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Conduct and Grievance Policy

This policy sets out how HR Essentials Ltd manages conduct expectations and grievance concerns for
agency workers engaged on a contract for services. It ensures that all agency workers understand
standards of behaviour, know how to raise concerns, and are treated fairly.

Conduct Expectations
While on assignment, agency workers are expected to:

Follow client and labour provider rules, instructions, and health & safety requirements
Work safely and responsibly

Treat colleagues, managers, and clients with respect

Report any issues or incidents promptly to HR Essentials Ltd

Breach of Conduct
Serious or repeated breaches may lead to termination of contract or removal from the assignment.

Examples include unsafe behaviour, harassment, theft, or refusal to follow client and labour provider
instructions.

Grievance Procedure
Allows agency workers to raise concerns about their assignment, treatment, or other work-related
issues.

Steps:

e Informal Discussion — Agency workers should first discuss concerns with their line manager
on site
e Formal Grievance — If unresolved speak to your representative at HR Essentials Ltd including:
o Details of the concern
o Any supporting evidence
o Desired outcome
e HR Essentials Ltd will investigate the grievance.
e HR Essentials Ltd will provide a response outlining any actions taken within a timeframe in
line with our complaints policy.
e Agency workers may appeal the decision in writing within 5 working days. HR Essentials Ltd
will review and provide a final decision.

Confidentiality
All grievance concerns will be treated confidentially. Only those involved in investigating or resolving
the issue will be informed.

Termination of Contract
If conduct expectations are not met or a serious breach occurs, HR Essentials Ltd may terminate the
contract. This decision is in line with the terms of the contract for services.

Contact
For questions, concerns, or to raise a grievance:
Please contact your HR Essentials representative
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