




















hotels

For all your hotel and conference information please speak to Blanche Zaph,
our Events Manager on 8673 or email her on blanche.zaph@cimsglobal.com
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shops

Wexham

Wexham Post Office

01753 524825

Wexham Road, Wexham

Open 9am-5.30pm Monday to Friday.
Closed between 1-2pm every day.

Tubwell Road Newsagents

Tubwell Road, Wexham

About 3 minutes drive from Wexham Springs. More like a mini mart than a
newsagents, offering cards, general groceries, off-license, pet supplies and a dry
cleaning service.

WRVS Wexham Park Hospital

Wexham Street

Open 9.30am-8pm every day, Saturdays 10am-4pm.
Selling basic foodstuffs, confectionery and newspapers.
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shops

Bells Hill Shopping Centre

Approximately 3 minutes drive from Wexham Springs. Shops include:

Budgens General Store
Open Monday-Sunday 7am-10pm.
Small supermarket.

Hedgerail Pharmacy
Open Monday-Friday 8.45am-7pm, Saturday 8.45-3pm, Sunday closed.
Large chemists, prescriptions and toiletry items.

Stoke Poges Public Library

Monday Closed, Tuesday 9.30am-1pm and 2-6pm,

Wednesday Closed, Thursday 9.30am - 1pm and 2-5pm, Friday 9am-1pm and 2-
5pm, Saturday 9.30am-1pm.

Balfour Newsagents
Open every night until 7pm.
Includes post office and lottery outlet.

Kam's Peking & Szechuan Take Away

Monday 12-2.30pm and 5.30-11pm.

Tuesday Closed.

Wednesday, Thursday, Friday & Saturday 12-2.30pm and 5.30-11pm.
Sunday 5-11pm.
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amenities

Petrol Stations

BP Wexham Filling Station and Express Shopping
273 Wexham Road
01753 693501

Esso Iver Heath Service Station
Uxbridge Road, Iver Heath
01753 654493

Garages

(Breakdown & Repair Services)

JSM Autos

(Accident and Body Repairs, Service and Mechanical Repairs)
Unit 6, Middlegreen Trading Estate, Langley, Slough

01753 512 612 (Service)

01753 517 617 (Body Shop)

Kwik-Fit Tyre, Exhaust and Brake Centres
1 Bath Road, Slough
01753 528 414

103 Farnham Road
01753 694 914
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amenities

Banking Services

Abbey National

The Observatory, Slough
Monday to Friday 9am-5pm except Tuesday 10am-5pm

75 Packhorse Road, Gerrards Cross
Monday to Friday 9.15am-4.15pm except Tuesday 10am-4.15pm
and Wednesday 9.15am-1.15pm

NatWest

44 Packhorse Road, Gerrards Cross
Monday to Friday 9am-4.30pm except Wednesday 9.30am-4.30pm

118 High Street, Slough
Monday to Friday 9am-5pm except Wednesday 9.30am-5pm

Lloyds

24 High Street, Slough
Monday to Friday 9am-5pm except Wednesday 9.30am-5pm
and Thursday 9am-6pm

33 Packhorse Road, Gerrards Cross
Monday to Friday 9am-5pm except Wednesday 9.30am

HSBC

High Street, Slough
Monday to Friday 9am-5pm

65 Packhorse Road, Gerrards Cross
Monday to Friday 9am-5pm
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amenities

Local Cashpoints

Nationwide / Link
Esso Iver Heath Service Station
Uxbridge Road, Iver Heath

HSBC
BP Wexham Filling Station
273 Wexham Road

Royal Bank of Scotland
Slough Station

Nat West
Slough Station

Abbey National
Slough Station
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€emeErgency services

Slough Police Station
01753 506000
Windsor Road

Slough

Gerrards Cross Police Station
01753 882222

Oxford Road

Gerrards Cross

Fire Brigade
01753 506000
London Road
Slough

Wexham Park Hospital
01753 506000
Wexham Street
Wexham
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sports clubs
¢t leisure activities

Golf

Wexham Park Golf Course

01753 662271

Wexham St, Wexham

Pre-booking is recommended for the courses but the driving range can be used
during lunchtime. Cost is £1 for 25 balls.

The Lanes Golf Academy and Driving Range

01753 554840

Stoke Road, Stoke Poges

The driving range is open from 6am until 9.15pm. There is no need to book. For
£1.80 you get 50 balls for an unlimited time.

Leisure Centre

GX Leisure Centre

01753 891817

East Common, Gerrards Cross

GX Leisure Centre is a 10 minute drive from Wexham Springs. Complete with
exercise studio and a creche, circuit training, aerobics, yoga and kick boxing
sessions are all available to members and non members. There is also a Ladies
only Club. Shower and locker facilities are available.

For further information, please see the file kept in Central Services.

25



sports clubs
¢t leisure activities

Health & Fitness

Cannons Health Club, Wexham Street, Wexham

01753 663 666

Cims have corporate membership with Cannons Health Club. The club is 3
minutes drive or 10-15 minutes walk from the office (5 minute jog for you fit
fanatics).

The facilities of the health club include:

® Luxury Indoor heated Swimming Pool with summer patio

Air Conditioned Gymnasium with qualified instruction

Exercise studio offering over 40 classes each week

Steam Room, Saunas, Spa Pool and Sunbeds

The Retreat Health & Beauty Spa offering a complete range of Holistic
and Beauty Treatments

Créche and Day Nursery

Members Café Bar

Open 7 Days a week with ample free parking

If you are interested in joining Cannons Health Club, Cims have agreed to pay a
small contribution per employee, towards the costs. We have therefore been
able to negotiate a special corporate membership deal, which would give you an
opportunity to join the club at a reduced rate of £47.00 per month (the normal
price is £59 per month, a saving to you of £12.00 per month including the Cims
contribution). There is a joining fee to pay of £99 (normally £180 +!) However,
Cannons do sometimes reduce this, so it is worth ringing to check.

The payment made by the company towards your corporate membership at
Cannons Health Club is viewed as a taxable benefit, and hence you will be
obliged to pay tax on this amount.

Payments are to be made by Direct Debit on the 1st day of each month. If you
would like your partner or child to join, standard rates would apply (£40.00 per
month for Spouse/Partner, £11.00 per month for Junior age 5 - 15 yrs and £6.00
per month for child under 5 yrs).

If you are interested in taking advantage of this offer please ring Christine Burac
of Cannons Health Club direct on 01753 663 666
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sports clubs
¢t leisure activities

Cricket, Football, Tennis and Croquet

There is a cricket pitch, football pitch, tennis court and croquet lawn on the
Wexham Springs site. Although not floodlit, all staff have access to these
facilities every day (including weekends). Please book through security at the
gatehouse.

Spring Interaction

For just £3 per month why not join our Sports & Social Club 'Spring Interaction’
which has been set up by staff, for staff and is not company run. Regular special
events are organised by the committee, as well as ongoing activities (eg football,
golf, bowling, pub crawls!). For futher information contact Kirsty Purves on 8346,
Blanche Zaph on 8673 or John Latham on 8312.

The Trees At Wexham Springs and
Country Walks

There are 62 acres of park and woodland surrounding Wexham Springs. The
harmony between the work of man and the work of nature has been achieved by
carefully integrating the development into the existing environment. There are
many ancient and well preserved specimen trees. Their copper name plates can
identify many of them. These include an Atlas cedar, A tree of Heaven and an
American Scarlet Oak to name but a few.

As well as these ancient trees, many new, mature trees have been planted on site
and with advice from RSPB, 30 bird boxes have been added to attract numerous
birds including Blue Tits, Wrens and Owls.

There are naturally some very pleasant walks around the site. There are plenty of
paths situated amongst the woodland and the trees.
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local nurseries, creches
& schools

If you would like to see any information regarding local Nurseries, Créches or
Schools, please see the file kept with Central Services.
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dry cleaning services

Dickens Valeting Services
Dickens Valeting Services pick up and drop off at Cims every Monday and

Thursday to Reception. They offer an excellent dry cleaning and ironing service

at very reasonable rates. They often have special offers on too.

1 Take your dry cleaning/ironing to reception in a suitable bag.

2 Fill out an order form.

3 You can either pay in advance or pay COD.

4 Finally place your dry-cleaning/ironing in the cloakroom.
The Dickens man will pick it up and bring it back either the following
Monday or Thursday (Depending on what day you brought it in).

The Pick & Drop Dry Cleaning Co

01753 518666

119 Bath Road

Three Tuns

Slough

Free collection and delivery from Wexham Springs
Open 8am till 8pm Monday to Friday.

Ironing Service - 95p per shirt.

Tubwell Road Newsagents

Tubwell Road

Wexham

Dry cleaning service

Open 9am-5.30pm every day, Closed between 1-2pm every day.

Blue Dragon Dry Cleaners Ltd

01494 675566

71 Packhorse Road

Gerrards Cross

Please ring the number above to arrange for free collection and delivery every
Wednesday.
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part two

Internal Information
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smoking

Wexham Springs is a smoke-free building. Please use designated smoking areas.

The ashtrays on the balconies are for cigarette butts only. Please do not leave
your empty coffee cups and cigarette packets in the bins as they are a potential
fire hazard. Please dispose of them inside in the bins provided.

Please do not stub cigarettes out on the floor - use Ashtrays provided.
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shower facilities

There is a shower located on the ground floor, which is available to all staff.

A hairdryer is provided, however please bring your own toiletries and towels if
you would like to make use of this facility. A panic alarm has been installed for
your safety.

There is also a shower block on the site for use after sports activities. This is
located just past the gate house and is open at all times to Wexham Springs
employees. There are four unisex showers, 2 wall mounted hairdryers and free
locker use.

32



cafeteria information

The Deli Bar

Just Deli continues to provide an excellent service to Cims. Where would we be
without our bacon sarnies every morning?

There is an all day service from 0830 to 1500, developed in conjunction with
Costa Coffee. Food offered includes a hot breakfast roll service, cereal, fruit,
muesli and a range of yoghurts, morning goods including croissants, selection

of pastries, biscotti etc and during lunch a soup of the day, filled jacket potatoes,
pasties, hot panini, salad box selection, plus a made-to-order sandwich bar
opening between 1000 and 1400 which includes a huge variety of different
breads and fillings all made up to your specification while you wait.

If you wish to, you can avoid the queues and pre-order food. You must complete
an order form before 10.30 a.m. Payment is required at the time of order being

placed.

The deli bar does not officially open to customers until 8.30 a.m. - please keep
your requests for food until after this time as preparation time is affected.

Opening times will be as follows:

Breakfast Service: 0830-1030
Deli Bar Service: 1030-1400
Deli Bar & Jacket Potatoes: 1200-1400
All Day Coffee Shop: 0830-1500
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reception and visitors

The reception area operates from 0800am-1730pm by the reception staff.
From 1730pm until 0800am the switchboard is on night service and an
on-site security guard is in situ.

There are no deliveries via reception - unless Central Services is closed or it is out
of hours. Deliveries should go through Central Services (please see next page).

All visitors should arrive through reception and should be signed in and issued
with a visitor's pass.

All visitors must be escorted throughout their visit.
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central services

Central Services operates from 0800 - 1730.
All deliveries and post are received here (at the back entrance of Cims).

The post and faxes are normally sorted by 10.30am every day.
A notification of this goes round to all relevant personnel.

If a courier package or special delivery arrives for you, you will be notified
straight away.

Central Services are also responsible for:
® Booking Taxis (please see information on page 12)
e Meeting Rooms, Lunches and Equipment

® Booking Couriers
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central services

Booking of Meeting Rooms

All bookings are made using Meeting Point 2 software. Bookings should be made
either in person or by telephone to the Central Services office on 8127
(Jill Staniford and Karley Sanders).

The rooms that are available to be booked are:

Hanbury:

Seats 18. Rear projection AV and VHS equipment built-in.

PC with CD drive. Rails have been installed for the use of whiteboards and flip
charts.

Noble:

Seats 18. Rails have been installed for the use of whiteboards and flip charts
and have a pull down projector screen. PC.

(Note: The two rooms above can be combined into one room.)

Egerton:

Seats 8. Rails have been installed for the use of whiteboards and flip charts. PC.
Gray:

Seats 6. Rails have been installed for the use of whiteboards and flip charts. PC.
Babbage:

Seats 6. Rails have been installed for the use of whiteboards and flip charts. PC.
Mitchell:

Seats 12. Rails have been installed for the use of whiteboards and flip charts.
Has a pull down Screen. PC.

Gd Floor Mtg Room (by Telecoms):

Seats 4.

1st Floor Mtg Room (by the Account Directors office):

Seats 4.
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central services

When booking meeting rooms (especially for internal meetings of 4 persons or
less) could you please consider using a colleague's empty office, if you know that

they are out for the day.

Please also be considerate of the type of meeting room you book. Do you really
need to use the Hanbury room that seats 18 persons for your meeting of 4/5
persons? Unless you need use of the audio visual equipment, you should be

using one of the smaller rooms.

If your meeting is cancelled, don't forget to cancel any meeting
rooms/catering/equipment etc that may also have been booked.

Information required when booking a Meeting Room:

Date of the meeting*

Time the room is required from/to (this should include any time
required for setting up and clearing up)*

Time of the actual meeting (that time between setting up and
clearing up)!

Department Cost Code*

Number of persons attending*

Title of the meeting if possible

Name of the Host of the Meeting

Name of the Organiser of the Meeting*

Contact Telephone Number for the Organiser

Equipment

Any catering requirements

1 These fields are mandatory.

Confirmation of Bookings/Amendments/Cancellations will be made direct to the
“organiser” of the meeting by e-mail. Each booking will carry a unique booking

reference number.
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central services

Catering Requirements

Booking Catering for your meeting

Catering can be booked at the same time as booking your meeting room.

The catering can be selected from a pre-defined menu. Copies of this Menu

can be obtained from Central Services. When booking catering you will need to
specify the time that the food is required. All orders must be given to Central
Services at least 24 hours in advance as food is ordered fresh on a daily basis.
The catering is then placed outside the allotted meeting room on a trolley at the
required time. The Deli Bar does not provide tea, coffee or biscuits. There are
coffee percolators in the meeting room kitchen and in the Noble and Hanbury
Meeting Room. Biscuits are provided by Facilities team and are kept locked away.
Speak to Charlotte Stone or John Hunter, who will provide the biscuits to you for
your meeting.

The availability of the catering facility for meeting rooms should be used in
moderation. The number of requests for catering to accompany meetings has
increased dramatically - do you really need to book a lunch? We frequently have
buffets being ordered and going to waste - they are either left outside the
meeting room untouched or people have forgotten to cancel their orders and
meeting rooms when they are no longer required.

(As a result of the above, Central Services now give all bookers of meeting rooms
with lunches, a call the day before to confirm that the buffet is still required. If
you do not receive a call, then please make sure that ‘you' (as the booker of the
meeting room) take the responsibility to call Central Services to make sure you
have not been forgotten.)
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central services

Responsibilities for the Meeting
Organisers™:

* (Definition - A Meeting Organiser is someone who books the meeting room

through Central Services and is therefore responsible for that meeting.)

The Organiser is responsible for setting out any catering and clearing it away
at the end of the meeting. This includes removing any unused water and
orange juice. This is NOT the responsibility of The Facilities Department. (It is
not acceptable to wheel the trolley into the corridor and leave it therel).

All dirty crockery should be placed in the dishwasher provided, and all unused
crockery and cutlery must be returned either to the PA's cupboard or to the
Meeting Room Kitchen. The plastic platters should be placed on the trolleys
and stored under the stairs behind reception. These platters are not
disposable so please don't throw them away!

Whiteboards are to be wiped clean and any flip chart paper that has been
used for the meeting is to be removed.

All LCD's and OHP's must be packed away and returned to either Central
Services or Charlotte Stone who will then return them to the Projector Dark
Room for safe keeping.

It is imperative that the equipment is returned to a member of the Facilities
Department to ensure that equipment is not left lying around the building.
This will save everyone time in the long term.

The Organiser must ensure that the room is left in a tidy and pleasant state.

Please remember that if you are unable to complete your meeting organiser
responsibilities detailed above, then you must delegate this responsibility to
someone else.

If all these measures are put in place, it will ensure smooth running of the
Meeting Room Zone.
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central services

Equipment

Booking Equipment for your meeting

Equipment for your meeting (i.e. LCD projectors, flip charts and hanging white
boards) is booked through Central Services on 8127. Please also note that
equipment can also be booked without having to book a room (i.e. an LCD
projector to take off-site).

The equipment available to be booked is:

Hitachi LCD:

Large, not portable, kept in a dark red case

Sanyo LCD:

Small and portable, kept in a silver hard carry cases with wheels.

(We do have another Sanyo LCD, but this is used almost exclusively by IT)
OHP:

A portable in a flat black bag

OHP:

A desktop OHP - not portable.

LCD's, OHP's and flipcharts will be placed in the rooms prior to the start of the
meeting. The Meeting Organiser is responsible for setting up the equipment.

Full training can be given. If you need an LCD but there are none available, we
can hire one from Forward Vision. Please ask Charlotte Stone or Central Services
if you require us to hire you an LCD. The cost is £99 per day and we need at
least 24 hours notice.

Hanbury Meeting Room

The key to the equipment in the Hanbury room is kept with Reception. As above,
it is the responsibility of the meeting organiser to set up the room, (training can
be given). When you have finished in the Hanbury Room, please put away all the
equipment, lock the room and return the key to Reception.
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central services

Pool Cars

The Pool cars are also on the meeting point system and can be booked via
Charlotte Stone or Central Services. These cars are strictly for business use unless
authorised by the Facilities Officer.

The Pool Cars available to be booked out are:

BMW:
Black coupe - Reg no - R772 GFL (manual)
Audi:
Green A3 - Reg no - P849 MLK (automatic)

The keys are kept with Charlotte Stone. If you request a pool car you must fill
out a "short term hire car” form found under Standard forms on the Intranet.
This needs to be signed off by your manager, then passed to Charlotte . Please
make sure that the car is returned clean and with a full tank of petrol (they both
take unleaded).

Hire Cars

If there is no pool car available, and your manager approves you can hire a car.
It is up to you to call the hire companies as it is your responsibility and will
come off your budget.

Budget Rental Car
(01753) 551646
Petersfield Avenue
(Nr Altwoods BMW)
Slough

Berks

RCI
Call RCl on Speed dial 124 to hire a car through AVIS
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central services

Questions and Answers

Q.

A.

Q.

| need to book a meeting room but | can't get hold of anyone
in Central Services - what do | do?

Charlotte Stone can book meetings for you if Central Services are unavailable.

| need catering for my meeting but | haven't booked it in

advance - how do | go about ordering food?

Food must be ordered 24 hours before a meeting to give the Chef enough
time to order and prepare the food. However food can be purchased from
The Deli Bar on the day - cash only.

| need equipment for my meeting but | haven't booked it in
advance - how do | go about ordering this?

Equipment should be ordered 24 hours in advance to enable ‘hire
equipment’ to be ordered if necessary. If there is equipment
available on the day, you can use it for your meeting at short notice.

I have booked some equipment, but it isn't in the room | have

booked - how do | get it?

Speak to Charlotte Stone or John Hunter who will provide the equipment for
you.

I am the meeting organiser but | am too busy to clear away the food.
Can a member of The Facilities Team do this instead?

No. It is your responsibility as the meeting organiser to clear away

and tidy up the meeting room. You can also arrange for someone

else involved in the meeting to do it for you.
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central services

Q. There are no rooms available for a meeting | need to book.
What can | do?

A. It is not acceptable to take a meeting room from someone else who
has booked it. Try talking to the person who has the room you need
and see if you can reach a compromise.

Q. | need to book a meeting room immediately. Can | just use
any empty one?

A. No. It might be booked by someone else. Check with Central
Services first to see if it is free. If it is, they will book it out for you
straight away.

Q. The meeting room | have booked has been left in a right
mess from the previous occupant. What do | do?

A. Contact Central Services to see who was the last occupier and request
that they return it to a presentable state immediately

If you require any more information regarding booking of Meeting Rooms, then
contact Charlotte Stone or a member of Central Services.
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central services

Maintenance

located in Central Services and is responsible for:

Minor maintenance jobs; hanging noticeboards
0dd jobs/moves etc

Stationery

Lifting and carrying as appropriate/required

Any requests for locksmiths, plumbers, electricians, major & minor maintenance
works should be passed to a member of the Facilities Team who will make
appropriate arrangements.
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employee communication

Using e-mail Sensibly

Although e-mail is a quick and easy way to communicate with everyone at
Wexham, the number of ‘Mail Everyone at Wexham' e-mails can be unbelievably
high and many either take up a lot of pc memory or are only relevant for a very
short period of time.

To help reduce the number of e-mails lying in in-boxes for long periods, please
use the method below when you are sending a ‘Mail Everyone at Wexham' e-
mail, which has a cut off date/short life-span.

Before you send an e-mail click on the Options icon, then tick the Expires After
box and then, using the drop-down arrow and the cursor, enter the date and
time that you want the e-mail to expire. Once this date and time has been
reached the system will automatically remove it from the recipients’ in-box.

Please try not to e-mail staff about the following:

Items for sale, which include downloaded pictures
Properties for rent/sale

Raffle/lottery tickets

Staff discounts/benefits/offers

That's why we have....Notice boards
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employee communication

Make the Most of Your Notice Boards

We have seven notice boards here at Wexham:

Ground Floor

2

2

Small notice boards:
Meeting Room Kitchen
to the left of reception, where the meeting rooms are
Tea Point 3
kitchen beside where the IT department sit, near the back entrance
to the building

Large notice boards:
Central Services
outside the Central Services office, behind the IT department
Back entrance to Cims
right hand-side as you come through the doors from the car park

First Floor

3

Small notice boards:
Facilities Area 2
photocopying area near the back stairs leading to the car park
Tea Point 1
kitchen in the corridor near to the toilets/lift
(turn left at the top of the main entrance stairs)
Tea Point 2
kitchen in the corridor near to the toilets/lift
(turn right at the top of the main entrance stairs)
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employee communication

The seven notice boards have been re-vamped to encourage you to use them
more and to discourage you from using e-mail for ‘personal’ messages.

There are now designated headings/sections for the following:

Health & Safety

General Administration

Jobs

Sports & Social - Spring Interaction
Staff Discounts & Benefits

For Sale

Cendant News

A colour-coded system has also been introduced to ensure that your notices stay
up for as long as they're needed, but not beyond...

Cims Insight

Cims Insight is your international newsletter, issued regularly to all employees.
If you haven't seen a copy of Cims Insight or if you have any suggestions for
improving the newsletter, please e-mail the communications mailbox at:
communicate@cimsglobal.com

Any comments?

If you have any suggestions for improving employee communication e-mail the
communications mailbox at: communicate@cimsglobal.com or speak directly to
Kirsty Purves our Internal Communications Manager on 8346.
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part three

Technical, Security and Health &
Safety Information
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security

Security is the responsibility of all Cims employees: permanent, fixed term
contract, casual or agency staff, in order to protect the interests of our
customers, clients and our own Company.

The Cims building have a Security Guard on duty in the building from 5.30pm
until 8am daily and 24 hours on Saturdays, Sundays and Bank Holidays.

Gatehouse Security
01753 661105

Security Escort Service

If you are leaving work late at night and feel unsafe walking to your car alone,
please contact The Security Gatehouse on 661105. They will arrange for you to
be escorted from the building to your car. Please be aware that it could take up
to 20 minutes for your escort to arrive, so please be patient.

General Regulations

The following regulations are those that are applicable to all employees,
irrespective of their work area.

Searches

It is a condition of employment that Cims reserves the right to carry out searches
when leaving the premises and also to search employees vehicles. Under normal
conditions these searches will be carried out on a random basis.

Secure Areas
Individuals should not attempt to enter the secure areas for which they have no
right of access. These are the Computer Rooms within IT and locked stores.

Entry/Exit to Premises
Entry and exit to the premises must be made via the front or rear entrance.
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security

ID/Access Control Cards

All Cims staff will be issued with a Cims ID Card/Access Control Card which will
include a photograph. This pass should be worn at all times whilst within a Cims
building.

If You Lose Your Card....

Facilities will give out temporary access control cards if you have forgotten your
card. However a deposit of £8.00 is required which will be refunded to you on
return of the temporary card. If you lose your card, don't forget to notify
Facilities as soon as possible so it can be deleted from the system. You will be
asked for £8.00 for the cost of a replacement. The loss of an Access Pass/ ID
Card is viewed as a serious breach of security.

Tailgating

It is an offence for one employee to gain access to the premises by using an
access control card belonging to another employee. It is also an offence for an
employee to lend a fellow employee his/her Access Control Card and, in both
cases, this will be treated as an act of gross misconduct within the company
disciplinary regulations.

All staff are required to “swipe" their Access Control Cards on entry to the
building and on exiting the building.

Full details of access times, access levels and access procedures can be obtained
from the Facilities Department.
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security

Visitors or Strangers

All legitimate visitors to Cims should display their visitor pass. Remember to
question anybody for ID that you do not recognise. Do not hesitate to ask an
unfamiliar face if they have the right to be in our building - do not assume that
because they are walking around as though they own the place that they have
the right to be here. Thieves are very confident these days! Should you notice
any suspicious activity taking place please report this immediately to a member
of the Facilities team or Security when out of office hours.

Access to The Office Outside Working Hours

All employees coming into the office outside of the normal office working hours
during the hours of 9.00 p.m. and 6.30 a.m. Monday to Friday and 8.00p.m.
Friday night through to 6.30 a.m. Monday morning, will only be given access
through the front door. You will need to show your ID card to the security guard
on duty, and you may also be asked to sign in and out of the building. Please
therefore park at the front of the building during these hours. If you are working
late during weekdays (beyond 8 p.m.), please ask the security guard to let you
out of the building at the rear staff entrance and he will lock the doors behind
you.

If you are working alone please let the security guard know your whereabouts in
the office as he will be asked to check on you at regular intervals. It is, however
preferred wherever possible that no members of staff are working alone.

The main gates into Wexham Springs are closed at 10.00 p.m. and after this time
staff must communicate with security via the intercom service on the wall that
you wish to leave the site. If you do not want to get out of your car to do this,
you can call the security gatehouse on 01753 661105.
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security

Fire Doors

All fire doors on the ground floor and the fire door at the left hand side at the
rear of the building are only to be used in an emergency. These doors are
alarmed 24 hours a day.

Failing to Observe Regulations
If an employee notices other employees or groups of employees not obeying the
security regulations they must report the fact to Management.

Remember, failure to keep to the security regulations and procedures can put
everyone's job at risk. It will result in disciplinary action against the employee
who does not comply.

Confidentiality

The Company attaches great importance to the subject of confidentiality. All
employees, during their time with the Company will have access to information
which is confidential.

It is expected, that at all times during their period of employment, or at any later
date, that this confidence is maintained and that no disclosure of the
information is made.

A more detailed account exists in the Company Confidentiality Undertaking, a
legally binding document that all staff are required to sign on their first day of
employment with Cims. Failure to observe the Company's Policy on
Confidentiality will be considered as gross misconduct, and will be treated
accordingly.
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Computer Security & Access

The following rules must be applied:

* Never tell anyone your password, this includes IT personnel.

e Passwords must be changed every 30 days.

* Never allow anyone else to access the network with your password.

® |t is an offence to try to access the network under someone else's
password.

Computer Disks
All floppy disks must be put through the virus checker before being used on Cims
equipment.

You must not bring in disks from outside of the company and load them onto our
computer system. This endangers the security of our system. Breach of these
regulations will be considered a disciplinary offence.

Logging Off Procedures

If the PC you are using is also used by other staff you must log off when you go
to lunch and when you are going home.

If you are the sole user of your PC you must also log off when going home but if
leaving your PC unattended for shorter periods you must put on the screen
saver.

Equipment Security

No equipment belonging to Cims should be left in an unattended vehicle in such
a manner as to be visible from the outside. It is the user's responsibility to
ensure the security of all equipment on loan to him/her.

Laptop computers and mobile phones are not to be left in unlocked offices, but
are to be secured in locked cupboards or desks.
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Health and Safety

The Company attaches the greatest importance to Health and Safety and does all
that is reasonably practicable to safequard its employees.

Each employee is required by law to take reasonable care of the health and
safety of both himself and of other persons who may be affected by his/her acts
or omissions at work, and to co-operate with the Company to enable it to fulfil
its statutory obligations.

The Cims Health and Safety Policy is published on noticeboards and is held by
the Facilities Department. Failure to comply with its safety rules may lead to
disciplinary action. A copy of the Companies Risk Assessments is held by the
Facilities Department.

Accidents

All injuries, however small, sustained as a result of an accident at work must be
recorded in detail in the Accident Book which is held by Reception. Failure to do
this may lead to disciplinary action and jeopardise any right to industrial injury
compensation.

First Aid

The Company has a number of qualified first-aiders and appointed persons to
assist those staff who are unwell or injured.

A list with names and photos of first-aiders is located in the kitchens.

The Company, under statutory regulations, is unable to keep or dispense
medication, i.e. aspirins for use by employees.
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Fire Procedure

Information of what to do in case of a fire is given at induction, and at regular
follow up training sessions. A copy of the Fire Evacuation Procedures is
displayed on the notice boards and throughout the building. An up to date list of
fire marshals is also displayed on notice boards.

However here is what to do in the event of a fire:

If you discover a fire or one is reported to you:

1. Raise the alarm by shouting "FIRE" - "FIRE" - "FIRE".

2. Operate the nearest fire alarm call point. These are located in or
adjacent to each of the stairway enclosures and final exits. If you
require any advice or information regarding call points speak to your

floor fire warden.

3. Evacuate the area by using the nearest available fire exit, closing
doors, and if possible, windows behind you.

4. For reception: please take with you any list of visitors and a copy of
the latest nominal role for Cims.
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If you have been instructed in the use of the fire extinguishers, and you feel
confident of your capabilities, use the nearest, suitable fire extinguisher, but
remember:

® Do not put yourself at risk

e Ensure that your escape route remains available

e If the fire is not extinguished immediately, withdraw, and
leave the premises

If you hear the fire alarm operating:

1. Immediately leave the premises by using the nearest available
fire exit, closing doors, and if possible, windows behind you.

2. Follow any instructions given by fire wardens.

3. Calmly walk down the stairs and proceed to the assembly point,
which is at the far side of the rear car park, where a roll call will be
carried out if necessary.

Do not stop to collect personal belongings
Do not use the lift
® Do not re-enter the building until instructed to do so

56



workstation guidelines

Clear Desk Policy
All desks are to be cleared at the end of the day's business and all
confidential work locked up.

The Company will not be held responsible for personal belongings left on the
premises unless they are locked away securely. Contact Facilities or Central
Services if you require the use of an overnight safe. Staff are issued with their
own keys for their desk and must be responsible for them. If you require a key
for your desk, please contact Facilities.

DSE Risk Assessment

Under the Health and Safety (Display Screen Equipment) Regulations 1992,
employers are required to minimise the risks in VDU work by ensuring that
workplaces and jobs are well designed.

In order to comply with these regulations we are required to:

¢ Analyse workstations and assess and reduce risks

e Ensure workstations meet the minimum requirements

® Plan work so there are breaks or changes of activity

¢ To provide, on request, eye test and to provide a basic pair of
spectacles if required

® Provide health and safety training and information
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Working with VDU's
Make full use of the equipment provided, and adjust it to get the best from it
and to avoid potential health problems.

e Adjust your chair and VDU to find the most comfortable position for your
work.

e Make sure you have enough work space to take whatever documents or other
equipment you need.
Arrange your desk and VDU to avoid glare, or bright reflections on the screen.
Make sure there is space under your desk to move your legs freely. Move any
obstacles such as boxes or equipment.

® Avoid excess pressure from the edge of your seat on the backs of your legs
and knees.

e Don't sit in the same position for long periods. Make sure you change your
posture as often as practicable. Frequent short breaks are better than fewer
long ones.
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The Helpdesk is the central communication centre for Cims.

All problems, requests and requirements relating to technology and support are
filtered through the Helpdesk. The team specialises in the support of the users
and the needs of the business. (A detailed breakdown of Helpdesk responsibilities
is located on the Intranet).

The Cims Helpdesk can be contacted in one of 3 ways:

8.00am - 5.00pm Monday - Friday

Telephone: Speed Dial 1234 (Internal) or 0870 241 1234 (External)
Email: helpdesk@cimsglobal.com

Fax: 01753 753321

Any contact with the Cims Helpdesk after office hours must be reported via
telephone. The caller must dial +44 (0) 870 241 1234 and then follow the IVR
(Integrated voice recognition) instructions, which are as follows:

Press 1 to report a critical priority problem which is affecting the

business. After this level your call will be routed to an out of hours
engineer. Press 2 to leave a message. After this level all calls are routed to
voicemail which will be handled the next working day.
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Voice Messaging Tips
Log in from anywhere

From a phone connected to your company's system, dial the system extension,
then enter your extension and password.

From any phone not connected to your company's system, dial 01753 828699
then enter your extension and password.

Log in quickly
From your phone, dial the system extension, press # only (you don't need to type
your extension), and enter your password.

Log in after leaving a message

After you get the greeting for another user's voice mailbox, you can press * R or *
7 to log into your voice mailbox. Press * 7 immediately or leave a message and
then press * 7. This tip is extra useful for long distance or pay phone calls
because you can leave and get messages with one phone call.

Log in more than once on the same call

After getting messages from a long distance call or a pay phone, press **R or *
* 7 to let another user log into his or her voice mailbox without your hanging up
first. This tip saves you money because two or more users can get messages with
one phone call.
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Avoid obvious passwords

Do not use:

e Ascending or descending digits (like 1234 or 4321)

The same digits (for example, 0000)

Your name or initials (for example, 5646 for John)

The current year (for example 2000)

Your extension (for example, extension 3455, password 3455)

A reverse extension (for example, extension 3455, password 5543)
An identification number such as your social security number,
employee ID, or room number

Also, do not put your password on a programmable function key or speed-dial
key.

Dial ahead

If you know what buttons to push, push them without waiting for the system to
respond. You can often push several buttons in advance.

Note: You can't bypass error beeps and important system messages.

Use Help
For help, press * H or * 4. The system states your current options or the next
step.

Scan messages quickly
You can automatically play all of your messages by pressing just two buttons.
Use Activity Menu option 7. Scanning is extra useful with a car phone.

Use playback controls

When listening to messages, you have controls for loudness, speed, stepping
back and forth, pausing, and repeating messages. See your Quick Reference
Card.
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Delete old messages
Your mailbox has limited space. When it's getting full, the system tells you.
Delete messages or greetings you don't need.

Record a personal greeting

Replace the automatic system greeting with your personal hello. Use Activity
Menu option 3. Tell callers they can press 1 to skip your greeting and press * H
or * 4 for help.

Change your greeting everyday to match your daily schedule and record multiple
greetings that play according to call type.

Make your mailbox bigger when away

When you're on vacation or away from your phone for an extended period, ask
your system administrator to temporarily make your mailbox bigger. You'll
reduce the chance of it filling up so callers can't leave messages. Also, change
your personal greeting to tell callers who else to talk to while you're away.

Answer messages from your mailbox

Answer a message sent by another user immediately after listening to it, either
by pressing 1 O to call the person or by pressing 1 7 or 1 9 to send a return voice
mail message.

Forward messages

You can forward a message to another user or a list of users immediately after
listening to it. Press 1 2 to do this. After you forward it, you return to the
original place in your mailbox. To forward to a mailing list, press * L or * S to
specify the list's address.

Use directory assistance

If you don't know the extension of another user, find it with your voice
messaging system. Log in, press ** N or * * 6 and enter the person's name, last
name first. The system tells you the extension.
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Transfer to an extension

Before or after leaving a message for another user, you can transfer to another
extension. To do this, press * T or * 8. Then enter the extension and #. Note:
this feature may not be active on your system.

Transfer to operator

Before or after leaving a message for another user, you can transfer to the
person's secretary or operator by pressing 0. Note: this feature may not be active
on your system.

Use a guest password

To save time, leave messages directly in another user's mailbox. Dial the system
number, then enter the extension and guest password (available from your
system administrator). You can leave messages, but you can't get messages.

Customers or other callers can also save time by using the guest password. So
give it to them, along with your system number and extension.

Use playback and record controls
To listen to and edit the messages you send, you have many controls. See your
Quick Reference, Portable Guide, or Wallet Card.

Make messages priority

When you want someone to listen to your message right away, send it as a
priority message by pressing 2 when you finish addressing. (Note: this option
may not be available for all users).

Make messages private
To prevent another user from forwarding a message you send, make it private by
pressing 1 when you finish addressing.

Save messages you send
Before sending a message, you can save it in the Outgoing Message file. Retrieve
the message later to use again. Use Activity Menu option 4.
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Check on receipt of messages you send

After you send a message, check your Outgoing Message file to see if the
message was delivered and if the person listened to it. Use Activity Menu
option 4.

Delete outgoing/filed messages
Delete messages filed in the Outgoing Message file by using Activity Menu
option 4. Saved outgoing messages can unnecessarily use system storage.

Schedule delivery

Schedule a message for delivery to the target mailbox at a specified time and
date by pressing 3 after you finish addressing. Use the system as a
calendar/reminder by scheduling messages to yourself.

Use mailing lists

Create a mailing list of extensions by using Activity Menu option 5. Then send
your message to one destination - the mailing list. All extensions in the list
receive the message. You can also forward the messages you receive to a
mailing list.

Send messages to a name, not an extension
When you send a message and don't know the extension of the recipient,
press * A or * 2. Then enter the person's name, last name first.
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