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ALLERGENIC INGREDIENT POLICY
TNS Catering Management Ltd (TNS) will take all steps to ensure that the requirements of the Food Information
Regulations 2013 and any relevant governmental guidance are met in full.TNS recognises the risks that the consumption
of allergenic ingredients by our customers may present and will take appropriate steps to ensure that such hazards and
associated risks are properly controlled.
TNS will endeavour to ensure that we are fully aware of the allergenic ingredient content of all our foods, both within
raw material ingredients and finished products. Furthermore, we will make sure that mechanisms for the identification
of allergenic ingredients to our customers are provided at the point of food service.
TNS will provide relevant training to our catering and food service personnel, ensuring that they understand
allergenic ingredient hazards, risks and associated controls. We will ensure that our staff take steps to avoid accidental
contamination of foods with allergenic ingredients and provide correct and detailed information to our customers
upon request.
The procedure that accompanies this Policy details the controls that TNS intend to implement and maintain. These
procedures will be made available to all TNS and food service staff.
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ANTI-CORRUPTION AND BRIBERY POLICY
Introduction
It is our policy to conduct all of our business in an honest and ethical manner. We take a zero-tolerance approach to
bribery and corruption and are committed to acting professionally, fairly and with integrity in all our business dealings
and relationships wherever we operate and implementing and enforcing effective systems to counter bribery.
We will uphold all laws relevant to countering bribery and corruption. However, we remain bound by the laws of the
UK, including the Bribery Act 2010, in respect of our conduct both at home and abroad.
The purpose of this policy is to:
a. set out our responsibilities, and of those working for us, in observing and upholding our position on bribery and
corruption; and
b. provide information and guidance to those working for us on how to recognise and deal with bribery and
corruption issues.
Bribery and corruption are punishable for individuals by up to ten years’ imprisonment and if we are found to have
taken part in corruption we could face an unlimited fine, be excluded from tendering for public contracts and face
damage to our reputation. We therefore take our legal responsibilities very seriously.
In this policy, third party means any individual or organisation you come into contact with during the course of your
work for us, and includes actual and potential clients, customers, suppliers, distributors, business contacts, agents,
advisers, and government and public bodies, including their advisors, representatives and officials, politicians and
political parties.

What is bribery and corruption?
Bribery is offering, promising, giving or accepting any financial or other advantage, to induce the recipient or any other
person to act improperly in the performance of their functions, or to reward them for acting improperly, or where the
recipient would act improperly by accepting the advantage.
Examples:
Offering a bribe - you offer a potential client tickets to a major sporting event, but only if they agree to do business
with us. This would be an offence as you are making the offer to gain a commercial and contractual advantage. We
may also be found to have committed an offence because the offer has been made to obtain business for us. It may
also be an offence for the potential client to accept your offer.
Receiving a bribe - a supplier gives your nephew a job, but makes it clear that in return they expect you to use your
influence in our organisation to ensure we continue to do business with them. It is an offence for a supplier to make
such an offer. It would be an offence for you to accept the offer as you would be doing so to gain a personal advantage.
Corruption is the abuse of entrusted power or position for private gain.

Gifts and hospitality
This policy does not prohibit normal and appropriate hospitality (given and received) to or from third parties, for the
purposes of establishing or maintaining good business relationships, improving or maintaining our image or reputation
or marketing or presenting our products and/or services effectively.
You are prohibited from accepting a gift from or giving a gift to a third party.
Promotional gifts of low value such as branded stationary to or from existing customers, suppliers and business
partners will usually be acceptable.
We appreciate that the practice of giving business gifts varies between countries and regions and what may be normal
and acceptable in one region may not be in another. The test to be applied is whether in all the circumstances the gift
or hospitality is reasonable and justifiable. The intention behind the gift should always be considered.

C AT E R I N G W I T H H O N E S T Y & I N T E G R I T Y
3

What is not acceptable?
It is not acceptable for you (or someone on your behalf) to:
a. give, promise to give, or offer, a payment, gift or hospitality with the expectation or hope that a business advantage
will be received, or to reward a business advantage already given;
b. give, promise to give, or offer, a payment, gift or hospitality to a government official, agent or representative to
“facilitate” or expedite a routine procedure;
c. accept payment from a third party that you know or suspect is offered with the expectation that it will obtain a
business advantage for them;
d. accept a gift or hospitality from a third party if you know or suspect that it is offered or provided with an
expectation that a business advantage will be provided by us in return;
e. threaten or retaliate against another worker who has refused to commit a bribery offence or who has raised
concerns under this policy; or
f. engage in any activity that might lead to a breach of this policy.

Facilitation payment and kickbacks
We do not make, and will not accept, facilitation payments or “kickbacks” of any kind. Facilitation payments are typically
small, unofficial payments made to secure or expedite a routine government action by a government official. They are
not commonly paid in the UK.
If you are asked to make a payment on our behalf, you should always be mindful of what the payment is for and
whether the amount requested is proportionate to the goods or services provided.You should always ask for a receipt
which details the reason for the payment. If you have any suspicions, concerns or queries regarding a payment, you
should raise these with your line manager.
Kickbacks are typically payments made in return for a business favour or advantage. All workers must avoid any activity
that might lead to, or suggest, that a facilitation payment or kickback will be made or accepted by us.

Potential risk scenarios: “red flags”
The following is a list of possible red flags that may arise during the course of you working for us and which may
raise concerns under various anti-bribery and anti-corruption laws. The list is not intended to be exhaustive and is for
illustrative purposes only. If you encounter any of these red flags while working for us, you must report them promptly
to your line manager:
a. you become aware that a third party engages in, or has been accused of engaging in, improper business practices;
b. you learn that a third party has a reputation for paying bribes, or requiring that bribes are paid to them;
c. a third party insists on receiving a commission or fee payment before committing to sign up to a contract with us;
d. a third party requests payment in cash and/or refuses to sign a formal commission or fee agreement, or to
provide an invoice or receipt for a payment made;
e. a third party requests that payment is made to a country or geographic location different from where the third
party resides or conducts business;
f. a third party requests an unexpected additional fee or commission to “facilitate” a service;
g. a third party demands lavish entertainment or gifts before commencing or continuing contractual negotiations
or provision of services;
h. a third party requests that a payment is made to “overlook” potential legal violations;
i. a third party requests that you provide employment or some other advantage to a friend or relative;
j. you receive an invoice from a third party that appears to be non-standard or customised;
k. a third party insists on the use of side letters or refuses to put terms agreed in writing;
l. you notice that we have been invoiced for a commission or fee payment that appears large given the service
stated to have been provided;
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m. a third party requests or requires the use of an agent, intermediary, consultant, distributor or supplier that is not
typically used by or known to us; or
n. you are offered an unusually generous gift or offered lavish hospitality by a third party.

Your responsibilities
You must ensure that you read, understand and comply with this policy.
The prevention, detection and reporting of bribery and other forms of corruption are the responsibility of all those
working for us or under our control. All workers are required to avoid any activity that might lead to, or suggest, a
breach of this policy.
You must notify your line manager as soon as possible if you believe or suspect that a conflict with this policy has
occurred, or may occur in the future. For example, if a client or potential client offers you something to gain a business
advantage with us, or indicates to you that a gift or payment is required to secure their business. Further “red flags”
that may indicate bribery or corruption are set out above.
Any employee who breaches this policy will face disciplinary action, which could result in dismissal for gross misconduct.
We reserve our right to terminate our contractual relationship with other workers if they breach this policy.

Record keeping
We must keep financial records and have appropriate internal controls in place which will evidence the business
reason for making payments to third parties.
You must declare and keep a written record of all hospitality or gifts accepted or offered, which will be subject to
managerial review.
You must ensure all expenses claims relating to hospitality, gifts or expenses incurred to third parties are submitted in
accordance with our expenses policy and specifically record the reason for the expenditure.
All accounts, invoices, memoranda and other documents and records relating to dealings with third parties, such as
clients, suppliers and business contacts, should be prepared and maintained with strict accuracy and completeness. No
accounts must be kept “off-book” to facilitate or conceal improper payments.

How to raise a concern
You are encouraged to raise concerns about any issue or suspicion of malpractice at the earliest possible stage. If you are
unsure whether a particular act constitutes bribery or corruption, or if you have any other queries, these should be raised
with your line manager. Concerns should be reported by following the procedure set out in our Whistleblowing Policy.

What to do if you are a victim of bribery or corruption
It is important that you tell your line manager as soon as possible if you are offered a bribe by a third party, are asked to
make one, suspect that this may happen in the future, or believe that you are a victim of another form of unlawful activity.

Protection
Workers who refuse to accept or offer a bribe, or those who raise concerns or report another’s wrongdoing, are
sometimes worried about possible repercussions. We aim to encourage openness and will support anyone who raises
genuine concerns in good faith under this policy, even if they turn out to be mistaken.
We are committed to ensuring no one suffers any detrimental treatment as a result of refusing to take part in
bribery or corruption, or because of reporting in good faith their suspicion that an actual or potential bribery or
other corruption offence has taken place, or may take place in the future. Detrimental treatment includes dismissal,
disciplinary action, threats or other unfavourable treatment connected with raising a concern. If you believe that you
have suffered any such treatment, you should inform your line manager immediately. If the matter is not remedied, and
you are an employee, you should raise it formally using our Grievance Procedure.
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ANTI-SLAVERY AND HUMAN TRAFFICKING POLICY
Policy statement
Modern slavery is a crime and a violation of fundamental human rights. It takes various forms, such as slavery, servitude,
forced and compulsory labour and human trafficking, all of which have in common the deprivation of a person’s liberty
by another in order to exploit them for personal or commercial gain. We have a zero-tolerance approach to modern
slavery and we are committed to acting ethically and with integrity in all our business dealings and relationships and to
implementing and enforcing effective systems and controls to ensure modern slavery is not taking place anywhere in
our own business or in any of our supply chains.
We are also committed to ensuring there is transparency in our own business and in our approach to tackling modern
slavery throughout our supply chains, consistent with any applicable disclosure obligations under the Modern Slavery
Act 2015. We expect the same high standards from all of our contractors, suppliers and other business partners,
and as part of our contracting processes, we include specific prohibitions against the use of forced, compulsory or
trafficked labour, or anyone held in slavery or servitude, whether adults or children, and we expect that our suppliers
will adopt and have in force their own robust policy and hold their own suppliers to the same high standards.
This policy applies to all persons working for us or on our behalf in any capacity, including employees at all levels,
directors, agency workers, seconded workers, volunteers, agents, contractors, external consultants, third-party
representatives and business partners
This policy does not form part of any employee’s contract of employment and we may amend it at any time.

Responsibility for the policy
The board of directors has overall responsibility for ensuring this policy complies with our legal and ethical obligations,
and that all those under our control comply with it.
The board of directors also has primary and day-to-day responsibility for implementing this policy, monitoring its use
and effectiveness, dealing with any queries about it, and auditing internal control systems and procedures to ensure
they are effective in countering modern slavery.
Management at all levels are responsible for ensuring those reporting to them understand and comply with this policy
and are given appropriate training on it and the issue of modern slavery.
All Staff are invited to comment on this policy and suggest ways in which it might be improved. Comments, suggestions
and queries are encouraged and should be addressed to the board of directors.

Compliance with the policy
You must ensure that you read, understand and comply with this policy.
The prevention, detection and reporting of modern slavery in any part of our business or supply chains is the
responsibility of all those working for us or under our control. You are required to avoid any activity that might lead
to, or suggest, a breach of this policy.
You must notify your manager as soon as possible if you believe or suspect that a conflict with this policy has occurred,
or may occur in the future.
You are encouraged to raise concerns about any issue or suspicion of modern slavery in any parts of our business or
supply chains of any supplier tier at the earliest possible stage.
If you believe or suspect a breach of this policy has occurred or that it may occur you must notify your manager as
soon as possible.
If you are unsure about whether a particular act, the treatment of workers more generally, or their working conditions
within any tier of our supply chains constitutes any of the various forms of modern slavery, raise it with your manager
in the first instance.
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We aim to encourage openness and will support anyone who raises genuine concerns in good faith under this policy,
even if they turn out to be mistaken. We are committed to ensuring no one suffers any detrimental treatment as a
result of reporting in good faith their suspicion that modern slavery of whatever form is or may be taking place in any
part of our own business or in any of our supply chains. Detrimental treatment includes dismissal, disciplinary action,
threats or other unfavourable treatment connected with raising a concern. If you believe that you have suffered any
such treatment, you should inform your manager or a director immediately. If the matter is not remedied, and you are
an employee, you should raise it formally using our Grievance Procedure.

Communication and awareness of this policy
Training on this policy, and on the risk our business faces from modern slavery in its supply chains, forms part of the
induction process for all individuals who work for us, and training will be provided as necessary.
Our zero-tolerance approach to modern slavery must be communicated to all suppliers, contractors and business
partners at the outset of our business relationship with them and reinforced as appropriate thereafter.

Breaches of this policy
Any employee who breaches this policy will face disciplinary action, which could result in dismissal for misconduct or
gross misconduct.
We may terminate our relationship with other individuals and organisations working on our behalf if they breach this
or their own internal policy.
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DATA PROTECTION POLICY
Data protection legislation regulates the way in which personal data about employees, both in paper and electronic
form, is collected and processed The following will inform you of the type of personal data that TNS Catering
Management Ltd (TNS) keeps about you and the purposes for which this is kept.
‘Personal data’ is any information that relates to a living individual who can be identified from that information. ‘Special
categories of personal data’ is information about an individual’s racial or ethnic origin, political opinions, religious or
philosophical beliefs, trade union membership, health, sex life or sexual orientation and any biometric data.’
Throughout employment and for specified periods only, after the termination of employment,TNS will need to process
personal data about you for purposes connected with your employment, including recruitment and termination.
Processing includes the collection, usage, storage, retrieval, alteration, disclosure or destruction of data.

The kind of data that TNS will process includes:
• your CV and/or completed application form including education history and employment history
• any references obtained during the recruitment process including information relating to pre-employment checks
including your right to work in the UK and any other conditional employment checks i.e. a DBS check;
• details of your terms and conditions of employment;
• payroll details including your personal bank details;
• tax and national insurance information including your national insurance number;
• details of your job duties;
• details of health and sickness absence records;
• details of holiday records;
• information about performance, including training records;
• details of any disciplinary investigations and proceedings and/or grievances raised;
• contact names, addresses, your date of birth, email address and telephone numbers ; and
• correspondence with TNS and other information that you have given TNS.
TNS will manage employee personal data, which is collected and processed, in line with the following Data Protection
Principals:
• personal data will be processed lawfully, fairly and in a transparent manner
• personal data will only be collected for specified, explicit and legitimate purposes
• personal data will be processed only where it is adequate, relevant and limited to what is necessary for the
purposes of processing
• personal data will be kept accurate and all reasonable steps will be taken to ensure that inaccurate personal data
is rectified or deleted without delay
• personal data will be kept only for the period necessary for processing
• appropriate measures will be taken to ensure that personal data is secure, and protected against unauthorised
or unlawful processing, and accidental loss, destruction or damage.
The personal data, and in some cases ‘special categories of personal data’, held by TNS will be collected and processed,
with your consent, for managing and administering your contract of employment and/or for a specific legal reason
and/or legitimate business reason associated with your contract of employment. Also, in line with managing and
administering your contract of employment, TNS may, from time to time, need to disclose some personal data it
holds about you to relevant third parties (e.g. where legally obliged to do so by H M Revenue & Customs or where
requested to do so by you for the purpose of giving a reference).
You will be notified of this processing in TNS’s Employee Privacy Notice and you will be asked to complete a Consent
Form when your employment commences.
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You have the right to make a subject access request (SAR) either by completing a Subject Access Request Form or by
submitting your request in writing. In some cases we may need to ask for proof of identification before your request
can be processed. Upon receipt of such a request, and within a period of one month TNS will tell you:
• if your personal data is processed and if so why, the categories of personal data concerned and the source of
the data if it is not collected from you;
• to whom your personal data is or may be disclosed, including to recipients located outside the European
Economic Area (EEA) (if applicable) and the safeguards that apply to such transfers;
• for how long your personal data is stored (or how that period is decided);
• your rights to rectification, erasure, restriction or objection to processing of your data;
• your right to complain to the Information Commissioner if you think TNS has failed to comply with your data
protection rights; and
• whether or not TNS carries out automated decision-making and the logic involved in any such decision-making.
You will also receive a copy of your personal data, which will normally be in electronic format unless you specify
otherwise.
If you require additional copies then TNS may charge a fee, which will be based upon the administrative cost to the
organisation of providing the additional copies. In some cases where large amounts of personal data are processed,
TNS may complete your request within three months of the date your request was received, rather than within one
month. You will be notified of this extension, should it be necessary to apply it.
If it is considered that a subject access request is manifestly unfounded or excessive, TNS is not obliged to comply
with it. Alternatively, TNS can agree to respond but will charge a fee, which will be based on the administrative cost of
responding to the request. A subject access request is likely to be manifestly unfounded or excessive where it repeats
a request to which TNS has already responded. If an employee submits a request that is unfounded or excessive, TNS
will notify him/her that this is the case and whether or not it will respond to it.
If TNS becomes aware of a personal data breach, the Information Commissioner’s Office will be notified within 72
hours of the discovery. TNS will also notify the employee or employees involved, where it is considered that the rights
and freedoms of individuals will be adversely impacted because of the breach.
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DISCLOSURE AND BARRING SERVICE (DBS) POLICY
As an organisation using the Disclosure and Barring Service (DBS) checking service to assess applicants’ suitability for
positions of trust, TNS Catering Management Ltd (TNS) complies fully with the Code of Practice and undertakes to
treat all applicants for positions fairly. It undertakes not to discriminate unfairly against any subject of a DBS check on
the basis of a conviction or other information revealed.
TNS can only ask an individual to provide details of convictions and cautions that TNS are legally entitled to know
about. Where a DBS certificate at either standard or enhanced level can legally be requested (where the position is
one that is included in the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 as amended) and where
appropriate Police Act Regulations (as amended), TNS can only ask an individual about convictions and cautions that
are not protected.
TNS is committed to the fair treatment of its staff, potential staff or users of its services, regardless of race, gender,
religion, sexual orientation, responsibilities for dependants, age, physical/mental disability or offending background.
TNS actively promotes equality of opportunity for all with the right mix of talent, skills and potential and welcome
applications from a wide range of candidates, including those with criminal records. TNS select all candidates for
interview based on their skills, qualifications and experience.
An application for a criminal record check is only submitted to DBS after a thorough risk assessment has indicated
that one is both proportionate and relevant to the position concerned. For those positions where a criminal record
check is identified as necessary, all application forms, job adverts and recruitment briefs will contain a statement that
an application for a DBS certificate will be submitted in the event of the individual being offered the position.
Unless the nature of the position allows TNS to ask questions about your entire criminal record, except for certain
spent convictions and cautions which are ‘protected’ so not subject to disclosure to employers and that cannot be
taken into account, we only ask about ‘unspent’ convictions as defined in the Rehabilitation of Offenders Act 1974.
We ensure that all those in TNS who are involved in the recruitment process have been suitably trained to identify
and assess the relevance and circumstances of offences. We also ensure that they have received appropriate guidance
and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders
Act 1974.
TNS makes every subject of a criminal record check submitted to DBS aware of the existence of the Code of Practice
and makes a copy available on request.
TNS undertakes to discuss any matter revealed on a DBS certificate with the individual seeking the position before
withdrawing a conditional offer of employment.
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EQUAL OPPORTUNITIES AND DIVERSITY POLICY
Policy statement
TNS Catering Management Ltd (TNS) is committed to promoting equality of opportunity for all staff and job applicants.
We aim to create a working environment in which all individuals are able to make best use of their skills, free from
discrimination, harassment, victimisation and bullying and in which all decisions are based on merit.
TNS does not discriminate against staff on the basis of age, disability, gender reassignment, marital or civil partner status,
pregnancy or maternity, race, colour, nationality, ethnic or national origin, religion or belief, sex or sexual orientation
(protected characteristics). It will not discriminate because of any other irrelevant factor and will build a culture that
values meritocracy, openness, fairness and transparency.
The principles of non-discrimination and equality of opportunity also apply to the way in which employees treat
former employees, current employees, visitors, clients/customers, suppliers and former employees.
TNS also recognises and acknowledges that everyone is different and in some cases an equal approach may not
consider important factors associated with diversity such as cultural differences. TNS will always seek to balance its
approach in dealing with candidates, employees, visitors, clients/customers, suppliers and former employers in order
to recognise equality and diversity.
All employees have a duty to act in accordance with this policy and treat colleagues with dignity at all times, and not
to discriminate against or harass other employees, regardless of their status.

Scope and purpose of this policy
This policy applies to all aspects of the Company’s relationship with employees and to relations between candidates,
employees, visitors, clients/customers, suppliers and former employees at all levels. This includes job advertisements,
recruitment and selection, training and development, opportunities for promotion, terms and conditions of employment;
service, pay and benefits, conduct at work, disciplinary and grievance procedures, and termination of employment.
TNS will take appropriate steps to accommodate the requirements of different religions, cultures, and domestic
responsibilities.

Definitions
Equality is about managing differences to eliminate discrimination, so that everyone has equality of opportunity through
a fair and consistent approach to the application of rules, policies and procedures. This may, on occasions, result in
treating people differently.
Diversity is above acknowledging, understanding, recognising and valuing differences and everyone.
Direct discrimination occurs where someone is treated less favourably because of one or more of the protected
characteristics set out above. For example, rejecting an applicant on the grounds of their race because they would
not “fit in” would be direct discrimination.
Perceptive discrimination is also direct discrimination, where someone is treated less favourably because it is perceived
that they possess a protected characteristic. It applies even if the individual does not actually possess the protected
characteristic.
Associative discrimination is also direct discrimination, where someone is treated less favourably because they associate
with another individual who possesses a protected characteristic.
Indirect discrimination occurs where someone is disadvantaged by an unjustified provision, criterion or practice that
also puts other people with the same protected characteristic at a particular disadvantage. For example, a requirement
to work full time puts women at a particular disadvantage because they generally have greater childcare commitments
than men. Such a requirement will need to be objectively justified.
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Harassment is unwanted conduct that has the purpose or effect of violating someone’s dignity, or creating an
intimidating, hostile, degrading, humiliating or offensive environment for them. Harassment/bullying related to any of
the protected characteristics is prohibited.
Victimisation is less favourable treatment of someone who has complained or given information about discrimination
or harassment, or supported someone else’s complaint. Victimisation is also prohibited.

Responsibility
All employees have a duty to act in accordance with this policy. Behaviour, actions or words that transgress this policy
will not be tolerated and will be dealt with in line with the Company’s Disciplinary Procedure.
TNS, its Directors and Managers will:
• Address circumstances where unfairness or inconsistency exists;
• Promote considerate and fair behaviour;
• Demonstrate that equality and diversity are key components to the Company’s day-to-day business;
• Ensure all HR policies and practices i.e. recruitment and selection, compensation and benefits, induction, training
and development, discipline and grievance management, absence management, processing and management of
employee information etc., are regularly reviewed and fully complied with in order to ensure the principals of
equality and diversity are fully adhered with.
• Ensure complaints can be raised without fear of reprisal;
• Encourage equality and diversity at each site from which the Company operates;
• Treat employees with dignity and respect; and
• Value employees’ individual skills and contribution to the business.

Recruitment and selection
TNS aims to ensure that no job applicant suffers discrimination because of any of the protected characteristics above.
Our recruitment procedures are reviewed regularly to ensure that individuals are treated on the basis of their relevant
merits and abilities. Job selection criteria are regularly reviewed to ensure that they are relevant to the job and are
not disproportionate.
Job advertisements should avoid stereotyping or using wording that may discourage particular groups from applying.
We take steps to ensure that our vacancies are advertised to a diverse labour market.
Applicants should not be asked about health or disability before a job offer is made. There are limited exceptions
which should only be used with Company Director approval. For example:
a. Questions necessary to establish if an applicant can perform an intrinsic part of the job (subject to any reasonable
adjustments).
b. Questions to establish if an applicant is fit to attend an assessment or any reasonable adjustments that may be
needed at interview or assessment.
c. Positive action to recruit disabled persons.
d. Equal opportunities monitoring (which will not form part of the decision-making process).
Applicants should not be asked about past or current pregnancy or future intentions related to pregnancy. Applicants
should not be asked about matters concerning age, race, religion or belief, sexual orientation, or gender reassignment
without the approval of a Company Director (who should first consider whether such matters are relevant and may
lawfully be taken into account).
TNS is required by law to ensure that all employees are entitled to work in the UK. Assumptions about immigration
status should not be made based on appearance or apparent nationality. All prospective employees, regardless of
nationality, must be able to produce original documents (such as a passport) before employment starts, to satisfy
current immigration legislation.
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To ensure that this policy is operating effectively, and to identify groups that may be underrepresented or disadvantaged
in our organisation, the Company monitor applicants’ ethnic group, gender, disability, sexual orientation, religion and age
as part of the recruitment procedure.
Provision of this information is voluntary and it will not adversely affect an individual’s chances of recruitment or any
other decision related to their employment. The information is removed from applications before shortlisting, and
kept in an anonymised format solely for the purposes stated in this policy. Analysing this data helps the Company take
appropriate steps to avoid discrimination and improve equality and diversity.

Employee training and promotion
Employee training needs will be identified through regular staff appraisals. All employees will be given appropriate
access to training to enable them to progress within the organisation and all promotion decisions will be made on
the basis of merit.

Termination of Employment
TNS will ensure that redundancy criteria and procedures are fair and objective and are not directly or indirectly
discriminatory.
TNS will also ensure that disciplinary procedures and penalties are applied without discrimination, whether they result
in disciplinary warnings, dismissal or other disciplinary action.

Disability discrimination
If you are disabled or become disabled, we encourage you to tell us about your condition so that we can support you
as appropriate.
If you experience difficulties at work because of your disability, you may wish to contact your line manager to discuss
any reasonable adjustments that would help overcome or minimise the difficulty. Your line manager may wish to
consult with you and your medical adviser(s) about possible adjustments. TNS will consider the matter carefully and
try to accommodate your needs within reason. If we consider a particular adjustment would not be reasonable we
will explain our reasons and try to find an alternative solution where possible.
TNS will monitor the physical features of its premises to consider whether they place disabled workers, job applicants
or service users at a substantial disadvantage compared to other staff. Where reasonable, we will take steps to
improve access for disabled staff and service users.

Fixed-term employees and agency workers
TNS will monitor its use of fixed-term employees and agency workers, and their conditions of service, to ensure that
they are being offered appropriate access to benefits, training, promotion and permanent employment opportunities.
We will, where relevant, monitor their progress to ensure that they are accessing permanent vacancies.

Part-time work
TNS will monitor the conditions of service of part-time employees and their progression to ensure that they are being
offered appropriate access to benefits and training and promotion opportunities.
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Breaches of this policy
If you believe that you may have been discriminated against you are encouraged to raise the matter through our
Grievance Procedure.
Allegations regarding potential breaches of this policy will be treated in confidence and investigated in accordance
with the relevant procedure. Employees who make such allegations in good faith will not be victimised or treated less
favourably as a result. False allegations, which are found to have been made in bad faith will, however, be dealt with
under our Disciplinary Procedure.
Any employee who is found to have committed an act of discrimination or harassment will be subject to disciplinary
action. Such behaviour may constitute gross misconduct and, as such, may result in summary dismissal. We take a strict
approach to serious breaches of this policy.
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ENVIRONMENTAL POLICY
The company are committed to a positive and responsible course of action with regard to those aspects of the
business which impact upon the environment. It seeks always to act in accordance with good practice, preserving and,
where possible, enhancing the quality of the environment.
Commitment to the environment is demonstrated by maintaining an Environmental Management System, which meets
the requirements of ISO 14001 and is focused on continuously improving the environmental performance of the
business. Key components of the system include the establishment of environmental objectives and targets, which
require the company to achieve continual improvement and the establishment of programmes to ensure satisfaction
of these improvements, objectives and targets.
The strategy addresses the following key areas to:
• Review and reduce the environmental impacts of our operations
• Increase employee environmental awareness and training
• Protect natural resources, through pollution prevention and emergency response
• Ensuring the company is a good neighbour
• Recycle materials and minimise waste
• Comply to all planning permission and license requirements
Management, staff and employees are encouraged to liaise and work closely with suppliers, sub-contractors, regulators
and customers to ensure the services will meet and exceed all regulatory requirements and other applicable
requirements.
Questions and enquiries should be directed to the Environmental Lead.
This policy is publicly available.
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EQUAL OPPORTUNITIES POLICY
Policy statement
TNS is committed to promoting equality of opportunity for all staff and job applicants. We aim to create a working
environment in which all individuals are able to make best use of their skills, free from discrimination or harassment,
and in which all decisions are based on merit.
TNS does not discriminate against staff on the basis of age, disability, gender reassignment, marital or civil partner status,
pregnancy or maternity, race, colour, nationality, ethnic or national origin, religion or belief, sex or sexual orientation
(protected characteristics).
The principles of non-discrimination and equality of opportunity also apply to the way in which employees treat
visitors, clients, customers, suppliers and former employees.
All employees have a duty to act in accordance with the Company’s Equal Opportunities Policy (the ‘Policy’), contained
in the Company Handbook and treat colleagues with dignity at all times, and not to discriminate against or harass
other employees, regardless of their status.

Scope and purpose of the Policy
The Policy applies to all aspects of the Company’s relationship with employees and to relations between employees
at all levels. This includes job advertisements, recruitment and selection, training and development, opportunities
for promotion, conditions of service, pay and benefits, conduct at work, disciplinary and grievance procedures and
termination of employment.
TNS will take appropriate steps to accommodate the requirements of different religions, cultures, and domestic
responsibilities.
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FOOD SAFETY POLICY
TNS Catering Management Ltd (TNS) firmly believes in providing its customers with a high quality service and high
quality safe and wholesome food.
TNS wholly accepts its legal duty to comply with the Food Hygiene (England) Regulations 2013 and Regulation
(EC) 852/2004 of the European Parliament on the hygiene of food stuffs and all subordinate legislation. It recognises
that food production areas must be maintained to a high standard of cleanliness and that food should be handled in
such a way as to ensure that it does not become contaminated during its delivery, storage, preparation, service and
distribution.
We further recognise the need for effective temperature control of all foods likely to support the growth of microorganisms.
The emphasis of the food safety Policy is on management control of food safety. The Policy has been produced as a
result of a HACCP assessment to provide a framework for control throughout the food operation. All suppliers are
also expected to have such a philosophy.
All staff are required to abide by the Policy and all procedures that are laid down by the management. Staff are
expected to make every effort to maintain all written procedures.
It is our main aim to operate the business with all due diligence and regards this as a priority, in line with productivity
and customer satisfaction.
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HEALTH AND SAFETY POLICY
TNS Catering Management Ltd (TNS) will do all in its power to ensure employees’ well-being and safety whilst at
work. If you become aware of any potential hazard or unsafe working conditions, you should have no hesitation raising
them with your line manager or any other member of the management team.
You are required to take all reasonable steps to safeguard your health and safety, and that of any other person who
may be affected by your actions, and to observe at all times published safety and fire rules and procedures.
All employees working in production areas MUST at all times wear any personal protective equipment (P.P.E.) issued
by the Company. A refusal to comply with this rule will result in the individual being invited to attend a disciplinary
hearing with the possibility of subsequent disciplinary action being taken.
You must report to management and enter into the Accident Book all accidents, no matter how small.
Failure to comply with health and safety rules and instructions or this policy may be treated as misconduct and dealt
with under the Disciplinary Procedure.
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QUALITY POLICY
It is the Policy of TNS Catering Management Ltd (TNS) to provide a professional and customer focussed service that
meets the needs of our customers.
The following principles are applied throughout the company:
a. Full commitment of all personnel to deliver a quality of service. It is also our intention to improve customer
satisfaction level by inviting comment through our customer questionnaires.
b. Full commitment of all personnel to have active involvement in making improvements.
c. Full commitment to using Environmentally Friendly products and promoting wherever possible, the re-cycling or
reuse of old materials.
d. Full Commitment to ongoing training and development of staff.
e. Full understanding by all staff, of long-term importance of achieving customer satisfaction and their role in
ensuring that their failure to meet standards will lead to the company failing to meet customer requirements.
f. An appreciation that a consistent quality service can only be achieved by ensuring control at each stage of
service delivery, with the ultimate aim of achieving efficient service delivery with no problems or complaints.
A company-wide Quality System is in operation which is designed to comply with the requirements of ISO 9001 as
well as continually improve and review the effectiveness of these systems.
The ISO system defines the commitments of the company, and the complementary Quality Procedures are employed
to support our Customer Satisfaction objectives. Objectives and Targets are set at management meetings.
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SAFEGUARDING POLICY
Purpose
The purpose of this policy and the associated procedures is to protect and promote the welfare of the children, young
people and adults using or receiving services provided or commissioned by TNS Catering Management Ltd (TNS)
and to support TNS, its employees and other workers in fulfilling their responsibilities to vulnerable groups.
All employees and other workers of TNS have a clear responsibility to take action when they suspect or recognise
that a child, young person or vulnerable adult may be a victim of significant harm or abuse.
This policy demonstrates how TNS will meet its legal obligations and reassure customers or clients, members of the
public, employees, volunteers and others working for TNS.

Legal Duties
TNS is committed to complying with The Children Act 1989, which states that the child’s welfare, is paramount and
that every child has a right to protection from abuse, neglect and exploitation.
TNS also respects the UN Convention on the Rights of the Child.
TNS shall carry out its responsibilities by ensuring, that the needs and interests of children, young people and vulnerable
adults, are considered by all employees and other workers, when taking decisions, in relation to service provision.

Policy Statement
TNS is committed to safeguarding children, young people and vulnerable adults from abuse when they are engaged in
services organised and provided by, or on behalf of, TNS.
TNS will endeavour to keep service users safe from abuse. Suspicion of abuse will be responded to promptly and
appropriately. We will always act in the best interests of the child, young person or vulnerable adult.
TNS will ensure that unsuitable people are prevented from working with children, young people and vulnerable adults
through robust ‘safer recruitment’ procedures.
TNS will deal with any concern raised by an employee, other worker, customer, client, contracted service provider or
member of the public appropriately and sensitively.
Safeguarding referrals cannot be anonymous and should be made in the knowledge that, during the course of enquiries,
the referrers may be required as prosecution witnesses.
TNS will not tolerate harassment of any employee, volunteer, contracted service provider or child, young person or
vulnerable adult who raises concerns of abuse or neglect.
TNS will work in co-operation with its clients or contractors and will make appropriate changes and amendments to
improve TNS’s safeguarding policies and procedure.
TNS will prevent abuse by using good practice to create a safe and healthy environment and avoid situations where
abuse or allegations of abuse could occur.

Scope
This policy covers all employees and workers of TNS including contracted service providers.
While employees, workers and contracted service providers are likely to have varied levels of contact with children,
young people and vulnerable adults as part of their duties and responsibilities for TNS, everyone should be aware of
the potential indicators of abuse and neglect and be clear about what to do if they have concerns. Responsibilities are
limited and it is important to remember the following:
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• It is not the responsibility of any employee, worker or contracted service provider to determine whether abuse
is actually taking place.
• However, it is the responsibility of all employees and workers or contracted service providers to take the actions
set out in the procedure, if they are concerned abuse is taking place.

Safeguarding Roles & Responsibilities
The Directors of TNS are responsible for ensuring that this policy and related procedures are implemented, monitored
and consistently reviewed; and
Senior Operations Managers, Operations Managers and Operations Support Managers are responsible for dealing
with reports or concerns about the protection of children, young people and vulnerable adults appropriately and in
accordance with the procedures that underpin this policy.
Those responsible for recruitment must ensure that appropriate employees are subject to Criminal Records Bureau
(CRB) checks and that their employees comply with this policy and the related procedures.
Line managers are responsible for ensuring that employees follow this policy and its related procedures and receive
appropriate training and support they need, in line with their responsibilities and level of contact with children, young
people and vulnerable adults.
All employees, workers and contracted service providers are responsible for carrying out their duties in a way that
actively safeguards and promotes the welfare of children, young people and vulnerable adults. They must also act in a
way that protects them from wrongful allegations of abuse as far as possible. They must bring safeguarding concerns
to the attention of their Senior Operations Manager, their Operations Manager or their Operations Support Manager.

Safeguarding Procedures
Introduction
Abuse is a form of maltreatment it can take many forms but is usually defined and divided in to the following categories;
Physical Abuse, Emotional Abuse, Sexual Abuse and Neglect. In adult safeguarding cases additional categories include
financial, institutional and discriminatory abuse.
There are specific situations when employees, workers and contracted service providers may need to respond and
report a concern or case of alleged or suspected abuse. These are set out below:
a. When a child, young person or vulnerable adult makes an allegation of abuse or bullying, you should:
• Stay calm and try to get another witness, if it does not compromise the situation;
• If you believe the person is ‘at risk’ of immediate significant harm, which includes situations which any employee
or worker would reasonably believe requires the emergency services, then you must contact the relevant
emergency service and notify your Senior Operations Manager, your Operations Manager or your Operations
Support Manager.
• Listen carefully to what is said and allow the person to talk at their own pace, being careful not to compromise
potential evidence;
• Find an appropriate opportunity to explain it is likely that information will need to be shared with other
responsible people, do not promise to keep secrets;
• Only ask questions for clarification, the use of open questions e.g. what, where, when, who? is advisable, do not
ask leading questions (that suggest certain answers as this could compromise evidence);
• Reassure the child, young person or vulnerable adult that they have done the right thing in telling you;
• Tell them what you will do next and who you will inform;
• Immediately report to and inform your Senior Operations Manager, your Operations Manager or your Operations
Support Manager.
• Remember: You may be the first person that a child, young person or vulnerable adult has trusted and it has
probably taken a great deal of courage to tell you that something is wrong.
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b. When allegations or concerns are expressed about any employee, worker or contracted service provider, you
should:
• Take the allegation or concern seriously
• Immediately inform your Senior Operations Manager; your Operations Manager or your Operations Support
Manager.
• If you believe the child, young person or vulnerable adult is ‘at risk’ of immediate significant harm, which includes
situations, which you would reasonably believe requires the emergency services, then you should contact the
relevant emergency service and then notify your Senior Operations Manager, your Operations Manager or your
Operations Support Manager.
c) When allegations or concerns are expressed about any other person (e.g. parent, carer, other service user), you
should:
• Take the allegation or concern seriously;
• If you believe the child, young person or vulnerable adult is ‘at risk’ of immediate significant harm, which includes
situations, which you would reasonably believe requires the emergency services, then you should contact the
relevant emergency service and then notify your Senior Operations Manager, Operations Manager or Operations
Support Manager.

Recording Concerns
If any employee, worker or contracted service provider has concerns about the welfare or safety of a child, young
person or vulnerable adult, or has concerns about the behaviour of an employee, worker or contracted service
provider, it is vitally important to record all relevant details regardless of whether or not the concerns are shared with
the Police.
Records may be used for: Evidence for investigations and inquires; Court Proceedings; Monitoring Quality Assurance;
and Disciplinary procedures. The Safeguarding Officer will then manage the process.

Recruitment
TNS is committed to safer recruitment procedures involving detailed pre-employment checks. Where it is identified
that services or employees have regular or frequent contact with children, young people and vulnerable adults then
the Payroll Manager, the Payroll Department and Operations Team will initiate appropriate procedures. Please see our
Recruitment and Selection Policy for more information.

DBS Disclosures
DBS disclosures should only be sought where an employee or worker has substantial, regular or unsupervised contact
with children, young people or vulnerable adults as part of their duties or responsibilities for, or on behalf of, TNS, or
when an current or prospective client requires this to allow an employee or worker to gain access to their site.
DBS disclosures may be sought during the recruitment procedure, depending upon the role the applicant is applying
for. DBS checks will only be sought where necessary. Please see our Recruitment and Selection Policy for more
information.

C AT E R I N G W I T H H O N E S T Y & I N T E G R I T Y
22

SUPPLY POLICY
Our supply policy is not just a policy, it’s a commitment to the standards we have signed up to as a business of fantastic
food and acting with honesty and integrity. Our sourcing strategy supports our love of fresh and seasonal food that in
turn inspires our chefs to create dishes with provenance that are supported by local supplier partnerships.
As an ISO 14001 certified organisation, we have demonstrated that we take our responsibility to carry out our day
to day business in a way that respects the environment and acts in a socially responsible manner. We ensure that our
supply chain has a positive social impact on the millions of lives that it affects, and this is achieved by our commitments
outlined below.

Reducing food miles
The concept of buying and using locally produced raw materials has been one of the cornerstones of our company
since our inception in 2003. Because it’s so important to us all fresh produce is sourced from within 25 miles of each
contract location.This is critical for us not only because seasonal food tastes better, but we are committed to reducing
the number of miles our food travels.

Strict green credentials
Sourcing all ingredients from suppliers that meet our strict food sourcing policy is something that is ingrained in our
way of working. It is our company policy to work with suppliers who operate a quality assurance system independently
assessed by an appropriate UKAS (United Kingdom Accreditation Service) Certification body. As a company, we
operate an approved suppliers list, which is controlled by only using suppliers and subcontractors who have been
approved by the Company Directors and Purchasing Team and that meet the rigorous standards set by ourselves and
UKAS.

Traceability and communication
Ensuring all key ingredients have traceability, to enable us to evidence the supplier and its location is really important to
us. Food traceability underpins consumer confidence in food production and their wellbeing. We ensure that we only
use suppliers that are able to provide full traceability for all products supplied to us and trace food through harvest,
production and distribution to us as detailed in our Purchasing Policy. All ingredients are promoted in each dish to
allow our customers to understand the provenance of their food.

Supporting the community
At site level, we ensure all ingredients and suppliers are promoted to encourage the use of our local supply partnerships
across our menus. We do not hide our suppliers away, we highlight them, giving them the spotlight for our customers.
We think this is really important as it encourages our customers to use our suppliers too!

Honesty and integrity
All supply partners will be treated fairly and with honesty and integrity and will comply with our antislavery policy
following the company’s ethical standards. We follow our Anti-Slavery and Human Trafficking Policy.

Choice
We give our Managers and Chefs the autonomy to create their own menus and the flexibility to choose between a
number of main-stream, artisan and specialist suppliers; this approach means that our menus and the ingredients that
go into them are created for each individual site, and the specific needs and desires of our clients and customers. We
do not have sole supply arrangements with any supplier, this creates competition resulting in favourable terms, prices
and quality standards.
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Safety
We are committed to ensuring that all food and non-food items provided to our customers and clients are of
consistent quality and safe for purpose. Along with our purchasing policy and new supplier audits, it is of utmost
importance to us as a company that our procurement complies with the relevant health and safety standards and
other related company standards. Audits are performed across the board in our business to ensure that these policies
and standards are being met, from supply to distribution and kitchen to service point, this also falls in line with our
ISO14001 accreditation standards.

Environment
We work with all of our suppliers concerning our companies and client’s sustainable objectives, which include
preventing pollution, minimising waste, preserving natural resources and promoting resource efficiency by eliminating,
reducing, reusing and recycling. We place significant emphasis on reducing the use of plastic, encouraging instead, the
use of bio-degradable materials. This includes both the delivery of goods to us as well as packaged foods that we sell.
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TRAINING POLICY
It is the policy of TNS Catering Management Ltd (TNS) to ensure that all employees are provided with adequate
training and the personal career development necessary to perform their duties to the required standard.
Every effort will be made to encourage the individual development of all employees for the mutual benefit of the
employee and TNS, and it is Company policy, whenever possible, to fill vacancies internally provided that candidates
can be found with the necessary qualifications and experience.
It is a condition your employment that you are prepared to attend appropriate training/education courses, for the
benefit of both TNS and yourself.
If you do not complete the training/education course (for whatever reason) or your employment with TNS ceases
during the period of the course, you will refund the full amount of the training/education course fee to TNS. (TNS
may, at its sole discretion, waive the repayment of some or the entire amount of the course if it is not completed with
its consent).
If your employment with TNS terminates after the completion of the course, then the whole or part of the amount
paid in respect of training fees shall become due immediately and repayable to TNS by way of deduction from pay, or
otherwise, in accordance with any schedule outlined in a training agreement.
If the final salary/payment is insufficient to deduct these costs TNS reserves the right to pursue you for the balance.
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WASTE POLICY
All of the waste from our core business is recyclable.
• Raw food - Fully recyclable and/or biodegradable
• Cardboard and paper– Fully recyclable and/or biodegradable
• Tins and cans – Fully recyclable
• Plastics – Fully recyclable
• Biodegradable Chemicals – Through our supplier
• Used cooking oil – through our Dry food carrier
We assist all our clients as we would with you to minimise the impact on the environment through our activities. Most
of our clients organise waste from site to be lifted using several waste carriers. We assist by only purchasing products
(food packaging etc.) that are biodegradable and recyclable making sure back of house (In the kitchen) waste is
segregated and assist customers with segregation front of house (in the restaurant Facilities). We can help with suitable
waste segregation stations/bins if required.
We also keep our over production of cooked food to a minimum. We batch cook and manage forecasted production
numbers to enable us to manage this. We allow our chefs to be inventive with their menus so any over production of
foods can be recycled on other days if required.
All waste is monitored on site by our teams. We reduce waste by working with our suppliers – Our veg suppliers for
example use ridged reusable plastic crates for deliveries which are used multiple times. Our dry good suppliers decant
packaging pre-distribution and manage waste at source. And our teams manage their production carefully. Every
member of our team receives environmental training, so they know what waste we create through our activities and
how they can reduce energy consumption, even the smallest things like switching lights and gas off when not in use
off, form part of our programme.
Whatever your core aim and objective are in relation to waste and the environment we will assist with their delivery.
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TNS CATERING MANAGEMENT LTD
Perseus House, 3 Chapel Court, Holly Walk, Leamington Spa, Warwickshire, CV32 4YS
01926 335444 info@tnscatering.co.uk
tnscatering.co.uk
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