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Disclaimer

This document is provided for employees of BJF Connections Ltd and the wider BJF Group, including its partners and
contractors.

BJF Connections Ltd (Company No. 06056699) operates as the legal entity under the control of BJF Group Ltd
(Company No. 09687256), the parent company within the group structure.

If printed, this is an uncontrolled copy. The only controlled version of this document is maintained in the BJF Group
SharePoint system.

Documents issued under the BJF Group name are applicable across its subsidiaries and are revised, when necessary,
through the release of new versions.

Employees should ensure they are referring to the latest edition by checking the issue number and should discard any
obsolete copies.

Document Classifications
Information Class Summary Handling
Public Public-facing information that contains norestrictedor | ¢  Maybe published or shared

confidential data externally with no restrictions

Opergtional i.nfor.mation .that is not classified as «  Shareinternally only, donot poston
sensitive but is still proprietary to BJF. public platforms

Any document that has no classification, is classed as e Maybe Provide externally with
internal use onIy senior management approval

Personal or sensitive information that must be

Internal Use Only

° Access limited to authorised roles

Restricted proteoteq but may be shared internally on a need-to- «  Nottobeemailedexternally
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1. Purpose
The purpose of this policy is to explain how employees can make a whistleblowing disclosure and what steps BJF
Group will take if we receive a disclosure.

We are committed to the highest possible standards of openness, transparency and accountability. We encourage
employees to use this policy to disclose anything they think counts as whistleblowing.

2. Scope

This policy applies to all employees, including those who work part-time or on fixed-term contracts.
3. Role and responsibilities

e senior managers are responsible for receiving whistleblowing disclosures and for following the procedures
outlined in this policy

e Operations Director is the appointed whistleblowing manager
o all staff are responsible for following this policy when they spot wrongdoing that merits a disclosure

e ThePeople team are responsible for reviewing this policy once a year

4. What is whistleblowing?

Whistleblowing is when an employee reports certain types of wrongdoing they've seen at work. To count as
whistleblowing, the employee must have areasonable belief that what they are disclosing is one or more of the
following:

acriminal offence
amiscarriage of justice
arisk to health and safety
an act causing damage to the environment
abreach of any other legal obligation
e concealment of any of the above
Employees don’t need proof that anything listed above has happened, is happening or will happen. A reasonable belief
is enough. Employees should not investigate any wrongdoing. The company will conduct any necessary investigations.

These acts can bein the past, present or future, so that, for example, a disclosure qualifies if it relates to environmental
damage that has happened, is happening, or is likely to happen. The Company will take any concerns that you may raise
relating to the above matters very seriously.

Personal grievances, such as bullying, harassment and discrimination do not count as whistleblowing. The company
grievance policy should be followed for these issues.

5. Protections for Whistle-blowers
Whistle-blowers are protected by law. They can't suffer adetriment or lose their job because they made a disclosure.
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BJF Group wants to make clear that no worker will be victimised for raising a matter under this procedure. This means
that the continued employment and opportunities for future promotion or training will not be affected for any employee
that whistle blows.

Disciplinary procedures will only be used if:

e anyone victimises a whistle-blower
e awhistleblowing disclosure is maliciously false
e anyone tries to cover up wrongdoing, or remains silent onissues they know are wrong

The Employment Rights Act 1996 provides protection for workers who ‘blow the whistle’ where they reasonably
believe that some form of illegality, injustice or breach of health and safety has occurred or is likely to occur. The
disclosure has to be “in the public interest”. We encourage you to use the procedure to raise any such concerns.

6. Whistleblowing Procedure
Any matters raised under this procedure will be investigated thoroughly, promptly and confidentially.

6.1. Step 1. Disclosing aconcern

Employees should raise anissue they think counts as whistleblowing to a Board Director who are the appointed
whistleblowing leadership team. If an employee is concerned that a Board Director is involved in the wrongdoing, they
should take the matter straight to the Associate Director of People & Talent.

Disclosures can be made verbally or in writing to . Thisis only viewed by all three Board
Directors, Barry Foster, Leigh Galloway and Steven Foster.

The company will acknowledge receipt of the disclosure within 5 working days.

Employees should be reassured that their disclosure will be kept confidential, and they will not be punished in any way
forraisingit.

6.2. Step 2. Investigating the disclosure

Once adisclosure has been received, a member of the senior leadership team will investigate it and/or where
applicable a suitably qualified impartial party may be identified to carry out the investigation on behalf of the
organisation. This may involve looking at:

accident books and reports
financial records

emails ad letters

CCTV footage

The individual investigating may also need to meet with the whistle-blower and others connected with the issue.
Employees have the right to be accompanied to such meetings by awork colleague or employee representative.
Minutes of these meetings will be shared with everyone who attended.

The individual investigating will keep the whistle-blower updated on the progress of an investigation.
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6.3. Step 3. Deciding an outcome
Once the investigation has finished, the individual handling the disclosure will confirm the outcome to the whistle-
blower and what further action will be taken. For example, the company may need to:

e involve external bodies, such as or the police
e changeaprocess
e takedisciplinary action against those found to be responsible for the wrongdoing.

6.4. Step 4. If the whistle-blower is unhappy with the outcome

If the whistle-blower is concerned that their disclosure has not been properly investigated, they should inform the
Associate Director of People & Talent who will look into the issue and decide if another independent individual needs to
conduct their own investigation.

If after all the steps outlined above have been completed and a whistle-blower reasonably believes the appropriate
action has not been taken, they should report the matter to the correct

7. Associated Documents:

e HRPOO1Anti-Corruption and Bribery Policy
¢ HRPO35 Gifts & Hospitality Policy

8. Sign Off

Signed: ...
JULIA RUTLEDGE
Associate Director of People & Talent
For and on behalf of BJF Connections Ltd T/a BJF Group
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