Human Resources

25% February 2025
Not Protected



HR Confidential Reporting Policy
Not Protected

Portview Confidential Reporting Policy

1. Scope

1.1.1  This policy applies to all staff, employees and subcontractors working for or on behalf of Portview Fit-Out
Ltd.

1.1.2 The reporting mechanism may also be used by anyone attending Portview locations or visiting the
company website.

2. Related Documentation

= ESG Whistleblowing Policy
= HR Non-Retaliation Policy

3. Terms and Definitions

3.1.1 Public Interest Disclosure Act: The Public Interest Disclosure Act 1998 is a law that protects
whistleblowers from negative treatment or unfair dismissal. It came into force on July 2, 1999, and is part
of the Employment Rights Act 1996. PIDA protects employees who make disclosures of certain types of
information, including evidence of illegal activity or damage to the environment, from retribution from their
employers, such as dismissal or being passed over for promotion. Workers can take their employer to an
employment tribunal if they believe they are suffering victimisation or discrimination for raising their
concerns.

4. Purpose or Context

4.1.1 Portview is committed to ensuring that employees, subcontractors, and other stakeholders can access a
secure, confidential method for reporting concerns anonymously.

4.1.2 We encourage individuals to promptly report concerns using the appropriate channels, such as the ESG

Whistleblowing Policy or by using the QR Code displayed at head office and project locations as
described by this policy.

5. Responsibility

5.1.1 The Board of Directors are collectively responsible for the implementation of this policy, ensuring the
necessary resources are available to maintain a secure, confidential method for reporting concerns
anonymously within the company.
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6. Policy Guidelines

6.1.1

6.1.2

6.1.3

6.1.4

6.2.

6.2.1
6.2.2
6.2.3
6.2.4

6.2.5

6.2.6

-

Portview have provided the following QR Code as a secure method for providing feedback to the
company. The associated form can be used to share ideas, to make observations or suggestions for
continual improvement, to give praise, or whenever issues or concerns arise, to report these.

Portview aims to promote a culture of openness and trust. We encourage everyone to be confident and
comfortable to report any issues of concerns they may have directly to their line manager, the HR
Manager, or a member of the Board, with the assurance their concern will be addressed promptly and
within the context of our HR Non-Retaliation Policy.

However, where anonymity is desired this QR Code method provides this.

Reference should be made to our ESG Whistleblowing Policy as this policy is intended to cover
concerns which are in the public interest.

Reporting and procedures

This procedure is promoted by the “Something on your mind” campaign posters displayed at all Portview
locations and included below.

Whether it's a bright idea, a safety concern, quality issues, near misses, whistleblowing, or celebrating
exceptional performance, we want to hear.

If you spot something that could improve how we work together, make us safer, or enhance our efficiency,
let us know.

To do so, scan the QR code or email: thoughts@portview.co.uk. Please note the email option does not
provide anonymity.

The scan will take you to a landing page where the user will be invited to enter the following.

= LOCATION/PROJECT: The building, street name or city or
other description for where the issue occurred. A value must be
entered.

= DATE OR DAY OF OBSERVATION: The 2-digit number for the
date. A value must be entered.

=  MONTH: The 2-digit number for the month. A value must be

entered.

= YEAR: The 4-digit number for the year. A value must be
entered.

= REPORTED BY: Optional. Your name. Leave blank to remain
anonymous.

= CONTRACTOR: Optional.

=  WHAT IS ON YOUR MIND: A value must be entered.

= SELECT: Enter an ‘Observation Category’ from the drop-down
list.

Click ‘SEND MESSAGE’ to complete.
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