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CIPD Candidate evidence matrix (CEM1)
“Qualfication title: CIPD &%b‘mum
- 1810568
Unit | Unit tiese Assossment  Evidence description Evidence | Assessor
code criterta no. reference . initials sargied
Contrituting 10 rescurcs and | 1 - 2bOut us Lt
Wlect planning
 BARTP | Conbrituting o rosowce and | 2 Gofiths - Caroors U1K
Wlent plarning
SARTP | Convbuting 1o resowrce and | 3 Plans for 2020 Lot
Slent plaoning
“BARTP | ConWibuling 1o resoorce and | 4 Aﬁoﬁqw Loy
Salent planning
SARTP | Convbuing 10 resoerce and | 5 " Pro - Recravmon form 1012
ket planning
SARTP | Conmibuing 10 rescurce nnd | 6 Emai of authorisaton o2
tadont planning
SARTP | Contributing 0 souwch s |/ Emaid for agency fgure w2
tadont planring
SARTP | Contituting o rsouce and | 8 Emad to 10s0usco Wwam w2
talert planving
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SARTP | Contributing 10 rescurce and | 9 [ Teawcurce team SUA iz
talordt planning

SARTP | Conlrituting 1o rescurce asd | 10 Weekly new starters form iz
talont planning

SARTP | Contrituting 1o fesourch and | 11 Monihy new starers form 1.2
alent plarning

| SARTP | Conbibutng [o resource and | 12 New starter pack L01.2
alent planning

SARTP | Contrbutng o rescurce and | 13 - Woekly Conract 013
| talent planning

SARTP | Contbutng lo resource and | 34 Monindy Contract L013
talent plarning

SARTP | Conviuing 1o tesource and | 15 StartorsLeavers L01.3
ukent planning

SARTP | Conrbutng lo resource and | 16 Duke of ESnburgh Loz
nkant planning

SARTP | Conrtxng 1o rescurce and | 17 EMpAoree Jevexmart peog amime (X
wkent plannng

[BARTP | Conribuing 1o rescurce ond | 18 Stake holoer SuCCHsRON plan 1 (7]
ant planning




SARTP | Contbutng lo resowrce and | 19 Shiks holder seccession plan 2 Loz
takonl plarning

SARTP | Conitasing 10 rescurce and | 20 Carvers tar job post 021
taient planning

SARTP | Contritutiog %o resource amd | 29 Job Tar post (T XN
tadort planeangy

"SARTP | Convbuing 1o resource and | 22 Cedotestio; argronice moek Loz
When! plorning

SARTP | Convbusng lo resowrce and | 23 Poms vacancies Lo
wkent gdining

SARTP | Conkbutng lo resource and | 24 Finrviow Questions LR
Salent planning

[SARTP 10 resource and | 25 advon 1 wa
kot planning

SARTP | Contritasting %0 rescurce and | 28 Job Advert 2 a1
Wort plansing

SARTP | Contrituting 1o resowrce and | 27 Inerverw Feedback waz
Lot plarring

"SARTP | Contribuiing to resource and | 28 Leavors 032
Slent planning

CEM1_CPO Candclale svidencs matia V1 0 C'.DD




SARTP | Conributng 1o remource and | 20 Resignation Letinr 1632
talent planning

SARTP | Commitating 10 rescurce and Recrutment Tessmony 1633
tafent planning

(BARTP | Conrituting 1 rescurce ard | 31 Erdanced approval nformation 1033
talere planceng

[SARTP | Conkrifuting 1o rosowrcs and | 32 Rcrufiment support duing COVID -19 a3
talent planming

[ SARTP | Contrbuling o resowsce and | 33 Furiough plan 034
talert paneeg

[SARTP | Contrituting 1o resource and | 34 Generic Furiough loter LS
et plarcing

'SARTP | Contrbutng to resourco and | 35 Furough Tracker was
Ulert parrng
ConkButng Io resource and | 36 Fusough Sergt L3S
Wient plarning

TSARTP | Convbutng 1o resource and | 37 Porsonsines Furkcugh lelor LO3 S

. Shent plasning

SARTE | Convibuang lo rescurce and | 38 CONID - 19 woakly updaie Loas
tlent plenning




SARTP | Contnituting % rescurce snd | 39 Furtough Testmeony Loas
talert plansang

Candidate declaration:
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Signature $.Chistett Date: 260052020

Notes on candidate evidence matrices

mmu-w-mbmommmmmmnmmww
oukkomos/sssessment criteria. Baips adviSOrs and RsSesaes 10 sppor! candidiries 1o deaw Inks botwean unts and encourage Crods-
refarencing and Mo possible mult-use of evidence,

Evidence matrices can be developed using the unitmodule and aming cutcomes'sssessment criteria, ghing candidales an oppartunily 10
Bk thelr enddnnce 1O each outcome.

Arcther approach is 10 have a more generic form whare candidatos fst evidence and tick relevant boxes 10 Show coverage.
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Gritfeta was founded in 1968 and wirs & wmall family run 0onstuction Business employing sround 300
poopie, in 2018 it become part of the Tarmac group cwned overall by CRM (Appendis 1). Gritfids now
Gredtly employees searly 1000 employess and R han seen rapid growth within s indusiry,
September 2019 Wendy Shatford wir Need in the HE manager and in lansary 2000 me and Amands
Holtmes joined the team as HR Advisors.

Ao with aoy new team we could inatantly see what changes were needed within Griffinds, i you look
00 The Grifints weballe you will see Bhat cur pledge to new ampioyees b that you will be joining »
COmpanTy that whally commils Lo your Bralning and continued professional development to a3kt you
in achieving your madmum potential (Appendix 2). COFD state that employer Brand Is the way
organhations dffersrniase themashves in the Lbow market (7019 This & 2 powerful viatement for
aryone warkting 10 think about buBding a Caresr within our organisation snd the valeet of the butiness
e very much centred around ity peogle Aowever we are 2 far stretch from belng In 4 position 1o
doliver on sech & Srong statement.

Being part of the Tarmac group i grest and they have their own pobckes and procedures but when
Gritiths bocome a part of this we knew we would hawe 10 make this move gradually, a5 we know
people Son't abwivys react well 10 change and thare was 2 fear of this big corporate workd that this
wrnall family ren besiness suddenly faced. As Kubler Rons stated in Sheir change curve when peopie
0 Bheough change, ey face shodk, denial and anger Defore they reach scceptance,

(Mindtook, J020) w we ahways knew that this change was poing 10 be a Siow one 10 be able o
dthiree wcces.

As part of our Long term goal Sor 2020 (Appendis 3] (Appendin 4] it 4 tearn we decidad that
Introducing worme hasc policikes would Be bey, this Included abience, conduct and capebilty and
performance management. We aluo wanted 30 0ok at wreamiining the 1ecrsitment grocess,
Currently we don't hirve & solid structure for recruting pecpleo internally or saternally and with the
GrganRation Deing & sl Lamdy rus Busioess it s often & case of cwr staeholdens Sringing in
pecple who they know such as a Tamdly member of Triend rather than semecne who h the best
person for the job, or somecns who is going % help the butiness stand agart from others, dudd 2
and and gve eacelient customer/chent wervics [New To ME, 2018},

Our carrent recrulment process stars with » divector Skng in 2 pre recrulment form (Appendix $)
Thin form Is vent to MR and once we receive & we send & along with their OV 1o the managing
drector to sign off (Agpendix 6). The director has asked us to do this 3o that he can have visialiny of
WO B joining The business however, the reality is they have very Itthe to do with mow tartery and
they wee This 25 3 way 20 manage the process, recently They have boen wanting to know dats
around the Increase in recrutment and the decrease in agency workers (Appendis 7). This is alteady
#00d newn for the future change we are hoping to make s It shown they are starting to thisk
@tlerently. Onoe THS B authorbiad, we Then send vacancies 10 the rmourcing team 1o adwertive the
role for us i we don't have 3 candidate ined up (Appendix B The resourcing team hiwe wery skt
SULA timescales to ensure That recruitiment is 4 priory and is dealit with promptly |Appendix 9). Once



he revocrcing team have a pook of candidates 10 nterview, | work with the hiring managing o
Mrange interviewns and support with solocting t™he bewt person for the role.

When emplopees are offered robes within GrilTihs, we Compiete weekly (Appenda 10) and Morthly
(Appendix 11) new starter forms to give 10 payroll, we know from Madow that a basic need for
empiopee is for their pay to be carmect, 50 we adways sosure this s done [Mindtooks, 2000). We abso
send out & pach 8o empioyeet Wwith & rew sarter Ahett 50 we Can got aff ther detalls o pons to
payol (Apgeadix 12] and we send them & copy of Thew Contr st weekly paid emplopees (Appendix
11§ and monthly paid employees (Appendin 14 | get @fferent contracts however, these contracts
e more Bke cover lettors and definiBely need work

Resourcing and talent planning harven't boen & key prioeity for some time, we have 10 many great
peopie who are leaving the Business and moving 10 Compettons that we dotided 10 viart reviowing
leavers (Appendis 15) and are going 10 Stant compieting ewt nterviews ahead of peophes ext date.
We hive started %o offer many great cpportunities for pecpie to work within Geffiths sudh o
apprenticeshipn, learning courve and owen sepport with university fees howewer, we don't @0 2 goed
150 2t retalning the great people we have Toandally supporied to Mok start ther careers.
Woodhams wates within Talent plarning there are foer stages Forecasting demand, forecanting
wpply, Mentitying the gaps between demand and sepply and addeessing the gap (2016, pp 58) and |
think it would be fuir 10 say ot this stage we don't complete any of these enough in any depth

An artiche that was written for Contraction Magaties UIC states that there it 3 shortage gap within
coniruction due o the skl required far the job. In 2018 there wis 3 recerd low of pecple working
withis comtruction. The article alio states that this has » Lege Impact on SME (2019). Theoaghout
thes artidhe & describes the importance of developing and nventing within the Conutruction industry,
this s something that Grffishs has started 1o do. Weodhams states that there are many scurces of
LSosr b the market sech 35 job seekers in the local marbet, national matket snd Istermational
macket, indhiduals who work for other companies bt alwo graduates and school learvers (2016,
#0521 We know from the corrent sfteation we are in within construction that we are In » tight
Rhour market with the OPD Labour Market outiook report stating that in corstruction 4 1% have
said over the last 17 manths it has been hard 10 S8l vacancies (CIPD, 2019) however do we need to

think dffecently about who we are recrviting®

The 1281 two yeur have seen major changes within Grifiths however to enscre that thews changes
are mantan and are succetsully vestained we need 10 Makie sure Thit we get some structure in
place Having recently jowed and reviewed ahere we &e 3150 where we need 1o be o an
organisation my thoughts term 10 employee retantion which has to be a foces, sliowing us 10 retain
preat people thoogh succeision planning and smpioyse development, we alwo need o widen the
Wiy e 1eCruit how G we efsure we are petting the best people for e job, ghang diferent pecple
the 0pportanty but ako Impeovieg the business and Its profits. Recrustment processes the diferent
types of intervirws, Questions and feedback are imperative an curmently this doesn't exist dlong with
Lalent planning locking ot the cerrent butiness, lasvers, people who may be retiring and ersure we
e ready for the next poser stion of workfoece.
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About Us

Founded in 1968, Griffiths 1s one of the leading cavil engincering and mil contractors
workimg throughout Wales, the midlands and south-west England.

By cvaventy havw an somassl Srmeonvey of cvos L1250 and dwestly empday & well mnnd, doducwtad nd bghty compotent
work force of over 1000, Ok stovnyg chiont base inchades Webdh Goverenont, Neteadk Ral, Hyghreays Pagland, local
suSortson, Unkty Compassos and scioctnd privase secior orpaniassons.

By poting e noob of our chients frvt we delrver the opmmmen sobdsm Owr professsonal, colishorstive sppevach
combood will ser valuo cngieccring Saperiac i poovee bo sdd value whsls emsssstag darnpteos and other advone
mpacts. Thic onasnros we coomisanely dctivey oot framwworks sod award-womneg (eciocH on s and 30 budgen

W pradde cuncives m poovadiong B “pomanal wach™ otayibeng sl msvieming ety boocfoal e ong-torm
xlxadgs & ol kveh wits cliost engassusoss, fwoogbout 5 sagply cham snd wieh stalcholden

As » ropronsl compary, s© heve ) nborent mdorod 19 (e sevml, evomess and ces ronmacnied well Beiag of the wons
withe which we bve aad work. We mrvost i these bocal commmmmebes thoough cvery progect we undortahe.

b J00A Gl hocamet prt of Tarme Pie. the LS Mondug sastanabde badding waterials Mosiness and & whedly owned
sulbsadaary of CRM

CRM i the wurhd's beanding Sabiong smerisle companio - cmploywng over 77,000 people acroes ), 100 kcanon: wortde ke
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Careers

By working with us at Griffiths you will be joining a8 Company wholly comenitted 10 your
training and continued professional development to assist you in achieving your
maxdmum potential

We oMer exceptiondl OppOrtuNTes throughaut the Company with scope for you 10 dewelep your carser working
Mongsde 2 team of profesiional experts 10 mentor and wpport you.

Ouar ethos o ot 28 of our empioyees CONYDULE DO OUF CONRINOS SuCess and chrevement of ouwr Olyectived A3 &
POospecive employee you will Dossess the requined QUANKATONS a0 exgerionce where sppiicable, sngoy &
ohallenge, be Nexbie, 4 team player and have the gravitan 10 socceisfully Spply Commtment 10 your own
prefeisional devwelopment.

WHAST mech Of Our reCrutment & foduied on commerncil roled, we freguently recruft for support postions bused
ML our Poad office. We oMer & range of cpportunities from those pt embarking on Bheir Careor with an
Acprentcmhip or Graduate program, to those looting for that all impoctarg nest Career mawe,

fqual Opportunity Fmployer

e ore comeoed 10 She prncipies of euolny of Opovianelly. We 0 19 ensure TNGE NG ampioyes of J0b oppicers
recenves s fovoarodde Meatwest a0 the grounds of pender, ape, duabuty. relgpos, el senudd anesfotion, moren/
SO0, o roce. The compeny & comrmling (0 the aguad and folr Meatwient of of exspityrrl and Job appicanty

Current Opportunities
CHOOSE CATEGORES 3
CHOOAE LOCATIONS ¥

CPCS Tester (Mips//www.alungriffiths.co.uk/careers/cpcs-tester/)
Abeogawenery
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2020 KeyChange's

There will be some key changes which you may have already started to
see.

We have started reviewing and updating various forms and processes
which are ready for implementation from March 2020

We will also shortly be rolling our new policies, covenng varous topics
such as investigations, disciplinary’s, grievance and an absence policy,
which includes Return to Work Forms, Trigger points and a Procedure
to manage absence.

We are also looking to implement a career enhancement programme,
including appraisals and a structured method to help and support you in
your current role or with your future career.

Company Capaltwlity

GRIFFITHS




GRIFFITHS

Replacement/Additional Position [dedele as appropriade)

PRE-RECRUITMENT AUTHORISATION (STAFF A S'
APPOINTMENTS)

AGCF39
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From: Morgan Anthrooy
Sear 27 February 2000 1700
Tox Chiglett, Sarah
Subyect Re: Authornason

i Sarah,

Thete are approves

o0 o neat on Monday. TV sign the paperwork up then
Segards

Anthary

Sent from my #D0O0e

v s g
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GRIFFITHS

On 27 Fel 2000, ot 1559, Chinlett, Sarah <xarsh chilett@alungritfiths co who> wrote:

 Aathory,

I hope vou're well




Can | sk Sor your Sepport and in 3UThoriaton the attached vacancies please?

King Regards
Sarah
Sarah Chisiett

MR AL e

D »4a 10T M2 210
Vel MOT IR0 a0
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From: Chadets, Sacsh

Seat: 27 Tebrgary 2000 1214
Tex tvams, Beryarmin
Sabject: 21 Oata

i Ben,

Hope you're weld

Do you Dave any update on This please?

Thanks

Saran

Froerc {vany, Senjamin <besjarsin evens Saiungrifithe co. vl
Seat: 20 FeSruary 2020 08:17

To: Chiglest, Sarah <sanah chislett @alungritfnts co wk>
Subject: RE: Data

Morsing Sarah,
Not wire how close we can got figures wise but F'm cerrently compliing the agency spend. Wil pet something back 10 you sarly next week,
Oreers

Bargamn Evars

D oda 18T 880 10
Vo8 N0 Ve
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GRIFFITHS

Froe: Chishett, Sanh <geph Chigdenn @adungrtiths o uk>
Seot: 19 February 2020 1008

To: Evara, Denjamin <henimn ooeod@ st 1Teds co yb>
Subject: Data

Hells,

| am after o Lawour please 7!

Have You got agency figures for 2007,2018 and 2019 plede?
If A0 then NO worries But Can you ket me know either wary please?
Thanks

Sarah

Sarsh Chinlen
- A

© o84 W aaran
N vda THTT 206 o0

1w st Bu g ®ine 0
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<
Chislett,

Sarah
From: Hapes, Rachel
Senr 03 March 2020 1a04
Yo Chishetr, Sarah
Subpect. P Vacandes
Artachments: Vacancies NW pdl Vacancy NW 2 pd!
Good Afterncon Sarah,
Hope you are wel,

Thank you for sending across the detals.

I will get In touch with Owain regarding the above vacancies
Many thanks

Rachel

Eachel Farees - Unkedin Profile

B vel

Hapes
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Sert: 03 Maech 2020 30-33

To: Hayed, Rachel <rachel hayer@tarmac com>
Sebject: Fw: Vacancies

Kingd Regards
Resourcing Team
Tarmae




M,
I have attached 4 vacancies can | ask for your support in advertisng these please? Owain Thomas is the recrulting manager.
Thanks

Sarah

Saret Chnlett
AL e

O st
M =0 T 280 40
1A At Gt g 1 A
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Target Service Levels for Resourcing Mub

Activity SLA

Vacancy received & disoussed with Hiring 43 hours

Managet

Brefing of supplers andfor Advertising 24 hours -

Fammmmm Up 10 2 weeks (direct advertising)

WQWMm

Resourcing soreen and shorhst 72 hours

Mireng Manager to review shortisted CVs 48 hours

ad peovide feodback

Telephone Interview 48 howrs

MM”;&’W-M"" Interviews 1 -2 wewks' notice 1o candidates (for
permanent rofes)

Resourcing feedack on interviews from 48 hours after final imerview

Hring Maneger

| Resourcing cowe asugament sed provide MI | S days

to hring manager

— —




GRIFFITHS New Starter Hourly/Weekly Authorisation A'O
' AGCF20

(Completion by Recrulter)

1. Employee Name:
2. Addeess:

3. Date of Start: |

4. Job Title: o 1

5. Permanent/Fixed Term Contract:
MourtyWeekly Rate:

7. Additicnal e.g gresaing:

"B Reponing to:

10. Sigmed Recruiting Manager: E - e

T Uinoantraled when dowdiaded o jeited



Monthly New Starter Recruitment Authorisation 4 "
AGC-FO18

" -

| s Con. v

" ContrachUK Evgiste/New Starter Form

Howard Rees Copeed

Prew— S Comroter

Unconroied ehen Sowioaded of preted




GRIFFITHS

L

Mobile Tebnphone Namber

Nest of Kin:

Bt ———————————
Relationship of Mext of Kn:

- — " @ et e

——

Contact Telephone Number of Nest of Kinc |

GF Name and Sergery:

| G? Telephone Number:

e cm— e - ——— ——

Asry known Medical

Conditions/ Aliergies,/Reaction 1o
Medication:

—

Name of Accoum Mobder

Name of Bank/Buiiding Socety:

Address of Bank/Sullding Sodlety:

Emplesnr Now Sty Form™S IAOCTHR® 1 14




GRIFFITHS

:
it
i
:
i

We are requettad/obliged 8o wpply sech tatistical information whes tendering S0 work with
Corams oo sthormes

Start Date

Emploryes Now Staner Feom VZIACCTIRN 1L 04




A

STATEMENT OF PARTICULARS OF TERMS OF EMPLOYMENT

Name of tnployer ALLN GRFFITHS (CONTRACTORS) LTD — )

2 Employer's address Waterways House, Merthyr itd Uandone, Nr. Abegavervy, Mae. NP7 &N

3 Name and Addeess of ’“‘E ‘]
Crployes | il

4 Job Ttk Chan Person : J

T 20 T 0 d S, Whvasios wisk ity 0 ool

S Your employment began on W% Aty 2000 The postion @ setiect 10 3 3 mont prtatonary pesod
Youwr contineous amployment 0% July 2008
bogan o WA e
~ R By PR TG G 4 ft O Yo G trn s eregryTed
6 Onthe date of sue of tha (850 Per
Staterrent your rate of pay

Vo g % el wawtly s dvnars every Frday detefs ol be shows 00 Saip aded pty thanges wil be notfed Ovederw and ary
e SR YRONEON W b roted o SOl I Mbvene.

7 Yowrnoelbousofworkwe | From S00AM _To 40P

Thas ecciucies Sreaks. Specic working Smes o 10 be aged ot sie Duing each working oy you e
eried 15 3 30 men traak for nch Clapead s Non-ecrking 15 B agreed With yOur SAe manage’

8 Place of work - if dfecent 1o Varate
above andior varable

Colective Agreements There are 1o Colecyve Agroements a¥ectng I terms of pour

9 You e entitieod 1o 21 diys pesd holicday %0 Be txken asncelly in 8d3dBon 1o putic holctyys

10 The statetory entilenant in selston 1o sick pay will spply

11 The amount of 5me 38 A0tice of tenmnanon of pour employmment that you e enBed 10 1o i | week
por oach S8 yoor of employment up 10 12 yoars 12 yoors of mose ~ 12 weeks Notce. The notoe you e

12 Acopy of Ihe Sncpiniry and grovancn procndunt is swslatio Bom pour Marager or the MR Manage The
HIR Manager & contactable on D18T3-857211

13 Persion and Pension Scheme - The comparny 0perine an Auto-Envoiment Person Scherme Sulbyect 10 pour
ity e Company Penson Scheme providons Poopie’'s Pensions will Coniac! you Seecty. If you hive
Aty Quenes on D ploase Sonmact Kiven Senth on 01873857211

14 The Company reserves the nght 12 Sut you 0n Shors-me workang or iy you off work ehen. 1o operationad of
OINY TOAS0NS & Is. N tha opinon of Management, 3peropriaie 10 do 50 Management may ormatvely
FEQUTE yOu 10 UnGeriake any oy svadabie work. N such CrCumstancns

15 A anry e QUG YOur Smpicyhen! you My D ransiermed Yom one job o S8 10 BNother job O Site a8
regured

e Aen Grftéts (Contracions) Lid wil take o regsonably practicabie steps 15 ensure your heatih & satety whie
ot work. You must take reasonable care for o hoatth & safety of yoursel and oBars whie af work and you

e —— —_

—

mst comply with e Company Safety Polcy L
17 Lacknowiedge recept of e sbowe statermend of partculars of T Jerms of my employment
Signed by the Empioyee L 1
- Date = )
Sgned on behatl of the l‘ . — e ——— —— }
Employer Dote
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Re: 5taM Appointment - Operationt Manager

WS sefevence 50 your recent @scunsions n respect of the abowe poution we are pheased 10 ofter
you the positon of Operations Manager with the following conditions of service:

DATE OF STAKT AND SALARY

Your date of commencement into this poution s Monday 1% June 2020, Your salary i GERIIIP e
Anvum palkd monthly droct 1o your bank by bacs on the thrd Thursday of each period. A periodc
review of salarien s made taking into account personal performance and owerall company
profitabudey

HOLIDAYS

2 23dBon 10 Bank Holldays there are five woeks holiday per year whach are uscally Lalen with ore
weok at Owisamas, 0ne week at Easier and the remaining Three at your somisation. We are totally
Newbie O This Koo and dreiduad regquiroments are normally met without dificulty.

WORKING HOURS

In this appontment no speclic periods are spplicable and it & wpectnd and acceptnd that you will
macdeiLe your endeaeors on Company Business in 3 manaer compat e with your

position. Generally site core howrs are between £00am and 5 30pm, however Sexibility & the hey
Bsse under This heading 10 athieve agreed objectives and accondingly working howrs are dictased by
requirements.

PENSION ARRANGEMENTS

1 order 1o eacourage more peogie 10 sawe for thelr setiroment, all employers are now required by
lew to provide 3 workplace pension wheme for elgible employee 10 contribute. You will
aunomaticaly be envclind o our Aegon company pemuion schoame providing you meet the
Sollowing criteria’

*You earn over £192 por week (or £833 per month)
oYou are aged 22 or over and
*You e ender 1late penvon age

Both the company and you will pay contribution o the scheme each pay period providing you
mewt the above critecia. Currently we, 35 your employe: will contrBute 5% and will require 2 1.0%
contribution from yoursell. You can however opt ot of the pension wcheme if you with.




CAR ALLOWANCE
The company will pary you & car sllowasnce of £7.500 per annum payable over 12 months, A
fued card will be provided for business purpaies only [private snileage & not payable).

NOTICE
A Three-month notice perod In weiing on either side s required,

PROGATIONARY PERXO0D
The position & sulject 30 2 6 month probationary peried.

SICANESS BENEFY

For the Sirat pear we maietan full walary for ore month wheoe epon subueguent benelits are state
Benefits. Following one years” senvice the Company woukd malstan ful salary for three months and
Ehon hall salary for the following thoee months masdmum in any one period of sickness within 3
three year cycle

PRIVATE MEDICAL WNSURANCE

You will receive Medical Irdurance cover under The Derrrr of The company scherme a8 & lowel
Commersurale with your bund. Eatitiernent 1o this benefit ceases on terminaticn of empioyment
with the employer.

Private Medical irsurance is subject 10 the nies of the schame from Time 50 time in force and the
ompioyer may withdrsw

ANNUAL INCENTIVE SCHEME

You are elgitle 10 participane in the Employer's asnual iInContive scheme, with & macmem bonus
opportunity of 155 of your base salary [peo-rated in bne with time sgent in role owver & calendar
year)

The ncemive kheme will be tased on appropriate mix of performance measures and tarpets
commenserate with your rode and grade in the business and that will be determined by the
Empboyer and communiCated 10 you In due Cowrse .

Ploase note that this schome, and your participation in i, i discretionary and does nol form part of
YOur contractusd terms

| enciose two coples of this offer of employment. Would you please ugn and date one copy,
retaining the other 0opy 800 your records. Please retumn the signed copy In the eaveioge provided.

We ook formarnd to weltoming you 1o Alun Geliths [Comractons) Lisited.

Yours sincercly
For and on bedalf of Aun Grittiehs |Contractons) Limited

Sarah Onigletr
HR Advier

| Y <ty accept e fer cl et phryTrent as Gets e d
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From Molmes, Amands
Sent 26 March 2000 10055
To: (mma Hughes
e Chiglett, Sarah
RE: StartennSeavers March 20

Please woe Below, thank you 1o your patience:

New Starers
C——

Weekly 5051 ——————muen Ty /32020
Moty 111061 r— case— /32020 Purchawe Ledger Cork
Moy 111004 e ear———_ SN3i020 Comstruction Marager
Morthly 110063 ey . 16/03/2000 Project Manager
Moathy waa e 23/03/2020
Mamrdy 114062 RS st CMce Manager
Weekly Srwe—a # 2303/2000 Apprertce Groundworter
Weekly 058 mmeea— e WH020 Gargre
Weekly 5045 L e 92020 General Op
Weekly %056 e deaerasse S2020 Ganger
Weekly S057 o PYTeeu—— 9/3/2020 shbled op
Weekly S054 o— } I 32020 General Op
Weekly 052 TV ——ecT /32020 Punt Op
Moty 111067 Teones e 13/3/2000 Office Manager
Weeidy Rl ——tem g 16/03/2020 Excavaner Op
Weekly S059 wE ot 3/2020 Trainee 05




Weelly S060 At B O/8/2020 Mant Op
Weekly ombe ———— 203020 Pant Op
Weekly i e 16/03/2020 Excavator Op

Leavers
Moathly % Rac—4 L1 &/1/2000 Trade Supervivor
Weekh, awle e <ers . 20032000 Plant Operascr
Monthiy GOD NC - G | 30032020 Quaraty Surveyor
Monthiy MAN DR ol | cemmm UA/2000 | SHEQ Advisor [Rope Access Co-0rdinator
Weebly 4519 au. o 20/03/2020

Kind Regards

Amands

Avanca MotTes

- Asvieor

D M T

N oodd TTTI 04 W7

SPESe NG AT (O A

Witarways Hose Vey Sasd Lamtuss ASe ey MO oumwres & 1
e Uy o e

GRIFFITHS

Froex (mmas Hughes celh@amessnduzred co k>
Sent: 25 Narch 2020 16019

Too Holmes, Amands <amanda hodmes@ahung rittens co uk>
Sebject: RE: Starvers/Seavers March 20

Temarsow am if posaisie )




Having recently moved irfo this role these recommendations were something That we a3 o rewly
formed Loam have been thinking about since joining Gefithe. Wa know that we have grean
emplopees Dutt retaining them an't shways 10 ey, 2 & besioets we want pecpie to feel as hough
they have an oppartunity 10 buld & Career and that we wast 10 et in them a1 indnvidealk not pust
for empioyer’s gain We have recently been advertising for employees 10 Lake part s 3 doke of
Edinburgh award, this awend i for the goid award and a8 Sime off and activities is Sully funded by the
business. We foel 3 there bindh of events allowt employees to gan ewsential ife shifly all of which
will halp shage them as they budd thek future careers (Appendix 16). We have alio been advertising
an Employes devwslopment programme, Ths frogy amme is dmed ol asyone within the business to
2ot ievolved with a business project. Last year the 1opic wars mental health and o the back off thin
progect the company hin irrvestod in 100 mental health fiewt sden (Appendix 17) Personnel today
Sates that having mental health fest alders i & wary of educating bne marager 10 sepport with
eackudng employees (2012] and this & something we realy wastod 10 embrace.

WHIST we have Bhene grest intiativen for employees and we hope That this would sepporn with
employee engagement and retention (CIFD, 2019) what we really struggie with in getting peogle 1o
think about thesr futeres, what pood kooks bhe # successbon plan for Seture development within the
orgarhuation. We really need to find 2 wiy 10 showcaie M the grest things that Gritfess do with.
regarth 1o dewelopment, engagement and culture and be able 50 get employoes engaged We were
hoping 1o launch an employee volce this year but due 10 the curment shuation this has had 1o be put
off, baz hopetudly this can be # good arting point whes Things return to nocrmal

Rocenthy we have Been affected by COWD - 19 and a5 2 besiness we soedod 19 find & way to 100 who
Could Mep lo our stakebholders place should they become efectad personally by COVID <19, the
hoge that moat stabeholdens would have » wcoealon plan in place and would be able 1o easly pull
together dara for who ould depative for them however the ncomivient data we received showed
ot our wakeholders were not l in The same place when 10 Comes 10 sutceision planning
(Appenda 1K) (Appendix 19]. OPD states that succesuion planning foouses on ideriying and
Prowing talent for the future (20200 We ace locking to complete the personality tests with all
stakeholders 10 get & betler understanding of how They work and hopefully we can wie this as pant
of Bheir development and pet ham thinking ‘who can be the sevt me?.

Recruliment noeds to become & key focus, s stated previounly it would be easy 35 If you knew
somecne who worked ot Gellfitha you would get the job, often familly and friends wan the sasiest
way I ths besiness, DUt as we know from the CPD Labour Market report comsruction in
virugghng to hire the right people, and a5 we are curmently in a tight Labowr Market we need 1o think
sbout cur talert pools and whare are future workforce are coming from. We recestly decided o
St attending carvers Fars {Appendix J0) and job fairs [Agpendix 21| to belp sepport with
recruiting future apprentices (Appendix 22), 1hs is 2 2700t 0pPOnTunity be gve yourg people # greet
vart Into a future Carwen and ¥50 an CPPOTUNTY 10 ook a8 the complete ermployee Me cpde from
pre recrultment, through cecrultment 10 developing to be our future leaders and when the time
Comes to them leaving whether for a different cpEOranity of theough retirement (Lyom, JO19)

WS giving extemal pecpie 0pportenities, we teed 10 thind 3bout how we can suppart with irternal
promotions too, W need 50 make Sere we ane far ang Conisbent In ur approach with managing




VACANTHs ensuring we olkow best practice 1o give everyone as cppartunity 1o view all cerrent
vacancies avalable (Woodhaira, 2016, pp 60}, Someting that we are trying to implement It
advertiung Job descriphions dlongside vacancies, this lsnt a5 straigh forward as it should be as we
don't have job description writton for all rolles ot prevert, But we tetted this recensly, With the
Suppent of the finance manager we wero able 1o peblinh jobs with job dewcriptions on our kocal
intranet (Appendis 23 ). Going ferwerd ths i the appvoach we would ke e baviness to take, it's
cledr and tondue emgioyee know exactly what & expected of them and when to comes 1o
Sppratials they know what it i they houkd be working towands but alio enseres the right perscn has
Dewn heed for the rght job, its allown to specify for ary qualifications needed for Bhe roke and will
help Jussiy wha has been succeisful of urnwcceisiul for The role (Brannen, J028)

The whole recrutment process within GeilTiths isa't as smooth as &t should be, e isternal process
needs work with job description for each role however the same needs to be completed for
extemnal rodes also, When you are hiring for lota of different roles you thould be able 10 ensure #f
your hiring 10 people for the came Job, they Ml are given the same objectives to work Sowards, this
makes 1 far and eauier 10 manage When hiring eivgloyees externally it is importast to comsider
employer branding the way you present youruel making pecple wint 10 00me and work for your
besiness. | befieve Grilfiths does this well, But we need to enssre wo remain true 10 what we are
advertining 31 word of mouth could have a negative imact on the hutere of the business
(Woodharm, 201€, pp.&a)

Looking Mo the whale procems we warted to be able 10 1ook a8 how we Can make sure we are ok
and cordistent so we have introduced m set of geeitions when interdewing that are inked 10 O
waloen (Appendix 76| we have ahio looked ot dfferent wirys in which we can advertise vacances
from compary mebate (Agpendic 75) 10 socal meda (Appendix 76] Looking o e whole process
we Dhought it would shso be good to provide feedback to usswccessfiyl candidates 50 have produce &
fetter allowing the candidate to get feadback on thelr interview (Appendix 27). People management
tate that poor Interview experiences Can hive 3 negative effect on the employee’s reasonship and
the organhations brand {J019), 50 hopelidly by implementing Thete protesses ace to enable w to
have & mare wtructared and poutive appeoach when deabing with recrwitment.

We know That Woodhams his » four stages approach to talent planring inchude orpanisations futive
demand for oy, what Sl Dhe or garrsation will have in e luture, ientifying the gap between
demand and vepply of skills and making plars 10 18l the gaps (Woodhaes, 2016, pp SEL Having a
better inught irfto cur ammployees, their demographic, wolls and attribetes will sgnilicantly intresse
O 3ty 1o Lalerd planning. We have recently launched » training syviem calied mvy compliance
which we can ingust 3 our emplopees detasl and ther traming punl and prenont, this wat only
Introduced in Aanuary this year 30 once that is Ty updated will be 2 good arting polst 10 wee
exaltly who works in cur bosloess and the skiliuet the bring with them

Srce starting with Gritfidhs, we have been monttoneg all starters and trasalers this ghees us the
abdiry to understand wha is j0ining our business & There an tTends who is leaving and their roaon
for lewrving and to understand how we Can 5Tt to Bulld owr talent pood (Appendix 18). Leavers are
becoming our man fotes, m stated we irvvest financlally & ot in employess and wart to be abie 1o
retaln great people. We are lotking 10 complete el interviews But m 300n M someans hands in
thelr notice we are going %0 complete & SAVE conversalion, This cofreersation is about anderitanding
why the emplopee b lewving and i we can do smything to retain tham, I we can't we then produce »
letter accepling thei resignation (Appendix 29) shead of the exit interview on their last day. The exlt
Intervirws have not been signed off yet, however Gliisdoor slates that it & mportant to complete



eult inferviews i it gives Oppartursties to devedop, ghves iight into any hvees, keepn you up 10
date and strengthens omployee brand (2017).

Hopefuly by arglementing wome of the sbove recommendations we thaubd ittt 10 see more
sEnuctere come in Geifliths, we should be able to lock at trends in the workdorce, how we can
poepare for a0 aging workforce and 1o be able 1o fetan great talert within oor business whiist
protect and enabling our brand.
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m THE DUKE OF
Duke of Edinburgh Awards .
EDINBURGH'S AWARD

We are now looking for applicants who would be interested in taking
part in this year's Duke of Edinburgh Award.

To be eligible to take part in this scheme you must be under the age of
23 and in an entry level role (e.g. apprentice/groundworker). Eligible
employees should have received a letter from Tarmac inviting
applications.

Applications must be submitted to dofe@tarmac com by no later than
Friday 6" March2020.

Company Capability




= : GRIFFITHS

This programme is for future leaders across all levels.

Last year we had 6 people enroll on our employee development
programme, where teams of delegates from across the Tarmac group
are given a business project. Our delegates from Griffiths did a
fantastic job with their topic on Mental Health and led to one of our
employees being invited to the House of Lords as a guest during
memntal health week to listen to a talk on the subject.

We are running this programme again this year and we would like to
get more Griffiths employee’s invoived,

If you are interested in taking part, please express your interest to you
direct manager in the firstinstance who will then let HR know.

Company Capability
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Last Fraday, o part of National Apprentice Week, we
presonted our first Annual Gerald Davies
PFutureGererations Award 10 Jake Turbervlle The
award will recognise significant career progression of
young employees across the business each year,

Congrats Jake.
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Internal Vacancy - Finance Department
6 Shatford, Waendy
R Marager
We have some exciting intemal opportunities within ouwr Finance department Ploase refer 10 the Job Descriptions for more information on
each of the roles

ummmnmmmdtmwMiomdmﬂ“cmmmwwsmu\gm.mokbu
received na Wter than midday on Friday 20h March 2020
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Job Description: Senior Manager - Treasury

O Koy tasks and reaponaibdlites (cont’d)
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Job Description: Financial Controller

Finansowl Contyoler - Cettied
Contratting - Gillatn
Foance

Finance Divector - Grifihs
Purpese of the role
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Kay tasks and responsbiites (cont d)
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Ay

Candidate Name: Date of nterview:

Can you please Lk me hrough what you know about Gaffiths?

Could you plewie talk me Srough your CV7

Vakser

1. One of cur group velues b collaboration, please provide an mxample of when you worked a5
Pt of 2 successiul deam

2. Within Tarmac we want 10 underitand what metwites and driven you and makes you prowd
W is your ‘wWiy?

1. Asother Value we have & ‘ambitious’, can you please tell mry wiry you have agplied for thn
rofe and how it Bts with your Career ambitions ?

The Role:

4. Can you pledse give me an example of when you had 10 organise and pricritise workioad?
WSt was the stuation, how did you determine what 10 prioritise ?

5. The role entals dealing with lots of eaguiries. Cosld you please pive me an exampie of when
you went above and beyond expectations when desling with contomery/clents?




Geoneral
7. What ace your salary sapectations for the roke?

B What iy your notice period?

9. Do you have sy pre-booked holdays | would need o be sware of if you were successtel?

10. Kaghv 1o Weork documentation

Areas for Development:

Ieterview Outicome: Offed Hold/Trogress 10 Next Stage/Decine



i

Are pou 100king Sor a0 ORPOTANTy 10 J0An & Mading Susineas 7 I the asswer is YES, Grifims s recrating
5 ADergavennyg, Mormmoutialere ard this Cowkd e the kdeal roke for yo

A Gofh, owr pocple we o company. The wary In which we beat pecple ~ bolh o exployess and e
OOMETariies o winth wo Ive 80 work - I8 B 00 vilut N s Bvan) Our CORinond rowth over e Dt Sve
Oncatnis W 550 Pawe TRt Mo0Bons K T Ahure avd Wit 10 COMGm Dod JrOretl, Jrv] Ko alon W v ol

e madeg adoe of our Indwsry

W e @ YWish rogansl 00 engnoetng a0d oM WIROnN CONMBONY Lased ¥ Aberpireirvry Opersling oot of
TOROnadl CAOees 30/0AA Wises arv) EAgiand we CONadcl (e 1338 SAA0As e) (adeings irs wall a4 e danery
CARING ek AT

We're looking for pecple who share e ambiion and prde i Bhor work el Galiihe prides Bl on 10 0 our
o of over 500 avployees. As part of & Aalon Tarmad Dusedss wisch sis sl B global CI0d landy, S
Carpnd (Quehanies ave braiions

Joring our feam s an MR Adwacr you will Be srfilied 10 & highly competities Basic salary and 3 graat tange of
borwfits rciudng

£ rdwinced Sobday erttiorsend
Cinayafiny perodn shere
Companny Caw of doeancn

Access 10 Secourt and shars Acheme Nitatves
Erviam Yarwng and dovelopment opporturieon

Wha ae we looking for?

A leracioun and credible ML genecaind with the atiity 1o fonter relstioraivpe o all lewels. You will nead & song
uncherstanding of employreent b, GOMBIed Wil & sownd working knowiedoe of HIR pokckes a0d geaitoes The
Coupied wilh Tva abily %0 worlk wilh. and riuence by Sshehoddors. pou wil have T sbity o orovide pragmasc
HIL advice, appiying comwmercial scurmen whane needed.

Alun Gefigns (Convacions) Limaed
HR Adwaor (Full Time - Permanent)

D copanaed and NaODY 10 Tahe 8 Nnds 0N MM 5 T Koy 10 S00ms e e & Proweg busmess ardd
ofien neod 1o roact 1o muliche progects 1o ermure he Confirund Succoes of our poogie and our Busness.

Reporing . and working cossly with, e MR e wmald wam ol be hadng B way e peaple
Geveligenond wollbewy) wrvd o vl prachon soeoss Tw Dusmess Seavy) poipie Bom & Swerse tange of
bachgrounds helpa ua grow our forsased-Shinkung Business. As such we would Boe %0 s pecgle Som dewene
BACAGOUNGS And euperionces.

VWt 5 rmose ergoried 8 D pou Coronalr sl Our CONe vilats | Dusiiemy service. profesain arvd cofalor plive
WIS ANy M0 O PRopie| A0 have & 0ad atituce 1o work. W need Indvicual 10 be salety Conaious
twlabla @ood team players and te prepaned 10 work In 3 faat paced erweooment

Whiat will | be respormible for?
We are kboking for somacns who ceally warts 0 muke 3 Sforerce and e nvoived n everyhing withn the

SMGIoPE Gy Working clossly Wi he MR Marager, you will be resporetile £ speoring 3 Sead cownt of
S0 SO0 orglopees SORes uliphe sdes Koy drodd of 100 Wil e HR Gomgiance and ER case work s wed
0 rardeng scosrre el Fackalle people reconds S Seta You wil alo M vobved = recssirent. on

bowding and payroll dubes.

1 a0B00N 10 T, you Wl oot T MR Manager 0 Selvaring roug aatves 0owning everyiheng Som
perirmance managemord 1o LAD wrsboges Ko Lond managermnd & seiotiedn sharrery

Pty 10 vavel 10 mullipls stes acooes T Dusreas & 8 cone regursment of Fus 1oie

¥ you foul you Rave The shills anvd siiibutes roguired 10 axcel i the /o oF HR ASVINar, we wanl 10 hewr
froee you




CPCS Tester

Alun Griffiths (Contracton) Lid 0 Abwrgaverny Gl

Pested 3 months 830 + (O Be amang e St 25 2

CPCS Sentee

ALer Jreenty

A Gamaid (Contratioes) L1d 4 3 asng Cral Engeestng and Conmitructon
ComMpany worting 20045 Wales the Engianh Sorder Counties and Souh West
Eogland. We have » vacancy for a0 m-80uie comiruchion plant Secter/Traner
80 UNSEMLALS DT Yt g NS 2550SEMAEnts 1Of Our markionte 2t el
mansanng CPCS cards for owr espenenced 0perstars. The Tester/ Traner wil
B¢ reiponutie for anjunng thal the highest andeech of competency are
MMLRNED o0 M8 OF Our S0es

Eeponubfities

Seniority Lewel
E.'"f)‘ el

Inchaatry
Cormstruction , Basldting Matenaly
Crvld Engreenng

Employmeent Type

Patame

Aol Functienms

En') eenng . nloematon YN"'C‘:Q)




Ay

12" December 2019
Dear Name
Re: Umuccessful Following Interview
MmumnMamdwmmbmmdm.m
mdMWWM'mbmmwmnumm
hirve not been successhl
Please feel free 10 contact [Namel, role] ¥ you would b any feedback.

Thank you again for the time and effort spent applying for this position. W would escoarage you to
pply for any sultabble poditions which may arkse in future.

Yours sncerely

Name
Role
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1

| Code Fest Name |  Suesame | Date of Leaving | )
MNUARY
Weekly 4826 A 29/01/2000 Aecoptionist/Cost Oert
Monthoy PAR V) — | — | /01/2010 Pwihased Ledger - Supervinor
FUBRUARY
Morrisosus TUPE Marthly 004 S D E——— &/2/2020
Monthly 113041 W | c— 8/2/2020
Weekly 3855 m— ——— 14/02/2000
Weekly a7 GE—— | a—— 14/02/2020 Groundwerie:
Mosthy OO M s onme 14/02/2000
Moty 11103 N wh— | 15,0/2000 £ Varager
Mosthdy MASC __w— = —— 20402/2000 Leiosrce Manager
Weery 457} T | et 2000272000
— MR t | 23/01/3020
Mortaly US ES Sy | A022000 Works Mesape
Wesny 4904 e 26/02/3000 Plart Operanor
Marealy BALA - | e 29/02/2020 SHEQ
MY ST epmay 23/02/2000 Head of S¥Q
[MARCH
Wyt 4750 = - &/3/2020 Trade Supervios
Weelly - Rentated 4919 20,03/2070 Part Operator
Mocthly GO0 W i 30403/2000 Quantity Surveper
Morehly MAN DR Fym 3L/03/ 2020 SHEQ Advinor (ope Acces Co-ondimator
APRIL
Mty | e | 00 Ergneer
Weeiy - -_ 23/04/2020
My
Weekly 1299 e e 15/05/2020 Geeeral Op

Ny




= Emal Aderess | Uee Masager | Fusction | Ares/Costract | Reason For Laaving |
| sofitseeier@engBUa o8 tan Thomas 32 Athen T
L evmespeoen@inaiitnggl | OemmsOsdes | MeedOfice | Faance -
__pessebore@stagifithicost | John fvens
Lerry Wikares dogeey | S—
L Skal@anuiiniosn v Liruetys
B r—
David Oando
ST D TELAS IO, Andy S Rt on
Debbe Wilarms Chels
e bl e M1 S0 4 Pael Percive »eQ E
___Pripuoai@ingiSingas 1 Athosy Mosgen 2 -
[ Eoccghpangtincu | jeosSemen T as E
NA Sen Evans Resourcing |
| ashasdat@aeplUiscols | Adem Morgan 228 % E
|— ez mezoen@ebunge ity cou JpEn tpom ——
[ iaueomeng@sopiiitecos | ke Tubrertle | Chils -
NA Robert Margans Cnity
WA Paud Thaway afra 5t Yard -
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Private & Confifentinl
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17 Febrwary 2000
oo
®o: Revignation Acceptance

=t s with regret that | acknowledge and accegt your etter of resignation dated Monday 30 February
2020, 1 can confirm your last date of employment will be Friday 14™ Febeuary 2000 and any acornd
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My Role wothio Geitfiths s & MR Advihor mesn that | actively pley 2 role withn talent planning and
rewourcing, ab new Larter SO Mmentation & grocested By mysel and sy coleague Amanda We
action ¥l prevecrutment formm, reviewing CVS and taking thess 10 the Managing drecor for
Mnhorisation before complieting the contract and new start pack for the emplopee joining the
crganisation and passing Ther detalh 1o purroll I » Stabeholder aska o3 o acdhvertive & vacancy that
they do nat hawe 3 candidate for we abo baise with The recritment team and sk them to adverthe
the vacarcy for us. When there Is no candidate bned wp for the rele The recrument toam sho
SUPPOrt with first stage telephone intervews which Is a big help for the recruling manager. We
SOt with interviews and sefoction criteris ensuring we have e right person for the job. This
TRCTuitinent process Can semetimen we very demanding with haing to complete this for a5 many a4
20 new colleagues per week. The contracts vary depending on whether they are woekly or monthly
paid and aho for more senior roles there ace some dflerent teema and condithons such as privaele
Baalh care o cace allowance. This procedure b often very lime conuuming as contracts are legally
Sendng (Apgendha 30)

Over the Lant three months a5 an rganisation we have been affected by COVID <19, usfortunately
The need te understand who we were recrulting at this time and e demand for thelr 1ol was in
question, Obtrviously due 50 the unprecedentad circumalances and the fact that 50% of our dte were
due 10 o 00 3 temparary ask we had 10 Nghght this 10 our owrers in O [Appencts 31). The
dechion wan then made 2t 10 who were 200 10 00 TAGOEN The recriment procets 1o wtart and
whi's roles were going %o b put on hold until we cosld agree 3 start date (Appendix 320 This
PrOCess wirk wery diTicult s we knew that we would get sudited By the HIMRC 50 we could net start
an ervgioyee A e Them SIraght onto Furloogh Aowever we didnt want to damage the
relationihip with the empiopee bedore they starter, we bepl 0pen (ommunication with the
emplopees etected and gaee them a diredt number 1o HR 50 they CoulS spesk 1o us st any poist and
5 4000 a5 we had suthorisation we could get them started in CGrifiehs (OPD 20200

With Furiough Deirg sech a new entity and there being a0 legislation around it we did owr best to
onuure we bept 50 beit practioe ot 3l times eruring we were reaming far employen, edecated
ourseiven Belng reading documents from COPD argund the feriough scheme {2020), we o used the
Gov website for parental leave (2020) and the ACAS webnite t0 gain 3 Better understanding of what
Furbough meant lorg term {2020) ab of these relable sowrces of information helped up with
ormanion, gubdance and terplaies 1o ernure we kooked dter cur coleagen as best sa we
posdbie coukd This was Nt something we coukd Dlan 25 we ware wnoertan ot 10 what we were
Gealing with, but we dd our best to forward Shink and arrange what we knew we could during sech
Unceriain times (Append 13)

1 3000 bacome apparent that COVID- 19 was poing 10 et us and the way we operatod, and we
had 1o change the way In which we worked Mysell, Wendy and Amanda decided that the best way
wis 10 spiit our team and tabe £ In turma to work from home and work from the office meaning that
we were feducing the rish of potertisl infection, we thes had 1o implement ths staggered method
foe all our offce-based workdorce Thes meant bots of plarming, meetings organning of equipement of
2 very short space of tme. We s00n had tracken for our trackers and every day was call afver call
from empiopees what does this mesn for v, can | come 10 work, | have yymptoma what thould | do
tc, Shan the annowncement Came that the schools were pong 10 dode and we had people wotried
3ot their chidoare and Ther pary, 25 3 individual who hatn T been swith the buasiness & months
won had 1000 people locking 10 us for answers.




From the 23 Maech 2020 we now had 10 @0 all this from hamme, every dey st Sam we would join 3
conderence call where the J of ws would dhcuss canes from the previous day, arything that win 3
focus for that coming day and decided, who was going 1o make contact with employees who were
off with symgtoms, who were off with dhiidcare and who wis going to do complete e trackers
This went o0 amongst many other phone calls f1om (oncemed empioyen for 3 fow weeks before
we began Lo Furloughing peogle. Furicagh the job recention scheme beought in by the government
00 pport with COVID- 19 {00, 20004 has without a doubt saved Our organisation from whet woukd
B 3 very scary Seation. It was docided that & genecic letter was st 30 all emgloyees of Geitfids
explaining what ferfough meant for the If they were 50 be affected by tha (Appendix 34) 'We wanted
hmﬁmnnmpvwhmmﬂddﬁhmmmm
andd Telt this was the sasieut way 20 deltver 3 CoOmsistant message

When me startnd looking 3t who in sut organisation would be Furloaghed we pulled together a batsh
tracker 1o understand ¥ they were weekly or monthly paid, the date they were furloughed and the
date they returned from Furfough SNt heiped us keep track of 3l our employees bet alw wpported
Paproll with the processing of Furdfosgh Payments (Agpendix 15). We then had 10 work on & script
for our stakehoiders 1o wse when informming afected employee of the Furlough (Appendix 36) We
completnd thit as we warted the message 10 be consatent 10 ol errploywes. This brief was then
Munnwwmummwmma-ndmw
and She pact it would have on thelr wage (Appendia 17) Whilst e letters were comploted
cerrrally we stil had 10 look #1 the change in pecpie’s mages and keep communication fowing and
this was 2 lot of this work 1o be compieted by Dree poople was & very big avk, & meant bots of
Cokabor stion and many long days but uUlimately working Theough such snprecedernted
Ccumstances hun given 3 vory new team a great 2ond and has shown us in & very creditle ight
within our cnganisation. Following on from the uncertainty and collsagues being Fertoughed Gritfithn
MM:MMmmmmmthﬂmmmer
some of the key changes that are happening (Appendis 38). It & important 1o teep the
Commurication with empicyees as we want to keep thelr trust and don't want it 1o hewe 3 negative
Impact on employee engagermant or the cslture of the besiness |OPD, 20000

Looking Back over Bhe past 10717 weeks | think £'s fair 10 say that thay whole process has been one
e none of ws hawe ever experienced before, it's been a whirhwind of isformution, feer angd
uncertainty but Sinally f feels an though we are coming out of the other side. Mo one could prodict
what COVID-19 meant for asyone how they would be affected, if they would dsplay sympners what
hading 3 underhying issue meant for them whes they would sext be siowed 50 $0 10 work of have
hurch in the portacabin with thelr work colleagees, Det what this has taught me it that | am recilient,
Capable, sepportive and can deal with prossure 3 1ot Better than | thought. Starnting & sew role b
Terwer eany DU STarting 4 new role and J montta in being Laced with 3 pandemic is ustiinkabde but |
Sond 25 though | am part of & great bearmn slbet & unall Deam, we work well together, and ow
Labeholders already bnow Our wirmth | wast 10 be able 10 beep growing tha great ares of cur
Business and get back to cur plans of terming 3 £oOd UL N0 3 Rreat 0re with The wepport of
HR (Appendix 39).

For the buunes | would ke to think that our colisagues Tell That we wpported them S0 bedt we
Could, there were & few who were heutant 10 the fact that they had 50 20 10 werk bet ke & lot of
other keyworkers we were guided by the government and the professionals and we implemented
social distancing to ersure That wivkers were safe on siies. Having reflectod on this whale peocess |
Ehink 2°s falr 10 say that throughout tis wholle (vocess 0w employee's inferests were ot the
forefeont of cur deciuion making, we kgt communication Sowing thioughout and ersured that



errployees pay was not afected. ¥ we were 10 g0 TWOugh 2 scenario te this again cbvicusly we
would have 1ome experience and it would be a smoother Jowrney for cur employees But at this
stage cur ermployres are now dowly returning 1o work from Furleugh and thasks to the gowernment
schame they havee 2 job 10 retum too




GRIFFITHS

Witnews Testimarny - Wendy Shattord, MR Manager, Aun GrifTiths (Constracion) Lmsted - ‘Griffitha’

Sarah Ohvindett jolned vy beam on 27 Leowary 2020 as MR Advisor (genacalist) and the following is &
tostimony of the a0iities that Sareh hen been irmvalved with in relation 1o recrultment since jouing.

Griffitha are an acquired business curtently integrating inte 3 lange Corperate groep.

Bagryltivesrs

2w iregrane Into the 2roup wiys of working, i 3000 &t 4 posltion bocomes avallable, Sarah
received e pre-recrstiment reguest form from the Neing manager and will then soek apgroval
from e Managing Director.

Whan 2pproval has been chitained, Sarsh will then kaive with the group resowcing team, indorming
them %o the key requirerments 16 the role and afy $Pecicc Competencies or qualfications the hiring
manager b locking for. The team Shen post the vacancy anto the group onbne asplicast tracking
systern. Sarah will then lahe with the hiring manager 10 wpport wfting candidates and
ccomPanying the manager Lo the isterviews ving the standard interview templates and scorng
criteria

Orce all candidates have been interviewed, Sarah will wpport the hiring manager with the selection
of he Mot seitable Candidate for the role, she will then update the tesourcing team on the
outcome and provide feadback in prepar ation for arry requests for the urasuccewdul canddanes.

Sarsh will then produce the offer letter and welcome pack, uung e standand corporate templato
documents.

Wendy Satiord
HR Manager
M0 May 2000
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Shaun waid that the following are all key roles and will be working on live projects where worken
are not likely 10 be placed on furdough

CEERED o 10 start Monday 30" March under loan Roberts a3 Commertial Manages - £ 74.54 «

6K CA (Contract signed) — Notkce period 3 months




S .5 25 comeert from conlracton 10 emphoyee 0n Monday 30™ March usder Jason
Shannon s Ste Ageat - £55k + £64 CA [No contract signed but dad an emadl on Monday 10 Siy It has
been posted back) - Notice period 1 month — cost saving if transter to Become and employee

P ¢ 0 coereett from conliacton Lo emiployes on Monday 67 Aol under Stuart Barmes
25 P'Wary CRE - E65k » £6k CA (Contract signed) ~ Notice period 1 month ~ 0ost saving if trarsfer o
become an employpee

W 0 o Lt Monday 157 Agail under 1oan Roberts as Quantity Surveypor - 1165 +
£6k CA |Contract sapned, aho | Believe there & & agreement that the company will pay his degree, |
can get more isformation from 1oan if regued) - Notice period 1 manth

R < 10 tart Monday 17 jure usder Shan Thompnon as Operatons Manage:
£RSh » £7.5k CA O 10p of mry head § cast recall i contract has Deen tigred a3 he Is on I menth
notice period and his Ble s i work) « Notice period 3 months




Chislett. Sarah

From: Chisiets, Sarsh
Sent: 07 Apeil 2020 1407
Tex ervmcar prmee
Cc e azToe
Subject: 5T

4

I hope you're keeping well

We have an answer fer Q. ¥t this stage we st waort SN0 joie Gritfehs so & would be & Cse of deferring s staet date | | Casnet ghee & date a5 10 when this wil be
unfortusately) | know oD tha b5t whil he wasts 80 haur AOwiver 43 yOu are switre we 310 Sealing with enprocedented Orcumstances 40 we are koerally taking eoch
Sy Mt 8 time

We are nat offering WD tis notice period pay 25 this would mean 1hat he would not be able 10 join GrifTisns when things settle down, this Is our decision as 3 business and
nowlllp 10 make Lam afrad

Mmmﬂ.hmwdhhwnlmnmmn—m»mhmoMl”MNMIMMM.Iom‘Nb.MMmeM
benefits as his last company will not revoke hia resignation.

King Regards

Sacah
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PRIVATE & CONFIDENTIAL

30 March 2020

Do

Yo e ol pedre Tt e PUDEC HOSEN O Drngs UnraSciabie CNANQes 0N & dady Dass 30 & & o
SIprins thart Tws Cram Nas nOw Thvaatened S0 Of Cur NOOTIE GOEEatag FaCOns. Whh we Mave
workad I mantan for a8 long as possibile

The past fow wosks Nave Dods A0lhing shorn of Sulslandng N how coleagues have adapted 'We
RaVe S000 OPEVINONY CORORPUES hoadiy) Our SAes NUNNWg 10 keep Brtain runeng We harve soon
Coleagues working haed 10 40 Thaw A0l dutes Yom haome We Mave 5000 AurverOus esamgies of
fears collaborating and supporting each ofver as peopie adagt 10 new ways of working and ry %
balancn work and family derrands

Ow 1ocas & 20w 00 efecting 3 safe. CONORT SMACOWN of Mary Of Our s, retaning oly (hose
which will form 3 otcal mealencs Network astatdshed 10 mantss seppon 1o vitel ndusines and
emerpency mbastucisre work while demand exmis

Ve 00 this 10 endure thart our poopie are Sying M home, TBowng e regueorment 12 hoep
Terisahes g ONers 534 208s! e SYead o N v

We 30 this 30 Bt & sl surrbar of sdes can keep rUNang ailoly, wilh colleagues abio 1o work apart
And mavian socl Salanteg 10 supply malenls for essertal wirks and 10 seppon Bhe stategec
200 reteor. Ot Qroup rOducts and services are used 10 koep Brtan s roads rurvrg safiely. n
waler andi wase beatment. On the radl fetwodk. 0 e stosl ndustry. 0 5900 and pharmacevtond
applications. snd in ferliner and animal feed ysed by Uetan's farrra. These secion ae all playng
wital 22da In how Brian b respondng 1o the COMD-19 oiss.

ANG we 30 B N 2 wary 1Rt SaNCes Our wOSIrCe wiih the hugely recdeced demand for our Yoatine
and back offce seppont sarvices Gefiths will contings 1o serve e exsarted Jupely reguesmeants of
Hhese secion, whilo cperating n alrict accordance with government and pubic health gudance We
wil oaD ThE DOMION UGN Moview 08 The SALON CONINUOS 10 Svoive

Weh mavy sles nOw Cloaing. Ds means 1hat many ampioyeses 3 now Not working In sesponss o
e Cond- 19 situaton, Criffitha han dentfiod that cenan ermpityees wil noed 10 be Tarbughed o a
perod of e Bory furioughed oo Not Mmedn yOu Bave Doen Made redendant Il means thet you
A0 SNGng asde For B penad of Trme, Aol wirking, Dut recenng a paroentage of your nosmal base
pay. Al the ond of thes furlough pencd we intend you wil retum 1o your sonmal detes.

The moars Bl we lend 10 ciens our farioughod peopht whi dre Nl wirung Dedeuse domand has
aduced due 12 the Cowd 1§ outtroai.



The Sotaliod! document sent ongace thes Miller COvers MONe ioNMaton sbout funough
rrangoments ncudeg pay

You may have read about the govemnment's SUPpont package which enables us 10 pay
furioughed empioyees BO% of base salary whde they are nol working | belwe # & Grtery
responsidaity 1o suppont all of cur employoes as best we can theough thes penod of
uncertanty. To this aatent we will be providng empioyess with francal suppon
beyond what the govermment scheme provides, of your base salary exceeds £2. 500
per month. Al eepioyoes will rociive B0 of ther Il Dase salary during @ period of
fuiough. Where this sum oguates 10 less than £2 500, once the final detsls of e
QOverMMant schame are known we will confirm whether 3 proporson of any other regular

TGS can be pad

Agan, detals of this and other benofits e Inciuded alongside Tis lofer. The finer detads of
the govermnmeant's scheme ar 53 baing Snalsed and communicaied snd, of course, Geffths
will onsure a5 2 minieum that & complies with all clements a3 required by HMRC.

You wil be noted £ you then go on frough. and agan shen we s 50 bring you back nlo work

Whan Bhis crais passes ~ 8o £ wil paesa. £ we ol cbserve e fulen on socal datancng and stayeg
M 00me 1S Nt pOsaibie 10 work Bom home « wi will Ding peopie Out of Ruriough I he sare
CONYOfnd wity 38 we At 4008 down

When Bhat Bme comes, we mary need 10 Move Pecpie Mound sies and sk Hem 1 wok flom 8
Afferont location 50 ths! we can oep ey Cperstions ferreg

| am proed Tt we 2ave gooe Lrhed han regueosd n e early s2a0es of e cuttoeak. W have
focumed 0n SPPOMng our pecple In proteciing tharmmeives and othmrs hom he speead of e virs.

Out 00us must Sow lorn 10 Sestecing e Kng-term Nealth of 0ur Dusineds, 50 that I lurn we protect
Lshng errgloyment

W Rave worked Rard 10 manage and reduce costs ot Hhe conporate level with al cur Busnesses
mpolying 8 spending handbeshe. We are bawng releniiond i COROCENG Cash — someiting we Save an
cxcaiond recond in whon Our Saams Ageroach yair-end. We Aave paused recrstment for o bt
Lusress Oioal sdos

In acdtion e Tanma: Excom have volurtoorsd 1o take & 25% Ot n salary e he ned ee
moriin. They uadessiend our feaponaity 1 lasd Pl Jroat Dusness Twough thes ungrecadented
Chalengt 8nd 3End Deside COMAgUES WO e B0 S60NG 3 NAUCHoN B pay whie Sricughed The
MO0 N 180rTS CONINME 10 wirk troiessly 10 Ma~a0e the mpact that B cram will sndocbtedly
hywe o0 our busreas

G 5 & suilanatie Dasiness mMade op of OUtIandNg Peopio. We have Come 10gether 10 weather
TO0eM SA0rms Ciwsed by DOSICH Unoertandy and market downdurn The besak n e Cloudy that we
e oarher s yoor has now Closed agan, a3 delvery of he expeciod nfrastruciue progects siows n
responas 1o ha health criws.

| 2k yOu SR, NOW, 10 00N 109ether and folow the nuies 20 profect poursell pour Ioved ones. arcd
Our NHS, a5 wo deal with this pubic health cres

VWAL =y Dea! wishes ¢ you and your larsles,
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L1 YA
Furlough beiefing script - line manager

¢ Ohech the employes and ther lamiy are ok - thew health & welbeing & pararmoont ot thas time of
uncertanty.

o Confumthe employee has received our letter dated Monday 3™ March 2000, which expland
GrtTEns” positon in relation te manageg Covid 19 theough the government’s job retention scherme

o Chech ¥ the employee has sy questions relating 1o the letter [ ploase try to respond saing the FAQ
sheet)

o Adviwe the employes Bey are Being Tuloughed” from Grittiths —with eMect from (CONFIRM DA TE)

o Explan the Covd- 19 rosson s 10 why they hawe been furlcughed o g ste sow cosed, no work
avalable, reduced workiosd due to the Covd- 19 outbreah.

o Dxplan what thin mean 1o the employee for them peronally

o theywill be paid 30 of thew basic salary as normad (subject to the normal deductions, tax,
NL pession)
~00 arn il le ave Can De takes daring this this time unkess notlied Dy T™he corparny
LonTrm This does a0t mean they hive bees redundant and that they re maien a valued
member of the team |full detals can be yought from the letter dated I71h March)

e Advie Do employee they willrece ve an ingivideal letter condirming they have been furloughed from
Griffthy in the noxt fow days with detalls regarding ther temporary sakary reduction

o Obtan employees COMa detads whili! on furfough leave e telephone nomber & emad address 1o
Mow COMa 10 be mantained. Prelerably this should be a personal & mald addtess and not thelr
Griffahs one 1 potalie If they have 20 othot e -mad addre st pleae o mure you have an op 10 date
tebo phone number
Remind the empioyee that they must not endertake ary Gritfints dutie s whist on fuiough kearve

s Remind the employee that they need 50 be avallable 23 100n 21 they are reque sted 10 returm 5o work,

* s important 85 keep n towch with people who move onto furowgh. Thesefore, s weekly emal will
be sent to everyone on furkough. To ensure this can reach the fight prople please Captivre non -
Golfahs cmad and mobde telephone detalk of your 16am who will e on Turtough esing tha form here
Empleree Contact Oetalh (pres cirl andleft cick Lo access)

*  Askthemto notify us f, dunng thek period of furlough, they have to w¥-aclste dee 10 indvidusl or
house hold symptond 40 That we are sware that This muary mpact ther ability 1o returm 1o work from
furlough ustl the end of the holation period. Addtionally, f the employee tests positive for COVID- 25
they or a family member [ F the employee & enable 10) muct advise us ASAP 3¢ we may need 1o nonly
thew colleagues
Advae of the AP sumber - K00 109 1920
Measure the employee that they ace stll 3 valued member of the team and we hoge 30 Bave them
Bk 10 work a4 1000 35 we Gan.

NB. A copy of the letter vent to ol emplopees ks avalable via thin lok, letter to 3l emplopees, dated 20
March 2000 (pressonrd and left chck 10 access)




GRIFFITHS
Furlough Briefing Process

Due 10 the engrecedented slsation that the business it faced with, it s mportant that ferioughed employres
are notifed ot the carbest opportunity,

furboughing wil commence from §* Aped 2000
The peocets management thoukd Lake & 2 follown

Verbally notlly the emgiloyee that they will be on furiough leave with effect from (date).

o Where posaie emad the employoe, either/'or 10 2 COM@any o powate addrest using the wtandard
templite peovided Lo contrm the outcome of the dstussion.

o Conlim 10 thewr ocal MR sepresentative € there ane any changes 10 the plans 1o furfough an ndividual

o The companry will thes formally wette to sl employees who have bees furloughed.

*  It'simportant 50 keop I touch with people who mowe onto furoegh. Therelore, 3 weekly emadwil
be sent to everyone on furlosgh. To emure thia can reach the right people please cagture non
Grifahs emad and mobde telephone detals of your team who wil be 00 furleugh usng tha foem
Emgloyee Contact O tails (press cirl andleft cick 1o sccen)

2 b not posuble (0 wpeak 10 a0 employes, then the manager Woulkd:

o Where possisle emal the employee, eftho/or 10 8 00Oy of private sddres uling the standerd
templte provided to A0ty thenm that they have teen furioughed
Contirm 10 the i local MR cepresestative £ there are any chaages 10 the plans to Turkoegh an indaidusl.
The comparry will thea formally wite 10 af employees who have Deen furoughed.
s important to keep In tosch with people who move onto fudlosgh. Theredore, aweekly emadw
be vent to everyone on furosgh. Toersune thh can reach the rght people ple e captuse non -
Gritahs emad and mobde telephone detals of your team who will e on Turowgh wsing this form .
Employee Contact Datalls (ress airl and left chek 5o acoens)

NE: In the cawe where an ertire team/sBe/gang i being furloughed and £ k not practcal 10 have ndvideal
COmversations, then this oMo Gas Be commenicated a5 3 Seam boie fiag [please ensere that socal
dstancieg meaures are malntaned) of v a conference call. Please ensere that theee i a0 opgonusing
aherwards v people 10 ik mdhvdudl Questons.




GRIFFITHS

L L
Mer iy Poms
1herfons
Ay gammmany
W
AoSress
Address
Address
Post Code
Date
Owar (NAME)

Py, 3nd most importantly, | sncerely hope that you & continuing 10 manage as best you
can durng this incredibly chalenging Sme as the word responds % he COVID-19
{coronavirus) crisis. These are unprecedented times for us all and please do continue %0 follow
Ml pubhe haalth and govemmarnt sdvce.

Further 10 local communication and the letier you teceived rom mysel! dated 30 March 2020,
e purpose of this lemer is 10 confem that with effect fom (DATE) you harve been placed on
& porod of urlough save. This means that you are not required 10 come 10 work or do any
duties remolely and you must not perform any Griffiths related activity duning Be peniod of
Suriough leave

Your arnusbessd pay for the pencd of furfough leave will Be Dxoooce and has been calculaled
a3 being the greater of the folowng
o BO% of your Basic salary with fno saximum Cap sppled, OR
o BO% of your 2019720 PB0 gross taxable pay. exchuding bonus. capped 10 2 masmum
of £2 500 gross per month

Should you have ess than 1 yoar's service then B antualised pay daring e pencd of

furough quoted above i Based 0 svirage Monily SAMINGS SINCE your employment began,
capped 10 2 masmum of £2 500 gross per month

Yhere possbie we wil make the adjusiments 50 your pay n the nead payrol run after The
offoctive date of furtough. Dus 15 payroll processing Seadines thene may e OCCRSION where
s is not possible. Adpustments will be made to your pay ang backdated 1o e effecive date
of furtough ot the earfiest opportunity.

For danty, you will Continue 10 1CeVe yOur Busiod pay on your nomal pay date each weok
or month fom Grifths. You @0 not need o do anyihing n relston 1o B governmant's
Corondndrus job tetantion scheme. Gritihs will deal with those PrOCeases.

Al payments made will De subject 10 the Seductions outined in the letler dated 30 March.

Al other benafits will ather continue O Do changed a3 Outhned in the ltler dated 30 Masch




All o slements of B furiough scheme, Inchuding the flaxibie nature of the scheme, feman
2s per the letier dated 30 March

Whist you wil accrue holday durng furiough at the statulory rate, the government has
Indicated that you may not be on holday during B hriough period  Geffiths may designate
Oortian dirys s hobday foliowing your returm from fufough.

Due 10 e continuously owohving nature of The COMNAVIIUS DANSOMIC, W e unclear it tha
posrt In e a5 5o when your penod of furlough leave wil end athough we anticpate &t will be
A o of 3 woeks. We will keap in reguler contact with you during ths penod and pleass
be assured £ is oW INMenSon Lo retum you %0 work of the earbest opportunty when £ is safe
And 0 B0 Wil pubic hoalth 3o 30 90 %0,

AsS 2 reminder you should not o any work dunng the furiough period. If you are contacted oy
B CuMOmar, SLpEiMC O O party Tt My TeQUING SCBON Dledas Contact your local manager.

Pease ersure Pat you have communicated prefermed contact detals during the fuftough
penod 10 your Ine manager, local HR contact %0 enadle us 10 remam n contact with you
Please provide both an emad address and mobde phone number £ possibie.

Claarty these are sieps that we would preder not to be taking and of course | understand the
Mpact that thess lemporary changes will have 06 you. VWie are encountenng unprecedented
Bmes in cecent QENSraBons and IHese Meawres e 3med B protecting he I0ng-teres future
of yourself and your colleagues across Te busness. Once the crisis is over, we can Pen
hopeduly retum 10 madmising the infrastruchwe CpPOMuntes Bl the govemsent had
arnounced In recent months.

| woudd Nce % tharmk you for the phenomenal suppod and undersisnding we have received
SCI08s the Business during the curment crcumstances. Wil the poicrity 1or o ol is he safety
and health of cursaives, Ihose Close 10 Us and ouwr Coloagues. the CoONtinued COMIIRUBON you
ate making 10 our Suniness demonst-ates that we harve 1he best possbie tearrs 10 help s
theough this penad. | sincenely thank you all for whal you are 00ng 100 Our groat Dusiness.

Ehould you have any quenes during the perod of fulough leave plosse comact Wendy
Shatlord af wondy shatfordRalurgri¥ing co vk and we Wil respond 10 you 38 5000 38
poaable.

In the meartime, please stay sale

Yours sncacaly

Anthony Morgan
Managing Owector, Grifiehs
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o GRIFFITHS

Coronavirus (COVID-19) ~ Update 27.04.2020

Message from the Board

FOROWINE OUr revious COMMuUncation we informed you of ow intention of the gradual re.
opening of site, we would ke 1o share 2 letter received from the Baroness Vere of Norbiton,
Transport Minister for Roads, Buses and Places offering her thanks and support 10 the
thowsands of workers who are 3l vital to the resllence of the road network.

As communicated previcusly, owr prionity is operating sites salely, productively, and
peoftably in order to protect our sta¥l and the buiness from the effects of COVID-19,

Suppont functiony

As you are sware, & number of our support funttions are currently runming with reduced
teams, therefore, please consider wiing the group email addresses, rather than individual
emall aCounts 1O ensure your Query recoives a response. We apgreciate the suppon and
understanding a1 this time a5 we atknowiedge queries may be taking a Intle longer than
Ussd 10 receive a response.

weg P dyungrittiths <o uk

AP aungritfiths co uk

te @akingrMisin co vk

RayToll @ plurgriffiths co uk
Umesheets @ dlungiffiths co uk
experies 8 duegs iiths ok

WEC Workshogs

Just 10 remind you o make you aware, the WBC Plant & Vehicle Workshops remain open at
Waterways Mouse, ¥ you are drving 2 Grffieta owned of Day’s heed vehicle (Car, Van or
Double Cab Pick Up) you can still Bring It 1o the Workshops for any Servicing that is required
or any geoersl probilerm 10 do with your vehicle,

In order 10 maieiain the social dutancing rules set out by the Government we Nave spare
wvehiches avalable for you 1o deive awiry while yours IS being worked on

Please make contact with Adam Hawker on D1871 K57211 s the workthop to book your
vehicle in




The COVID-19 Assurance Augit has been developed to emure that sites have identified ang
mplemented all control and mitigation measures 10 prevent the ipread of the wireus. This
st be completed for sl current operational sites.

New sites o sites that have been terrpotarily suspended must complete the aud® and have
the findings signed off by the local SHEQ Adviser defore site commences.

. COVID-19 Assurance Audit (New) (To be completed on the Gritfiths SHEQ Portal)

GQritfiths Events Portal
. COMID-19 Assurance Audit User Gude (New) Cong-19 Assuraace Aydit

Al these dotuments and other redated information o now svaleble on the Griffiths Intranet
page COVID-19 Folder, Please wae these documents and not the previous versions,

Social Distancing
Sotal dstancing seedsures are steps you can take 1o redece the wocial interaction between

people. You should maistain & 2-metre dotance from everyone. This will help redece the
Uransmission of corenavires (COVID-19). This guidance is for everyone.

Please keep in touch and et s know If you have any concerns by usng the Employes
information pages of our websie hiitps //communtty.aluegnffiths co uk/empioves-
information/

From the link, you can access i Coronavirus Updates, provide ancaymoun feedback, read
FAQS and, if seeded, call one of owr Mental Health First Alders,

As employees continue 10 move oo furiough, we will ersure everyone keeps in touch by
sending updates via emad. To do this, we need o employees contirmed on furlough to
provide their contact detadls using thiz form. Pleawe provide your personal emall address and
maobile number or confirm you will stay in touch using your Geiffiths eenad addrens and
phore number,

Remember, you will 30l need to nform your sanager il either you of SOMeone in your
houtehald daplay symptoms of Covid 19 i your manager & sUll reguired 10 complete the
notitication form. This information hefps us understand the impact Covid: 19 has on the
Dusmness.

REMINDER: Furiough leave out of office auto reply = action required
Please ensare you tern on an out of office renporme on your Griffiths emad addeoss, which
ideally directs (o 4 thared madbax rather than an individual colleague. Mease use the

wording below:




Hello, | am now on furlough due 10 the Covid 19 cuthreak and therefore not at work. i your
ML requires attention before fry return then please forward your email to [a team
madibos )@ alungriftiths co.uk

tmployee Asshstance Programme
The employee sssntance programee (LAP) i avalable 10 s employees, Including those on
furiough. Lifeworks are there 10 provide you with & free and complesely confidential sspport

and counweling wrvice,

Here's the contact and webslte detals for LifeWorka:
Call: 0800 169 1920

Vinit: httes:/ /tarmac Meworks com (clck sign up with an Invitation code)
Invitation code: EORAS2ERF 22D0GCF47178077




GRIFFITHS

Witness Testinony < Wendy Shatford, HR Manager, Alus Gritfeta (Contractons) Limited - 'Gritfats”

Sarah Chinlott joined mmy team on 27% nwary 2000 as HR Adviser (peneralist] and the foliowing is »
Testimony of the activities that Sarsh has been involved with in refation 10 Turlough since joining.

GrrtERs ace a0 acqured business currently istegrating into & large corporate groep and K spit %0 3
main divniom: indraatructuce, Rall and Plant Hice. Savah primarnily suppons the Infrastructure
Davtuon

Dariough

Sarsh had only been with the business when the Cove- 19 global pandermic M1 in March 2020 We had
siready sltered our ways of working in the early days of us understanding how seriown e vtuation
was becoming However, following the Government annowncemant that we were not 1o leave ouwr
homes unless we CovM go 10 work, the Busnes took the decivion 10 temporardy dose sites a4 we
were unable 50 maintan social distancng regquirerments and needed to erwre the safety of ow
mtmuwummwmmmumumwmm
were left in & safe manner and any heavy machinery needed 10 be remaoved

LetSers wore prepared centrally by the growp for contistency and sead to a printing Comparny 1o
prinl and acrange datrBution of the letter . The initial letters were sent 10 all employees and
nlormed them about the curment situation, what furiough meant and induded some QAA's

Sarah worked wery dose, slbeil remotely s she wan working st hbome at this polat, with the Regionst
Dicecton within har a1signed aea throughout This peried. Over sll, we passed production at around
S0% of our wtes and e employees were placed on furlough Sarsh suhited mn selecting which
erployeet were (o be farloughed, vpdating owr master furloegh tracker with the correct detaly, and
fequeiting the reducod wlary information from our payToll degartment 10 Inchude in the letter.

Weorndy Shatford
MR Marager
26" May 2000
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