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The Wakefield Shirt Group
ENVIRONMENTAL MANUAL

4.2.Environmental Policy

The Wakefield Shirt Company Limited is a designer, manufacturer & distributor of apparel
& footwear (own brand & store label) based in Wakefield, West Yorkshire.

The company recognises that its activities, products & services have an impact on the
environment and seeks to minimise this through the application of an Environmental
Management System (EMS) at its Wakefield site.

The company has a long history of supporting local environmental initiatives including
corporate membership of The Yorkshire Wildlife Trust with which the chairman, Ricky
Donner, has enjoyed a long association as Chairman and still now as a Trustee.

In particular, the company is committed to the following objectives:-

o Compliance with legal & other requirements at all times.

e Pollution prevention and reduction of carbon emissions.

e Minimisation of waste & avoidance of landfill by recycling where practicable.
o Efficient use of energy, transport, water & other natural resources.

» Working with its supply chain to reduce upstream environmental impacts.

e Improving the sustainability of its product range.

e Continual improvement of its environmental performance.

The company seeks to achieve these objectives through setting a series of focused
targets and improvement programmes.

Staff participation in the EMS is encouraged and a dedicated team has been established
to drive performance improvement.

This policy and the objectives & targets are reviewed annually and approved by top

management.
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characteristic or, where the unwanted conduct occurs because it is perceived that an employee has a
particular protected characteristic, when in fact they do not.

Behaviour or Conduct may be harassment whether or not the person intended to offend. A single incident
can amount to harassment if it is sufficiently serious. Something intended as a “joke” or as “office banter”
may offend another person. In these cases, the behaviour will constitute harassment if the conduct continues
after the employee has made it clear, by words or conduct, that such behaviour is unacceptable to him or her.
This is because different employees find different levels of behaviour acceptable and everyone has the right
to decide for themselves what behaviour they find acceptable to them.

An employee should not treat another employee less favourably because of that other employee’s rejection
of, or submission to the conduct.

Examples

Bullying and harassment may be verbal, non-verbal, written or physical. Examples of unacceptable
behaviour include, but are not limited to, the following:

o unwelcome sexual advances, requests for sexual favours, other conduct of a sexual nature

e subjection to obscene or other sexually suggestive or racist comments or gestures, or other derogatory
comments or gestures related to an anti-harassment protected characteristic

o the offer of rewards for going along with sexual advances or threats for rejecting sexual advances

o jokes or pictures of a sexual, sexist or racial nature or which are otherwise derogatory in relation to an
anti-harassment protected characteristic

 demeaning comments about an employee’s appearance

e (uestions about an employee’s sex life

o the use of nick names related to an anti-harassment protected characteristic

e  picking on or ridiculing an employee because of an anti-harassment protected characteristic

e isolating an employee or excluding him or her from social activities or relevant work-related matters
because of an anti-harassment protected characteristic.

Reporting complaints

All allegations of discrimination or harassment will be dealt with seriously, confidentially and speedily. The

Company will not ignore or treat lightly grievances or complaints of discrimination or harassment from
employees.

If you wish to make a complaint of discrimination, you should use the Company’s grievance procedure.

With cases of harassment, while the Company encourages employees who believe they are being harassed
or bullied to notify the offender (by words or by conduct) that his or her behaviour is unwelcome, the
Company also recognises that actual or perceived power and status disparities may make such confrontation
impractical. In the event that such informal direct communication is either ineffective or impractical, or the
situation is too serious to be dealt with informally, the procedure set out below should be followed.

If'you wish to make a complaint of harassment, whether against a fellow employee or a third party, such as a
client, customer, contractor or supplier, you should follow the following steps:



1. First of all, report the incident of harassment to your line manager. If you do not wish to speak to your
line manager, you can instead speak to an alternative manager or to a member of the Personnel
Department.

2. Such reports should be made promptly so that investigation may proceed and any action taken
expeditiously.

3. All allegations of harassment will be taken seriously. The allegation will be promptly investigated and, as
part of the investigatory process, you will be interviewed and asked to provide a written witness statement
setting out the details of your complaint. Confidentiality will be maintained during the investigatory
process to the extent that this is practical and appropriate in the circumstances. However, in order to
effectively investigate an allegation, the Company must be able to determine the scope of the
investigation and the individuals who should be informed of or interviewed about the allegation. For
example, the identity of the complainant and the nature of the allegations must be revealed to the alleged
harasser so that he or she is able to fairly respond to the allegations. The Company reserves the right to
arrange for another manager to conduct the investigation other than the manager with whom the matter
was raised.

4. Once the investigation has been completed, you will be informed in writing of the outcome and the
Company’s conclusions and decision as soon as possible. The Company is committed to taking
appropriate action with respect to all complaints of harassment which are upheld. If appropriate,
disciplinary proceedings will be brought against the alleged harasser.

S. No one will be penalised for raising a complaint, even if it is not upheld, unless that complaint was both
untrue and made in bad faith.

6. If your complaint is upheld and the harasser remains in the Company’s employment, the Company will
take all reasonable steps to ensure that you do not have to continue working alongside him or her if you
do not wish to do so. The Company will discuss the options with you.

7. If your complaint is not upheld, arrangements will be made for you and the alleged harasser to continue
or resume working and to repair working relationships.

Alternatively, you may, if you wish, use the Company’s grievance procedure to make a complaint of
harassment.

Any employee who is found to have discriminated against or harassed another employee in violation of this
policy will be subject to disciplinary action under the Company’s disciplinary procedure. Such behaviour
may be treated as gross misconduct and could render the employee liable to summary dismissal. In addition,
line managers who had knowledge that such discrimination or harassment had occurred in their departments
but who had taken no action to eliminate it will also be subject to disciplinary action under the Company’s
disciplinary procedure.

Monitoring equal opportunity and dignity at work

The Company will regularly monitor the effects of selection decisions and personnel in order to assess
whether equal opportunity and dignity at work are being achieved. This will also involve considering any
possible indirectly discriminatory effects of its working practices. If changes are required, the Company will
implement them. The Company will also make reasonable adjustments to its standard working practices to
overcome substantial disadvantages caused by disability.
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POLICY FOR THE
EMPLOYMENT OF DISABLED PERSONS

The company recognises its legal, social and moral obligation to provide for the employment
of disabled people and to attain at least the statutory quota requirement.

The company will:-

Give full and fair considerations to applications for employment from disabled
people, having regard to their particular aptitudes and abilities.

Retain newly disabled employees, wherever practical, after any necessary
rehabilitation and training.

Give equal opportunity with able-bodied employees for training, career development
and promotions.

Maintain close co-operation with Disablement Resettlement Officers.

The employment of disabled people in some posts may be constrained by associated safety
and environmental factors, the need for a high degree of physical skill and mobility, or the
nature of a person’s disability. However, the company will take a constructive approach to
each case as it rises.



HEALTH & SAFETY POLICY

GENERAL STATEMENT OF POLICY

It is the policy of this Company to ensure that, in addition to any legal requirements to run all
our premises safely, there is a moral responsibility upon us to do so.

We accept these responsibilities, and will ensure that every effort is made by our employees
to prevent accidents, eliminate hazards, and maintain a safe and healthy working environment
following the best practice wherever possible.

We recognise that it is essential to train every employee to work safely, and to understand
both the nature of the hazards and the reasons for preventative measures.

The allocation of duties for safety matters, and the particular arrangements which we will
make to implement the policy, are set out below.

The Policy will be kept up to date, particularly as the business changes in nature and size. To
ensure this the Policy, and the way in which it has operated, will be reviewed continuously.

Signed:

L/

R J Donner R John Donner
Chairman Managing Director

The above Policy Statement is the preface to an 11 page
booklet which is handed to all staff engaged by any of
the companies within the Wakefield Shirt Group.



The Wakefield Shirt Group

Business Continuity/Risk Management

It is the policy of Wm Sugden & Sons Ltd to manage its business opportunities in a way that
identifies and minimises risk.

Business Continuity Management is therefore, an integral part of our decisions and business
processes.

In order to systematically identify existing risks, risk management tools are applied centrally, at
group level and also locally at company level.

Our reporting system is naturally of paramount importance in monitoring and controlling
operational risks. It ensures that management can identify significant risks at an early stage and
take the appropriate steps.

A further element of risk management is ‘Self-Assessment’. The purpose of this is to evaluate and
improve control systems with the active involvement of operational functions.

Specific areas subject to this policy are:-

Site Security
e The perimeter is physically secure at all times with locks on all access points,
supplemented by day time patrols.
e CCTVisin use at strategic points under the control of security staff.
e An alarm system is in place protecting intrusion via windows and doors.
¢ An ‘end of day’ procedure is carried out to clear the site of staff and visitors.

Buildings

o We have an evacuation procedure with appointed wardens and deputies trained to clear
the site of staff and visitors in case of fire or other emergency.

e Floor plans are issued throughout the buildings indicating escape routes and assembly
points.

e Evacuation drills are practised at regular intervals.

e Regular Health & Safety tours ensure that:- the working environment is suitable for the
activities in each area; all services are functioning correctly and; all passageways are
kept clear.

Telecommunications
e The main switch board is covered by contract maintenance and also for emergency call
out should the service fail to operate.
e Contact, with key customers and suppliers, is maintained by the use of company mobile
telephones.
e Customer contact information is held by Sales Account Managers should access to the
site be restricted.

Computer Systems
e Critical IT systems have been identified and regular backups of data and system files are
held in a fire safe.
e Off-site support has facilities to assist with the restore of backups onto existing or ‘bare
bones’ equipment.
e This is tested off-site to ensure that support facilities are in line with current
requirements.
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The Wakefield Shirt Group

Suppliers

Each supplier undergoes an initial assessment prior to use and is monitored by factory
visits by our own personnel or by accredited agencies.

The Purchasing department keep a list of contact details of key suppliers.

The Planning facility maintains regular contact to ensure timeliness targets are met.
Alternative sources are identified should problems occur with the existing supply base.
Supplier contact details are held by key personnel should access to the site be restricted.

Work in Progress & Stock

Stock is held in secure locations with alarms/locks on all access points.

It is protected from the elements:- i.e. - ingress of water; dust; fire; flood; etc.

WIP is monitored weekly to identify possible shortfalls so that actions can be taken to
remove or minimise delays.

i.e. air freighting, multi-sourcing, in-house production facility.

Delivery

Our delivery service maintains a tracking system so that action can be taken if goods are
not delivered at the expected time.
This is backed up by our own delivery facility.

Health & Safety

Regular meetings/tours take place to ensure that the working conditions and
environment are suitable for personnel to conduct our business.

WSG Risk Management Tools

Regular operational reporting is an important function in monitoring and controlling risks.

Reports are generated from Board Meetings, Divisional Meetings, Project Meetings, H & S
Meetings and Internal Audits.
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CORPORATE ENERGY POLICY

Our company has signed the Declaration of Commitment for Efficient Energy Management,
provided by the Energy Efficiency Office of the Department of the Environment. As part of the
commitment we require to confirm our corporate energy policy. This is as follows:-

K/
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In all building works and refurbishments, the company undertakes to take into account
potential energy savings through insulation and use of surrounding and solar heat and
light.

In its day-to-day activities, the company undertakes to utilise energy as efficiently as
possible, consistent with the smooth operation of its business.

In the purchase and development of new machinery and vehicles, the company
undertakes to take into account savings through better fuel consumption.

In the development of new products, the company undertakes to analyse and consider the
energy needs for manufacturing these products and do all in its power to minimise them.

The company undertakes to monitor energy use in all its forms on a regular basis, with a
view to reducing energy consumption.

The company’s Chief Engineer manages the policy and reports back at regular meetings
to the Managing Director. At these meetings, costs of all forms of energy fuel, gas,
electricity etc will, where appropriate, be discussed and targets set for improvement.

Transport: The company operates a bus system for its major site at Wakefield, which
means that large numbers of people travel in one vehicle and considerable savings of fuel
are achieved, as compared to individual employees travelling in their own cars.

This policy document will be posted on all employee notice boards, together with
suggestions for action which may, from time to time, be agreed. These will also be
brought up at all Works” Committee meetings.
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BUSINESS POLICY STATEMENT

To produce or source high quality clothing to sell to all types of customer where we
can see a future for such sales.

To give excellent service to all customers.
To incorporate the very best of design into all our products.

To expand our business in such a way as to more than cover rises in overhead costs
each year, taking inflation into account.

To increase our penetration of our established U.K markets so as to have a significant
market share in each of our chosen fields.

To increase our share of ladieswear in each field until it equals our share of the
corresponding menswear field.

To increase our penetration of export markets (with particular emphasis on EEC
markets), and to license brand names and technology into countries to which export is
uneconomic or impractical.

To protect our home market from penetration by major EEC vendors.

To utilise the very latest technology in computer systems, CAD systems,
communications systems and automatic and robotics machinery to keep us
competitive in our U.K operations.

To source high quality merchandise so as to achieve distinct price and delivery
advantage.

To hire, train and motivate our management, staff and workforce to achieve the
highest standards of output, workmanship, service and design and to enable them to
work and plan for our future.

To provide excellent working conditions so as to encourage good performance and to
stimulate pride in our company by our employees and respect for our company among
our customers and suppliers.

To make the maximum profit for the company’s shareholdings over the long term
from the optimisation of the above activities.



	Employers Liability Certificate 2010.pdf
	A copy of the certificate must be displayed at all places wh




