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i
Changes to Agents’ Contracts. All Subpostmasters Contract, i
Community Subpostmasters Contract and Modified Subpostmasters n
Contract branches
n
As a consequence of the recent change of business name, from Post Office
Counters Ltd to Post Office Limited, some of the references in the standard {
Subpostmasters Contract, Community Subpostmasters Contract and Modified n
Subpostmasters Contract no longer apply. The following tables list the :
changes, which have been made to the various documents. 0
This communication should be retained with your contract for services for 7|
future reference. Similarly the associated Appendices 1,2 and 3 should be
retained as they replace the appendices found in Section 16 of the =
Subpostmasters, Section 12(M) of the Modified, and Section 12 of the B
Community Contracts respectively.
E
Please note that neither the fundamentai relationship, nor any of the ~~
substantial terms and conditions of the documents are affected by this change E
of company name.
Should you have any questions about these changes please write to me at =
the address below.
E
Paul Williams E
Agency Contracts Analyst -
Post Office Limited e
Lyceum Building B
1 Bold Street
LIVERPOOL E
L1 4HQ -
GENERAL CHANGES - throughout whole of each contract /, E
— “Post Office Counters Ltd/POCL” “Post Office Limited” ‘B
- “Post Office Counters” “Post Office” [
- *“alanother/other [sub] Post Office(s)” “alanother/other Post Office branch(es)”’ ﬁ
- “post ofﬁce business" "POSt Ofﬂce business” .
_  “Post Office “Post Office Limited B
funds/money/cash/property/papers/ funds/money/cash/property/ papers/
documents/stock” documents/stock” B
“Daat : imi
— “Post Office Counters Ltd funds/money/cash/ Post Office Limited
Pr;;erty/;apers/ documents/stock” 7 funds/money/cash/property/ papers/ "
documents/stock” B
||
[
, n
4/11/2002 .
=
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Sp. .ific changes by contract type and sectivun

Subpostmasters | Modified Community Amendments

Contract ref. Subpostmasters | Subpostmasters

Contract ref.

Contract ref.

Section 2, para. 22
Section 2(a), para.
18:

Not applicable

Not applicable

Words “...submitted via the Regional General Manager to Post Office Counters Business
Headquarters...” should be changed to: “...submitted to Post Office Ltd...”

Section 4, para. 11

Section 5 (M),

Section 3, para 8

Reference to “the Post Office” and “Post Office” should be to “Royal Mail Group plc”

and Section 8, para 14: and section 4

para. 14: para 14:

Section 10, para. Section 4(M) para | Section6, para4 | Words: “employees of Post Office Counters Ltd” should read “employees of Royal Mail Group plc”

4: 4; and words “Post Office Staff Superannuation Scheme” should read: “ any of Royal Mail's
occupational pension schemes”

Section 11, para. Section 8(M), Section 7, para Reference to “Post Office Group Treasury” should read “Royal Mail Group Treasury”.

5.1: para 5.1 5.1

Section 11, para. Section 8(M), Section7, para 6 Details of Post Office Counters Ltd Agent should be changed to the following:

6: para 6

“Post Office Ltd Agent, (Group Treasury), Rowland Hill House, Boythorpe Road
CHESTERFIELD, Derbyshire S49 1HQ”

Section 13, para.
9:

Not applicable

Not applicable

Reference to “Post Office employees” should be changed to “Royal Mail employees”.

Section 13, para
12:

Not applicable

Section 9, para 6

-References to “the Post Office” should be changed to “Post Office Ltd”".

Section 15, para. Section 10(M), Section 11, para | References to “the Post Office” should be to “Royal Mail Group plc or any of its predecessors”.
6(c), para. 12 and | para 6(c) and 6(c), para 12 and

para. 14: para 12 para 14

Section 16, para. Section 12(M), Section 12, para New form P13 attached.

3(a para 3(a) 3(a)

Section 16, para.
4:

Section 12(M),
para 4

Section 12, para 4

Reference to a “Post Office employee” should be to a “Royal Mail employee”

Section 16, para. 5

Section 12(M),
para 5

Section 12, para 5

All references to “the Post Office” should be changed to “ each of Royal Mail Group plc and Post
Office Ltd”

Section 16, para.6

Section 12(M)
para.6

Section 12 para 6

All references to “ the Post Office” should be changed to “ Post Office Ltd or Royal Mail Group plc

4/11/02
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Specific changes by contract type and section

Subpostmasters | Modified Community Amendments
Contract ref. Subpostmasters | Subpostmasters
(Contract ref. Contract ref.
Section 16, Sectiop 12(M), Section 12, New appendices 1,2 and 3 attached.,

Appendices 1, 2
and 3:

Appendices 1, 2
and 3:

Appendices 1, 2
and 3:

Section 17, para.

Section 13(M),

Section 13, para

The words: “the Post Office” should read: “ either Post Office Ltd or Royal Mail Group plc”

10(b): para 10(b) 10(b)

Section 17, para. Section 13(M), Section 13, para | The words: “ in the Post Office” should read: “ by either Post Office Ltd or Royal Mail Group pic"
14: para 14 14

Section 17, para. Section 13(M), Section 13, para. | References to “Post Office employee(s)” should read as follows: “employee(s) of “ either Post
15 and para. 16 para. 15 and 15 and para. 16 Office Ltd or Royal Mail Group plc”

and Section 18, para. 16 and and Section 14, Reference to “Post Office duties” in para 16 should read “duties for Post Office Ltd or Royal Mail

para. 2:

Section 14(M),
para. 2:

para. 2:

Group plc”

Section 18: Section 14(M): Section 14: Words: “outside the Post Office” should read “ outside either Post Office Ltd or Royal Mail Group
Heading and para. | Heading and Heading and plc”

: para. 6: para. 6: “Post Office papers” should read “Post Office Ltd papers”
Section 19, paras. | Section 15(M), Section 15, paras. | References to “the Post Office”, “should read “either Post Office Ltd or Royal Mail Group plc”
3,7and 11; paras. 3, 7 and 3,7and 11:

11:

Section 19, paras.
7,10 and 17:

Section 15(M),
paras. 7, 10 and
17:

Section 15, paras.
7,10 and 17

References to “Post Office employee/property” should be to: “employee/property of “either Post
Office Ltd or Royal Mail Group plc”.

Paragraph 7 — reference to “the Post Office” should read “either Post Office Ltd or Royal Mail
Group plc”

Section 20, para.
3.

Section 16(M),
para. 3:

Section 16(M),
para. 3:

Reference to “the Post Office” should be to “Post Office Ltd”.

Section 21, para.
10:

Not applicable

Section 17, para.
10:

Reference to “The Post Office” should be to “Post Office Ltd".

Section 24: Not applicable Not applicable All references to “Post Office”, or “the Post Office” should be changed to “Royal Mail Group plc”.
Paragraph 2 - reference to “Post Office staff’ should read “Royal Mail staff’
Paragraph 3 — reference to "the Royal Mail” should read “Royal Mail Group pic”

4/11/02
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Notice of Subpostmaster’s Contract and Community Subpostmaster’s Contract
Variation

Post Office Ltd will introduce a new Post Office® saving stamp on 16 August 2004. The
introduction by Post Office Ltd of the saving stamp to the list of Post Office® products and
services to be provided in the course of a Post Office® business will require a variation to be
made to the provisions of Section 23 of the Subpostmaster’'s Contract, and Section19 of the
Community Subpostmaster’s Contract (which Sections are identical in content).

Therefore, in accordance with Section 1, Paragraph 18 of

® the Subpostmaster’s Contract, and

(i) the Community Subpostmaster's Contract

(which enable changes to be made to the relevant Contract),

as of 1 August 2004, Section 23 of the Subpostmastér’s Contract, and Section 19 of the
Community Subpostmaster’s Contract, will bevaried as follows:

(a) the following words should be added to the end of Paragraph 1:
“...except in the case of Post Office® saving stamps which may be
accepted for all Post Office® goods and services, and any other goods
and services that the Subpostmaster has, at his/her own discretion,
decided to allow.”; and

(b) the following words should be added to the end of part (i) of Paragraph 2:
“...except in the case of Post Office® saving stamps and only then where

the Subpostmaster is paying change for a purchase made using the Post
Office® saving stamps and the amount of such change is under £5.00.”

Post Office Ltd
July 2004
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SECTION 21 Subpostmasters Contract / SECTION 17 Community Subpostmasters
Contract

Telephone facilities at sub Post Office® Branches

The Official Branch Telephone Line

1. A Subpostmaster must arrange for the provision of suitable telephone
facilities at his sub Post Office branch to meet the needs of the official business of
Post Office Ltd and the requirements of security. These telephone facilities are
known as “The Official Branch Telephone Line”. »

2. Where possible, The Official Branch Telephone Line must be provided by BT
in order that Post Office Ltd may use the line for the Post Office Ltd Asymmetric
Digital Subscriber Line [ADSL] service.

3. Where a BT line is installed the Horizon equipment or any future
replacement for the Horizon equipment or any official Post Office Ltd equipment as
Post Office Ltd may from time to time specify will be connected to the Master Line
Box at the sub Post Office branch and will utilise the Post Office Ltd ADSL service
that runs over The Official Branch Telephone Line.

4. Where it is not possible to install a BT line the Horizon equipment or any
future replacement for the Horizon equipment or any official Post Office Ltd
equipment as Post Office Ltd may from time to time specify will continue to utilise
the ISDN line connected to the sub Post Office branch and/or The Official Branch
Telephone Line.

5. Whether The Official Branch Telephone is provided by BT or by another
telecommunications service provider the operational and security needs of Post
Office Ltd must at all times take precedence in terms of the use made of The Official
Branch Telephone Line. Where these needs conflict with the private use by the
Subpostmaster of The Official Branch Telephone Line, the Subpostmaster must
cease such private use.

6. Provided that the requirements of paragraphs 1 to 5 above are met:

a) the Subpostmaster may utilise The Official Branch Telephone Line for
private purposes in addition to official Post Office Ltd purposes, and

b) The Subpostmaster may order the addition of extra services for The Official
Branch Telephone Line from the telecommunications service provider of that
line.

In either circumstance it is the responsibility of the Subpostmaster to pay for the
installation and operation of any additional services or use

POL00422653
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7. Should the Subpostmaster wish to make use of his rights under paragraph 6
above, he or she must first seek Post Office Ltd’s agreement to any such changes by
contacting the NBSC. Only changes authorised by Post Office Ltd may be
introduced.

8. Any movement of or changes to any of the telephone or other
communications equipment at the sub Post Office branch that are the result of
changes initiated by the Subpostmaster, including but not limited to refurbishment
or re-location of the branch, will be the responsibility of the Subpostmaster. The
Subpostmaster will be responsible for ordering and paying for the movement or
changes from the telecommunication service provider.

9. Post Office Ltd reserves the right to amend and update the requirements of
this section in the future should the operational and security needs of Post Office
Ltd require such a change.

10.  The Subpostmaster agrees to co-operate with Post Office Ltd in relation to
the installation at the sub Post Office branch of any other forms of communications
equipment or data links to be used for the purposes of conducting the official
business of Post Office Ltd.

Provision of the Official Branch Telephone Line
11.  The Subpostmaster must provide
(@) adirect exchange ling; or

(b) an extension plan installation comprising a portable telephone and
two sockets: one to be installed in the sub-post office and the other in
the Subpostmaster’s bedroom. (This type of installation is only
required where POL considers it is desirable, as a security measure,
and where the Subpostmaster resides on the premises. However, Post
Office Ltd will not require this type of system to be installed at island
and small rural offices where Post Office Ltd considers that the risk of
criminal attack is clearly negligible).

12. The Subpostmaster’s requirement to provide The Official Branch Telephone
Line may be discharged in the following ways:

12.1 By transferring responsibility for and ownership of the BT line at the
sub Post Office branch to Post Office Ltd. Under this arrangement, Post
Office Ltd becomes responsible to BT for the line rental and for the cost of
official calls made by the Subpostmaster. Private calls made by the
Subpostmaster are his or her responsibility and BT will invoice him or her
directly for such calls. This arrangement is known as “Split Billing”. As Post
foice Ltd pays BT directly for the official use of this line the Subpostmaster
incurs no telephone costs for the provision of The Official Branch Telephone
Line and has no need to reclaim such costs from Post Office Ltd.

!
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As BT provides the Official Branch Telephone Line under this option, it meets
the requirements of the Post Office Ltd ADSL service. It is the simplest and
preferred option.

Subpostmasters who sign a novation accepting the transfer of the line to
Post Office Ltd are deemed to have accepted this option. Once this option
has been accepted it cannot be reversed. New Subpostmasters who take up
appointment at sub Post Office branches where a previous Subpostmaster
has transferred to Split Billing are required to continue with that
arrangement.

Subpostmasters taking up appointment from 1st April 2005 at sub Post
Office branches where The Official Branch telephone Line is provided by BT
but where previous subpostmasters have not transferred to Split Billing are
required as a condition of such appointment to agree to transfer to Split
Billing by signing the necessary novation form provided by Post Office Ltd at
the time of their appointment. ‘

12.2 By allowing the installation by Post Office Ltd at the sub Post Office
branch of a separate BT line to be used as The Official Branch Telephone
Line. Under this option the Subpostmaster retains whatever private lines and
/or telecommunications facilities he or she wishes, but those facilities are not
used for official purposes. As Post Office Ltd pays BT directly for the official
use of this line the Subpostmaster incurs no telephone costs for the provision
of The Official Branch Telephone Line and has no need to reclaim such costs
from Post Office Ltd.

As BT provides the Official Branch Telephone Line under this option, it meets
the requirements of the Post Office Ltd ADSL service.

New Subpostmasters who take up appointment at sub Post Office branches
where a previous Subpostmaster has adopted this option are required to
continue with this arrangement.

12.3 By the provision of The Official Branch Telephone Line via BT or
another telecommunications service provider in circumstances where the
Subpostmaster retains responsibility for and ownership of the Line. In such
circumstances, the Subpostmaster is billed directly by the service provider for
all costs associated with the line and is entitled to reclaim from Post Office
Ltd the ‘official’ element of those costs in accordance with paragraphs 13 to
19, below.

If the telephone facilities provided under this option do not meet the
specifications required by the Post Office Ltd ADSL service the facilities wiil
not be acceptable as The Official Branch Telephone Line. In such
circumstances the Subpostmaster must either agree to transfer to option
12.1 or option 12.2 unless Post Office Ltd is unable to offer either of those
options, in which case the existing arrangements would continue. In the
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event of transfer to option 12.1 or 12.2. he or she would then lose their
entitlement to reclaim costs related to official rental or calls.

New Subpostmasters who take up appointment at sub Post Office branches
where a previous Subpostmaster has adopted this option are required as a
condition of their appointment to change to option 12.1 or 12.2 upon
appointment unless Post Office Ltd is unable to offer either of those options
in which case they may maintain this arrangement.

Telephone Costs Reimbursement

13.  Thefollowing applies only to those Subpostmasters who provide The OffICIa|
Branch telephone Line in accordance with option 12.3 above

Rental Charges

14.  Post Office Ltd on production of a paid quarterly telephone account, will
reimburse the Subpostmaster the rental charges billed by BT including the VAT
element (see paragraph 19) appropriate to the type of telephone facility that Post
Office Ltd has agreed is necessary. Rental charges which exceed the levels so
authorised by Post Office Ltd remain the responsibility of the Subpostmaster.

Call Unit Allowance

15.  Each Subpostmaster is given for each telephone account period an allowance
of call units for official purposes, based on the scale of Post Office business

transacted; any part of the allowance not expended in a telephone account period

cannot be carried over to the next. The Subpostmaster is due to pay for all call units
used in excess of this allowance.

16.  The standard allowances have been fixed at a level which takes into account
the varying conditions between offices. They also allow a margin for contingencies.

Branch Banding (per annum) Official call
per annum
Upto £12k £5.48
Between £12k and £25k £10.92
Between £25k and £35k £40.32
over £35k £52.92

Supplementarg Allowance
17. Mailwork Subpostmaster may claim an additional allowance, in respect of

calls made in connection with his Mailwork responsibilities, providing that the
standard allowance has been expended. A claim, supported by documentary

D2.1/6/10
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evidence should be submitted to Post Office Ltd with the telephone account
for the period concerned.
Submission of Telephone Reimbursement Claim

18. The Subpostmaster must submit his paid telephone invoice one a quarterly basis
for reimbursement.

Reimbursement of VAT Charges
19.  Post Office Ltd will reimburse the Subpostmaster the charges raised for VAT

at the standard rate, in respect of that part of the total charge related to Post Office
services, i.e. rental, the free call allowance and emergency repairs. :

END
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POST OFFICELTD
SECTION 17 OF THE SUBPOSTMASTERS' CONTRACT

SECTION 13 OF THE COMMUNITY SUBPOSTMASTERS' CONTRACT,
SECTION 13(M) OF THE MODIFIED SUBPOSTMASTERS’ CONTRACT

SUBPOSTMASTERS’ PRIVATE BUSINESS;, BETTING AND GAMBLING; LICENSED PREMISES;
BORROWING AND LENDING MONEY; POLITICAL ACTIVITIES; CANVASSING FOR BUSINESS;
EMPLOYMENT IN ROYAL MAIL GROUP PLCOR CIVIL SERVICE.

1. PRIVATE BUSINESS

1.1 The appointment of a Subpostmaster confers on the individual concerned the right to
transact, and to receive payment for, certain items of business on behalf of Post Office Ltd.
The conditions of the appointment also involve such non-compete restrictions on the
private activities of the Subpostmaster on the premises in which his Post Office® branch is
situated as are fundamental and necessary to ensure the continued viability of Post Office

Ltd’s nationwide network.

12 It is important to the future of the Post Office® network that all Subpostmasters support
Post Office® products and services. A Subpostmaster who offers products or services in his
private retail business on the premises in which his Post Office® branch is situated which
compete with Post Office® products and services can reduce the revenue generated by the
Post Office® branch. This revenue is essential to provide a contribution to Post Office Ltd’s
fixed costs of maintaining the Post Office® network. Without this contribution, Post Office
Ltd might not be able to sustain the Post Office® network. It is therefore also in the

interests of all Subpostmasters to support this principle.

1.3 It is also in the interests of all Subpostmasters that Post Office Ltd is able to seek and
negotiate business opportunities for the whole Post Office® network and that it does not
allow dlients or suppliers to enter into arrangements directly with selected Post Office®
branches only to the disadvantage of the rest of the network. This would adversely affect

Post Office Ltd’s ability to maintain the Post Office® network as a whole.

14 Subpostmasters benefit from being part of the Post Office® network. In addition to
payments which Subpostmasters receive from Post Office Ltd, Post Office Ltd invests in
advertising that brings customers into Post Office® branches, it ensures that Post Office®
products meet regulatory requirements and it provides customer and business services such

as helplines to support Subpostmasters.

D2.1/6/12
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Accordingly, except as permitted by and in compliance with any waiver granted by Post

Office Ltd in accordance with paragraph 1.11 below, a Subpostmaster must not undertake in

a private capacity, or allow anyone else to undertake on the premises in which his Post

Office® branch is situated, the types of business listed in paragraph 1. 6 of this section 17,

as amended by Post Office Ltd from time to time in accordance with paragraph 1.8 below.

The non-compete restrictions on private business activities on the premises in which the

Post Office® branch is situated are as follows:

0]

(i)

(i)

(iv)

business concerned with the provision of services relating to the collection,
conveyance and/or delivery of letters, parcels and packages (collectively called
“Packets” in this paragraph) including without prejudice to the generality of the
foregoing: the sale of stamps, pre-paid postage labels and stationery with prepaid
postage; the acceptance, retention, sortation, return and redirection of Packets
(including Packets containing mail order or other home shopping goods and other

Packets); and the acceptance of payment for such services;

services for the payment of bills, the collection of payments (including pre-
payments) or the collection of revenue (whether by the sale of stamps or meter
tokens, the charging of budget keys or by other means) in connection with services
for the supply of water, gas, fixed line telephones, electricity, cable or satellite

television, or local authority services;

the sale of National Lottery products;

Banking, Building, Industrial and Provident Society, Friendly Society or Credit Union
business or otherwise making available banking facilities including, without
limitation, cheque-cashing, bureau de change (including the selling and buying back
of currency, on demand and pre-order services), collecting deposits or providing
withdrawal facilities on behalf of deposit-takers whether over-the-counter or
through an automated teller machine (ATM) or providing loans, credit cards or other
forms of credit or credit brokerage services but not including the provision of cash-
back transactions or the provision of basic saving stamp schemes which do not
involve the return of cash to participants in the scheme. For the avoidance of doubt,
a cash-back transaction is the withdrawal of cash via a debit card scheme, from the
account associated with the card used, as part of a transaction for the purchase of

goods or services through the same scheme; and




1.7

18

1.9

POL00422653
POL00422653

W) any financial services business or otherwise making available facilities which may
compete with the financial services activities carried on or to be carried on by
Subpostmasters at any time for or on behalf of Post Office Ltd or through Post
Office® branches or which may compromise the regulatory status of Post Office
Ltd (including for this purpose, its Subpostmasters) in its role as appointed
representative of Post Office Ltd’s financial service product providers, including, for
the avoidance of doubt, the promotion of competing financial services but not
including the provision of basic savings stamps schemes which do not involve the

return of cash to participants in the scheme.

For the avoidance of doubt, these non-compete restrictions apply to all methods of
transaction of the areas of business set out above. This includes, without limitation, the use

of smartcards, ATMs and on-line terminals.

The categories of business listed in paragraph 1.6 above constitute the current non-compete
restrictions but Post Office Ltd reserves the right to review these restrictions in the light of
changing business requirements, varying them if necessary. All Subpostmasters will be
given at least 12 months’ notice in writing of any such changes. No restrictions will be
introduced on products or services other than Key Products and Services, as defined in
section 1.9 of this section 17.

Key Products and Services are the core products and services offered by Post Office Ltd. The
Key Products and Services are:

@) Letters, parcels and packages services of any kind and related services;

(i) Services for the payment of bills, collection of payment or collection of revenue;

(iii) National Lottery products;

(iv) Banking services, including bureau de change;
v) Financial services;
(vi) National Savings and Investment products;

(vii) Money transfer services;

(viii)  Postal orders;

(ix) Savings stamps;

(x) Benefits’ distribution and Government services;

(xi) Motor vehicle and driver licensing services and other motorist services;
(xii) Telephony products and services;

(xiii)  Travel ticketing and travel passes; and

(xiv)  Television licensing services.

D2.1/6/14
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Post Office Ltd reserves the right to amend this list of Key Products and Services from time
to time. No new products or services will be introduced to this list which are not current or

future key sources of revenue and/or contribution for Post Office Ltd.

If a Subpostmaster is considering taking up a new private retail business opportunity which
may fall within the scope of the non-compete restrictions specified in paragraph 1.6 above,
he should, before he takes up any such business, inform Post Office Ltd of the circumstances
and seek advice as to whether the work concerned falls within the restrictions described

above.

Subpostmasters may apply for a waiver from the non-compete restrictions in paragraph 1.6
of this section 17. Post Office Ltd's waiver policy is available on the Post Office Ltd website.

This sets out the circumstances in which a waiver may be granted and the procedures that

must be followed. This policy is subject to amendment by Post Office Ltd from time to time.

If a waiver is granted subject to conditions, a Subpostmaster must comply with these
conditions. A failure to do so will result in the waiver being invalid from the date the

Subpostmaster ceased to comply with the conditions.

A Subpostmaster must not use and must ensure that no third party uses the name “Post
Office” in connection with any of his private business activities (or the private business
activities of a company with which he is associated in any way) or in such a way as to imply
that Post Office Ltd is in any way connected with these activities. Nor may a Subpostmaster
transact any private business in a way that might lead customers to conclude that Post

Office Ltd is in any way connected with that business.

A Subpostmaster must not engage Royal Mail Group employees to undertake any work
whatsoever connected with the Subpostmaster’s private business (or the private business
activities of a company with which he is associated in any way) at any time when they are
employed in Post Office® or Royal Mail Group duties.

BETTING AND GAMBLING; LICENSED PREMISES; BORROWING AND LENDING MONEY

A Subpostmaster and his Assistants must not:

0] bet or gamble by means of post (betting by private telephone off the Post Office®

part of the premises is permissible); or

D2.1/6/16
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(i) take part in racing etc. pool or competitions or betting at “fixed odds” on football
matches (there is no objection to participation in ordinary football pool

competition).

A Subpostmaster must not on the premises in which the Post Office® branch is situated;

0] allow or provide for gambling; or
(i) conduct any business with a turf commission agency or a football or turf pool
agency.

Notwithstanding the conditions of Paragraphs 1.6(iii), 1.10 and 2.2 above, a Subpostmaster
and his Assistants may in a private capacity take part in or act as a promoter of such local
lotteries as are permitted under the Lotteries and Arﬁusements Act 1976 (Northern Ireland
in part Il of the Betting and Lotteries Act (Northern Ireland) 1957). The onus of ensuring
that the law is complied with rests with the person concerned in the promotion and conduct
of the lottery and the sale of tickets. Tickets for such lotteries must not be sold over the Post
Office® branch counter nor must the Post Office® branch be used in any way for
advertising purposes, e.g. in giving addresses at which tickets are available, nor must
advertisements include the words Post Office/Post Office®, Sub-Post Office/Sub-Post
Office®, Post Office branch/Post Office® branch or Subpostmaster.

A Post Office® branch may not be situated in premises for which an “on” licence allowing for
the sale of drinks, other than a restaurant, has beeﬁ granted, unless the premises have been
clearly divided so that Post Office® customers do not need to go through the licensed
premises. There is no objection to the Subpostmaster holding an “off” licence provided the

liquor is sold in closed vessels.

Neither a Subpostmaster nor any company with which he is associated in any way must
borrow from or lend money to any Royal Mail Group employee. Nor should a
Subpostmaster or any such company provide security for the benefit of any Royal Mail

Group employee in raising a loan.

The loaning of money by a Subpostmaster or by any company with which he is associated
in any way to persons drawing pensions or allowances on the security or strength of their

Post Office Card Accounts or of expected future payments from the Department of Work
and Pensions is also strictly forbidden.

D2.1/6/16
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POST OFFICE LTD

SECTION 15 OF THE SUBPOSTMASTERS CONTRACT

SECTION 11 OF THE COMMUNITY SUBPOSTMASTERS CONTRACT
SECTION 10(M) OF THE MODIFIED SUBPOSTMASTERS CONTRACT

ASSISTANTS

INTRODUCTION

Post Office Ltd must comply with certain obligations in relation to the Post Office®
business, including those of: Postcomm, Ofcom and Financial Services Authority
regulations, and money laundering and immigration legislation. Some of these obligations
require Post Office Ltd to ensure that its Subpostmasters (and any persons employed or
engaged by Subpostmasters on Post Office® business) are made aware of, and know how to
comply with, the terms of such regulations and legislation. These requirements have been set
out in this Contract (in particular, but not limited to, this Section and the Section dealing with
Divulgence of Official Information). The obligations placed upon Subpostmasters are the
minimum necessary to ensure that both Post Office Ltd and Subpostmasters are compliant
with the regulations and legislation mentioned above, and are, in the main, what most
Subpostmasters, as responsible employers, should be doing anyway. The objectives of these
obligations are:

¢ to ensure that Post Office Ltd complies with the relevant regulations and legislation,
and

e to ensure as far as possible that Subpostmasters do so too, and that no Subpostmaster
suffers from the consequences of failure to so comply. (This is very important, as
those consequences can include criminal prosecution.)

Subpostmasters have a duty to ensure that they are aware and that they make their staff
aware, of the obligations set out in this Contract.

GENERAL

1. A Subpostmaster must provide, at his own expense, any suitable assistants with the
relevant skills which he may need to carry out the Post Office® work in his sub Post
Office® branch (“Assistants™).

2. Assistants are employees of the Subpostmaster, and the Subpostmaster will
consequently be held wholly responsible for any failure, on the part of his Assistants,
to:

2.1 apply Post Ottice® rules or instructions as required by Post Office Ltd;

2.2 complete any training necessary in order to properly provide Post Office®
Services; and

2.3 comply with the obligations set out below.

The Subpostmaster will also be required to make good any deficiency of cash or stock
which may result from his Assistants’ actions or inactions.

Section 15 July 2006_Assistants
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3. This Section contains the obligations which the Subpostmaster has to fulfil in relation
to the recruitment and employment of each of his Assistants (which includes any
members of his own family). Where the Subpostmaster fails to comply with any of
these terms, he may be deemed to be in breach of his Contract which will then be
liable to termination. The obligations in this Section are additional to the
Subpostmaster’s responsibility, as the employer of his Assistants, to comply with the
provisions of any legislation and regulations that impose obligations on employers,
providers of postal services and financial services, or sellers of insurance or
communications products.

4. RECRUITMENT

4.1 The Subpostmaster must establish and maintain a recruitment file for each Assistant.
In order to meet its legal obligations regarding monitoring of compliance, Post Office
Ltd will be entitled to inspect such recruitment files from time to time upon giving the
Subpostmaster reasonable written notice that they should be made available for such
inspection. The recruitment file should include, in the format of the Recruitment
Checklist at Appendix 3 to this Section, a comprehensive record of all checks carried
out in relation to the recruitment, selection and employment of any person applying to
him for employment as an Assistant ( defined in this Contract as the “Applicant™).

4.2  The Subpostmaster is responsible for catrying out all necessary checks in order to
satisfy himself as to the honesty, integrity and suitability of any Applicant. He must
also take certain steps, as set out below, in order to satisfy himself as to:

. the right to work in the UK;

n the identity and permanent National Insurance number; and

. the address,

CIEC TR B BN R R e B B

of any Applicant.
a 43 Proof of Right to Work in the UK
a2 The following procedures are necessary to meet the requirements of immigration
b | legislation:
a Step 1
a The Subpostmaster will need to ask all Applicants to provide documentation that
a satisfies the criteria listed at Appendix 2 to this Section.
[ | Step 2
] The Subpostmaster must satisfy himself that the Applicant is the rightful holder of
= any of the documents he presents.
| The Subpostmaster must carry out the following reasonable steps when checking any
2 documents presented by an Applicant:
1

Section 15 July 2006_Assistants
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check any photographs, where provided, to ensure that they are consistent

a) 1 -
i earance of the Applicant; ‘ . -
b) :ggclliht;;pgle dates of birth listed are consistent with each other and with the
appearance of the Applicant; . o
) check that the expiry dates are valid and the documents are still live;
d) check any United Kingdom Government stamps or endorsements to see if the

Applicant is able to do the type of work he is offering;

e) if the Applicant gives you, from List 2 of Appendix 2, two documents that
have different names for the Applicant, you should ask him for a further
document to explain the reason for this. (The further document could be a
marriage certificate, divorce document, deed poll, adoption certificate or
statutory declaration.)

Step 3

The Subpostmaster should make a photocopy of the following parts of all the
documents shown to him for retention in the recruitment file:

a) the front cover and all of the pages which give the Applicant’s personal
details. In particular, the Subpostmaster should copy: (i) the page with the
photograph, and (ii) the page which shows the Applicant’s signature; and

b) any page containing a United Kingdom Government stamp or endorsement
that permits the Applicant to do the type of work the Subpostmaster is
offering.

If it is not possible to make the necessary photocopies at the time, the documents
should be retained, copied at the earliest possible opportunity and returned to the
Applicant. 7 :

Step 4

List in the Applicant’s recruitment file all documents seen and copied on steps 1-3
above (e.g. ‘UK Passport — Number 12345678’; or ‘Full birth certificate and a P60
dated 14 April 2005°).

44 Proof of Permanent National Insurance Number

4.4.1 Unless already provided and photocopied, as part of an Applicant’s
documentation proving his Right to Work in the UK, the Subpostmaster will
need to see a document giving the Applicant’s permanent National Insurance
Number and name. This could be a: P45, P60, National Insurance card, or a
letter from a Government agency.

442 The Subpostmaster must then list in the Applicant’s recruitment file the

document seen (there is no need to photocopy the document if it is provided
solely for proving the NI number).

4.4.3 For the small number of Applicants who are unable to supply a permanent
National Insurance number, they should be asked to explain why, the reason
should be noted and the Subpostmaster should consider carefully whether to
proceed with the application. Applicants with a genuine reason for being
unable to supply a permanent National Insurance number (such as Applicants

Section 15 July 2006_Assistants
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from outside the UK) should be advised that they would need to obtain one
from the relevant authorities prior to being appointed.

4.5 Proof of Address

The Subpostmaster must see at least one of the following items showing the
Applicant’s name and current address:

Driving Licence

Recent Paid Gas or Electricity Bill

Recent Paid Telephone Bill (not mobile)

Recent Paid Council Tax Bill

Recent Paid Water Bill

Recent TV Licence

Recent Bank Statement, must be supported by a credit/debit card

(In relation to the above “Recent” means no more than 3 months old.)

The Subpostmaster must then list in the Applicant’s recruitment file the details of the
document seen (there is no need to photocopy the ‘proof of address’ document).

4.6  The Subpostmaster must ensure that all recruitment files for successful Applicants
have been correctly annotated and the associated photocopies have been included to
provide proof of an Applicant’s right to work in the UK. There should be no missing
photocopies, incorrect combinations of documents or incomplete tick lists.

4.7-  The Subpostmaster must not confirm an Applicant’s appointment until the criteria
have been met and the registration process outlined below has been completed.

4.8  Itis the Subpostmaster’s responsibility to ascertain that all documentation supplied by
the Applicant satisfies the criteria.

4.9 References

At the recruitment stage, the Subpostmaster will need to obtain at least 2 references
(which must be independent of the Applicant and of each other) in respect of the
Applicant.

4.10 Work History

The Subpostmaster must obtain a work history from each Applicant for the
immediately preceding 5 years (unless the period in which each Applicant has worked
can be proved to be less than 5 years, in which case the work history of the full period
must be obtained). It is the Subpostmaster’s responsibility to assure himself of the
validity and accuracy of the details provided by the Applicant. (Measures to achieve

this 9ould include questioning at interview, and the seeking of references from
previous employers).

4.11  Honesty, Integrity and Suitability
4.11.1 The Subpostrqaster must seek information from each Applicant about any
unspent convictions, including conditional discharges, for any offence in a

| Court of Law (including a Youth Court or Court Martial) or any caution,
Section 15 July 2006_Assistants
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reprimand or warning. The Subpostmaster must also seek information from
each Applicant about any pending criminal proceedings in which the
Applicant might be involved. The Subpostmaster must also seek information
from each Applicant about mis-selling of any product or service or lack of
integrity in any form of employment involving selling.

4.11.2 In order to help prevent the employment of unsuitable or dishonest persons on
Post Office® work, the Subpostmaster must, before the Applicant begins
employment with the Subpostmaster, complete the registration process
detailed at 4.11.3 below (defined in this Contract as the “Registration
Process”). Under no circumstances must the Subpostmaster employ an
Assistant before the Registration Process is completed and the Subpostmaster
has received clearance from Post Office Ltd to employ that Assistant. All
Assistants must be registered, including members of the Subpostmaster’s
family who may only occasionally work in the Post Office® branch. Holiday
reliefs also need to be registered.

4.11.3 The Registration Process

(i) To register an Applicant as an Assistant the Subpostmaster must complete
forms P250 and P13. The text of form P250 is at Appendix 1 to this
Section. The text of form P13 is at Appendix 1 to the Section dealing with
Divulgence of Official Information. In addition the Applicant must
complete and sign a Security Checks Consent Form. The Subpostmaster
may obtain these forms from Post Office Ltd.

(11) Form P250. The Subpostmaster must complete and sign Section 1; the

- Applicant must complete and sign Section 2. The Subpostmaster must ,
then submit the completed form to the address indicated on it. ‘
The Subpostmaster must ensure that any details referred to in paragraphs 1
4.11.1 above and 4.11.5 below about the Applicant (defined in this
Contract as “Relevant Information”) which have come to his attention are |
honestly recorded on the form. This will enable Post Office Ltd to ‘
conduct its own checks into the background of the Applicant.

(iii) Security Checks Consent Form. The Applicant must complete this form
in his own handwriting and sign and date it. The Subpostmaster must |
check that form is complete and legible and that the personal details
shown on it match those entered on the P250. The completed form should ‘
be sent with the competed P250 to the address shown on the P250. |

(iv)Form P13. If the Subpostmaster is satisfied that the identity, character, 1
history and suitability of any Applicant will not cause him to breach any
of the obligations in this Contract he must require that the Applicant |
makes a personal declaration on form P13 prior to commencing work in
the Post Office® branch. Two copies of this form must be completed, one |
of which must be kept by the Applicant, and the other should be sent, with
the completed P250 and the completed Security Checks Consent Form, to
the return address on the P250. Both the Subpostmaster and the Applicant |
must sign the P13.

Section 15 July 2006_Assistants |
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(v) Pre-employment checks will be carried out upon receipt by Post Office
Ltd of the relevant forms, which should be fully and legibly completed.
(These checks can take up to seven working days.)

(vi)The Subpostmaster will then be informed whether or not he may employ
the Applicant as an Assistant.

4.11.4 Where Post Office Ltd has good reason to believe that it would not be in its
best interests for a particular Applicant to be engaged upon Post Office®
business or to have access to any part of the Post Office® branch it will be
entitled to require the Subpostmaster to refrain from employing that Applicant
on Post Office® business if not already employed, or to ensure that the
Applicant is not further employed on Post Office® business if already
employed. If after such a requirement has been reasonably made by Post
Office Ltd the Subpostmaster continues to employ such Applicant he may be
deemed to be in breach of his Contract as referred to in paragraph 3 above.

4.11.5 If details of any offences committed by the Applicant relating to:
- 6)) the delivery or handling of mail, post or packets; or
(ii)  theft or the obtaining of property by deception or fraud; or
(iii)  mis-selling of any product or service; or
(iv)  lack of integrity in any form of employment involving selling; or
(v)  dishonest conduct of any kind,
come to Post Office Ltd’s attention by any means and Post Office Ltd notifies
this fact to the Subpostmaster the Applicant will not until further notice be

eligible to work on Post Office® business or any business concerning Royal
Mail Group plc and the provisions of paragraph 4.11.4 above will apply.

4.12 As a general guide no person under 16 years of age should be employed on Post

3.1

Office® work, or have access to Postal Packets. However where there is no reasonable
alternative to the part-time employment of an Assistant under 16 years of age, such
employment must be subject to the following conditions:

no person under the age of 14 years may be employed in any capacity;

the Assistant, even if a family member, should be fully registered with Post Office
Ltd in accordance with the provisions of this Section 15; and

the Subpostmaster must comply with all relevent legislation affecting the employment
of young persons and children.

UNSUITABLE PERSONS

During the entire period that an Assistant is employed by the Subpostmaster, the

Subpostmaster will report immediately to Post Office Ltd any Relevant Information
as soon as he becomes aware of same.

Section 15 July 2006_Assistants
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52 If:

5.2.1 the Subpostmaster does not submit a form P250 prior to the employment by
him of the Applicant; or

5.2.2 the Subpostmaster does not declare on the form P250 any Relevant
Information concerning the Applicant of which he was aware; or

5.2.3 the Applicant fails any checks carried out internally by Post Office Ltd; or

5.2.4 the Subpostmaster does not report to Post Office Ltd as soon as possible any
Relevant Information of which he becomes aware (after submission of a form
P250),

the provisions of paragraph 4.11.4 above will apply.
6. ONGOING REGISTRATION CHECKS

6.1  To meet the needs of regulation and legislation Post Office Ltd must be able to
maintain accurate details of all those who work in Post Office® branches. In addition
to completing forms P250 and P13 when employing new Assistants, the
Subpostmaster is, therefore, required each year to take part in an annual check of
persons employed in Post Office® branches. The current mechanism for this check is
the form P356, which the Subpostmaster is required to fill out and return. This
provides Post Office Ltd with up-to-date details of the people working in a Post
Office® branch and acts as a monitoring check that every Assistant has been cleared
through the pre-employment checking system. It is absolutely essential that the
Subpostmaster cooperates fully with this process or any replacement process that Post
Office Ltd may subsequently and reasonably require.

6.2  The details listed on form P356 for each Assistant, which the Subpostmaster will need
to check for accuracy and amend as necessary are as follows:

e Post Office® branch name and address, FAD (or Branch) code
e Assistant’s name, date of birth and National Insurance number
e Role type, (e.g. Assistant or holiday relief)

e Date employment commenced and, if applicable, date employment ceased and
reason for leaving

¢ Relationship to Subpostmaster (if applicable)
e Horizon Log On ID
6.3 Detalls must be entered on form P356 for every Assistant employed by the
Subpostmaster, even if he only works occasionally e.g. as a holiday relief.
7. TRAINING
7.1  Post Office Ltd will:

7.1.1 provide the Subpostmaster with relevant training materials and processes to
carry out the required training of his Assistants on the Post Office® Products
and Services;

Section 15 July 2006_Assistants
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7.1.2. inform the Subpostmaster as soon as possible where new or revised training
will be necessary as a result of changes in either the law or Post Office®
Products and Services; and

7.1.3. where appropriate (for instance where clause 7.1.2 of this Section applies)
update the training materials (or processes) or provide new training materials
(or processes) to the Subpostmaster.

However, it is the Subpostmaster’s responsibility to ensure the proper deployment
within his Post Office® branch of any materials and processes provided by Post
Office Ltd and to ensure that his Assistants receive all the training which is necessary
in order to be able to properly provide the Post Office® Products and Services and to
perform any other tasks required in connection with the operation of the Post Office®
branch.

7.2 Where Post Office Ltd has obligations to third parties in relation to certain Post
Office® Products and Services (including, but not limited to, financial transactions
(such as bureau de change, and sales of insurance) and communications products, and
provision of mail services), the Subpostmaster undertakes to use his best endeavours
to ensure that his Assistants will not cause Post Office Ltd to be in breach of such
obligations.

7.3 Post Office Ltd may request from time to time that where it has obligations as
described above the Subpostmaster should conduct specific training (whether through
written/distance learning that may require confirmation of completion or via
presentations) in relation to certain Post Office® Services (such as, but not limited to,
money laundering). Failure by the Subpostmaster to arrange for such training to be -
properly applied will be deemed to be a breach of this Contract by him.

7.4  Training Policy

7.4.1 The Subpostmaster must formulate a training policy for all his Assistants, in
order to fulfil his obligations in relation to the safekeeping of any Postal
Packets.

7.4.2 This training policy should include the following elements:

o the levels of training required to fulfil the obligations referred to above at
7.4.1;

e the levels of training required according to the differing responsibilities of,

and work undertaken by, the Assistants, in relation to Postal Packets;

details of the minimum level of training required;

an explanation of how the training is provided;

the frequency with which training is provided; and

details of how training is given, recorded and monitored.

7.4.3  The policy must also ensure compliance with all other regulatory and
legislative requirements.

7.4.4 The Sgbpostmaster must regularly monitor the implementation of and
compliance with the training policy in his Post Office® branch.
Section 15 July 2006_Assistants
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8. SECURITY

8.1  The Subpostmaster must inform each of his Assistants of the seriousness of any
offence of damage or interference to any Postal Packet.

8.2  The Subpostmaster must ensure that his Assistants comply with the requirements of
the Operations Manual, Volume 5 and the Security Booklet in general - sub sections
3, 4, and 8 in particular, as they apply to:

the security of the premises;

the collection, despatch, conveyance or delivery of mail; and

the measures to be taken to prevent or detect loss or theft of or damage to a
Postal Packet. '

8.3 The Subpostmaster must maintain records which can enable him as far as is
reasonably practicable, to identify which of his Assistants was responsible for the
conveyance, receipt, collection, sortation, delivery or handling of any Postal Packet
which may have been interfered with. ‘

8.4  The Subpostmaster must carry out regular assessments of the risk to Postal Packets at
the Post Office® branch.

9. DISCIPLINE

9.1  The Subpostmaster is responsible for:

9.1.1 ensuring that each of his Assistants is made aware: (a) that he is responsible
for the safekeeping of Postal Packet whilst such Postal Packets are in his
custody; (b) that he must take all reasonable measures to protect them from
delay, loss, theft, damage and/or interference of any kind, and (c) that failure
by him to follow any security instruction or procedure issued and amended
(where necessary to minimise the risks referred to above) from time to time by
Post Office Ltd will be deemed to be a breach of condition of this Contract by
the Subpostmaster, and Post Office Ltd reserves the right to take appropriate
action in the circumstances; and

9.1.2 placing the obligations set out in 9.1.1 above directly upon every Assistant
whom he employs on Post Office® business.

9.2  The Subpostmaster must establish maintain and adhere consistently to a formal
disciplinary policy in respect of any of his Assistants who fails to comply with his
obligations as set out in this Contract. Where the Subpostmaster already has an

established discinlinary policy for his emplovees it is simnlv necessary to ensure that
shed disciplinary policy Ior his employees 1t is simply necessary to ensure that

the policy meets the criteria set out in 9.3 and 9.4 below.

9.3  The policy referred to in 9.2 above must include at least the following elements:

9.3.1 an explanation of what constitutes a “failure to meet the standards of
conduct”, and the action to be taken in relation to such failure;

9.3.2 adescription of how the Subpostmaster has conveyed to his Assistants:
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e the fact that a failure to meet the standards of conduct might also constitute a
criminal offence; and

e the action which will be taken in relation to any such failure;

9.3.3 aprovision for the appropriate records to be maintained detailing any action
taken against an Assistant for failure to meet a required standard of conduct;
and

9.3.4 an explanation of:

¢ how the Subpostmaster identifies consistent failures to meet the relevant
standards of conduct; and

o what remedial action the Subpostmaster will take in the event of consistent
failures being made.

The Subpostmaster must regularly review:
e . the standards of conduct imposed; and
e the disciplinary policy in place.

The Subpostmaster will keep a formal record of his disciplinary policy and any
exercise by him of it, and Post Office Ltd will be entitled to request sight of such
record from time to time, where it is reasonable to do so in order to ensure that the
Subpostmaster is complying with his obligations in this respect.

Where Post Office Ltd believes, in good faith, that a Subpostmaster has not
implemented the disciplinary policy properly (or at all) against an Assistant, where
circumstances justify such implementation, the provisions of paragraph 3 above will
apply.

10. INFORMATION/REPORTING

10.1

10.2

The Subpostmaster must as soon as possible upon becoming aware of its occurrence,
report to Post Office Ltd every incidence of loss or theft of, damage to, or
interference with, a Postal Packet (defined in this Contract as an “Incident”).

The Subpostmaster must also record in respect of each Incident at least the following
details:

e the date, time and place;

e the number of (or, where not known, a reasonable estimate of) Postal Packets
involved;

e as far as reasonably practicable, the Assistants who may have participated in
the conveyance, receipt, collection, sortation or delivery of the Postal Packets
involved; and

® any other particulars in relation to it (including the factual circumstances).

Section 15 July 2006_Assistants
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(Appendices 1, 2, & 3 follow)
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SECTION 15 [11 COMMUNITY, 10(M) MODIFIED]
APPENDIX 1 FORM P250

ASSISTANTS AT POST OFFICE® BRANCHES

Section 1 of this form should be completed and signed by the Subpostmaster or Franchisee or ‘officer in charge’
whenever considering appointing an Assistant.

Section 2 of this form should be completed and signed by the prospective Assistant.
(Please note that if more than one change is made to Assistants at the branch, a separate form will need to be
completed for each prospective Assistant.)

SECTION 1 - EMPLOYEE (PLEASE COMPLETE IN BLOCK CAPITALS)

POST OFFICE® BRANCH NAME:

FAD CODE: /

SUBPOSTMASTER’S/FRANCHISEE’S/OPERATOR’S/OFFICER IN CHARGE’S NAME:

ADDRESS TO WHICH THE AUTHORISATION LETTER SHOULD BE SENT:

I have selected (full name in block capitals) as a prospective
Assistant at my branch. I have satisfied myself that his character is satisfactory and I am satisfied that he is
suitable for the relevant duty. I have no reason to suspect that any previous Post Office® service by the
prospective Assistant is not fully stated below.

New Assistant - If the prospective Assistant has previously worked at any Post Office® branches, please give
details below

Branch Position held Start End | Reason for leaving
date date

I can confirm that I have obtained the following information: (Please give details where appropriate and refer
to your contract with Post Office Ltd for the criteria on suitable evidence required)

e Details of the prospective Assistant’s career history over the last 5 years

e Two references (- either one character and one employment reference, or two character references - but the
referees must be independent of the Applicant and of each other).

e  Suitable evidence of identity. State Identity evidence seen

e Suitable evidence of National Insurance No. and address. State evidence seen

* Evidence of right to work in the UK. State evidence seen

Proposed start date of Assistant Horizon User ID (e.g. EPRO01) (Do NOT Enter
Any Passwords)

Subpostmaster/Franchisee/Operator/ofﬁcer in charge signature:
and name (in block capitals):

Date:

Section 15 July 2006_Assistants
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SECTION 2 - ASSISTANT DETAILS

Title and name in full (M1/Mrs/Miss/Ms)
Name at birth, if different from above
Date of birth

Town of birth

Country of birth

National Insurance number

Position (e.g.. Assistant/Holiday Relief)

Home address Previous address (If less than
2 years at present address)

Have you ever been found guilty of any offence (including conditional discharges) in a court of law
(including a Youth Court or Court Martial) or have you received any caution, reprimand or warning,
or have you been involved in any mis-selling or lack of integrity in any form of selling environment?
Please tick “Yes” or “No”. Yes [] No [7]

If the answer is “Yes” give full particulars.

[NOTE: In answering the question please note that it does NOT relate to any conviction or finding
which is treated as spent by virtue of the Rehabilitation of Offenders Act 1974. If therefore, the only
conviction or finding against you is treated as spent, your answer to the question should be “No”.]

I declare that I have answered all the questions truthfully and fully, and that I am not aware of any
circumstances, which if known to Post Office Ltd, might cause question to my honesty and
suitability.

Signature Date

NOTE: DATA PROTECTION ACT
Personal Data supplied on this form may be processed, and/or verified by reference to
information already held by Post Office Limited. |

Finally, if an existing Assistant is leaving (or has left) employment at the Post Office® branch the 1
Subpostmaster or Franchisee or Operator or Officer in Charge, should give details below and ensure
that the official secrets cessation form P301 is completed and returned. ) I

Name of previous assistant Last date of Reason for leaving
employment :

Once all the foregoing is complete, please return a) this form, b) the completed P13, c) the 1
completed Security Checks Consent form, and d) the completed form P301 (if appropriate) to

the following address:

Business Expenses Team (P250’s), People and Organisation Services, Capstan House, 35

Broadway, Salford, M50 2PB
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SECTION 15 [11 COMMUNITY, 10(M) MODIFIED]
APPENDIX 2

Proof Of Right To Work In The UK — Acceptable Documents

The Applicant must produce either any one of the documents shown below in List 1 or two
documents from either of the combinations shown in List 2.

LIST 1

e A passport showing that the holder is a British citizen, or has a right of abode in the
United Kingdom.

e A document showing that the holder is a national of a European Economic Area
country (i.e. Austria, Belgium, Cyprus, Czech Republic, Denmark, Estonia, Finland,
France, Germany, Greece, Hungary, Iceland, Ireland, Italy, Latvia, Liechtenstein,
Lithuania, Luxembourg, Malta, Norway, Poland, Portugal, Slovakia, Slovenia, Spain,
Sweden, The Netherlands, United Kingdom) or Switzerland. This must be a national
passport or national identity card. (See note * below).

e A residence permit issued by the Home Office to a national from a European
Economic Area country or Switzerland. (See note * below).

e A passport or other document issued by the Home Office which has an United
Kingdom Government or Home Office stamp or endorsement stating that the holder
has a current right of residence in the United Kingdom as the family member of a
national from a European Economic Area country or Switzerland who is resident in
the United Kingdom. (See note * below).

e A passport or other travel document with a United Kingdom Government or Home
Office stamp or endorsement to show that the holder can stay indefinitely in the
United Kingdom, or has no time limit on their stay. (See note * below).

e A passport or other travel document with a United Kingdom Government or Home
Office stamp or endorsement to show that the holder can stay in the United Kingdom;
and that this stamp or endorsement allows the holder to do the type of work you are
offering if they do not have a work permit. (See note * below).

e An Application Registration Card issued by the Home Office to an asylum seeker
stating that the holder is permitted to take employment.

(*Nationals from certain states within the European Economic Area (contact the
Home Office, oniGRO ' for details) must register with the Home Office
within one month of starting employment; you must advise them to register, and you
will need to provide them with evidence of employment (e.g. a contract or letter) in
order to do so. Once the Home Office registers your employee you should keep the
registration certificate they send to you. It is a criminal offence not to register an
appropriate employee).

—— e

LIST 2

——

FIRST COMBINATION

—

o

A. A document

coul giving the person’s permanent National Insurance Number and name. This
|

dbea: P45, P60, National Insurance card, or a letter from a Government agency.
E Section 15 Tuly 2006_Assistants
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Along with one of the following documents listed in sections B-H below:

B. A full birth certificate issued in the United Kingdom, which includes the names of the
holder’s parents; OR

C. a birth certificate issued in the Channel Islands, the Isle of Man or Ireland; OR

D. a certificate of registration or naturalization stating that the holder is a British citizen; OR
E. a letter issued by the Home Office to the holder which indicates that the person named in
it can stay indefinitely in the United Kingdom, or has no time limit on their stay; OR

F. an Immigration Status Document issued by the Home Office to the holder with an with a
United Kingdom Government or Home Office stamp or endorsement indicating that the
person named in it can stay indefinitely in the United Kingdom, or has no time limit on their
stay; OR .

G. a letter issued by the Home Office to the holder which indicates that the person named in
it can stay in the United Kingdom, OR

H. an Immigration Status Document issued by the Home Office to the holder with an with a
United Kingdom Government or Home Office stamp or endorsement indicating that the
person named in it can stay in the United Kingdom.

SECOND COMBINATION

(i). A work permit or other approval to take employment that has been issued by Work
Permits UK

Along with one of the following documents listed at (ii) or (iii) below:

(ii). a passport or other travel document with a United Kingdom Government or Home Office
stamp or endorsement to show that the holder is able to stay in the United Kingdom and can
take the work permit employment in question; OR

(iii) a letter issued by the Home Office to the holder confirming that the person named in it is
able to stay in the United Kingdom and can take the work permit employment in question

Section 15 July 2006_Assistants |
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I SECTION 15 [11 COMMUNITY, 10(M) MODIFIED]

[ APPENDIX 3

! Recruitment Checklist

! Applicant’s Full Name

I

Applicant’s National Insurance Number [

I

I YES NO

[ €)) At least 2 references obtained?

I (b) Evidence of identity seen?

I Documents and details:

I (c) Evidence of permanent NI Number seen and any
necessary photocopies taken and retained in the

t Applicant’s recruitment file? Document and details:

I (d) Evidence of address seen? Document and details:

4 (e) Evidence of right to work in UK seen and all necessary
photocopies taken and retained (including Home Office

i registration application if applicable) in the Applicant’s

4 recruitment file?

I (f) - Has the 5 year work history been seen and verified if
necessary?

i ® Has the Applicant ever been found guilty (including

k conditional discharges) of any offence in a court of law

I (including a Youth Court or Court Martial)?

(h) If the answer to (g) is “Yes”, has the Relevant

| Information been shown in the P250

i @) Has the Applicant received any caution, reprimand or

I warning, or has he/she been involved in any mis-selling
or lack of integrity in any form of selling environment?

i @ If the answer to (i) is “Yes”, has the Relevant

1 Information been shown in the P250

I (&) Has the P250 been completed in full and sent to the
relevant address?

J ) Has the P13 been completed in full and sent with the

i P250?

I (m)  Has the authorisation for employment of the Applicant
been received?

i

‘ () Date employment as Assistant commenced.

K

[ ] Section 15 July 2006_Assistants
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POST OFFICE LTD

SECTION 16 OF THE SUBPOSTMASTERS CONTRACT
SECTION 12 OF THE COMMUNITY SUBPOSTMASTERS CONTRACT
SECTION 12 (M) OF THE MODIFIED SUBPOSTMASTERS CONTRACT

DIVULGENCE OF OFFICIAL INFORMATION, CORRESPONDENCE &
INTERVIEWS

DIVULGENCE OF OFFICIAL INFORMATION

1.  The unauthorised disclosure, or use, of any information or document which has
come to the knowledge of a Subpostmaster or sub Post Office® Assistant
through the work of his sub Post Office® branch is forbidden. Any such
disclosure may render the offender liable to prosecution.

2. Neither the Subpostmaster nor his Assistants may disclose any information
regarding Postal Packets except to the person(s) to whom such Postal Packets
are addressed; nor may they make known information that may come to them
directly or indirectly by means of the Post Office® business concerning the
character, standing, or responsibility of individuals or firms, or the private
affairs of any person.

PERSONAL DECLARATIONS

3.1 All new Subpostmasters and newly recruited Assistants are required to sign a
Personal Declaration (form P13 attached as Appendix 1 to this Section) which
reminds them of the duty of each of Post Office Ltd and the Royal Mail Group
to ensure that all communications and items entrusted to it reach the people for
whom they are intended promptly and safely. The Personal Declaration also
brings to the notice of Subpostmasters and Assistants their obligations under the
Postal Services Act 2000. (An extract from this Act is reproduced at Appendix 2
of this Section).

3.2  Every Subpostmaster and each of his Assistants is on termination of his
appointment required to sign a Declaration (P301) to remind him that the
provisions of the Official Secrets Act continue to apply to him after he has left
in respect of all the information which he has acquired or to which he has had
access by virtue of his position as Subpostmaster or Assistant. (A copy of
form P301 is at Appendix 3 of this Section).

3.3  The Subpostmaster must give each of his Assistants a copy of form P13 and,
upon termination of his appointment form P301, as a reminder of the
importance of the messages they contain. The duty not to disclose
information is imposed by the Act referred io in 3.2 above - not by any
Personal Declarations. Consequently no Subpostmaster or Assistant can avoid
these legal obligations by refusing to sign a form or by attempting to revoke or
disclaim his signature on the form(s).

4.  Any request made to the Subpostmaster or his Assistant by the Police or any
other authority, or by a private person, for information which may be
confidential, or may concern matters connected with the duties of another

ATRAARARAPRPPRPRARPPARANPAPPANNEREA NS AN EA R T "M
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Subpostmaster, Franchisee, Operator or an employee of Post Office Ltd or
Royal Mail Group plc, or which is related to the Post Office® business or any
of its (potential) customers, should be referred immediately to Post Office Ltd.

CONTACT WITH THE PUBLIC NEWS MEDIA

5.  Each of Royal Mail Group plc and Post Office Ltd has a duty to safeguard its
own interests and those of persons involved in Post Office® business in relation
to material that is published in the news media. The Public Relations
i Department of each of Royal Mail Group plc and Post Office Ltd is primarily

responsible for:

'

; 1) deciding whether Royal Mail Group plc and Post Office Ltd should enter
‘ into public correspondence, and
V (ii) ensuring fair and accurate presentation of facts about Royal Mail Group

plc and Post Office Ltd and its services,

and no other person is entitled to comment publicly on such matters. In
* particular, untrue, ill-informed or reckless comment will be challenged by Post
- “Office Ltd (or Royal Mail Group plc, as the case may be). While recognising
the right of any individual to comment publicly on matters of general interest,
each of Royal Mail Group plc and Post Office Ltd expects Subpostmasters and
their Assistants who wish to comment publicly upon matters affecting any
member of the Royal Mail Group to exercise this right in a responsible manner.
Subpostmasters must ensure, when communicating with the press or offering
comment which may be published, or broadcast on radio or television, that their
comments do not go beyond the accepted bounds of propriety and are not likely
to cause embarrassment or to mislead the public. Post Office Ltd should be
asked for advice in cases of doubt.

6. A Subpostmaster wishing to communicate with the public news media should
be guided by the following: -

(a) there must be no unauthorised disclosure of official information

- (see above);

- : g
(b) views and opinions expressed publicly must not bring Post Office Ltd or any
' , other Subpostmaster, Franchisee, Operator or Royal Mail Group plc or its

b employees into disrepute; and

(c) a Subpostmaster offering unauthorised public comment must make it clear
that he is commenting in his private capacity and not on behalf of Post Office
Ltd or Royal Mail Group plc.

7. A Senior Representative (as defined in the national agreement on facilities for
recognised unions) may wish from time to time to represent the view of the
National Federation of Sub-Postmasters, particularly on matters affecting his
Branch/Committee/Federation. In doing so he must indicate his position as a
Federation spokesman and give his own name.

Secti .
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8.  Particular care is necessary when offering spontaneous comment to press or
broadcasting reporters or interviewers.

PUBLICATION OF OFFICIAL INFORMATION

9.  No Subpostmaster may, without the permission of Post Office Ltd, use
information derived from official records or experience for the purpose of
publishing any document, book, play or article, broadcasting on radio or
television, producing or exhibiting a film or photographs, giving a talk or
lecture or taking part in a public discussion.

CORRESPONDENCE WITH THE PUBLIC
10. A Subpostmaster should not, without the permission of Post Office Ltd, write to

or interview members of the public on Post Office® matters other than for the
purpose of correcting an error committed at his own sub Post Office® branch.

OFFICIAL DOCUMENTS AND LEGAL PROCEEDINGS
11. No Subpostmaster may, without permission, make an official document or a

letter from the public, or any other document which may come into his hands
officially, the subject of legal proceedings.

USE OF OFFICIAL INFORMATION OR POSITION FOR PRIVATE
PURPOSES

12.  No Subpostmaster may use his position to further his private interests, or act in

any way which might give rise to the suspicion that he has used, for private
purposes, information available to him in his capacity as Subpostmaster.

BREACHES TO BE REPORTED

13. A Subpostmaster must report to Post Office Ltd any case in which there appears
to have been a breach of the above rules by anyone employed by him on Post
Office® duties at the sub Post Office® branch.

(APPENDICES 1-3 FOLLOW)

Section 16 July 2006_Divulgence of official information
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SECTION 16 [12 COMMUNITY, 12(M) MODIFIED]
APPENDIX 1

FORM P13
PERSONAL DECLARATION TO ROYAL MAIL GROUP (1.E. ROYAL

MAIL GROUP PLC AND ITS ASSOCIATED COMPANIES, INCLUDING
POST OFFICE LTD)

ROYAL MAIL GROUP'S OBLIGATIONS

Royal Mail Group must ensure that letters, parcels and all other communications or
items entrusted to it are delivered as addressed promptly and safely, and that the
information in them reaches no one not entitled to it.

To help Royal Mail Group provide this essential service to the community, there are
important legal requirements which you must comply with. It is important for you to
be aware of and understand those provisions, not only for your own sake but also in
order that you should not, through any fault or omission on your part, enable or tempt
others to break them.

SAFETY OF POSTAL PACKET

It is a criminal offence to STEAL, DESTROY or DAMAGE a letter, parcel, mailbag
or any other postal packet in course of transmission by post. It is also an offence to
OPEN or DELAY (without proper authority and reasonable excuse) a letter, parcel,
mailbag, or any other postal packet in course of transmission by post.

Persons suspected of criminal offences will be subject to investigation which may
lead to prosecution in the Criminal Courts. Heavy penalties, including terms of
imprisonment, are provided for such offences.

Other misconduct which endangers the safety of a mailbag or postal packet may lead
to termination of employment or engagement or contract with Royal Mail Group.

CONFIDENTIAL INFORMATION

You shall neither whilst employed or contractually bound by Royal Mail Group or
engaged in Royal Mail Group’s Business, nor after that employment or engagement
ceases, disclose to any other person, firm or company, or publish or broadcast or use
for your own benefit or for the benefit of a third party, any confidential information
relating in any way to the activities, operations or business methods of Royal Mail
Group or its business partners, except as previously authorised in writing by of Royal
Mail Group. Any unauthorised disclosure may amount to a criminal offence.

’
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APPENDIX 1 - FORM P13 (continued)

OFFICIAL SECRETS ACT

A person may be entrusted with information which is covered by the Official Secrets
Act 1989 whilst engaged on business for the Royal Mail Group.

Under the Official Secrets Act 1989, it is a criminal offence for a Government
contractor (which means any person or body who is employed in the provision of
goods or services for the Crown) including any employee of a Government
contractor, to: -

e  disclose unlawfully any information obtained as a result of such
work without authorisation, and :

e fail to safeguard or improperly retain or provide access to
documents or articles containing information which it would be
an offence under the Act to disclose.

The above conditions apply even when work with Royal Mail Group ends.
DATA PROTECTION ACT

Any person who handles information about identifiable living people whether
processed electronically or manually may also commit an offence under the Data
Protection Act 1998 if he/she improperly obtains, holds, uses or discloses any such
information.

YOU SHOULD READ THIS DOCUMENT CAREFULLY AND THEN SIGN
YOUR NAME TO THE DECLARATION BELOW.

I HAVE READ AND FULLY UNDERSTAND BOTH PAGES OF THIS
DOCUMENT AND HAVE RECEIVED A COPY TO RETAIN:

CFULINGME ..o e e
(Block Letters)

SINALUTE. ..t ivieeeriee i eiee et ieeeeananenas Date.....oooveeviiiiiiiaiaenn..,

In the presence of:

SIEDALUTE. . ettt e e e

JOb Title/POSItION. .ouvneeniitiiniii et e ae s

NOTE - The person signing this form should sign with his ordinary signature in the
presence of a witness.  [[The Subpostmaster/Franchisee/Operator/Officer in
charge should witness the signature of persons employed at a sub or franchise

Post Office® branch]]

Retention Period: [ |

POL00422653
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SECTION 16 [12 COMMUNITY, 12(M) MODIFIED]
APPENDIX 2

SUMMARY OF EXTRACTS FROM ACTS OF PARLIAMENT

1. Theft Act 1968/Criminal Damage Act 1971
The offences of theft or destruction of a postal packet are covered by the Theft
Act 1968 or Criminal Damage Act 1971. Persons convicted on indictment for
such offences are liable under the relevant sections of those Acts to
imprisonment.

2.  POSTAL SERVICES ACT 2000
Section 83 - Interference with the mail
Any person engaged in the business of a postal operator commits an offence if
contrary to his duty and without reasonable excuse he intentionally delays or
opens a postal packet in the course of its transmission by post, or intentionally
opens a mailbag. Persons convicted on indictment shall be liable to
imprisonment for a term not exceeding two years or to a fine, or both.

Section 125(1)
Postal packet means a letter, parcel, packet or other article transmissible by post.

Schedule 7 Unauthorised Disclosure of Information

Any person who makes an unauthorised disclosure of information obtained
whilst dealing with work of a universal service provider, which relates to the
affairs of an individual or a particular business commits a criminal offence.

D2.1/6/38



SECTION 16 [12 COMMUNITY, 12(M) MODIFIED]
APPENDIX 3 FORM P301

NON-DISCLOSURE STATEMENT - OFFICIAL SECRETS ACT AND CONFIDENTIAL
INFORMATION (To be signed by all persons ceasing to be employed or contractually
bound by or engaged in the Royal Mail Groups Business (ie Royal Mail Group plc and its
associated companies including Post Office Ltd); and by other persons on ceasing to have
access to secret information)

My attention has been drawn to:-

1.  the provisions of the Official Secrets Act 1989 (the “Act”) and that under the Actitis a
criminal offence for a Government contractor (which means any person or body who is
employed in the provision of goods or services for the Crown) including any employee
or agent of a Government contractor, to:

¢ disclose unlawfully any information obtained as a result of such work
without authorisation, and

s fail to safeguard or improperly retain or provide access to documents or
articles containing information which it would be an offence under the Act to
disclose.

I am fully aware that serious consequences may follow any breach of these provisions.

2.  the fact that I must not disclose to any other person, firm or company, or publish or
broadcast or use for my own benefit any confidential and/or commercial information
relating in any way to the activities, operations or business methods of the Royal Mail
Group, or information obtained whilst engaged in Royal Mail Group’s business except
as previously authorised in writing by the Royal Mail Group. Any unauthorised
disclosure may amount to a criminal offence.

I understand that the provisions of the Official Secrets Act 1989 and requirements regarding
confidential information may apply to me after my appointment has ceased;

I hereby declare that 1 have surrendered any equipment and any document including any
electronic document and back-up disc made or acquired by me owing to my official position,
save such as I have Royal Mail Group’s written authority to retain.

POL00422653
POL00422653

BuSINess AdAress:. . euueneet it e e a e e e e e an
Date of Birth:.......ooceiiiiiiiniiiiiiiiin Date of Leaving.........c.ceveeuvineinniiennnnn.
Signed in The Presence of.........c.cooeeveninnnnen. JobTitle/Position:.........c.covveeeiniinnenenen.
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POST OFFICE COUNTERS LTD

SECTION 1

SUBPOSTMASTERS’ CONTRACT AND STATUS

CONTRACT

1.  The contract is a contract for services and consequently the Subpostmaster is an agent

and not an employee of Post Office Counters Ltd.

2. All references to Subpostmasters are to be construed as including Subpostmistresses
unless otherwise stated or implied from the context.

3. The Subpostmaster must provide and maintain, at his own expense, reasonable office
accommodation required by Post Office Counters Ltd, and pay also at his own
expense, any assistants he may need to carry on Post Office Counters business.

4. The hours of attendance (liable to variation) are:-

to to
to to on Sundays
to to
to to on Bank Holidays
to on week days to
to on Public Holidays

to on days, except when registered items or parcels are on
hand for despatch, when it may be necessary to attend at
PM.

5.  The Subpostmaster is not obliged to attend the sub-office personally but he is
required, whether he is there or not, to accept full responsibility for the proper
running of his sub-office and the efficient provision of those Post Office services which
are required to be provided there. Retention of the appointment as Subpostmaster is
dependent on the sub-office being well managed and the work performed properly to
the satisfaction of Post Office Counters Ltd.

1 Issue
September 1994
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10.

11.

12.

The Subpostmaster is informed at the time of his appointment of the classes of
business he is required to provide. He must also undertake, if called upon to do so
later, any other class of business not required at the time of his appointment but which
Post Office Counters Ltd may subsequently and reasonably require him to do, except
that Post Office Counters Ltd may not require him to undertake Mailwork where the
Subpostmaster did not undertake to do so as part of the terms of his appointment.

If Post Office Counters Ltd alters the services to be provided or withdraws a service
the Subpostmaster has no claim to compensation for any disappointment which may
result from the change.

The terms of the appointment of Subpostmaster do not entitle the holder to be paid

sick or annual leave, pension or to compensation for loss of office.

If on resignation of his appointment the Subpostmaster disposes of his private
business and/or premises in which the sub-office is situated, the person acquiring the
private business and/or the premises or exchanging contracts in connection with the
purchase of the private business and /or premises will not be entitled to preferential

consideration for appointment as Subpostmaster.

Should the Subpostmaster desire to resign his office he must give three calendar
months notice in writing failing which he shall be liable to bear any expense incurred
by Post Office Counters Ltd in consequence. The Agreement may be determined by
Post Office Counters Ltd at any time in case of Breach of Condition by him, or non-
performance of his obligation or non-provision of Post Office Services, but otherwise
may be determined by Post Office Counters Ltd on not less than three months notice.

The Subpostmaster will display a vacancy notice in the Sub-Post Office window at the
time of his resignation if so required by the Regional General Manager.

The Subpostmasters’ initial remuneration will be in accordance with the official figures
of business found to be warranted at the last revision.
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PO RULES & POSTAL INSTRUCTIONS

SECTIONS 1-23 contain the general terms of a Subpostmasters’ appointment. Post
Office Counters Ltd issues the Subpostmaster with rules and Postal Instructions which
deal with the various classes of Post Office Business to be transacted at his sub-office.

The rules provided for the instruction and guidance of Subpostmasters must be kept
up to date. They must be carefully studied and applied. No breach of rules will be
excused on the grounds of ignorance.

Operational rules are intended for the instruction an guidance of both the
Subpostmaster and the staff which he employs at his sub-office. The Subpostmaster
must ensure that his Sub-Office Assistants carry out their duties in accordance with
the rules and instructions affecting their respective duties.

Certain Postal Instructions are supplied to Mailwork offices for the use of the postmen
employed there and should be kept in a position where they are readily available for

reference. These particular instructions and rules do not apply to Subpostmasters.

Duties - The principal duties at present required have been marked on the following
list:-

Sale of Postage Stamps. Filling and clearing of Stamp-Selling Machines. Treatment of
Postal Packets, including Overseas Parcels, Despatch and receipt of Mails.

Business connected with:

Postal Orders Telephone Accounts
Pension Allowances Telephone Saving Stamps
Saving Certificates ‘ National Insurance
Savings Bank, Government Stock and Annuities =~ Premium Savings Bonds
Television Licences Local Taxation Licences
Television Licence Savings Stamps Girobank
Motor Vehicle Licence Saving Stamps Community Charge.
3 Issue
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CONTRACT - CHANGES AND AMENDMENTS
18. Changes in conditions of service and operational instructions, including those which
are agreed with the National Federation of Sub-Postmasters, will appear from time to

time in Counter News or by amendment to the Contract. Such changes and

instructions are deemed to form part of the Subpostmaster’s contract.

REGIONAL GENERAL MANAGER

19. Allinstructions received from the Regional General Manager should be carried out as
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promptly as possible.
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SUBPOSTMASTER’S CONTRACT VARIATION OCT 2004

Post Office Ltd

Section 2 of the Subpostmaster’s Contract

REMUNERATION
GENERAL

1. A Subpostmaster is paid according to the amount of work which is
transacted at his sub Post Office® branch. All remuneration is in respect of
the provision of Post Office® services.

FREQUENCY OF PAYMENT

2. Remuneration is paid monthly, by bank credit transfer, during the
period of the Subpostmaster’s appointment, in accordance with the provisions
of the remuneration booklets referred to below.

COMMERCIAL BRANCHES AND SMALL BRANCHES

3.1 The method of calculating a Subpostmaster’s remuneration will depend
on whether his sub Post Office® branch is designated by Post Office Ltd from
time to time as either a Commercial Post Office® branch or a Small Post
Office® branch in accordance with the provisions of the remuneration
booklets issued by Post Office Ltd from time to time for each category of
branch.

3.2  The remuneration system applicable to Subpostmasters of each
category of branch are set out in these remuneration booklets. The
remuneration booklets also contain the rates of remuneration applicable to
each category of branch.

3.3 Post Office Ltd may revise the remuneration rates set out in the
remuneration booklets (in whole or in part) from time to time following
[consultation with the National Federation of Subpostmasters. Any such
revisions will be communicated to Subpostmasters.

3.4 Post Office Ltd may also revise other parts of the remuneration
booklets (including the definitions of Commercial and Small Post Office®
branches and the remuneration system applicable to them) from time to time,
following. negotiation with the National Federation of Subpostmasters. Any
suqh revisions will be communicated to Subpostmasters. Where appropriate,
revised versions of the booklets will be distributed to Subpostmasters.

POL00422653
POL00422653

D2.1/6/48



POL00422653

POL00422653

3.5  The remuneration booklets (and any revisions to them) form part of the
Subpostmaster's Contract.

SEASONAL SUB POST OFFICE ® BRANCHES

4. Where a sub Post Office® branch is regularly open for part of the year
only, remuneration will be paid for the period of opening only.

SUBPOSTMASTER’S PERSONAL BUSINESS

5. Full credit is normally allowed for the personal Post Office® business of
a Subpostmaster and members of his household, but Post Office Ltd reserves
the right to withhold credit for part of such business at its discretion.

PROHIBITIONS

6. The delivery of stamps or postal orders or other items of business at
the premises of persons, firms or companies is forbidden. Remuneration may
be withheld in respect of any business obtained by a Subpostmaster in breach
of this clause.

QUESTIONS ABOUT REMUNERATION
7 If a Subpostmaster considers that the provisions of this Section have

not been correctly applied in the case of his branch he should contact the
People and Organisation Service Centre on; GRO :

END

—
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POST OFFICE COUNTERS LTD

SECTION 3

SUBPOSTMASTERS” ABSENCE FROM OFFICE

GENERAL

A Subpostmaster, under the terms of his contract, is not obliged to render personal
service and is therefore free to absent himself from the office, provided he makes

suitable arrangements for the conduct of the office during his absence.

He should notify the Regional General Manager on form P2593 when he will be away

for a period of more than 3 days and give the name of the person substituting for him.

A Subpostmaster’s responsibility for the proper conduct of the office, or for any losses
occurring during his absence, is in no way diminished by his absence from the Sub-
Office. He must make proper provision, at his own expense, for the conduct of the
office while he is away, but assistance towards the cost of his own substitution is
provided, in respect of certain absences, under the terms outlined in other relative

sections listed below:-
SECTION 4 Absence on holiday
SECTION 5 Absence on Territorial Training
SECTION 6 Absence for Jury Service
SECTION 7  Sick Absence Scheme

END
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SECTION 4

ABSENCE ON HOLIDAY - HOLIDAY SUBSTITUTION ALLOWANCE

A Subpostmaster is not entitled to annual leave as such, but subject to the following
conditions he may claim for reimbursement of the necessary cost of his substitution
when taking a holiday. To qualify for reimbursement, the Subpostmaster must be
able to certify that he renders on overage not less than 18 hours personal services each

week.

The reimbursement of the costs of substitution is paid as Holiday Substitution
Allowance and the maxima payable are published annually in Counter News. The
sum reimbursable is the net additional cost necessarily incurred by the
Subpostmaster in providing during his own absence for the Post Office duties which

he normally performs.

To assist Subpostmasters to overcome the difficulties sometimes experienced in
obtaining suitable substitutes in a particular year the holiday substitution allowance
extends over a period of 2 years. The holiday periods for which the costs of

substitution are payable are:-

For a Subpostmaster with less than 10 years service; a total not exceeding 7 weeks in a
period of 24 months beginning 1 April in every odd year; 7 weeks for this purpose

consist of 42 weekdays plus not more than 7 associated Sundays.

For a Subpostmaster with 10 years or more aggregated service; a total not exceeding 8
weeks in a period of 24 months beginning 1 April in every odd year; 8 weeks for this

purpose consists of 48 weekdays plus not more than 8 associated Sundays.

NOTE: Subject to the above limits on holiday periods, Subpostmasters may claim

reimbursement of substitution costs for absences of less than 3 days, provided that

claims are aggrega<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>