier to run a
3-week promotion on toothpaste where
5% of every sale will be donated to charity.
What process do | follow?

A This type of promotion is known as
cause d marketing (CRM) and must
be approved by the business unit Product
Director (as set out in the Group Charitable
Donations policy). All CRM activity must be
supported by a signed contract given the
possible tax implications.

Protecting our colleagues and our business

QTen of us have been invited to a charity golf
day by a charity who is not a national charity
partner. We are donating £20,000 to the.
charity to take part. Is this permitted?

A Yes, however you will need approval
from your business unit’s executive or
leadership team because the donation
is above £10,000 and the money is being
donated to a charity that is not a national
charity partner. You should ensure that
relevant background checks on the charity
are completed, including reputational
due diligence. You must also remember to
report this donation to your business unit
Head of Communications as they maintain
alog of charitable donations.

Q My supplier has invited me to a charity
awards dinner. Can | accept?

A This situation is covered by our Gift &
Entertainment policy (see pages 44-45).
You will need to find out the total value of
the entertainment, get manager approval
if the value is more than £100 (or local
threshold) and log it on the Gift register.
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Insider dealing & market abuse

Why does it matter?

As part of your job you may become aware of
material “inside information” about Tesco or the
companies we do business with.

It Is against the law and against company policy
to use inside information for your own benefit,
or on behalf of others. This includes selling or
buying shares or other securities such as listed
bonds on the basis of inside information, which
is known as “insider dealing” and is a serious
criminal offence. It is also an offence to share
inside information with any other person if they
might use it to make a trading decision.

We all have a responsibility to know and abide
by the law and our internal policy. These rules
apply even after you stop working for Tesco.

Where can | find out more?

What does it mean for me?

 When your job requires you to possess inside
information, you will be added to the Tesco
PLC Insider List and receive a notification
from the Group Company Secretary.

* You must not deal in the securities of any
company while you are in possession of
inside information about that company.

For example, you are not allowed to buy

or sell shares in Tesco if you have learned
something at work that could make the
Tesco share price go up or down when that
information is made public.

© If you have been added to the Tesco PLC
Insider List, you must comply with the Tesco
PLC Share Dealing Code; provide certain
personal detals to be held in accordance
with legislation; and you must obtain
permission before you or your connected
persons can deal in Tesco securities.

* You are also prohibited from dealing
in Tesco securities during the “closed
periods” imposed ahead of some company
announcements, such as results or major
transactions. Closed period dates will be
notified to colleagues in advance.

* You must not engage in market abuse by
spreading false information or engaging in
other activities designed to manipulate the
price of a company's securities.

* You should speak up if you think someone is
engaged in insider dealing.

Our Code of Business Conduct

Questions & answers

@ What is “inside information™?

A Inside information is specific information
about a company which has not been
made public and which a reasonable
investor would consider important when
deciding whether to buy, sell or hold shal
or other securities.

@ Where can | find out more about
insider dealing?

A Look at our Share Dealing Code and our
Insider Briefing Note. More information

of inside information is available in the
Tesco PLC Disclosure Manual.

@ 1am on the Tesco PLC Insider list and
1 would like to buy some Tesco shares.
The company is not in a closed period
50can | just go-ahead and trade?

A No, you (and your connected persons)
must follow the procedures set out in the
Tesco PLC Share Dealing Code as you need
permission to deal if you are a colleague
on the Tesco PLC Insider List.

Q| hear that Tesco is about to award a big
contract to a publicly traded supplier
company. Can | buy shares in the supplier
before the contract is signed and made public?

A No. Buying or selling shares in Tesco or
any other company on the basis of inside
information is considered insider dealing
and is illegal.

Q Can | encourage afriend to buy shares in the
supplier company instead?

A No. This is known as “tipping” off. You are
not allowed to pass inside information to
anyone else or encourage others to deal on
the basis of such information, even if you
will not profit from it.

G | have seen indicative financial results
information which shows that we will
significantly exceed market expectations.
What should | do?

A Failing to provide correct data to the market
is a serious concern. The Group has a
process to oversee appropriate and prompt
disclosure of information. You should
speak to your Finance or Legal Director
immediately or call Protector Line.
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Engaging in political activity

Why does it matter?

As part of doing business, we engage with
governments, regulators, public nterest groups,
industry associations and other similar bodies
around the world.

We do this to inform them of our position
onissues that affect our customers and our
colleagues. We provide this information either
directly or through our memberships of trade
o policy organisations. These memberships
help to increase our understanding of issues
and enable us to engage constructively in
relevant policy and regulatory debates.

We always ensure that we comply with all laws
governing political engagement. As a business,
we are politically neutral. We do not have any

political party affiliations and we do not make
political donations.

7
-
-

'

What does it mean for me?

© Always consult your Government Relations
or Communications team f you receive any
correspondence or requests for information
from government departments, politicians or
political action groups.

© Any requests for political donations,
including the sponsorship of events
organised by politicians or political parties,
must be passed to your local Government
Relations or Communications and Legal
teams for resolution.

 Refer to the Gift & Entertainment policy
and contact your Legal Director if you are
considering giving a gift to or entertaininga
public official.

 You are free to become involved in the
democratic process - a community gets
stronger when the people who live and work
there are engaged in making it a better place.
But always be clear that you're acting on your
own behalf and not for Tesco.

© Any political activity must take place in your
own time and not affect your work. And your
point of view must not influence how you
behave towards customers, colleagues or
anyone else.

Our Code of Business Conduct

Questions & answers

G Can | make a political donation on behalf
of Tesco?

A No. We do not make donations to political
parties or candidat

@ Can Tesco sponsor the Minister's charity event?

A You should discuss such requests with
Your Legal and Government Relations
or Communications teams, even if the
cause is charitable and not political. You will
need to ensure that the sponsorship of the
event does not give rise to bribery or other
reputational concerns and it is not partisan.
Remember that Tesco is a politically
neutral organisation.

@ I work in Property. Can | speak to the Planning
Minister about an issue that affects Tesco?

A You need to consult your Government
Relations or Communications team before
engaging government officials and jointly
agree any engagement plan. It can often be
helpful for officials to hear about an issue
directly from the expert at Tesco.

Where can | find out more?

oup Legal Government

team

smmuni

engagement

Sift & Entertainment policy

haritable Donations policy

Protecting our colleagues and our business

@ Can I take time off work to help a local
candidate campaign for a seat in Parliament?

A You should discuss this request with your
People team who will explain the process
for taking unpaid leave from work. Whatever
the outcome, you must ensure that your
political beliefs do not interfere with your
work for Tesco.

@ The mayor has asked to meet our store
manager to raise a concern about the sale
of alcohol. What should | do?

A In order to be good neighbours it is
important that we are responsive to the
concerns of locally-elected officials.

You should discuss the proposal with your
Government Relations or Communications
team and agree the best way to meet the
mayor and hear her concerns.

@ Alocal politician has asked if he can visit
my store next week. Can | agree to this?

A Always consult with colleagues in
Government Relations or Communications
before agreeing to a formal visit by a
politician. We will need to understand the
purpose and context of any proposed visit
before providing a response.

@ Can Tesco sponsor a reception organised
by a political party or trade union?

A You should discuss such requests with
Your Legal and Government Relations or
Communications team. If the sponsorship
is approved, you will need to inform Group
Government Relations who prepare the
statement on Tesco’s political donations
for the Annual Report.




image39.jpeg
Accurate accounting

& money laundering

Why does it matter?

To meet our obligations to stock markets and
shareholders, all of our financial information
must be reported accurately in the company's
accounts. This means ensuring that income and
cost data is always recorded correctly and at
the right time.

At the tills, in the cash office and in our head
office functions, we must all ensure that we
are honest and act with integrity in recording
financial and non-financial information. Local
and international financial reporting rules are
increasingly strict and must be followed, along
with our own internal reporting policies.

And we must always remain alert to the
possibility that criminals may try to use our
business, including Tesco Bank, to move funds
raised from criminal activity, including in the
worst case from terrorism, into legitimate
financial systems. This is commonly known

as money laundering and there are severe
penalties for companies and individuals involved
in money laundering or other financial crimes.

Where can | find out more?

« Group Finance team

r local Finance team

« Group Security, Safety and

r local

al Business Integrity

What does it mean for me?

© If you are involved in recording income or
costs, ensure you are aware of our Tesco
Group Accounting Policies and how they
apply to your role.

© Only submit financial information that is
accurate and relates to the correct financial
reporting period.

 Maintain appropriate records, including
invoices and receipts, to support all
financial information.

 Be aware of, and follow, our travel and
expense policies and ensure that members
of your team do the same.

© Work closely with your local Finance team
and seek guidance if you are unclear about
how to record income or expenditure.

 Co-operate with our internal and external
auditors, providing them with the information
and documents they need to audit
our accounts.

 Report to your line manager, Security
Director, Finance Director or your local
Protector Line if you have reason to believe
that inaccurate or falsified records are
being kept by other employees or they are
misappropriating funds.

© If you are involved in handling customer
deposits or high value cash transactions,
ensure that you complete regular training to
maintain Anti Money Laundering awareness.

© Be alert to the risks around unexpected
changes to supplier arrangements, for
example, the supplier is moving their bank
account to a known tax haven. This could be
ared flag.

Our Code of Business Conduct

Questions & answers

@ lam covering for my colleague who usually
records the waste for our store. I've noticed
that the figures | have recorded are much
lower than normal. Is this a problem?

A There are lots of reasons why the waste
values may be different. If you are in any way
concerned that data s not being recorded
in line with our policies and processes, talk
to your line manager in the
call Protector Li

Q I have noticed a number of larger than usual
transactions passing through a customer’s
Tesco Bank account. Should | report this?

A Any activity you suspect could be
linked to money laundering needs to be
reported straight away. There are serious
consequences for failing to report money
laundering concerns.

Q One of my regular customers has just paid
for an unusually large amount of goods in
cash. Should | be concerned?

A Yes. This is one of the “red flags” to look out
for. You should speak to your line manager.

@ lam running a promotion in P8 and the
supplier is providing £1m of funding. Can |
account for the income in an earlier period
since the promotion will definitely take place?

A According to normal accounting practice,
income must be recorded in the
period in which the activity takes place.
It must be booked in P8 only. Talk to your
finance manager for more information.

Q Apotential supplier is refusing to disclose
the identity of its owners because they
claim this is confidential information. All
the background check shows is that they
are owned by an entity in an off-shore
jurisdiction. What do | do?

A This is a red flag and you must seek
advice and guidance from Legal. Complex
ownership structures that conceal the
identity of the ultimate owners of a
company are a way of disguising the
source of funds and can be used to
enable money laundering.
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Keeping our information secure

Why does it matter?

Information s key to our success. Being able
to share information quickly and securely
allows us to get products to stores on time.
to analyse and respond to sales data and

to keep customers updated with their
delivery information

It's important that we use information
carefully and don't lose or mishandle it since
Tesco information may be of real value to
criminals and fraudsters. Al colleagues have a
responsibility to understand how to use Tesco
devices and Tesco information correctly and
securely, including when accessing information
via personal devices or when connected to
public Wi-Fi networks.

What does it mean for me?

Keeping information safe

© Always use strong passwords. You can use
four unrelated dictionary words together to
build your password. Chose words that are
memorable for you but not easy for others
to guess.

o Never share important information like
passwords, PINs or bank details.

© Keep information organised, identifiable
and accessible.

© Be aware of and respect any requirements
about retaining or deleting information.

o Don't use personal email accounts for
work matters.

o Use your Tesco approved OneDrive to share
documents, which allows colleagues to give
access to named individuals

© Don't use unapproved or public file sharing
websites e.g. Dropbox, Google Drive.

 Manage sensitive information with care,
keeping it protected and dispose of
it securely. Don't disclose information unless
it is appropriate and safe to do so.

© Information Security awareness training is
mandatory for all colleagues. Ensure you
complete all training assigned to you ina
timely manner.

o Speak up immediately if you suspect that
there has been a data breach. Follow the
guidance on the Privacy portal (or contact
your local Privacy team if there is no portal).

Using IT equipment and facilities

© Don't use Tesco Laptops, mobile devices,
systems or networks to create, use or
distribute any material that could be
considered to be offensive, discriminatory,
illegal or in breach of any other Tesco policy.

o Always watch out for signs of malware
including slow running computers, frequent
crashing, pop-ups and unusual behaviour.

Where can | find

out more?

« Technology Risk &
Compliance team

r local Information

ecurity team

Our Code of Business Conduct

Questions & answers

Q I was sent an email including links that |
believe may contain a malware. What should
I do if | accidentally clicked on the link?

A You should only open emails from known
sources and never click on links or open
attachments you are unfamiliar with or
which seem suspicious.

If you suspect your Tesco computer is
infected with malware, report it to the
24/7 Security Operation Centre
immediately by emailing
information.security@tesco.com. If you
are concerned that it might be a phishing
email, report it immediately by sending it
to phishing@tesco.com and then delete
the email.

Q received a call from someone claiming to be
a colleague working from home. They asked
me to send several files to their non-work
email? Can | do this?

A No. You must never send any information to
apersonal email address as it may not be
secure. Our information is valuable and you
should always take care and think before
sending to prevent information being stolen
or disclosed to unauthorised people. When
sending sensitive data, you should ensure
that files are password protected.

\

ting our colleagues and our bus

Qlnarush to get home | left my laptop on
atrain and it has not been found. What
should | do?

A You should report the loss immediately
to your line manager and log a ticket in the
Office Support Centre

Q How should | dispose of confidential
or business sensitive information?

A Put it through a shredding machine or
place it in a confidential waste bag/bin.

Q How should | respond to a caller who says?
“Hello, this is Paul from the IT helpdesk. Your
computer has picked up a virus. and we need
to apply a fix immediately. Can you confirm
your email address, user id and password so
that | can apply the fix remotely

A You should not share your password with
anyone, not even the help desk. Also, before
providing any information to someone,
make sure that you can verify who is asking
for it. Be aware of social engineering
attacks - these are ways of tricking people
into giving out information they shouldn’t.
Social engineers use different ways to do
this, such as phone calls, in person and
electronic methods (e.g. email/text).
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Why does it matter?

We champion the many advantages and
opportunities that the internet presents for
our business. Using social networks and online
communities offers great benefits to us as
individuals and as a business to communicate
what we're doing, whether to colleagues,
customers or other key stakeholders.

News about Tesco travels quickly and the
media and our competitors constantly search
the internet for information about us. If
incorrect information becomes public by

whatever means, it can damage our reputation,

our competitiveness and the trust placed in
us by our customers. Misinformation can also
put the Tesco brand and colleagues at risk of
legal action.

What does it mean for me?

As aTesco colleague, you represent the
business. When you talk about Tesco use
common sense at all times and never make
remarks or post comments, images or links
that are incorrect o offensive. Always aim to
be respectful and positive about your work
and colleagues. Remember what you say in
public during a speech or at a conference, say
to journalists or write on social media could
damage the brand and in turn have a negative
impact on your work environment.

Our Social Media policy sets out our approach
to online communication and is built around
four key areas:

1. Be true - Live the Values of our business
and be authentic. Identify yourself as a
Tesco colleague and please state that ‘All
views are my own’ in your profile. Don't
use an alias or mislead people about your
connection to the company.

2. Be aware - Remember that everything you
post on the internet is public and be mindful
that media and competitors are watching.

3. Think - Be responsible with the content
you share. Try to ensure your posts are
accurate, not misleading or damaging and
be careful not to reveal confidential
company information.

4. Acknowledge - Respect copyright and give
credit where it is due. Don't post text, images
or videos that were created by someone else
without crediting them. Never give CCTV or
camera phone video to journalists without
first contacting the Press Office and your
local Privacy team.

Dealing with journalists

Whether the story be local, regional, national
or international, refer all enquiries to the
Tesco Press team. They will be able to help
manage responses, co-ordinate filming or radio
requests and help you stay legal. This helps us
deliver a consistent and up-to-date message
across Tesco.

Our Code of Business Conduct

Questions & answers

@ I've seen an example of a colleague making
inappropriate statements on social media -
what should | do?

A Check what you've seen against the Social
Media guidelines. Just like in the ‘real world’
comments made in the virtual world should
reflect our Values. If you are still concerned,
please speak to your line manager or
contact your local Corporate Affairs team
or Group Communications team.

Q | see lots of interesting articles, tweets and
Facebook posts about Tesco. Can | post
these online externally or send them to
friends and family?

A Yes if the message s positive, but think
about whether the information you are
using is appropriate to share or intended
for internal use only. Also consider whether
it's “fake news”. Only share the information
that is intended for the general public.
Remember the golden rule: post positively.

QI manage a Tesco website and social media
channel (e.g. Tesco Facebook or Twitter). Can
1 publish statistics and figures about Tesco?

A Yes, but please check the statistics or
figures are accurate and already in the
public domain. The Tesco PLC website has
our latest corporate disclosures including
financials and community programme data.
If possible, provide a link to the relevant
Tesco PLC page too. Do not share data on
sales figures other than those on the Tesco
PLC website.

Protecting our colleagues and our business

@ The local newspaper has just called as
they want to run an article on the impact
of our new alcohol licence. Is it ok to speak
to them?

A You should refer them to the Tesco Press
Office in the first instance, and then
agree who will speak to the local paper.

QI have been asked to speak publicly about
Tesco. Is it ok to accept the invitation?

A Before accepting any invitation, you should
discuss with your business leader and then
contact the Group Communications team
or local Corporate Affairs team. They will
be able to advise you on communicating
the right messages to your audience and
avoiding any reputational risks. Invitations
should be of benefit to Tesco, and
presentations should not contain any new,
confidential or commercially sensitive news.

Where can | find out more?
* Group Communications
team or local
Communications team
P

Cor Affairs team

ial Media policy

Guideline on F
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