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Winterwood as an Employer

On joining the company, you will be asked to complete this Employee Induction Pack. This information, together with data on benefits, is kept on
individual personnel files. Personal data will not be disclosed to third parties without the individual’s consent, except as permitted or required
by law.

The company will regularly review the need to retain personal data and will only retain data for as long as deemed relevant and necessary.
Personal data will be destroyed using confidential means. Personal data relating to employees or other workers must be held within a secure,
lockable filing system or held in a secure protected document or system area if held electronically.

cerv CONFIDENTIAL

The Company has CCTV installed within its buildings and surrounding external areas
(including car park, farm areas and driveways).
Cameras will not be installed in sensitive areas e.g., toilet cubicles or directed towards urinals.

Recordings are used for the following purposes. o — ‘_‘

Security:
C To keep employees safe and secure by preventing violence or theft;

C To discourage theft, time-wasting, deliberate damage or other misconduct; i/ / in operation
C To ensure - and record - that health and safety procedures are being followed, ’, F |RST / for your

C To ensure Food Safety and Legality are not compromised,; ’, ,,,,,/ ersonal safet
C To monitor and improve productivity. (L atetadengutipl > o

and security



Data Protection

The Company Data Protection Policy must be adhered to by
all employees, other workers or agents processing
personal data on behalf of the company as well as
Directors, Managers etc.

Individual employees may be held criminally liable if they
knowingly or recklessly disclose personal data without the
Company’s consent.

A breach of the Data Protection Policy may constitute gross
misconduct, which could lead to dismissal under the
Company Disciplinary Procedure.

If you are concerned that any action on your part may
involve a breach of Company Policy or the Data Protection
Act, you should first raise the matter with your Manager.

* Computer etiquette is also very important at Winterwood.
Particular care must be taken in the use of email. For
example, an email should not be used to make offensive or
insulting comments.




Stronger Together/Modern Slavery
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ETI Base Code

The ETI Base Code is an internationally
recognised set of labour standards based on
ILO conventions. It is used by ETI members

and others to drive improvements in working

conditions around the world.

www.ethicaltrade.org

Employment
is freely chosen

™

Child labour shall
not be used

=

No discrimination
is practised

000
W

Freedom of association
and the right to collective
bargaining are respected

Living wages are paid

Regular employment
is provided

ﬂ Ethical
Cb Trading
Initiative
Respect

for workers
worldwide

Working conditions are
safe and hygienic

Working hours are
not excessive

No harsh or inhumane
treatment is allowed

Ethical Trade Initiative Base code

ETI is a grountdreaking alliance of companies, trade unions and
voluntary organisations. It works in partnership to improve the live!
workers across the globe who make or grow consumer geods
everything from tea to Bhirts, from flowers to footballs. Ethical trad
means that retailers, brands and their suppliers take responsibility
improving the working conditions of the people who make the
products they sell.

)
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www.gov.uk/guidance/ethicatrading-initiative-eti

We work to the standards laid out in this M S
base code. We expect our suppliers to work

to these standards. Our retail customers
expect this of us and audit us regularly to TESCO
ensure we are working ethically and treating™

people in a fair way.
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We want to hear from you

We value your feedback, so please do not hesitate to share any suggestions you

may have.
A Write your suggestion on the paper and pop into the box.

A Do not forget to provide your name and payroll number if you want a reply
A You will find the SUGGESTION BOX to the right of the changing room entrance.
A You will find the MEETING NOTES and SUGGESTION BOX on the right side at

the entrance to the toilet (smoking area) (rest room).

If you want to report ill treatment or unethical activity

If you think that something or someone is putting you or our business at risk, the
tell a manager or a supervisor.

Product safety, legality or brand integrity, theft, fraud, bullying, health and safety
concerns, threats, mental health are all examples we want to help with.

If you are not comfortable to discuss the issue with someone directly in the
business, then there are whistleblowing hotlines displayed around the site that a
provided by our customers.



Your Salary

Payment and salary
Your contract will contain information about the rate of pay you will receive. If you are engaged in picking fruit| then
this can fluctuate as there is a piece work aspect to your wages. You will always receive at least the minimum wag
for any work you do but you may earn more.

The company pays any amounts due weekly into your bank account

LT &2dz R2y Qi Kitigvery impodiaht yhét yo Ra@eodeyivithin 2 weeks of starting work else, we
cannot guarantee that payment will not be delayed.

P Please check your wage slip as soon as convenient after receiving it. If you feel there are any
discrepancies with pay, then please speak to your manager immediately.

Pay is counted from Friday to Thursday each week and you will receive naotification of a pay sli
your email address fromoreply@staffology.co.u&ach Friday This is paid into your bank accou
the following Wednesday.

-©* . 2dz Oy tftaz2 | OO0Saa Inyepaywirfddvicdio whigh Bn invisatr2viNDY |- (i
i be sent to your email address on the Monday after your first pay slip is issued. This will be sen
from Donotreply@myepaywindow.coiso please check for it (It may be delivered to your spam
folder) This is a genuine email so please do not ignore it.



mailto:noreply@staffology.co.uk
mailto:Donotreply@myepaywindow.com

Working Time Directive & Absence Management

Working Time Directive. l
We offer the opportunity for staff to opt out of the Working Time Directive and to work mere
than 48 hours per week.

Opting out of the WTD is optional and does not affect your work at the company.
The optout agreement is included in the Induction checklist form you will receive.

Absence Management

2S dzaS | aeadsSy F2NJGNFYO(TAY3I YR Y2YyAUG2NAYy3 o0oaSyosSs
formula thatallows the company to apply a relative weighting to employee unplanned absences giving significantly
more weight to frequent, shosterm absences than to fewer, longer absences. This is used in conjunction with our
absence management policies to determine what further level of support can be offered but poor attendance will
lead to disciplinary action.

You should phone the company before your normal start time. The telephone numbers are available around the site
o] . Please do this yoursedind do not text, WhatsApp or email as we need to record certain
information that you might not include in a written communication. You must contact us again if you are unable to
return to work on the agreed date, else it will be classed as an unauthorised absence which will affect your
disciplinary record.



http://www.winterwood.co.uk/

National Insurance and Pension

National Insurance Number.

LT &2dz R2y Qi KI @S | bl A?2
must apply for one from HMRC. This can be done on the
www.gov.ukwebsite. It can take up to four weeks to receive
this.



http://www.gov.uk/
mailto:wages@winterwood.co.uk

Holiday Booking System _ _
Recording time worked.

All staff

To scan in/out at the start and
end of shift you will need to
use the scanner in main farm
building by the staff entrance.
This will recognise your face.

If you are unsure how to work
this system, please ask. This
very important to ensure your
working hours are recorded
accurately.



https://ees.winterwood.co.uk/pwa/signin.html
mailto:noreply@addtimerecording.co.uk

Harassment and Discrimination ~ STOP SEXUAL HARASSMENT

Sexual harassment is any unwanted behaviour of a
sexual nature that violates your privacy and dignity.
If someone does or says something to you which

The company has a zetolerance stance on any form of kst el e T st
harassment or discrimination. vl

Everyone has a right to work without fear of harassment or

discrimination, and the company will vigorously pursue and

investigate any reports of it.

Please respect that we have all come from different it R
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Hey
there...

ONLINE

The interrset can abso lend itself to pnwanted actions
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VERBAL

Sexual harassment can alse come In verbal format,

as comments, “jokes”, remarks, sexualfy explicit
Questians, requests for sexial favours, axceisive
flirting, catcalling, kizsing gestures, and any words
of a sexual meaning that are urwanted




Staff canteen

The company runs a subsidised staff canteen in the main building. This is available for all staff to use including
agency and farm staff. Staff can pay automatically straight from their salary. Agency staff and visitors can pay by
cash.

The farm site provides facilities to keep food
cold and to heat food.

These facilities are not available in the
canteen.

The site also has three PCs for free access to
the internet. This is available to all staff and
visitors.

The site has free wireless internet access staff
and visitors.




Health and Safety



Fire Alarm Tests

The Farm Manager conducts a Fire Alarm Test at 2am every Wednesday. The bell ring
alarm will sound for several seconds. Staff are not required to exit the building.

There is also a Fire Drill conducted every 3 months. This requires a full evacuation as if
there was a real fire.

It is very important that in the event of a full evacuation, that staff vacate the
building immediately. They should exit at the nearest available door and
follow exit signage. They should not go back into the building to retrieve
personal possessions.

Fire exit routes and fire extinguisher locations can be found at the staff entrance door.

The Farm Fire Assembly Point can be found in the area immediately outside the
laundry area.

To sound the alarm, lift the Perspex
cover and press the black button.

B e R
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ire Reporting

IF YOU DISCOVER A FIRE:
A Keep calm,

A Shout ‘FIRE? as loudly as possible. Some people do not always respond immediately to fire alarms,

A Activate the nearest fire alarm call point, or from a safe place. No fire is too small to activate the alarm,

Get someone to call the fire brigade by dialling 999,

If trained, attack the fire if it is safe to do so using the correct extinguishers - do not take any personal risks.
Do not be tempted to get involved in tackling fires yourself without first sounding of the alarm,

Close the door to the area where the fire is and any other doors behind you,

Leave the building via the nearest fire exit and make your way to the assembly point,

Do not return to collect personal belongings,

Remain at the assembly point and only return to the building when authorised to do it.

To o Io Io Do Do

You all have a duty to know what to do and where to go in the event of a fire - ask yourselves:
A Where is the nearest fire extinguisher?

A Where is your nearest call point alarm?

A Where is your assembly point?

A Do you know your means of escape? F|BE BARIGADE contact numlﬂg’g-’\
| RRNBaa A& G2Ay0SNB22




Evacuation

The signal for evacuation
is a continuous sounding
of the Fire Alarm.

The appointed Fire
Marshal will have
absolute authority to
order all personnel from
the building and must
ensure that everyone is
out of the building.

When it is heard (other
than for test purposes)
you are to stop work
immediately.

In the event of an
emergency requiring
evacuation of the
premises, you are not
required to remove your
PPE before exiting the
building.

You must make your way
out of the building in a
sensible and orderly
manner. You must leave
via your nearest safe exit
and then go to the
assembly point.

Do not run or push past

those people in front of

you and once you have
vacated the building.

Make no attempt to
return to the building to
collect personal
belongings.

Do not enter a building in
which the fire alarm is
sounding.

Do not obstruct exits,
stairways, passages, or
roadways. Please note
that it is an offence to

cause an evacuation

route to converge.

Keep roadways clear,
allowing access with the
minimum of delay for
emergency response
vehicles.

Once the emergency has
been dealt with, you
would be advised by a
member of management
of the procedures to
follow before re-entering
the building.




PERMITTED in the 3 NOT PERMITTED
following areas anywhere else on

G| site including:

NO SMOKING
IN THIS AREA
Thank You!




Health and Safety: Farm building

EH TS

The company will take every precaution to provide a safe environment in
which to work. You have an equal obligation to take all reasonable steps to
safeguard both yourself and all others.

WALKWAYS - Always keep stairs and walkways clear

WET/SLIPPY FLOORS - Some floor areas may be wet and slippery after
cleaning. Do not run or rush. If the floor is wet, then the wet floor signs

musty be used in slippery areas.

FIRE DOORS - There are a number of fire doors around the building. These
are marked and can be both internal doors and doors that lead to the outside
of the building. NEVER BLOCK THESE EXITS.

MACHINARY AND TOOLS - There is machinery and tools stored and used
within the farm building.

UNDER NOT CIRCUMSTANCES CAN ANYONE USE THESE TOOLS OR
MACHINES UNLESS YOU HAVE BEEN TRAINED AND HAVE BEEN GIVEN
AUTHORISATION TO USE THEM.

FIRE EXTINGUISHERS - There are a number of fire extinguishers around the
farm building. Always ensure these can be accessed and never put anything
in front of them.




Site Safety: Ladders

The farm has a lot of different types of ladder. Only use ladders when
given specific instruction to do so and if they have been safety checked.

All ladders must be secured, on a firm, flat surface and must be clean
and suitable for use. Work clothes must not be capable of restricting
your movement and shoes must be clean to prevent slipping. Do not
overreach, do not carry objects that could cause loss of balance and
always face the ladder when climbing or descending

When using the steps on the picking trolley always ensure that the step
is stable and keep the area around your area clean.

= Place ladder on fiat, non-moveable surface.
* Keep areas clear around top and bottom of the ladder.

* Check ladder and shoes to ensure they are free of grease or mud and
other slippery substances.

* Mount the ladder from center, not the side.

« Maintain 3 Point contact with ladder (two hands and a foot, or two
feet and a hand).

* Climb and work facing the ladder.
* Do not overreach, keep torso between ladder rails.
* Do not carry tools or weight that can cause loss of balance.

ALWAYS
DESCEND
LADDERS

BACKWARDS

MAINTAIN THREE POINT
CONTACT AT ALL TIMES




Site Safety: Venhicles

FORKLIFT AND TRACTORS- Forklift Trucks and operate around the farm building and in the fields
between fruit rows. Extreme caution is required when passing through these areas. Personnel
operating this equipment are trained - including when to use the horn and alerting surrounding e
staff. Please remember that because you can see a tractor or forklift, it does not mean the driver | g»,,g,,/,((:;-”:gx
has seen you. Always be careful. '

ROADWAYS - Delivery and collection vehicles in addition to visitor's and employee’s cars are
constantly using the roadways and yards around the packhouse. Ensure that these roads are clear
before walking down or crossing them and use the zebra crossings on site

DRIVING - When entering or leaving the premises, if
driving a vehicle, you must adhere to the site speed
limit of 10mph.

VISIBILITY - Hi-Vis jackets must be worn if you walk
outside the designated walkways or around the fields.
These are blue so not attract insects.

If you observe anything you think is unsafe, Car pa?rk.
you should report this to your Manager and speed limit
complete and incident report.




Site Safetyr Chemicals

%ﬁ

WARNING
wazanpous | |RESTRICTED
CHEMICALS

There are chemicals kept on the farm.
Some are locked away in the chemical and fertilizer stores and |'

,’i‘“"‘ii'

others are more accessible. NEVER BLOCK THESE AREAS. i

IT IS STRICTLY PROHIBITED FOR ANY STAFF MEMBER TO

WARNING

, ‘" TOUCH OR TRY TO USE ANY CHEMICALS OR TO ENTER THES f' f,
o | AREAS WITHOUT PRIOR AUTHORITY FROM THE FARM. ’_ ]
MANAGER OR THIEIR DEPUTIES. Pt et

-t §
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MAIN HAZARDS STRICTLY PROHIBITED %‘a

Acids and chemical substances @ Unauthorised personnel entry R
= sk offichemicalbarnsiane Smoking inside the area
serious injury

Fertigation system ® Working on pressurised installations

— dangerous chemical reactions if Modifying system settings

@ improperly handled 3 without approval
Eg% Pressurised pipes Unauthorised electrical work

— risk of pipe rupture and liquid
projection
0
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Water—electricity contact

— high risk of electric shock = J ’2

Wet floor !

— slip and fall hazard .
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Site Safetyr Fields Caution

Trip hazard

Caution: The ground in the fields may be uneven so plea
maintain vigilance. Do not carry heavy loads that could
affect your balance if you trip.

Caution: Tractors, forklifts and Quad bikes may bg
operating on the farm. Always assume the driv
has not seen you and act accordingly. 0o
If the crop is being sprayed, either by hand or b§aution

gricultural

tractor, stay away from the spraying operation. vehicles

BNENICIRUEECRIELEN Caution: Vehicles on the roadway:.

P AVINIPSICUICER Always wear HViz workwear.
INESANEVAIEVEEREENRN A lways use the crossing points.

UECICORCENIORTRETERIN Always walk on the designated pathways.
RSN RENV A Always be aware of lorries that may be turning Warning

treated- or reverSing_ Beware of moving vehicles

Do not use the roadway next to the compactor.

Always report any incidents where you did not

feel safe walking around the site.

Only enter fields when instructed to do so.




Site Safety: Manual Handling

SAFETY WHEN LIFTING - Working at Winterwood may require you to carry out

heavy lifting. If in the packhouse, some trays of fruit when full, can weigh up to
14kg

Manual handling is one of the primary causes of workplace incidents and can
even lead to work-related musculoskeletal disorders.

The consequences of poor manual handling can be detrimental to health;
therefore, it is vital that staff understand safe manual handling protocols -
handling techniques and weight limits.

Manual handling is everyone’s responsibility - Winterwood must make
employees aware of the potential risks that come with manual handling and
you, as an employee, must use this information to make sure you do not put
yourself at risk.

It is very important that you ask for help should you struggle to carry or move
a load. Pieces of manual handling equipment (Pallet Trucks and Trolleys) are
available to help ensure product and packaging is moved safely and securely.
Pallet Trucks must be used to aid lifting by trained personnel only.

Prior to any lifting consider LITE. This will help you decide whether you will
need assistance from equipment or another person.

L %

LOAD

i.e. the size, shape, surface-type and
weight of the object being moved.

—J
J —
 —

TASK

i.e. the type of manual handling
activity, such as pushing, pulling,
lifting or carrying etc.

[

INDIVIDUAL

i.e. the capabilities of the person
carrying out the manual
handling activity.

E&

ENVIRONMENT

i.e. the area in which the
object is being moved.



Site Safety: Manual Handling

SAFETY WHEN LIFTING - When lifting or carrying loads you must follow these simple steps.

-

C Plan ahead before lifting - clear a path or communicate with helper H ow To LI FT
C Lift close to your body - more stability and firmer hold co RRE CT LY

C Feet should be shoulder-width apart - solid base to distribute weight THE THE
C Bend your knees and keep your back straight RIGHT | WRONG
C Tighten your stomach muscles - prevent excessive force on spine WAY ‘ WAY
LEGS BENT, LEGS STRAIGHT,
G Lift with your legs BACK KEFTASSTRAIGHT |  mACK BENT PUTS ALt
C Keep your eyes up - maintain better positioning °AT OPPOSITE CORNERS BACK & ABDOMEN

C Don't twist or bend - face in traveling direction

C If you're straining, get help

It is advised that women lift 16kg max and men lift 25kg max.

This is also dependent on how the load is being lifted.



Accident Reporting

All personal accidents in the workplace must be managed promptly, safely, and
effectively, prioritising the health and well-being of those affected while maintaining
compliance with legal and Company requirements.

ACC I d e nt All personal accidents MUST be reported to your manager as well as a First Aider if
re p O rt needed. All accidents MUST be recorded in the site ‘Accident Book’
p— If in the packhouse, immediately report to your manager,
: Ev C Any incident involving glass or plastic breakage
= % C Defective equipment
S— C The loss of any items (knives, plaster, probes, etc.)
: C Damaged or lost glasses or contact lenses
e C Any evidence of unsafe or out of specification product or raw materials

In the event of an accident/injury, a Company first aider must be summoned
immediately. - If you are not suitably qualified to deal with the incident, then seek
medical or other help ASAP.




Accident Reporting

1.  The first aider will attend to the injury as appropriate and then decide if the person
is fit to return to work, whether they should be sent home or taken to hospital.

A If you are qualified in first aid, assist, and send someone to summon additional help

ACC i d e nt (doctor, ambulance, or emergency services) as required.

re p O rt A 1f you are not qualified in first aid, contact a qualified first aider or call emergency

services without delay. Stay with the injured person(s) and monitor their condition
until professional help arrives. Avoid actions that could worsen the injury, such as
unnecessary movement or administering food, drink, or medication.

-
=
O

2. The first aider or the injured person must complete a record of what has happened
in one of the company accident books.

3. The Health & Safety appointed, or competent personnel will decide whether the
accident is reportable to the Health & Safety Executive under the ‘RIDDOR’
guidelines on ‘Types of reportable incidents - HSE'.

4. 5.5.1 Workplace Accident/Incident Investigation Form must be completed, and you
may be required to supply some information.


https://www.hse.gov.uk/riddor/types-of-reportable-incidents.htm
https://www.hse.gov.uk/riddor/types-of-reportable-incidents.htm
https://www.hse.gov.uk/riddor/types-of-reportable-incidents.htm

Accident Reporting

Emergency contact information, including the names of qualified first aiders and the
telephone numbers for local doctors, ambulance services, and other emergency
contacts, are displayed around the site including in the office and first aid room for
quick reference.

When calling emergency services (dial 999 from any phone) provide the exact address
as below, and answer any questions such as the nature of the injury, your name, details
of any first aid or treatment provided, and take advice on further treatment if needed.

Workplace First Aid Guide

The Site Address:

Winterwood Farm,
Chartway Street,

East Sutton, Maidstone,
ME17 DN

Your First
Aider is:

Located at:




Site Safety: PPE

Comfortable and durable clothing

A Breathable Tshirt/top

A Hoodie or fleece (mornings can be cold) S

A Lightweight waterproof jacket (rain is frequent) Nl

A Comfortable long trousers (to protect against :
’ scratches and insects) ‘

A Suitable footwearg not open toed. '

Additional protection

A Hat or cap (sun protection)

A Sunscreen

A Light gloves (if permitted/required)
A Rain poncho or waterproof coat

A Sunglasses

Plain wedding bands are
allowed

1
o
- V|
¥ :
y i3
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Food Safety Management



W

nterwood Food Safety

Food Safety

Management System

Food Safety

Prevention of
unintentional /
accidental
adulteration

Food borne
illness

Food Defence

TACCP
Threats

Prevention of
intentional
adulteration

Behaviourally or
ideologically
motivated

Food Fraud

VACCP
Vulnerabilities

Prevention of
intentional
aduliteration

Economically
motivated

As suppliers of fresh produce,
Winterwood is committed to
creating a culture where creating
food-safe produce is a top priority.

We have systems in place to:

a. Prevent food fraud and ensure
the authenticity of products i.e. raw
materials are of the nature,
substance and quality expected
(VACCP).

b. Safety of products i.e. raw
materials are free from malicious
contamination or theft (TACCP).

c. Reduce the risk of food borne
illness through managing
microbiological, chemical and
physical/ food hazards (HACCP).




NT

/s about protecting the trust our customers place in brands. Every product
must meet highest standards of safety, legality, authenticity and quality.

When Winterwood supplies product

to its customers, we also have a S 5
respon5|b|l|ty to prOteCt not Only our Following procedures and specifications created based on the customer standards
brand, but also their brand, by 3 5
producmg food safely. Speaking up if something does not look right
N/
Never compromising on safety, legality or quality of the product
A4

Acting with honesty, care and accountability

Asm M&S @Morrlsons Q

5 « a\m 350“
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Site Security and Food Defence



No All visitors
unauthorised must report

&

Site Security is very important at Winterwood. It is imperative
that the following rules are followed by all staff members.

Site Security

entry to reception

You will be issued an access card on induction. You must use
this when going to the canteen in the main building.

This is very important, as should there be a fire we would
need to be aware of your exact location.

You must also make sure doors are closed behind you to
prevent unauthorised access. This is required for all access

doors around the site.

If a fellow employee or visitor/contractor asks you to let them
into the building through an access door, you must direct them
to the reception where they can sign in.

If you were to notice that access control on the staff entrance
door is not working and anybody can get into the building this
must be reported to Orderboard or the Management Team

immediately.




Food Defense

If you were to notice one of your work colleagues acting
suspiciously around product, it is imperative that you please
report it to the Line Leader, Orderboard or a Manager
immediately.

It is the responsibility of all Winterwood staff to defend the site
from food crime.



