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Introduction

The following information was produced in order to evidence my understanding of Resource and Talent Planning at Ecigarette Direct. This ties in
with the Resource and Talent Planning unit of the CIPD level 5 award. | will explore and evidence my contribution to: reviewing and evaluating my
organisation’s approach to talent planning; recommending ways to improve the organisation’s approach to talent planning and my contribution to
people resourcing activities.

Ecigarette Direct (ECD) is a private sector retail and wholesale company which was established in 2008 and specialises in all things vaping. The
company started small (from a kitchen in an old farmhouse!) and over the years has grown rapidly through its focus on customer service. In 2013
the company opened its first shop in Neath, South Wales, and now has a network of shops throughout England and Wales. The wholesale arm,
Orderly Distribution supplies hundreds of shops with our products with resellers as far away as Australia. The company advocates quality products,
happy customers and education and advocacy. ECD is passionate about the vaping industry and continues to help people to quit smoking while
dispelling myths and misinformation about vaping. The company is deemed a small medium enterprise (SME) and | joined the company in August
2017 as an HR Administrator.

Resource and Talent Planning is essential to identify and attract key people to meet changing needs in order to fulfil short, medium and long term
organisational goals and strategy. | was already aware of some of the Resource and Talent Planning activities at ECD and have had a lot of
involvement with people resourcing activities, but not much knowledge of organisational strategy or experience with developing such strategies. To
tie in my knowledge of internal Resource and Talent Planning | conducted research to evidence and underpin my learning.
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LO1- Be able to review and evaluate an organisation’s approach to talent planning.

As a small medium enterprise Ecigarette Direct (ECD) has no formal talent planning policies in place. Our Equal Opportunities Policy (EV1, 1.1, 1.2,
1.3) commits “....to promoting equality of opportunity for all staff and job applicants. We aim to create a working environment in which all individuals
are able to make best use of their skills, free from discrimination or harassment, and in which all decisions are based on merit.” (Ecigarette Direct,
2017). The policy also refers to recruitment and selection activities and outlines that procedures are reviewed regularly to ensure that individuals are
treated fairly and not discriminated against. We take steps to ensure that our vacancies are advertised to a diverse labour market and across
various channels (EV2, 1.1, 1.2, 1.3). Acas (no date) best practice dictates that we should advertise in at least 2 different places to reach a wide
range of people from different backgrounds. We have a strong employer brand and job adverts are examined in order to avoid discrimination,
stereotyping or using wording that may discourage certain groups from applying. However, despite our efforts we do not have a very diverse
workforce (EV3, 1.2). Results from our recent annual Equal Opportunities survey found that the majority of our workforce is aged 25-39 (64.3%) and
that 92.3% are white British. It is evident that we are not attracting candidates from black or ethnic minorities. This could be down to the
demographic of our location of our head office in Swansea West, which employs 66.2% (EV4, 1.2) of the workforce. Interestingly a demographic
report by Swansea Council (2019) showed that 6% of the total population in Swansea were from a non-white ethnic groups (EVS5, 1.2, 1.3), the third
highest in Wales, although lower than the equivalent UK (12.9%). At ECD there is no specific diversity and inclusion policy at ECD. Job selection
criteria is also regularly reviewed to ensure relevance to the role (Ecigarette Direct, 2017).

The external environment, labour market and other trends affect how we talent plan. The vape industry is unique, things like potential changes to
legislation and public health advice (EV6, 1.2) can affect how we resource and talent plan. Before the pandemic, the UK had its highest employment
rate on record with organisations reporting increased competition for talent and a shift in skills required (CIPD, 2020b). Both negative and positive
press have had a big impact in the past, we saw that the pandemic increased sales in electronic cigarettes, as advice from the medical profession
was for people to try and quit, as smokers were more likely to be adversely affected by COVID-19 (NHS, 2019). The Government's Department for
Health has a Tobacco Control Plan for England, which envisions creating a smoke free generation. Their latest report (EV7, 1.2,1.3), found that the
most common reasons for vaping were to quit (29.7%), stay off (19.4%) or reduce (11.2%) smoking and a previous survey 52.8% of current vapers
reported vaping to quit smoking (McNeill et al, 2021).

Prior to the Coronavirus pandemic ECD’s main focus was the retail arm of the business which drew in the majority of company profits. Retail store
staff had a clear progression path (EV8, 1.1, 1.3) following a retail restructure in 2018. As part of this we developed a retail competency framework
(EV9 1.1, 1.2, 1.3) and staff had taylored training programmes in place in order to help them develop in their current role and also prepare them to



progress their career. The CIPD (2020a) believe that competency frameworks are essential to focusing and reviewing individual potential and
capability and in order to achieve high organisational performance.

As a direct result of the pandemic ECD experienced a major shift in consumer and business activity. As the UK went into lockdown in spring 2020
and all non-essential businesses were required to close this meant that all 20 of our retails stores also temporarily closed. We then had to organise
furlough leave (EV10, 1.1, 1.2, 1.3) for the majority of our retail staff. Our website experienced a huge increase in sales (EV11, 1.2, 1.3) as our store
customer base naturally moved to shopping online. We gained a vast amount of new customers which meant we had to rapidly change our
recruitment strategy to increase headcount in the affected departments. According to a CIPD survey (2020b) we were in the minority (14%) of
organisations that increased headcount as a result of the pandemic, with 32% decreasing recruitment activity and 57% putting it on hold entirely.

With the natural shift to online our Head of Retail and Directors continued to monitor the situation but eventually came to the decision, based on
negative retail projections and forecasts (EV12, 1.2, 1.3), to permanently close a number of our retail stores. Although some staff were re-deployed
we did have to make a number of redundancies in October 2020. During the first lockdown we assessed our current workforce (EV13, 1.1, 1.2, 1.3)
in order to source some of our local retail staff to work on secondment in our warehouse and customer service teams, as opposed to putting them
on the job retention ‘furlough’ scheme. This actually worked out very well for the company and the employees as we were able to offer full-time work
(if they desired it) where in their retail store most only worked part-time. This meant that we did not have to recruit externally and had skilled and
knowledgeable staff to rely on. We have since found that this has built stronger relationships between retail and head office teams and has given
the employees a better understanding of our operations. Two employees that were seconded to the Customer Service team performed so well in
the role as a result of their customer service skills and superior product knowledge, that we made the decision to offer them full time permanent
contracts in Head Office (EV14, 1.1, 1.3).

Our ‘Head Office’ function has no succession planning strategy in place, however, we have started to identify key competencies for our
managers/leaders. We often advertise externally if we have a vacancy and use specific agencies for specialist roles. Agencies can help to increase
effectiveness and efficiency of recruitment for a role (Taylor, 2019). We have built rapport with two specialist agencies over the years meaning that
they understand our company brand and culture which aids in selecting the right candidates for us.

ECD keeps records on skills and demographics (EV15, 1.1, 1.2, 1.3), however this is not something that is analysed regularly or put to use for
strategies such as succession planning. Although HR are generally aware of current labour markets, again this is not something that is reviewed
strategically. We also keep a talent pool (EV16, 1.1, 1.2, 1.3) of candidates within our Applicant Tracking System (ATS) which can be an effective
way of talent planning.



Since the pandemic we have been trying to address and attempt to fill any skills gaps. With the current focus being on web, customer service and
warehouse teams we have started to develop Standard Operating Procedures (SoP’s) (EV17, 1.1, 1.2, 1.3) for the customer service team in order
to cross train staff and to bring new starters up to the required standard quicker. We are also working on further developing our learning &
development programme via our dedicated platform, Google Classroom.

We have identified that we have one major skills gap within our customer service team. This department has grown organically since its inception in
2008 and with its development, it has become apparent that we require someone with the skills, knowledge and experience to lead the team. As we
do not currently have this resource available in house we intend to recruit externally and have developed an appropriate job description (EV18, 1.1,
1.2, 1.3).

In conclusion, it is evident that ECD approach to resource and talent planning in light of the pandemic has overall been positive as it has met the
required needs for people and skills. Our Head Office Unit Coordinator who oversees both the Customer Service and Warehouse teams and saw
the biggest requirement for resources due to the unprecedented demand and has provided a glowing statement (EV19, 1.3) which outlines some of
the activities that were worked on as a result of the pandemic. Feedback from my line manager and HR Advisor at the time also provided positive
feedback on our approach (EV20, 1.3).

10



LO2- Be able to recommend ways to improve an organisation’s approach to talent planning.

At ECD | feel that our principal drivers in our organisation are to improve productivity and reduce staff turnover in order to reduce overall costs. Our
approach tends to be reactive rather than proactive and strategic. ECD tends to concentrate on operational workforce planning which is a
shorter-term approach that focuses on immediate skills gaps (CIPD, 2018) or recruiting to fill operational needs. Although it is evident that we are
successful at adapting quickly to shifting circumstances, if we had a well thought out talent planning strategy we would be better able to balance
labour supply against demand (CIPD, 2020e) which would reduce labour costs, improve employee retention and avoid adversely affecting
productivity. Our business environment is subject to constant change, no more so considering the vast change the world has endured as a result of
the pandemic. Effectively managing change through resourcing activities can help us become adaptable and better able to seize opportunities when
they arise (Taylor, 2019). Sadly we have never been good at aligning workforce planning activities to organisational and strategic objectives (Taylor,
2019). Senior directors are not open about the long term objectives or the company making it difficult to align HRM strategy. A strategic approach
would inform good business decisions and provide us with useful data such as hiring difficultles, time to hire and attrition rates. This could help us to
identify risks and contingency plans (CIPD, 2018). Again, any scenario planning tends to be reactive for the short-medium term. We do very little
scenario planning, if we took the time to assess potential changes within ECD in line with external environmental considerations we could better
plan and predict our future (Armstrong and Taylor, 2020).

In light of the above evaluation | propose the following strategies that ECD should consider, with the aim to improving our approach to talent
planning:

1. Develop a company wide Competency Framework
Competency frameworks can outline performance expectations and establish a clear link between individual and organisational performance

(CIPD, 2020a). Currently we only have one competency framework (EV9, 2.1) which focuses on retail competencies for our retail (store)
based staff. By developing a framework across the entire organisation we could successfully build a strengths-based workplace. Research by
Gallup (2017) found that having a strategy and building a framework that allows employees to identify, develop and use their natural talents
can improve productivity and motivation. When defining competencies they must clearly detail behaviours, technical skills/competency
standards that are required (Armstrong and Taylor, 2020). Building and using such a competency frameworks could help us with succession
planning as it can evaluate an individual’s past performance to determine suitability for more senior roles (CIPD, 2020f). When looking at
developing management/leadership competencies we need to be realistic and focus on what future effective leaders will look like
(Clutterbuck, 2012).
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2. Developing skills in-house

Although ECD keeps records on skills and demographics this is not something that is reviewed regularly or put to use for strategies such as
succession planning. By reviewing this information we will be able to highlight skills gaps, deal with them and better plan for the future.
Building talent profiles will also identify the skills and capabilities of the current workforce which is helpful in a redeployment situation. In order
to do this we should conduct a training needs analysis so we can determine what development needs will be required in order to fill future
roles. With an uncertain labour market, skills shortages may contribute to difficulties in recruiting skilled candidates required for a role.
Therefore, in this environment it is prevalent to develop our talent in-house, by upskilling our employees and sponsoring relevant professional
qualifications (CIPD, 2020b). In doing this it will enable us to tailor programmes to meet our specific requirements and reduce our reliance on
the external labour market and in turn reduce our recruitment and retention costs (CIPD, 2020b). Offering training and development
opportunities can improve employee retention as organisations are seen to be investing in their people. Failure to train employees can lead
to professionals looking at alternative employers who will provide them the training they seek (Taylor, 2019). General and tailored training will
support all employees with their personal and career development.

3. Build on our current brand, EVP and candidate experience
ECD already has a strong brand and we invest a lot of time on our recruitment and onboarding process in order to engage, attract (Hearne,

2019) and retain talent. We do this through engaging content, mission statement, values and company benefits in order to attract potential
talent through a strong employer brand. This reflects in our Company rating on the review site Glassdoor (EV21, 2.1), where we 4.8 out of 5
stars with 93% or respondents saying that they would recommend working at ECD to a friend. One thing that we do lack is a distinct
Employer Value Proposition (EVP). EVP is what an organisation can offer potential and existing employees that they will value (Armstrong
and Taylor, 2020). By fully aligning our brand, resourcing and talent planning activities and developing and launching a unique EVP it will act
as a key driver of talent attraction, engagement and retention. The CIPD (2020b) notes that building trust and a lasting culture in the current
environment of virtual teams is a big challenge for hiring and engagement. We need to continue to ensure that technology is used carefully
and complements our company values and brand and keeps the end-user experience at the forefront (CIPD, 2020b).

4. Diversity Strategy
Although Diversity and Inclusion (D&l) is mentioned within our Equal Opportunities policy (EV1, 2.1) we have no specific policy which outlines

what we do in order to promote D&l at ECD. The benefits of a sound diversity strategy include having access to a wide pool of potential
candidates, improved customer satisfaction, increased creativity and improved recruitment and retention (Marchington and Wilkinson, 2012).
Recruitment, learning and career development are critical areas where diversity and inclusion issues can arise. Armstrong and Taylor (2020)
believe that a specific D&l policy which outlines good practice and the processes followed should be communicated widely to avoid bias and
prejudice decisions. Although we review the diversity of our exciting workforce annually we do not monitor it at the recruitment stage. Acas
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(no date) suggests doing this by using an equality and diversity monitoring form (EV22, 2.1) at application stage to help us recognise if we
are really recruiting people fairly. This in turn will help us to develop a robust equality, diversity and inclusion policy and support resource and
talent planning practices.
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LO3 - Be able to contribute to people resourcing activities.

Talent planning in an organisation incorporates accessing the skills needed, at the right time and place so organisation performance can be
sustained. This is done through resourcing activities such as attraction, retention and development of individuals that are of value to the
organisation (Armstrong, 2020).

As a result of the Coronavirus pandemic ECD’s sales shifted dramatically from retail stores to online (EV11, 3.1). At the time our Web and IT
Department were working on developing a new website to replace our current one and there were also plans to launch a budget website (EV23,
3.1). The shift in demand pushed these plans forward, meaning that we needed to increase the headcount of the Web department in order to free
up our existing developers time to complete the website rather than dealing with troubleshooting issues caused by the sudden and vast demand on
our current website. The HR team met in April to discuss plans for the various resourcing activities for these new web developer roles and we
agreed on roles and responsibilities which included a benchmarking activity, creating new job descriptions, developing job adverts and advertising
and recruiting for the vacancies (EV24, 3.1, 3.2).

| took the lead for the majority of these activities (EV24, 3.2) and planned them out accordingly using my project management tool Trello (EV25, 3.2,
3.3, 3.4). My first task was to benchmark web developer roles on offer in South Wales as well as any benefits being offered by our competition
(EV26, 3.5). This was then used by the senior management team to decide what salary we would offer for the roles. | worked on creating job
adverts (EV27, 3.3, 3.5) and job descriptions (EV28, 3.3, 3.5) based on communications with our senior developer (EV29 & EV30, 3.4, 3.5) on what
skills and qualifications were required for the roles (EV31, 3.3, 3.4, 3.5). In line with ECD’s Equal Opportunities Policy (Ecigarette Direct, 2017) our
job advertisements are carefully worded and avoids stereotyping or using language that may discourage particular groups from applying (EV27, 3.3,
3.5), this adheres to legal requirements in regards to disgrimination in order to reduce risk to our organisation. The job selection criteria was
carefully reviewed to ensure relevance to the job and that they were not disproportionate (Ecigarette Direct, 2017). Best practice would have been
to conduct a full role analysis in order to help to identify specific tasks and competencies that employees will be expected to undertake (Marchington
and Wilkinson, 2012). Due to time and workload constraints this was not completed, however our senior developer had a good idea of the key tasks
and competencies required.

Based on the information from our senior developer | began to develop job descriptions for the two roles we needed to recruit for. According to
Wilkinson and Taylor (2016) job descriptions focus on the skills, tasks, areas of responsibility and performance indicators required for the role and
should include key information such as job title, salary and location. Using this information and based on existing job descriptions | created a job
description for a Junior Developer (EV28, 3.3, 3.4, 3.5).
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Once | had advertised the role via our Applicant tracking system (ATS) | waited one week to see how much interest there was. After reviewing the
candidates it was apparent that we were not receiving (EV32, 3.4, 3.5, 3.6) applications from candidates with the right knowledge or experience so
we agreed to engage a specialist recruitment agency to assist. As an organisation ECD has in the past liaised with a couple of carefully selected
recruitment agencies and built a strong relationship and understanding of our requirements. Taylor (2019) highlights the importance of setting clear
expectations from the start in order to achieve desired results. One agency in particular understands our needs in terms of brand, company values
and expectations, so | liaised with our senior developer to confirm the agency who was best placed to review any suitable candidates (EV33, 3.2,
3.3, 3.4, 3.5).

On completion of the aforementioned resourcing activities we made a successful offer, recruited and onboarded a Junior Developer within 6 weeks
which was fed back to our key stakeholders via our weekly HR update (EV32, 3.5, 3.6). Feedback on their performance and development has been
positive and they also successfully passed probation (EV35, 3.6). In turn this has helped push forward plans of getting our new website developed
(EV23, 3.6). On reflection | would have done things differently; firstly | would have completed a job and role analysis as this would have led us to
reviewing the contents of the job in order to better inform a basis for the job description (Marchington and Wilkinson, 2012).
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EV1

Extract of ECD Schedule 4 Equal Opportunities Policy

1.1

1.2

1.3

1.4

2.1

2.2

3.1

3.2

3.3

Schedule 4 Equal Opportunities Policy

Equal Opportunities

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

We do not discriminate against staff on the basis of age, disability, gender reassignment, marital or civil partner status, pregnancy or maternity, race,
colour, nationality, ethnic or national origin, religion or belief, sex or sexual orientation (protected characteristics).

The principles of non-discrimination and equality of opportunity also apply to the way in which staff treat visitors, clients, customers, suppliers and former
staff members.

All staff have a duty to act in accordance with this policy and treat colleagues with dignity at all times, and not to discriminate against or harass other
members of staff, regardless of their status. Your attention is drawn to our separate Anti-harassment and bullying policy.

Scope and purpose of the policy

This policy applies to all aspects of our relationship with staff and to relations between staff members at all levels. This includes job advertisements,
recruitment and selection, training and development, opportunities for promotion, conditions of service, pay and benefits, conduct at work, disciplinary and
grievance procedures, and termination of employment.

We will take appropriate steps to accommodate the requirements of different religions, cultures, and domestic responsibilities.
Forms of discrimination

Discrimination by or against an employee is generally prohibited unless there is a specific legal exemption. Discrimination may be direct or indirect and it
may occur intentionally or unintentionally.

Direct discrimination occurs where someone is treated less favourably because of one or more of the protected characteristics set out above. For
example, rejecting an applicant on the grounds of their race because they would not "fit in" would be direct discrimination.

Indirect discrimination occurs where someone is disadvantaged by an unjustified provision, criterion or practice that also puts other people with the same
protected characteristic at a particular disadvantage. For example, a requirement to work full time puts women at a particular disadvantage because they
generally have greater childcare commitments than men. Such a requirement will need to be objectively justified.
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3.4

3.5

4.2
4.3
4.4

4.5

4.6

Harassment related to any of the protected characteristics is prohibited. Harassment is unwanted conduct that has the purpose or effect of violating
someone's dignity, or creating an intimidating, hostile, degrading, humiliating or offensive environment for them. Harassment is dealt with further in our
Anti-harassment and Bullying Policy.

Victimisation is also prohibited. This is less favourable treatment of someone who has complained or given information about discrimination or
harassment, or supported someone else's complaint.

Recruitment and selection

We aim to ensure that no job applicant suffers discrimination because of any of the protected characteristics above. Our recruitment procedures are
reviewed regularly to ensure that individuals are treated on the basis of their relevant merits and abilities. Job selection criteria are regularly reviewed to
ensure that they are relevant to the job and are not disproportionate.

Job advertisements should avoid stereotyping or using wording that may discourage particular groups from applying.
We take steps to ensure that our vacancies are advertised to a diverse labour market.

Applicants should not be asked about health or disability before a job offer is made. There are limited exceptions which should only be used with the HR
Department’s approval. For example:

(a) Questions necessary to establish if an applicant can perform an intrinsic part of the job (subject to any reasonable adjustments).

(b) Questions to establish if an applicant is fit to attend an assessment or any reasonable adjustments that may be needed at interview or
assessment.

(c) Positive action to recruit disabled persons.
(d) Equal opportunities monitoring (which will not form part of the decision-making process).

Applicants should not be asked about past or current pregnancy or future intentions related to pregnancy. Applicants should not be asked about matters
concerning age, race, religion or belief, sexual orientation, or gender reassignment without the approval of the HR Department (who should first consider
whether such matters are relevant and may lawfully be taken into account).

We are required by law to ensure that all employees are entitled to work in the UK. Assumptions about immigration status should not be made based on
appearance or apparent nationality. All prospective staff, regardless of nationality, must be able to produce original documents (such as a passport) before
employment starts, to satisfy current immigration legislation. The list of acceptable documents is available from the UK Border Agency.
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EV2

List of Job Advertisement Channels

E11

Lo o B« L 1 I - S S

— | =t [ =
s I I A

Copy of Current/Future Recruitment Development % = &

File Edit View Insert Format Data Tools Add-ons Help Lastedit was seconds ago

2l - 125% ~ £ % .0 .00 123w  Arial ~ | 10 ~ B I 5 i
A B
Channels Details
ECD Website  Automated
Indeed Automated, Free, quick
Glassdoor Automated, Free, quick
Google Jobs Automatic feed from Glassdoor.
Facebook Manual, Free
Uni job boards Manual, Free, targeted for part time roles
Find a job Manual, Free, Gov website prev universal jobmatch
LinkedIn Manual, role specific jobs on Company page for free
Agencys Expensive- Role specific
In store Free, Recruitment poster organised via store manager/supervisor
+ = Job Ad Channels - Ideas - EVP ~ Careers Site ~

~ B R ©

o @[] ¥~ X -
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EV3
Extract of results from 2021 Equal Opportunities Survey

Age group

42 responses

® 16-24
® 25-29
© 30-34
@ 35-39
@ 40-44
® 45-49
® 50-54
® 55-59

12V

What is your ethnicity?

39 responses

@ Prefer not to say

@ White - English

@ White - Welsh

@ White - Scottish

@ White - Northern Irish

@ White - Irish

@ White - British

@ White - Gypsy or Irish Traveller

13V
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EV4
Employee Demographic by Location

Employee demographic B &
ploy grap ) 4 ~ .
File Edit View Insert Format Data Tools Add-ons Help Last edit was seconds ago

vivl-:FvI?/v C—:EmvaY- o~

r
Ltd
4
i

o~ T O100% v £ % .0 .00 123v  Default(Ari. v 10 - B I 5 i ¢ H

J11 - Jx
A B c ‘ D E F G | - ‘ 1 ‘ J ‘ K ‘ L
1 | Location
2 |Abergavenny 2 Location
3 |Bournemouth ? Worcester Abergavenny
4 Cardiff 4 E‘f%h 5 2.9'5;:
arehouse ournemout

5 | Carmarthen 1 16.2% 25%
6  Cheltenham 2 Cgfg;"f
7 |From Home 2 Cheltenham
8 | Head Office a2 2.9%

Swansea From Home
9 |Hereford 3 A 2.9%
10 | Llanelli 2 Neath

15%
1 Neath | Lanel 1
12 Swansea 4 ﬁ.'a%f ’
13 Warehouse 11 4:22 o
14 |\Worcester 2
15 Grand Total 68
16 Head Office
17 47 1%

- 4"
+ = Sheetl ~ Pivot Table 4 ~ Pivot Table 1 ~ Pivot Table 2 ~ Pivot Table 3 ~ <
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EV5
Extract of Swansea Council Demographic report

Population Characteristics:
- by Ethnic Group

The 2011 Census reports that 14,326 people in Swansea were from a non-white ethnic
group, 6.0% of the total population; higher than the equivalent figure for Wales (4.4%) and
the third highest percentage of the 22 local authorities in Wales, although lower than the
equivalent UK figure (12.9%).

20,368 (8.5%) of Swansea's population were non-White British' in 2011 (i.e. also including
other white ethnic groups); above the Wales average (6.8%) and again third highest of the
Welzh local authority areas, but below the UK.

Swansea Coundl - Information, Research & IS [July 200%) 4

Ower the period 2001 to 2011, the proportion of people in Swansea from a non-White ethnic
group increased from around 2% of the population to 6%, an increase of 9 500 (+198%).
The number of non-"White British' people increased by 10,800 (+113%). These are above
equivalent increases for Wales (+118% and +78% respectively).

2011 Census data suggests that the largest non-white ethnic groups in Swansea are:
+ Chinese — 2 052 people (0.9% of +« Other Asian — 1,739 (0.79%)
Swansea's population) « Black African - 1,707 (0.7%)

+ [Bangladeshi - 1,944 (0.8%) +  Arab —1,694 (0.7%).

Amongst the non-white ethnic groups, the largest estimated increases in population between
2001 and 2011 were in the Black African (+1,500 approx.), Bangladeshi and Indian groups
(both +800). The “Other-White' population increased by 1,400, partly reflecting economic
in-rigration from Eastern European countries since 2003.

Amongst children, Census estimates of the numbers aged 5-15 from non-white ethnic
groups show an increase from around 1,000 in 2001 to 4,500 in 2011. More recently, Annual
Schools Census data reports that the proportion of the school population who are not "White-
British’ increased from 9.9% in 2011 to 14.6% in 201 7.

More recent research estimates from ONS suggest that in 2016 around 19,000 people in
Swansea (8% of the total population) were from a non-white ethnic group; with 26,000 (11%)

of Swanzea's population non-"White British'.
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EV6
UKVIA Article

chargs: ut Fublic Fasi Engiand - L4
[]

UK Vaping Industry Association

All change at Public Health England

Health Secretary Matt Hancock has announced that Public Health England (PHE] is to be
replaced by a new body specifically designed to protect the country versus the country's
pandemic. It is thowght that the transition will be completed next Spring. The move has
raised guestions amaongst the vaping industry as the PHE was & staunch advocate of the
Seglar,

bany of PHE's responsibilities will now be owerseen by the newly formed National Institute for
Health Pratection (MIHF), which will take a |ead role in safeguarding the UK from noved health

risks.

The UK Vaping Industry Association was queck 1o place on record its thanks for Fublic Health
England's {PHE) conssderable contribution 1o hanm reduction and smokng cessation In recent
wears fpllowing the annowncement that it was being dshanded,

FRpS Veiww w0 ol GO @) Pt
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EV7
Extract of Tobacco Control Plan Government Report

&

Department
of Health

Towards a Smokefree
Generation
A Tobacco Control Plan for England

Contents

The Evidence - and the Costs.

Wihere we are now..._.._.

The cost of STREING B0 SOOI et s s s s s

1 Preventon First

A sminkefron generation .
Stamging oul inequality. smokefree pregnancy ...

L Supporting smokess o quit

Smp smaoking sErdces ... -

Farity of esteem: supporting people with mental health conditions
Rarking cvidenee Based iRmIEm e e s

A snokefres MHE, leading by examgle

3 Fliminating variation in smolkdng rates
A whole system approach .....

I ncal mequalitics ...

Fublic awareness.......

Srckeflres places, 2z
Tabacco control imtellgenon o B
1. Effective enforcement 24
Hlicit 1wobacco...... .25
Requlation and enforcement 26
Leaning the European Union 27
References and Further Infarmation .28

Foreword

Thea LIK has mada great sirkdes in reducing the harms cawsed by smaoking, the keading cause af
peevertable illness and premature death in England’,

Sinoe the presious Tabaceo Cantrol Plan, smoking prevalence has substanlially reducad; from
20.2% of adults amaking &1 the starl of the plan ta jusl 15.5% now’, the lowes1 level since
recoids began

This achievamenl has bean reached hrough wond-weding pubdc heafth measunas, Ouring the
pancdd af the |ast plan, we Biill on the legelation which curbad advedising and established
smokeiree places o Inlroduce new Measures such aa larger and more prominant graphic health
warnings, a ben on both proxy purchasing and smaking in cars wah chiidren, and slandardised
packaging. The LK now has comprabansive inhaccn contral legelation which s the anvy of the
workd.

Huil vehilsl wa have mads grasd sindes in the nght directan. thans is mam o do. Over 200
deaths every day are 1l caused by amoking” Thouph BMoking rales among voung pecpke and
preqriant wormen Rave dramalically reduced, 8% of 15 vear oids” il amoke, riesking a lletima of
il healih. Cwer 10% of pregrant women ® siil smake, wah all ihe atiendant rels of mscarisge,
pramalune birth, abll birth @nd neonalal compl calians,

Smplng mies have remained i bboemly highee amangnl thase in our seoety who akaady
sutlier from poorer Neanh and ciher desdvanteges. Smoking rabes e mokl ke limnee
higher ampngat the loweant aaenars, comgpaeed b fie highest camens

Than Frirre Minister han spaken about the Burming inusiice that saes some of the paneest in aus
Bocialy die on Bverage nine years earier han th richesl.”* Smoking accounts far
sppereemmiely holf the déisrenee o e aspretaney betwaan tha nenest anm poorat in socity'®
Thig IFpualice in Ehie varialion in amoklng prevaience Can bi e G0roEs England, rom plices
whisra mdu® smaking s ms low an 5% 10 cthem whiers smaking ramains pbove 26%'" The
prevalence rémaing aven RIQhar in peaple wih mental health condbians, whara mone an 40%
o BuiE With @ eevious menlal liness smoke™,

W want in addrass shis. Our vision is nathing lass than ta creale a smokefree genemmiion, Ta
30 s we need lo shill emphadia fnom action at ihe nalional level - leglalation and mandation of
soavices 1o fnoused, Iocal action, supporting smokars, particulary in dissdwantaged graups, in
i,

This vision I8 ambilious and presants & chalenge 1o local serdces - local councils, he NHS and
Eivig society o conbnue o reduce smoking prevalence, fagetng thase communbes whars
amoking rates are highesl, end providing people who amoke with he lools thal (hey need 1o
it

For ils part, Ihe goveimment will provice |sacership and guidance an 1he most eMective
Inkzrvgriions, ensuns that tha now Ingisiation (s implementad wall and thal anganisatans win
naticnal responsibalities are joined up and effecthee, | know that ths ambition cannot be
achieved withoul & collaborative afar.

| hope waa can all nse o the challengs

S e

Steve Brine (Parliamentary Under Secrelary of Siate for Public Healih and Primary Care)
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EV8
Retail Career Path

e-cigarette

DIRECT

Retail Career Path

Customer Advisor

§

Store Supervisor

&
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EV9
Extract of Retail Competency Framework

e-cigarette

Retail Competencies 2020

Customer Focused

Under Achieving

Achieving

Achieving Above

Lacks product knowledge to satisfy
customer needs

Good product knowledge, meets customer
needs and maximises sales opportunity

Proud advocate of our brand and delivers
the ultimate customer experience every
time.

Does not identify customer needs through
poor questioning and listening skills.

Is task focused and does not consider the
customer to be their number one priority

Iakes the time fo listen to customers,
identify their needs to improve service.

Leads by example and proactively deals
with customers

Anticipates how customers and their needs
may evolve in the future.

Challenges business activities and
initiatives to ensure custemer needs are
met.

Does not consider impact of own behaviour
on customers

Actively seeks help and support to improve
customer service

Identifies ways to exceed customer
expectations and implements service
initiatives.

‘Accepts poor shop standards

Sees service as natural and fun and not just
another task.

Understands how to deliver a great service
to both internal and external customers

Does not understand the lifetime value of a
customer

Uses initiative to come up with ways to
energise individuals to deliver exceptional
customer service

Organises and delivers localised marketing
! prometional events to build brand
awareness

Wastes time through a lack of organisation
and planning

Adapts style to deliver good customer
service

Able to show measurable improvements in
sales figures linked to customer service

e-cigarette

DIRECT
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Extract of Furlough Report

20200427 MAY Payroll Employees for Furlough Report ¥+ & & ~  E 9
File Edit View Insert Format Data Tools Add-ons Help Lastedit was seconds ago
S - £ % .0 .00 123~  Arial - 10 ~ B T & i ¢ . M Ev 1~ J9l~ %> e [( ¥~ 2 - = A
Al - Employee Id
A B c D E F o H J K L
Holiday
Furlough Letter after Furlough
Employee First Last Current Status Furlough Start date added to Salary Date of 24/03/20 letter
Id =~ IName = Name = Job Role = Location = Status T Start Date = checked = PeopleHR. = Salary Type = Amount = change = 7 = Signed =
3 208 Customer Advis Furlough 25/03/2020 2410372020 31/03/20 Hourly Salary MNA
4 194 Customer Advis Furlough 27/03/2020 2710372020 31/03/20 Hourly Salary MA
3 172 Customer Advis Furlough Was working in W 01/04/2020 01/04/20 Hourly Salary 11th & 12th Aj
6 165 Customer Advis Furlough 06/04/2020 06/04/2020 01/04/20 Hourly Salary MA
8 22 Sales Manager Furlough 28/03/2020 28/03/2020 01/04/20 Hourly Salary 05/04/2020 NA
0 88 Store Superviso Furlough 25/03/2020 2510372020 31/03/20 Annual Salary NA
1 Store Superviso Furlough 25/03/2020 2470372020 31/03/20 Annual Salary MNA
14 201 Customer Advis Furlough 25/03/2020 2510372020 01/04/20 Hourly Salary MNA
15 Customer Advis Furlough 25/03/2020 24/03/2020 31/03/20 Hourly Salary MNA
7 Customer Advis Furlough 25/03/2020 24/03/2020 31/03/20 Hourly Salary MA
B Store Superviso Furlough 24/03/2020 24/03/2020 31/03/20 Annual Salary MA
2 Customer Advis Furlough 30/03/2020 30/03/2020 01/04/20 Hourly Salary NA
2 Customer Advis Furlough 25/03/2020 2670372020 02/04/20 Hourly Salary NA
3 Store Superviso Furlough 25/03/2020 2510372020 31/03/20 Annual Salary MNA
24 214 Customer Advis Furlough 30/03/2020 30/03/2020 01/04/20 Hourly Salary MNA =
27 Customer Advis Furlough 25/03/2020 25/03/2020 31/03/20 Hourly Salary MA
28 Customer Advis Furlough 2710312020 27103/2020 01/04/20 Hourly Salary MA
+ = Employees for Furlough (HR) ~ u v oy of Furlough Employees fi 4 Explore
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EV11

2019/2020 Sales Ratio by Channel
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EV12
Retail Projections

Stores

100
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B Pre Covid performance [} Projection

B Post Covid performance

Location
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EV13
Data report for all employees

Customer Services and C Head Office

At Work (From Home Annual Salary

April All Employees % &
File Edit View Insert Format Data Tools Add-ons Help Last edit was 3 minutes ago
~ ~ & T 8% v £ % 0 00 123v  Aral - 10 -~ B I SA ¢ H S 1ol 9~
Al - Employee Id
Employee First Last Current Status Salary Potentially
Id = I Name = Name = Job Role = Location = Status = Salary Type = Amount = |redeploy?
2 a7 Stock Controller Head Office At Work Annual Salary Yes
3 Warehouse Assistant Warehouse At Work Annual Salary MA
4 64 Stock Administrator Head Office At Work Annual Salary Temp basis
3 Warehouse and Custome Warehouse At Work Annual Salary MA
G Warehouse and Custome Warehouse At Work Annual Salary MA
7 Product Manager Head Office At Work Annual Salary Temp basis
8 Data Analyst Head Office At Work (From Home Annual Salary No
9 Customer Services Head Office At Work (From Home Annual Salary MNA
0 Brand Manager Head Office At Work (From Home Annual Salary No
HR Administrator Head Office At Work (From Home Annual Salary Temp basis
12 Senior Developer Head Qffice At Work (From Home Annual Salary No
12 Unit Coordinator Head Office At Work (From Home Annual Salary MA
4 IT & E-Commerce Suppo Head Office At Work (From Home Annual Salary MNo
13 Area Manager Cardiff At Work (From Home Annual Salary Yes
16 Store Supervisor Carmarthen Furlough Hourly Salary Yes
7 Store Manager Swansea Furlough Annual Salary Yes
B Non-Executive Director Head Office At Work (From Home Annual Salary No

No

- = @

o @AW Y~ 32 -
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EV14
Email to employee confirming permanent role following secondment

e-cigarette Fran Deias <fran.deias@ecigarettedirect.co.uk>
DIRECT

Secondment

1 message

Fran Deias <fran.deias@ecigarettedirect. co.uke= 25 September 2020 at 12:16

Tao: @ecigarettedirect. co.uk=

Cc: Human Resources <hri@ecigarettedirect. co.uk>
Hi.

| write in regards to your current secondment to Customer Service & Warehouse Assistant.
As discussed with Unit Coordinator, we would like to offer you a permanent position as a Customer
Service & Warehouse Assistant, effective from 15t October 2020.

Please find attached your new contract of employment which has also been uploaded to People HR for you to review

and electronically sign.
If you have any guestions please do not hesitate to contact us.

Thank you for all your hard work in supporting the team!
Best wishes,

Fran

Fran Deias
HE: Administrator

| E-Cigarette Direct logo

t. 01792 550194
e. fran.deias@ecigarettedirect.co.uk
w. www ecigarettedirect co.uk

|#_ECigaretteDirect Facebook [ ECigaretteDirect Twitter [ _"ECigaretteDirect Youtube
Ragistered Address & Imvoicing Address: Unit 4-5 Bell Court, Felinfach, Swansea West Business Park, Swans=a SAS 4HP

ECigarsteDirect i o rsding nams: of Gower Enterprises Limied, 2 company regiskened in England and Wal=s with company nemiser D55E2255 and registered affice at LUnk £-5 Beil Court,
Feinfach. Swenses Visst Business Park. Swanses 3AS 2HP.




EV15
Example of employee skills record

©) People - E-Cigarette Direct

Dashboard

248 Employees

A me

LD Documents
pb Thanks

I.; Planner

f Tasks

M cases

,» Authorisations

—
Ei Expenses

Reporis

Personal

Documents

Logboolk

Employment

Contacts

Performance

Case Log

\,ﬁf Skills Earned

Each badge endorses the recipient with one or more skills. Here you can see useful statistics on the types of skills earned.

Personal SKills
Creativity
Determination
Expertise

Problem Solving

Person

8

| Skill

S

This Month

Team Skills
6 Months 12 Months All Time
(3)
(2)
(2)
(2)

L Francesca Deias Moffat
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EV16
Screenshot of ATS Talent Pools

Dashboard

.ﬂ.’a Employees

.!* Me

LD Documents

pb Thanks
Planner

w/ Tasks
ﬁ Cases

, Authorisations

e
E Expenses

Reporis

(. People - E-Cigarette Direct

Vacancy Name

Status

Active
Vacancy Type
All

Hiring Lead

All

Approver

All

Company

All

Location

All

Department

Here are your company's active vacancies. You can use filter options on to further refine your list

ot

Vacancy

*Head Office Talent

Pool*

*Talent Pool:
Retail- England*

*Talent Pool:
Retail- Wales®

Hiring Lead

Charlotte
Dunworth; Laura
Jones

Charlotte
Dunwrarth

Francesca Deias-

Moffat; Laura
Jones

Charlotte
Dunwaorth

Francesca Deias-

Meoffat; Laura
Jones

Location

All

All

All

Department
All
All
All
fit &

Created Date Closing Date

Wed, 24 Jun
2020

Wed, 06 Jun
2018

Tue, 05 Jun 2018

L | ! XL Francesca Deias-Moffat =

J Vacancies

New

applicants

0 & &
L &

2 TR
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EV17
Extract of Customer Service SoP’s

e-cigarette

DIRECT

E-Cigarette Direct SOPs
Customer Services Policies and Procedures

Customer Services
Procedures

V1.1 5 Movember 2020

E-Cigarette Direct SOPs

e-cigarette

DIRECT

Customer Services Policies and Procedures

Contents

Customer Services Systems
Magento [ECD Crder Database|
Logging into Magento
Royal Mai
Live Chat
Custormer Services Action Sheet

Customer Identity and Data Protection
Who are you talking to? Verifying your customer
Data Protection Rights

Processing Customer Orders
%, Process Customer Payments
3.2 Payrment Card Security
Refunds
Partial Refunds

R . B T R P O R

()

I
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EV18
Customer Service Manager Job Description

Job Description

Customer Service Manager/Customer Service Operations Manager

e-cigarette

DIRECT

Location: Head Office

Reports to:

Salary/benefits grade:

£24-25k Band 34

Purpose of the role

To ensure the efficient day to day running of the customer service operation, prioritising consistenily high levels of customer service.

Customer Focused

professional manner

= Supports and directs the team to ensure all calls, emails & live chat communications are rezsponded to in a timely and

Supports and directs the team to ensure customer queries and complainis are resolved satisfactorily

Acts as a point of escalation for very complex quernesfcomplainis

Supports and directs the team to ensure customer returns are dealt with in line with company process

Supports and directs the team to ensure out of stock orders are dealt with in line with company process*

Ensures our reputafion for service across all digital media including Facebook and Twitter is maintained by monitoring review

plafforms and taking aclion where necessary.

= Regularly answers callz/emailzflive chat and camies out other customer service dufies in order to support the feam and ensure
confinued understanding of processes

= Ensures there is always adequate staffing to meet customer needs, liaizsing with other departmenis for support when needed
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Unit Coordinator Witness Statement

e-cigarette

Frad Dalis <t i @ c g raedi e L oo uk>
DIRECT

Whitness statement - resourcing strategy

1 e e

Cmimia Blgas < g By gareivainect oo ue 21 Whay 2021 w1440
Too Fran Doies <ran doos Sy aelalinec] ook

A2 the start of the Cowid-19 pandemic, ECD's web sales rocketsd whidh if not deall with quickly oould have left us in a very wainerable posfion. Thankfully,
we managed 1o keep up with the exceptionaly high demand due 1o the: fast umower of recruiment from our recruitment team. To put ings inlo
perspective, our customer serdos keam wend fom 2 members of staff 1o 6 and our warehouse beam has increased from 3 memibers of staff 1o 111

‘With sales going throwgh the roof we had to act guickly. Fran was an integral in this process, she advertised, sifted CV's, seleoted appropriate candidates,
booked and conducied all of e islsphone inlerdess ready for the final stags interviews. She also aranged Snal imeniews and supportsd me with
noletaking meaning that we could seifty make cffers and onboard successiul candidales as scon s possible. Fran has also supported me with the overall
employss iHecyck in light of web sales lkeveling off now $at lockdosm restricions ans being liflied

During fhis penod, we considensd skill gaps and created a new role [Goods In Warehouse Operative) 1o help support the warehouss team which has besn
a great SUCoEss.

‘We were able o redeploy refail siafl who wese furlbughed as their stores were iemporarily closed, on sscondment into cusiomes senvice and warshouse
mies io meet demand. Fran worked with me and a collsague 1o pull iogether a rota for these staff and ensure ey were paid comectly. The secondments:
weene really heipful as using S stoee st in fis way brought additional skils i $he isam, peoduct knowisdge and technical troubleshooting in particutar. |
acualy made the decision to request 1o permanentty keep 2 of these staff members on parmanent head offios contracts at e end of their secondments.

Fran and | worked logether io develop standard operating procedures (S0fs) for customer services in onder o rain new and support existing stafl. Off the
back of #s Fran also irained some stafl remotely using these So0Ps io help support the ousiomer sersios feam o deal with customer quenes. A the height
of the: pandesmic, our ieam had o deal with ower 100 emails daily so hawing the addiional staff o support with email was. very beneficial and helped fo talke
the pressune off. We akso began o work on cross. skiling seksct warehouse staif through raining I cover cUSIDmer senice.

Fran also oeganised her tme o personally SUppon e OUSomer Senvice eam i provide excellent DUSSOHMEr SERICE 10 our cusiomeans which was heipful as
she had irsight wihen it camee o drafting the: SciPs together.

Gemma Biggs

Tizu VToel poogie

AN Geowt Cvssrprman Mind - Whilram, srssms - SEEIorg imiegy

Uril Coordmulor
e-cigarette
GIAECT

L O1TEQ BSIEAY

u. e bppsfecgentisdesd oo uk
e W g ledrect ooouk.

006

Papwmres Addwns 4 ireveicing Addeanc Unit £-2 Ball Coort, Pafinlisch, Soorones e i Dusnaes Pk Saarsas SAS 80
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Line Manager Witness Statement

E 'Clgare ttE Fran Deias <fran.deias@ecigarettedirect.co.uk=>
DIRECT

Witness testimony

Sian.morgan@firsthrsolutions.uk <Sian. morgan@firsthrsolutions. uk=> 19 May 2021 at 12:02

To: Fran Deias <fran. deiasi@ecigarettedirect.co uk>
Ce: Laura Jones <laura jones@ecigarettediract.co.uk>, Charlotte Dunworth <charlotte dunworthi@ecigaretiedirect co.uk>

Hi Fran
Hope this is ok...if want me to change anything or add anything let me know
Resourcing and Planning at E Cigaretta Diract.

During the Covid pandemic, E Cigarette Direct had to adapt and change our business strategy from retail focused to
online web sales. This change had a significant impact on workforce planning. Many retail colleagues were placed
on furlough leave, whilst some who were able to work from our Head Office and Warehouse in Swansea were
redeployed, upskilled and trained to work in our customer services and warehouse depariments. Fran was
instrumental in communicating with fudough employeaes whilst they were absent from work, ensuring they received
correct payments and were kept up 1o date on the latest government and company announcements., Due io the
significant increase in head in customer services and warehouse departments from * to * Fran took control of
recruitment campaigns making sure job adverts were placed in a timely manor, and advertised on wide reaching job
boards fo attract high calibration candidates. As her role as Covid Officer Fran also ensure current and new
employees were fully aware of company procedures with regards to working at Head Office in a Covid secure
environment.

During the pandemic our web sales increased by ** %, which resulted in the recruitment of three new web developers
to support the development and implementation of our new company website. This was now a higher business
prionty, and significant focus was placed on getiing a new website developed o meet the increased demand of online
gales for @ cigarettes. Fran played a vital role in the recruitment campaigns, identifying along with our Senior
Developer the skills, knowledge and expertise needed for each role to ensure we recruited suitable individuals to
support with the new website launch.

Due to the pandamic Fran also had 1o adapt our onboarding and induction program. Many aspects had to be do
remotely, using technology as face fo face meetings could not take place. Fran maintained a great level of
communication with new recruits during the recruitment process and once they had started their roles at ECD, 1o
ensure they had the best possible start working with us.

Despite significant change, uncertainty and it being a very challenging time, Fran has remained the upmost
professional, making sure other employeas needs are met and business focuses are achieved. Great achievemant
Fran!

Sian Morgan Page 1 1 1 - & 4+
First HR Solutions
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Screenshot of ECD Glassdoor page

© 28

Overview v  Reviews Jobs

E-Cigarette Direct Reviews

Recommend
75% to a Friend

5O % %% &k W

Current Employee, less than 1 vear

"Great company!"

Pros

Supportive management
Good pay
Customer focused

Cons

MNaone | can think of

Advice to Management

27 4 2
Salaries Interviews Benesfits

4.8 &k Kk kK V

Approve

4% of CEO

40ct 2019 - Customer Advisor in Swansea, Wales, Wales

W Recommends « Positive Outlook « Approves of CEQ

38
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Job Seekers Also Viewed
GAME Digital
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pli sl Compare
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EV22
Extract of Acas Example of equality and diversity monitoring form

Example of equality and diversity monitoring form

This is a sample form that you can adapt or develop to meet your needs. Make sure you adapt this template to comply with the UK
General Data Protection Regulation (UK GDPR). If you need help with this go to www.ico.org.uk.

[Add your organisation’s name] wants to meet the aims and commitments set out in its equality policy. This includes not discriminating
under the Equality Act 2010, and building an accurate picture of the make-up of the workforce in encouraging equality and diversity.

The organisation needs your help and co-operation to enable it to do this, but filling in this form is voluntary.

Please return the completed form to [add details].

Gender Man Woman Intersex Non-binary Prefer not to say If you prefer to use your own term, please specify here .........................
Are you married or in a civil partnership? Yes No  Prefer not to say

Agel6-24 25-29 30-34 35-39 40-44 45-49 50-54 55-59 60-64 65+ Prefer

not to say

What is your ethnicity?

Ethnic origin is not about nationality, place of birth or citizenship. It is about the group to which you perceive you belong. Please tick the appropriate
box

White
English Welsh Scottish  Northern Irish Irish

British Gypsy or Irish Traveller Prefer not to say

Any other white background, please write in:

Mixed/multiple ethnic groups

White and Black Caribbean White and Black African White and Asian Prefer not to say  Any other mixed background, please
write in:
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EV23
Director memo re: Business Update and Plans

27 November 2020
Dear all,

As we approach the end of 2020 (and I'm sure that many of us will all breathe a sigh of relief that this year is coming to a close!), we would like to share a
business update with you, including details about performance during our last financial year, how our company structure is evolving, plans for a new
website and last, but not least, an update on our plans for a profit share.

There's no denying that our last financial year, which ended on 31st August 2020, was a challenging one in many ways. The year started not long after the
cyber attack on our website had caused a dip of around 10% a month in online sales. We then saw the new American respiratory illness, EVALI, being wrongly
attributed to vaping as a whole (rather than to the inhaling of illegal substances via a vape device). This had a significant effect across the business last
Autumn and Winter which was coupled with a general decline in footfall across the retail industry. The tide seemed to be turning just as we started hearing
about a new virus circulating in China...

However, despite all of these challenges, and thanks to a huge effort by all of you, we have been able to pivot and reshape our business to meet these
challenges as they arise. The speed at which this has been done is a major achievement. This has of course been both challenging and painful, and we were
deeply saddened to lose so many of our valued colleagues whose stores did not reopen after lockdown. We are thankful, however, for the Government’s Job
Retention Scheme, as without this, our retail business would not have survived at all.

It is clear that we are emerging as a very different business to the ECD from September 2019 and we will continue to be agile and to adapt to the
ever-changing circumstances as best as we can.

In order to meet these challenges, we are making changes to our corporate structure as explained below in more detail. We also continue to keep a close eye
on competitors and opportunities and our plans for a new website, ELIQUID.CO.UK are set out below.

All our best,

Jon, James & Charlotte



As the Vape industry continues to develop, we are seeing some very aggressive competition in pricing online. Whilst we know that these competitors
cannot match the service that we provide to our customers, we are also aware that price is the most important factor for a portion of the market.

We therefore intend to offer our own ‘value’ option for buying e-liquid without devaluing our ECD brand. To do so, we will be launching a brand new website

under the domain name ELIQUID.CO.UK, which will only sell e-liquid (and initially, just shortfills). Over time, this move will allow us to increase our share of
the market overall, and hopefully capture any customers that might otherwise move their purchases elsewhere.
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HR Meeting Agenda

Meeting Agenda
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EV25
Screenshot of my Trello tasks

2020 Web Recruitment

in list Current Vacancies @

MEMBERS
b+

Description  Edit

Increased headcount x2:
Junior Developer/ Front End Developer / Mid Level Developer?

Benchmarking

MNew ID's

Create new job ads
Advertise ATS/ vacancy
Induction

Checklist Delete

Benchmarking

Draft Job adverts

Draft 10's- Liaise with Senior Developer

Send JD's for checking

Advertise on ATS

Gauge interest after 1 week then look at agency
Sift Cvs 7 send to Gary

Pls

Tests

ADD TO CARD

& Members
& Labels

B Checklist
(O Due date
& Attachment
= Cover

POWER-UPS

+ Add Power-Ups

@ Upgrade Workspace
BUTLER

ok Done

+ Add button
ACTIONS

= Maove

0 Copy

& Make template
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Developer Benchmarking

Als

[+

2020 Developer Benchmarking

a1 )

File Edit View Insert Format Data Tools Add-ons Help Lastedit was seconds ago
Ca eI 9% ~ £ % .0 .00 123~ Default (Ari.. = 10 ~- B T 5 A & H Ev i~ %y co B ¥~Z%- =
A B C D
Role Salary Location Other info/ Benefits
Web developer £30,000-£60,000 |Swansea Temp remote
Senior Back end developer | £35,000-£50,000 Remote

NET Developer

£30,000-£60,000

Swansea/ Remote

Flex working, enhanced annual leave entitlement, 10k training allowance, 4 days a month innovative time, free gym membership,
birthday bonus package

Senior systems Developer |£31,365 - £37 890 |Port Talbot

Senior Front End Developer £34,000 - £47 000 |Remote Flex working, enhanced annual leave entitlement, profit share

PHP Developer £22.000 - £33,000 [Swansea

Junior PHP Developer £25,000 - £30,000 ([Llantrisant

Back End PHP Developer |£28,000 -£34,000 |Cardiff Temp remote, Paid birthday off, Flexitime, buy more holiday allowance, Free drinks/ breakfast, Finish early on Fridays

Front End Developer

£27,000 - £32,000

Birmingham/Remote

Free breakfast /coffee, Regular social activities, beer fridge, Foosball and loads more exciting perks

Full Stack Developer

£30,000

Swansea

Not remote, Overtime

Full Stack Developer

£30,000 - £55,000

Cardifi/ Remote

Generous bonus scheme; remete working; enhanced annual leave entitiement increasing by one day for every completed year
up to 35 days, cycle to work scheme; charity and social events throughout the year, free coffee and fruit in the offices.

Average Salary

Sheet1 -

£30,000.00

~ =2 e
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EV27
Extract of new Web Job Advert

Position: Junior / Graduate Web Developer- Full Time
Location: Fforestfach, Swansea
Salary: [ cpending on experience

We make a real difference to people’s lives. You can too.
At E-Cigarette Direct we are close to our customers and are rewarded by seeing the fantastic positive effect vaping has on people’s lives every single day.

Since 2008, we’ve helped thousands of happy customers switch to vaping. This is thanks to our carefully selected range of quality vaping solutions and highly knowledgeable
teams.

We are looking for an exceptional person to become part of our online team. We have a vision of an industry leading website, in terms of both volume and customer experience
and we are looking for a Junior Developer to help us achieve this.

As a Junior Developer you'll be working directly with our Senior Developer, and
closely with the rest of the online team. You will initially be helping to build our new
website ahead of launch later this year, supporting it following the launch, and
adding new features.

Essential knowledge, skills and experience required;

Knowledge of PHP 7, ideally with concepts from PHP 7.4

Knowledge of JavaScript, and libraries such as jQuery

Knowledge of MySQL/MariaDB

Knowledge of CSS

Knowledge of Git source control

Knowledge of SASS/SCSS

Knowledge of PHP frameworks, such as Laravel, Symfony, CakePHP

While we provide excellent training, you will need to bring enthusiasm, reliability and initiative. You will be proactive, energetic and have the desire to be part of an efficient and
busy online team.

Benefits of working with E-Cigarette Direct:

A fun, collaborative and very rewarding work environment.

A values led business where people come first.

Opportunities for training and career development.

Open communication with everyone from colleagues to directors.
Healthcare cash plan.
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Extract of new Junior Developer Job Description

Junior Developer

e-cigarette

DIRECT

Junior Developer

e-cigarnette

IRECT

Locathon: Swansea Bell CourtWark from Home Reports to: Gary Bell, Senior Developer

Pay & Benefts Grade: 22-28k Grade 3

Working Patiern: 35 hours a week worked over 5 days (flexible start and finish times)

Purpaes of the role

Taking cwnarehip
& dentfy Emsues within the product and raise them within the isswee racker
Zalf development
& Asks for suppor and assistancs s reguired
& Underiake sny raining courses for lechnologies as requested by your line manager

B Awarsnass

baspake platiorm

= Support fie Developer and Senior Developer o develop and maintsin the E-Cigaresie Direct E Commenos webisile, and underlying

= Support fie Developer and Senior Developer with the deselopment and mainienance of bespoke inlemal applications == they anse

Key taska

&  Ensuring new wark has unil tesls created Ip prove the funclionality

#  Crealion and maintenance of front-end unit lesls

& Praducing code which is lestable, readable, and o & safisfactory standard
Communication

& Seeks support from maore senior members of te ieam where insufficient or unclear dedail is needed

Customer focuszad
=  Development of new, and maintenance of existing, features on owr e-commerce platiorm
& Creation and mainterance af Yoe )5S components

Taam work

=  Contribube ideas to discussions surounding the e-commerce platiorm 1o give addiional perspectives

Knowlsdge. Sxlll and Expariance

Enzantlal Daslrabis
& [Expanance working with PHP 7 {idaally PHP 7.4) s [Expansnce working with PHP 8
# Front-end lechnologies (HTML, CS5, JavaSchpl) s Knowledge af Gil, and locls such as Gilak

& MyZ0L or similar

= JavaScripl frameworks such as Ve js
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Calendar meeting with Senior Developer

— o] MM b b - HH -Ci
= [°) Calendar Today < > May 2020 it i ecigarctte (@)
/7 W B8 : X
MON TUE . SUN
F create @ Web Developer Recruitment
, 11 12 Tuesday, 12 May 2020 - 11:00am - 12:00pm 17
May 2020 L4 > GMT+01 Grace Kelsie Birthc 8-4pm Cl 10 minutes before Birth Re-submit Assign 0
M T W T F S8 8§ 1 ) | &
u ' [3 Fran Deias '
27 28 29 30 1 2 3 Check *~=t Q?
Custo busy,
4 5 6 7 a8 9 10 9 AM Service W
1 12 13 14 15 16 17 — AT [ Till training
10 &M "}alrllﬂ
18 19 20 21 22 23 24 Assignments Assignments video
10 - 11am 10 - 11am o +
25 26 27 28 29 30 3 oA 83031
1 2 3 4 5 6 7 Web Developer Rec
11am - 12pm
12PM
Meet with...
e Walk! Walk! Walkt
< . alk!
&h  Search for people 12:30 - 1:30pm 12:30 - 1:30pm Lunch@ho  q5.45  1:45pm
Walk! Privacy notice onto =2
ZPM - 9:30 - 1:30 - 2:30pm
My calendars ~ Prepare for
IFM Induction
Fran Deias 2:30 - 4pm
4 PR
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EV30
Email to Senior Developer re Developing Job Descriptions

11052021 Gower Enterprises Mail - Web developer JDs

e-Cl gEII'EttE Fran Deias <fran.deias@ecigarettedirect.co.uk>

DIRECT

Web developer JDs

1 message
Fran Deilas <fran.delas@ecigarettedirect co.uk= 30 April 2020 at 11:46
To: J ) @ecigarettedirect co.ulke=

Hi Ji

We will be drafting job descriptions for the Senior Developer and Junior Developer roles soon. Therefore could you
possibly dedicate some time to consider ¢ I's roles and responsibiliies?
If you could jot everything down into a doc and share with HR, we can use it to help build the JD's.

Many thanks.,

Fran

Fran Deias
HR Administrator

l# E-Cigarefte Direct logo

t. 01792 350194
e. fran.deias@ecigarettedirect. co.uk
w. www ecigaretiedirect.co.uk

|+ ECigaretteDirect Facebook [ ECigaretteDirect Twitter | ECigaretteDirect Youtube

al

Registered Address & Inwoicing Address: Unit 4-5 Bell Court, Felinfach, Swanses West Business Park, Swans=a SAS 4HP

ECigamretierlirect i o rading name of Gower Enferprises Limbed, = company regkbened In England and Wales with company momiber DSSEZSSS and reglsiered office st Unk £-5 Bell Cowrt,
Felinfach, Swanses Wesk Bushess Park, Swanses 345 ZHP.

This =mal (2nd any efechmeni} s intended solely for the mdividuel or enbty fo whom k 5 addressed, s comfidentizl and may b= l=gally privil=gsd. H yow heve receked this el In ermor,
please send R back io us Immedisi=ly and del=i= k without reading, copying or disseminsting i

Wiaming: Athcugh the company kes. mk=n reasansble peecastions 10 =nsure no siuses are pesent o his =mal, the company cannot accept responsibdity for any loss or damage afsing fram
the: use of this. emall or stschments.
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Notes from meeting with Senior Developer
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EV32
Screenshot of ATS pipeline of rejected candidates

(‘J People - E-Cigarette Direct

O Dashboard

AL Employee: Talent Pool

4
-!I Mg
H-Jm tad 1
'L‘} Docurmens
; l D
'. Thanky
Il Plarner
« Tasks
8 case:
D
" Anfth it

Repaorts = I

'ﬂ ' ‘, Francesca Deas Moflad -
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EV33
Emails to Senior Developer re: Agency

E": i garEttE Fran Dulas <brandeiasSesigantiedinectco. ik

CIRECT

Recruitment agencies - graduate developer

5 MM s

G B &oril 2020 & 0847
To:! , Froey Disios <fran densifecgoretedinec oo uks

i Bl

Hops oy e osepirag weedl dunng thie mod Sme!

Jun has joki me youns asore we am loskang al gefing o gaduaisjenior devsloper in §o el us ol with tings on the
el wanleaing. | b wited e Yold Balone, o Jom B Risen 0 give T e lired bae of e chesry hens, bul Pee
had comtacl from another agemcy who sy they Pave some OF8 1o send over

T i g i wi S0 Naaed G ecdusivg Sgroamant wilh Vol in plaos, and il sol, what e lerms with Yol ane o
e i the ofter agency may be mors compebires?

T'm mone than Fapey 0 jus! s Yolk, and should b speaking to Wick today anywery io run theoegh a coupie of
Hings

I jpast o peogar job spec Ingeiter and serd o oeer for you 10 check balons | send i Yolk

Ragarcs

S Deirawkopar

& E-Ciganatis Dinect kgs

i ]

[ igarediegireci oo ek
W W S igaretisdisec ook

o ECiganstaDinect Fesebook [FECigastiaDires] Twiter ECgaretiaDines! Yoitube

Bl Addramn: Uit 4-5 Ball Cowrl Felinfach, Swassas Yer Businam Park, Searsas 555 4HP

=
ESaparriieSn i a ek e o D Dosrne ramd n e e - o i ol gi i o ] Bl Bt
Tapmmprn: Joapmess A ] 5T Sapmatt, el ard

n ek wm b e 8 s e ey b i i [ e mamend Bl e
TR N e By B AR T R T SO n

Vi Sy B LAy S e RN e S SR W TR U R s B S AT M sy b e e g
STy e e ek

Fran Dwizes -<ran deasf@eciganeiedinect oo ok B Aol 2020 & 10018

HiQ

Y J TR LS SL Wk e AT Roking 10 Pl @ unior S ko b SUS{on with T wabsite fanolisn -
rerrng trmes!

Ve hase used Yol previously on o robe by ol Basis.

Vihat is the rame of the other agency making contact with you™ | can thee revies e detalls (erme: and ensurm
by’ b faworunalibe.

[ TILHY

Fran
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Extract of HR Update
[
e-cigarette
DIRECT
HR Update 04 July 2020
Employee Name | Department Reason for First date Date expected to Additional Info

absence return

Position Location No of Additional Info
applicants
I I -
Junior Developer Head Office 22 Filled. | =ttcnding Induction 07/07/20

Goods Inward Operative Warehouse 76 riled. |
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EV35
Email to employee confirming end of probation

E'CigarEttE Fran Deias <fran dmssfiecigaretiedirect co_mks

BIRECT

EOP Congratulations!
= MeEsbaipsh

Fran Delss <fran deiesiecigarstiedrect oo 18 August 2020 &t 16:03
Tac (

Hi

Congratulstions on passing your probator! Can you believs i hes already been 80 days™ 'We do hope you are accimatsing nioedy o your new mis

As confirmation of the end of your probation, a letier has been wploaded to your PeopleHR account for refersnce

Mowe & great day!

Fran

Fran Delas
HF Bulsrmniel rahor

s E-Cigarene Direct loge

L D1Te2 BESOTE4
& Pron deisaflecigamstiedrect oo uk
W WA eCigaretedinect oo uk

|g ECigarenielwact Facebook [ ECigaratelirec Twitter [ ECgarattalinac Youtube

Regsieied Addreisd L Fvocing Address Ll 4-5 Bell Cowrt, Febilach, Saanisa Wes! Business Park, Saansea SAS 4HP

Lo el m iy e o s Ll @ m gl s § gl e Sni e srrgmesy o (AT wn wgwinen] e w bmE 8 TR e T miede Frunl M Tus AL B

Trw v e ey wiecerae ) w o reed el B ofa noenl o pevdy moaene ma godmoar o nedcierey. ged s e agely sremgaer Foyms sms s dve e e st paama seed rheen b rea el e des i b ot sy copraeg o desseseameg
ST ST T COTIEETS T TR T D PRCETTL T S M STARE PR EET N P Tt SO ST R o ey T Y OE O RS FErg Fom s o T T ETE 3 RETFTETE

18 August A0 &t 08212

B et — T

Hi Fran,

Thank you, ifs gone quckly and | really anjoy workang on this project and with Tie leam,




