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Employee Declaration

Employees’ contractual terms and conditions of employment are as identified in their employment contracts
and in this employee handbook (as such documents may from time to time be varied in wnting) and are the
only terms and conditions upon which employess are employed by the Ultra Clean and may not be varied
except by a document in writing that is issued and signed by or on behall of the Ultra Clean,

I confirm that | have read, understood and agree to the conditions as stated in the employee handbook and
understand that the version of this handbook that applies will be the latest version issued.

Date Employee Handbook received:

Print name;

Signed:
Date:

Please sign and return this slip to Ultra Clean within 7 days of receiving this copy of the employee
handbook.

Glovers Meadow, Maesbury Road Industrial Estate, Oswestry, Shropshire, 510 8NH



2. GENERAL INFORMATION

PERSONNEL FILE

We will create a personnel file in your name which will contain details such as your personal
details, signed Contract of Employment and will add to this during the course of your employment
with any letters, holiday requests or any other documents relating to your individual cireumstances.

Under the Data Protection Act 1998 this personal data will be retained by us and/or by our third
party representatives in a manual or computerized form, and will be processed by us and/or our
representatives in a fair and lawful manner, in accordance with the regulations. You will have the
right to access your Personnel Records by giving reasonable notice of your request. A small
administration charge may be made for the provision of this service.

JOB DESCRIPTION

Al the beginning of your employment we will Issug you with a work specification for the position
you are holding. The purpose of the work specification is o clearly set down the main tasks and
responsibilities within your job, so that there |s a clear understanding of the job at the earliest

stage in your employment,

There may be adjustments made from time to time to your work specification however you will be
consulted before any such changes are put in place.

All staff that are issued with a work specification and are required to work according to the
specification which will detail your areas of responsibility.

PROBATIONARY PERIOD

In accordance with standard business practice the first three months of your employment with us
will be regarded as a probationary period. During this period we shall review with you your
ongoing performance. MNaturally we would hope fo confirm your position as permanent, however it
may be necessary to extend the probationary period with your knowledge, or where you prove to

be unsuitable to terminate your employment within or at the conclusion of the probationary period.

LEAVING OUR EMPLOYMENT

You are required to give a minimum of two weeks' notice after the 3 month probation period. Any
changes to your working hours, which have to be made to meet the reguirements of our
customers, will receive a minimum of two weeks' notice up to 2 years service, One week’s notice
for each year worked is given for any changes fo your contracted hours.



DISCIPLING

Disciplinary Policy
SUMMARY

Employees are expected to exhibit general good behaviour and personal conduct. Your employer
will give you guidance on this subject.

The purpose of this document is to explain what expectations of behaviour and personal con-
duct your employer has of you. These are for guidance only and are not contractual with the
company reserving the right to vary, replace or terminate the procedures at any stage.

General conduct

At all times during your employment your employer expects you to conduct yoursell as a repre-
sentative of your employer and behave accordingly,

Any member of staff who is found to have bullied or victimised any other employee will be guilty
of misconduct and this could lead to disciplinary action being taken and could lead to dismissal.

Fallure o carry out your work as and when directed in an efficient and conscientious manner
may be considered misconduct and could lead to disciplinary action being laken and possibly
dismissal.

The disciplinary policy contains other examples of behaviour that will be regarded as miscon-
duct or gross misconduct that could lead to disciplinary action being taken, and in the case of
gross misconduct could lead to dismissal without notice or pay in lieu of notice,

You are expected to turn up for work on time and to work your required hours. Bad timekeeping
or taking unauthorised time off will be regarded as misconduct.

Always remember that you represent your employer and your conduct towards colleagues and
clients should reflect that.



DISCIPLINARY RULES
1. Introeduction

The rules outlined below are for the purpose of promoting faimess and consistency in the treat-
ment of employees whose behaviour and conduct are not satisfactory.

These rules (formal and informal) will usually be adopted in the interests of faimess but they are
not contractually binding and your employer may dismiss without following these procedures in
full.

There will be no requirement to start or complete any procedure if one or more of the following
situations applies

= One party has reasonable grounds to believe that starting or completing the procedure
would result in a significant threat to any person (including that party) or any person's
property;

= The party has been subject to harassment and has reasonable grounds to believe that
starting completing the procedure would result in further harassment; or

= Factors beyond the control of either party make it effectively impossible for the procedure
to be started or completed within a reasonable period.

2. Examples of Misconduct

The following offences are examples of the sort of behaviour, which your employer will consider
to be misconduct:

= Bad time-kaeping
= Unauthorised absence
= Minor damage to employer's property
« Minor breach of employer's rules
= Fallure to observe employer's procedures
« Rudeness to clients colieagues and directors
= Abusive behaviour
« Unsatisfactory attendance
» Unsatisfactory sickness record
« Careless loss or damage of employer’s tools or equipment
+ Unauthorised use of employer's telephone
« Failure to wear protective clothing provided
= Unfitting behaviour
« Failure to carry out instructions
= THIS LIST IS NOT EXHAUSTIVE



The following are examples of the sort of behaviour which your employer will consider to
be GROSS misconduct:

= Theft or unauthorised possession of any property belonging to your employer or any fel-

low employee or of clients or customers.

+ Serious damage to employer's property.

« Falsification of reports, accounts, expense claims or self-cerification forms, including
time sheets.
= Refusal to carry out duties or reasonable instructions.
= Intoxication by reason of drink or drugs.
« lllegal drugs in your possession on your employer's or clients premises.
= Serious breach of your employer's rules,
« Serious insubordination; repeated refusal to complete documentation or records reasona-
bly requested by your employer,
= Use of mobile telephone whilst driving.
= Fighting or other violent, dangerous or intimidatory conduct.
= Sexual, racial or other act of harassment or discrimination

« Conviction on a criminal charge.

« Receiving any sentence of imprisonment

= Bringing your employer into disrepute.
= Misuse of an organisation's property or name
« [Bringing the employer into serious disrepute
= Serious negligence which causes or might cause unacceptable loss, damage or Injury
« Serious infringement of health and safety rules
« Serlous breach of confidence (subject to the Public Interest (Disclosure) Act 1998).

= THIS LIST IS NOT EXHAUSTIVE

3. Informal Procedure

In many cases, formal disciplinary procedures will only be used when informal discussion and
informal verbal warmings have been given and these have failed to produce the required im-
provement. However there will be cases where the allegation or complaint is so serious that for-
mal discipiinary procedures are the only appropriate course of action. The formal procedures will
only be used where necessary and It is hoped that the need for this will be rare.

4. Formal procedures
Formal disciplinary procedures exist for misconduct, and gross misconduct and the action taken

will be appropriate to the seriousness of the offence. In serous cases for example there may be
no verbal warning or even no first written warning



The types of disciplinary action are:

« Verbal waming;
= First written warning;
= Final written warning;
= Dismissal or other serious steps, including demotion.

Only In cases of gross misconduct will you be dismissed for your first breach of discipline.
Stage 1 - Statement of grounds for action and invitation to meeting

Before any decision is made about disciplinary action there will be a falr Investigation to estab-
lish the facts. It may be necessary to suspend you while the investigation takes place. Your am-
ployer will detail in writing to you your alleged conduct or characteristics or other circumstances
which lead them to contemplate dismissing you or taking disciplinary action against you.

You will be given a reasonable opportunity to consider your response to the matter before being
required to attend a mesting.

Stage 2 - The meeting

Folliowing the issue of a statement of grounds you will usually be asked to attend a disciplinary
meeting and at this meeting, as at any stage of the formal procedure, you have the right to be
accompanied by another employee of your choice or your Trade Union Representative.

The non-avallability of a particular employee or Trade Union representative may not unreasona-
bly delay the meeting and you may have to make alternative arrangements.

You will be able to state your case in response to the allegations or complaints against you.
No action (other than suspension If appropriate) will be taken against you prior to this mesting.

You must take all reasonable steps to attend the meeting.

A copy of these procedures will be given to you prior to any interview that is likely to lead to dis-
clplinary procedures being implemeanted.

Stage 3 - Recording of formal procedures

During or soon after the meeting you and your representative will be nofified of the decision and
advised of the right and procedures for appealing against the decislon If you consider that the
decision was unfair. A note will be made of all formal disciplinary meetings and verbal warnings
and given to you. You will be asked to sign a copy to confirm that the note s a true record of the
meeting and that you have received the warning. This copy will be kept on your personnel file.
Similarly you will receive a duplicate copy of written warnings to sign and this will be kept on
your personnel file. If any decision is



made in your absence copies of any notes and of any written waming or dismissal decision will
be sent to your last known address by first class post.

5. Penalties for misconduct

VERBAL WARNING

This will be given in less serious cases and confirmed to you in writing. You will be wamed that

the consequences of future repetition are further disciplinary action. A copy of the waming shall
be kept In your personnel file. If your conduct is satisfactory the waming will be treated as spent
{and not used again for disciplinary purposes) after 6§ months.

FIRST WRITTEN WARNING

This will either result from failing to adhere to a previous warning or will be given directly where
misconduct has taken place and a verbal waming is considered to be inappropriate.

This will be given by a manager or Director and confirmed to you in writing. This will contain a
summary of the incident or circumstances and the consequences of future repetition. The warn-
ing will set out Improvements in conduct required to be achieved and maintained and the dura-
tion of the warning, and the consequences of failure to respond as required.

A copy of the warning shall be kept in your personnel file. If your conduct |s salisfactory for the
required pericd then the warning will be freated as spent (and not used again for disciplinary

purposes).
FINAL WRITTEN WARNING

This will either result from failing to adhere to a previous warning or will be given directly where
misconduct has taken place and a verbal or first written waming is considered to be inappropri-
ate.

This will be given by a manager or Director and confirmed in writing. This waming will state that
if you commit a further offence of misconduct your employment will be terminated. The waming
will set out improvements in conduct required to be achieved and maintained and the duration of
the warning (normally twelve months), and the conssquences of fallure to respond as required.
A copy of the warning shall be kept in your personnel file. If your conduct is satisfactory for the
required period then the warning will be treated as spent (and not used again for disciplinary

purposes).
DISMISSAL OR OTHER SERIOUS STEPS

This stage will normally result from your failure to act upon the requirements of behaviour and
conduct made in the previous stages of the waming procedure, But it may arise simply due o
the seriousness of the incident or the behaviour that has occurred. Dismissal will usually take
effect immediately so that you will not be required to work any notice period. However in some
circumstances your employer may not decide to dismiss you, but to apply the sanction of demo-
tion, or suspension without pay.



In cases of dismissal your employer will write fo you sefting out: -

= The misconduct that led to your dismissal
« The reasons for the decision that you were guilty of the misconduct
= Your right of appeal

6. Appeals Procedure

You have the right to appeal against a disciplinary decision, arising from the formal procedure.
Any appeal hearing will not delay disciplinary action being taken against you, including suspen-
sion or dismissal,

if you want to appeal you should put your request in writing, setting out the grounds of appeal,
within 5 working days, to the person nominated to hear any appeal

The appeal will normally be held by a more senior manager than dealt with the disciplinary hear-
ing but this may not always be possible.

As at the disciplinary meeting you have the right to be accompanied by a work colleague or
Trade Union Represantative

The appeal hearing will be conducted within a reasonable period of the appeal being lodged, In
the absence of an appropriate senior manager then the appeal will take place within a reasona-
ble time of their return.

You must take all reasonable steps to attend the appeal hearing.
The outcome will either be:

= Toreject the appeal and confirm the original disciplinary action;
« Touphold the appeal and reduce or revoke the original disciplinary action.

The result of the appeal will be confirmed in writing within 10 working days of the hearing.

The decision at the appeal stage is final.

GRIEVANCES

If you have a complaint about your individual circumstances at work, then you are enfitled to raise a
grievance. The key steps for resolving a grievance are:

hscuss ordinary day-fo-day issues informally with your line manager through supervision meetings
or if necessary request a separate meeting. Where this is not possible you should raise your concerns
verbally with the next leved of management, prior o raising a formal grievance.

If after seeking to resolve your concems informally you are not satisfied, then write to Ultra Clean
farmally, explaining your grievance

Liitra Clean will invite you to a meeting to discuss the grievance. You will have the right to be
accompanied at the meeting by a work colleague or trade union representative. The outcome of the
meating will be confirmed to you in writing.

10



WHISTLEBLOWING

It is important to Ultra Clean that any fraud, misconduct or wrongdoing by employees or people engaged in
the organisations business, is reported and properly dealt with. Ultra Clean therefore encourages all
individuals 1o raise any concerns that they may have about the conduct of others at the site they are
wiorking.

Ultra Clean recognises that effective and honest communication is essenfial if malpractice is to be
effectively dealt with and the organisation's success ensured.

Whistleblowing relates to all those who work within Ultra Clean who may from time to time think
that they need to raise with someone in confidence certain issues relating to the organisation,

Whistleblowlng is separate from the grievance procedure. If you have a complaint about your own
personal circumstances you should use the normal grievance procedure. If you have a concern
about malpractice within the organisation then you should use the procedure outlined below.

Report any concerns to your line manager. If this is not possible, then report your concerns
to a more senlor manager / [the owner).

All employees should be aware of the importance of preventing and eliminating wrongdoing
within the organisation. You should be watchful for illegal, inappropriate or unethical conduct and
report anything of that nature that you become aware of.

[ Any matter you ralse under this procedure will be investigated thoroughly, promptly and
confidentially, and the outcome of the investigation will be reported back to you,

[ You will not be victimised for ralsing a matter under this procedure. This means that your
continued employment and opportunities for future promotion or training will not be prejudiced
because you have raised a legitimate concern.

Victimisation of an individual for raising a qualified disclosure will be a disciplinary offence.

If misconduct is discovered as a result of any investigation under this procedure Ultra
Clean's disciplinary procedure will be used, in addition to any appropriate external measures,

If you make a maliclously, vexatious or a false allegation then this will be considered to be a
disciplinary offence and disciplinary action will be taken against you.

An instruction to cover up wrongdoing Is itself a disciplinary offence. If you are told not to
raise or pursue any concem, even by a person In authority such as a manager, you should not
agree to remain silent. In this event you should report the matter to [a more senior manager / the
owner].

REDUNDANCIES

It is Ultra Clean’s aim to manage its business in such a way that redundancies are unlikely to
become necessary. However, in the unlikely event that circumstances change and the result is
that fewer employees are needed, then some redundancies may become necessary. In this case,
Ultra Clean will take appropriate steps to keep the number of redundancies to a minimum, whilst
taking into account the needs of the business.

Where it becomes necessary for Ultra Clean fo consider redundancies, a genuine and thorough
consultation process will take place. The objectives of consultation will be to:

reach agreement with employees or their representatives on the above issues;
11



avold the need for redundancies wherever possible;

reduce the number of employeas who are fo be made redundant fo a minimum;
determing the criteria to be used to select employees for redundancy; and
lessen the consequences of any dismissals,

An employee who is made redundant will be eligible for a statutory redundancy payment provided
that he or she has at least two years' continuous service,

The amount of any statutory redundancy payment is based on:
» Half a week's pay for each full year of service where the employees age is under 22,

= One week's pay for each full year of service in which the employee was aged between 22
and under 41,

= One and a half week’s pay for each full year of service where the employee's age is 41 or
aver.

+ The maximum number of years of employment that can be faken into account is 20, There
is also a cap on a week's pay which is used to calculate a week's pay.

DRUGS AND ALCOHOL ABUSE

Ultra Clean aims fo promote the general well-being of all employees, to avoid unnecessary iliness,
absences and accidents, to improve work performance and to provide a working environment
which ensures, as far as possible, the health and safety of all employeas.

If you suffer from an alcohol or drug addiction, then you are expectad to notify Ultra Clean
immediately. It Is a disciplinary offence to attend work where the use of either alcohol or drugs

impairs the safe and efficient running of the contract or the health of its employees and service
users.

OVERTIME

From time to time you may be required by the site where you work to be available to work
overtime in excess of your normal working hours, although we do not guarantee that overtime will
be available to you.

For detalls of the overtime rates, please contact your line manager.

CLAIMING EXPENSES

You are required to only claim expenses in line with Ultra Cleans expenses procadures. Normally
expenses must be agreed in advance and a receipt for all expenses should be submitted with all
claims. Expenses should only be incummed wholly and exclusively on business that relates to Ultra
Clean.

12



and apply the policy at all times.

1 the requirements of the Rehabilitation of
ce Relations Act, and the Disablity Discrimination

forward as possible and we will not ask for
id to the requirements of the job and we will not
hortlisted/setected solely on the basis of

ake a positive contribution fowards ensuring an
siness.

fidual who believes that they have been
discriminatad against and wea wolld urge those individuals to pursue thair rights through this
channel.
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