Payment for Sickness Absence — effective 1st January 2022

Further to your Contract of Employment and reference to the Employee Handbook for details of Discretionary
Sick Pay by the Company, as Rachel mentioned at the meeting in December, we have undertaken a review of
our approach to this and in line with the stated right for the Company to reserve the right to alter and amend
these provisions, it has been decided to update our Discretionary Sick Pay as stated below. For reference, this
is the current legislative approach to Statutory Sick Pay (SSP):

Statutory Sick Pay (SSP)

All employees are entitled to Statutory Sick Pay (SSP) when they are off for 4 or more working days in a row,
from the fourth day onwards providing they meet the reporting requirements described below. Your qualifying
days for SSP purposes are Monday to Friday each week and will be paid to employees in accordance with the
provisions of the legislation in force at the time. At 2022 this is stated as:

= You can get SSP from the fourth day you are off sick.

- The days you are off sick when you normally would have worked are called ‘qualifying days’. If you are
eligible, you will get SSP for all your qualifying days, except for the first 3. These are called ‘'waiting days'"

= You only get paid for waiting days if you've already received SSP within the last 8 weeks, and that included a
3-day waiting period.

The Company wants to support people who are ill or injured, but also has to balance against that the extra
cost of paying for absences, which, because of our relatively low numbers, can add a considerable proportion
to our expenses, as well as leaving those who are at work with an appreciably larger workload.

We will offer Discretionary Sick Pay by the Company as follows:

- For those who work 5 days a week this is an aggregate of 5 days in any 52 week period at your normal rate
of pay, pro-rata for those who work part-time

- In determining eligibility for payment, any periods of paid sickness absence occurring during the twelve
months immediately preceding the first day of a further period of sickness absence will be taken into
account.

Please note that this is not to be regarded as an entitlement, but as a guide in cases of genuine illness or injury
and will be subject to the approval of the Managing Director. If the days off seem to be following a pattern that
is linked, for example, to weekends or holidays, then the Company may decide not to pay anything above SSP,
if that is due.

» No Discretionary Sick Pay in addition to SSP will be given to those in their first six months of employment, or
to you if you are working out period of notice.
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The Company reserves the right to alter and amend these provisions. The Company may also suspend,
withdraw or withhold Discretionary Sick Pay from individuals whose absence levels are deemed to be
unacceptably high without due supporting cause.

The Company reserves the right to request your written permission to obtain a report from your doctor and/or
have a medical examination by a doctor appointed by the Company in cases of prolonged ill health or
unsatisfactory absence record. An unsatisfactory absence record may be grounds for termination of your

employment at any time, subject to the contractual notice being given.

You will not receive any pay for unused sick days should you leave the Company.

Compassionate Leave

From time to time there may be an exceptional family/personal circumstance which requires a leave of
absence. The Managing Director will review this occasion on a case-by-case basis and may support your day's
absence as a Compassionate Family Day, which will be paid.

We hope that this approach demonstrates our commitment to staff in both their workplace and family life.
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