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Employment Outwith OneRen Ltd Working Hours

I would like to take this opportunity to remind you as an employee of OneRen Ltd., the following in adherence with the Company’s Code of Conduct (Section 7).

You are expected to devote your whole time, skill and attention during working hours to your work for the Company.

During your period of employment, you must not engage in any other work or activity (including self-employed activities or involvement in a spouse’s, partner’s or family business) outside working hours, whether paid or unpaid, without the prior written permission of your manager. In order to seek your manager’s permission, you must inform them of:

•
the name of the second employer (if applicable)

•
the type of business in which the second employer is engaged (or the nature of the self-employed activity)

•
the type of work involved

•
the proposed hours of work 

•
the proposed location of the work.

Permission will not be granted for you to carry out any work or engage in any activity that the Company believes to be in direct or indirect competition with the Company’s business or which otherwise might cause a conflict of interest or which in the Company’s view does or might impair your ability to perform your duties for the Company fully, efficiently and safely. 

Permission will also not be granted in relation to any work that would result in your working in excess of the maximum 48-hour working week required by the Working Time Regulations 1998, unless you have signed an opt-out agreement, or which would potentially impact on your health and safety when working for the Company or on the health and safety of others in the workplace.

 If you are granted permission to engage in other work or activity, this will be subject to review by your manager at least once a year. If, at any time, your manager is of the reasonable opinion that the work or activity is having an adverse impact on your performance, attendance or timekeeping, or on any other aspect of your employment with the Company, the Company reserves the right to rescind permission for you to engage in the other work or activity. When permission is rescinded, you will be given reasonable notice so as to allow you to give any notice of termination required to a second employer.

If you are granted permission to engage in other work or activity, you must ensure you remain fit to do your job, for example by ensuring you do not become over-tired through working long hours. 

Breach of this provision, for example by taking a second job (including self-employment) without permission, constitutes a disciplinary offence and will be subject to disciplinary action up to and including summary dismissal.

Moonlighting, i.e. using the Company’s materials and equipment to carry out work for clients or customers on a personal basis without permission, is a gross misconduct offence.

Whilst engaged on the business of the Company, you are expressly prohibited from offering, promising or giving a bribe or requesting, agreeing to receive or accepting a bribe, or bribing a foreign public official. Bribery is a criminal offence under the Bribery Act 2010 and it will not be tolerated under any circumstances. Breach of this provision constitutes a gross misconduct offence.

During your period of employment, you shall also:

•
at all times and in all respects act in the best interests of the Company and use your best endeavours to promote, develop and extend the Company’s business and interests

•
take all necessary steps to avoid conflicts of interest and to report to the Company any possible conflict of interest

•
immediately disclose to the Company any knowledge or suspicion you may have that you, or any other employee or officer of the Company, has plans to commit a serious breach of duty or serious wrongdoing, or that you or they are not observing rules or procedures for the proper conduct of the Company’s business and for the avoidance of doubt this includes reporting your own wrongdoing

•
immediately disclose to the Company any knowledge or suspicion you may have that you, or any other employee, officer or agent of the Company, has plans to offer, promise or give a bribe or to request, agree to receive or accept a bribe or to bribe a foreign public official in connection with the business of the Company contrary to the Bribery Act 2010 and for the avoidance of doubt this includes reporting your own wrongdoing. Such disclosures can be made under the terms of the Company’s disclosures in the public interest policy

•
report to the Company any direct or indirect approaches that are made to you by any business that may be in direct or indirect competition with the Company’s business.

I hope you find this information helpful and also ask that you take the time to review the Code of Conduct issued to all employees.  Should you wish any further clarification on the contents of this letter, please contact your line manager in the first instance.

Signature __________________________________

Name_____________________________________  (please print)

Date______________________________________
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