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1.

Introduction

The aim of this Manual is to have an overall procedural handbook whereby everybody can consult it in

order that we have a streamlined and standardised approach to our workplace and to our clients. This

handbook should be dynamic and continuously changing according to the needs of the organisations,
the teams and every person working within LCTS Ltd.

Change Management Chart

This part of the procedure shows will show the version, dates of changes done to the procedures and additions,
deletions or amendments to previously existing versions. (changes will be marked in red)

Version Section Responsibility Authorisation Date Amendments
Responsibility
V.3.1 Overall Office of the CEO | Jesmond Friggieri 06/03/2023
V.3.1.1 Overall Office of the CEO | Jesmond Friggieri 03/04/2024 Signed Version
by all
V.3.1.2. Overall Office of the CEO | Jesmond Friggieri 27/11/2024 Addition 2.23.2
(following Staff Re Regular
meeting) Training
V.3.1.3 Overall Office of the CEO | Jesmond Friggieri 21/05/2025 Addition 2.8.9 Re
Special VL
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2. LCTS Ltd Overview

1.1. History

LCTS Ltd is the mother company and the officially registered company with MFSA (Company Reg. No.
(92852 was registered in 2019 following a conversion from a Partnership (Reg. P1584). LCTS has been in
operation since 2008 where the founder Jesmond Friggieri offering training to various corporate
entities, administrative services and other consultancy.

He always aimed at being to the service of others and offering a professional service in a very client-
centred approach. Coming from a psychological profession of Counselling, he always believed the client
should be first and foremost at the front of all services offered.

1.2. Vision

Our aim is to offer our services in educational development, administration support and consultancy
(coaching, mentoring and counselling) with the sole aim of engaging and empowering the human
person. Every human person is unique and aspires towards self-actualisation and through our services
we try to ease his journey towards this ultimate goal.

1.3. Mission Statement

In a professional and continuous manner, we aim to our offer our support towards the development of the
human person in all aspects of life at high standards for the person’s well-being.

1.4. Objectives
LCTS was established and strives at all times:
e to provide training and educational support to other public and private entities as required;
e to provide coaching and mentoring on an individual and group levels;
e to provide consultancy services on various business aspects;
e to support organisations, associations and groups in the application, processing and
implementation of EU and non-EU funded projects;
e to support organisations, associations and groups in the administration of EU and non-EU
funded projects;
e to create and support projects for the benefit of organisations with a social and non-social aims;
e to support any organisation, group or individual to benefit from existing services both local and
international;
e to offer any administrative support to common parts associations and voluntary organisations.

1.5. Services

e Accredited and Non-accredited Courses: all courses can be found at
https://maltaleadershipinstitute.com. There are offered to Maltese and International Students.

o Bespoke Training within other institutions: these courses are provided on demand and
according to the requirements and criteria established by the Contracting Authority
e Administration support to associations (Property Management, NGOs and other organisations)
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1.6.

General administration of association

Executive committee meetings and minutes of meetings
Administration of money and accounts

Collecting each and every correspondence
Administration of maintenance and cleaning

Collection of quotations for common parts works

All year plans are implemented

S@m 0 a0 T

Payment of water and electricity consumption together with other works

A work plan for the next year is planned and the Annual General Meeting is held
j.  Helpis given in disputes and issues that may arise between residents because of any
damages caused by one or more of the residents
k. Extraordinary works that consist of more work including: collection of quotation, choose
the person who will be responsible of both works and supervision of works
|.  other works which are not in the yearly 24 hour service
Individual Coaching and Mentoring according to particular requests.
Business Consultancy: Individual requests to guide small businesses towards being successful
Counselling: Offering psychotherapeutic individual and group sessions to persons are facing
personal difficulties
Handyman and Cleaning Services
a. Regular on demand small handyman tasks according to the demand
b. Management of Larger projects which are subcontracted
c. Cleaning of Common Parts
Employment and Recruitment Services: engages in making contracts or subcontracting
employees to other organisations. This might involve foreign employees.
EU Funded Projects and Project Managment: the writing, design and Project implementation of
EU Funded projects.
TheSynapse Network and CME30.eu: the CPD portals for Medical Professionals.

Organsation Chart
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Director of ‘Coordinator Agency o i Aele s
rector
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Administrative & Student Academic Support
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(Head of Dept) e rae
1.7. Our Values
Our Values
1. Integrity
2. Loyalty

3. Consistency

1.8. Financial Procedures

1.8.1. Generic Principles

1. Though the overall accounts fall under LCTS Ltd, however for the various sections within the
organization, income and expenditure will be registered separately and then incorporated as part of
the accounts of LCTS Ltd at the end of the year.
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Accounts are audited as from the inception of the company as per Company Procedures and the
appointed auditors are Borg Galea Auditors.

Bank Accounts used for all LCTS business shall be under the name of LCTS Ltd and shall be
authorized by the Directors in place according to the Memo and Articles of LCTS Ltd.

1.8.2. Budgeting

At the end of each year a plan of programmes and activities that will be delivered during the
following year shall be done by the end of November.

As part of the plan budgeting, plans should include the financial and expense for the forthcoming
year and whether developments in the premises will be needed.

The Budget plan for the following year shall be approved by the Board of Directors of LCTS.

The Budget plan should be sustainable and based on financial health of the whole organization.
With regards long-term budgeting, a 3-year budget will be devised and the yearly budgets will be
modified accordingly.

1.8.3. Accounts Payments by Customers

1.

A fiscal receipt is issued to the customer upon full or partial payment. The Accounts system used at
the moment Sage Evolution which is registered with the VAT Department holding EXO No 4338.

All monies received from course registrations and other services rendered for are to be deposited in
the Bank Accounts (Savings of the Company) to the proper accounts. Registration of payments are
first done on an excel and then registered on the SAGE Evolution and Statement is issued to the
Customer as a receipt.

Direct payments done through bank transfer should be allocated accordingly and a receipt shall be
issued accordingly.

LCTS and hence MLI shall follow all the financial regulations according to the Laws of Malta.

Where a payment stop on a cheque is required, this will be authorised by the Director as this will
incurr an extra expense.

1.8.4. Accounts Payments to Suppliers

1.

All Purchases are to be approved by the Director of LCTS Ltd or the person delegated with such
authority from time to time.

All payments of purchases are paid through LCTS account, however if this is for MLI, these will be
charged to MLI to have a clear distinction between the two groups of accounts.

Payments are issued based on invoices and the persons in charge of accounts are to be provided
with fiscal receipts of purchases accordingly.

An small amount of petty cash (maximum Eur50) is kept in the office for everyday purposes. Petty
cash will be used against receipts received and income and expenses will be kept in a Petty cash
register.

LCTS Ltd staff salaries are worked through Salaroo Online Payroll System.
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1.8.5. Posting Transactions

1.
2.

LCTS uses SAGE Evolution system to record all the payments both inwards and outwards.
Postings shall be conducted on a weekly basis by a Junior accountant or an accountant company
that will be offering Accounting services to LCTS.

On the SAGE system, LCTS and MLI will have distinct accounts in order to keep operations
transparent.

Accounts reconciliation will be done through the SAGE system on a regular basis as part of the
accounting process

Resources used by MLI shall be purchased by LCTS and the latter shall charge the former through
internal invoicing systems.

1.8.7. Internal And External Reporting

1.

A financial statement will be issued at the end of the financial year. For the purposes of
transparency, a financial statement for MLI will be issued prior to that of LCTS and then the
statement of MLI will be integrated with that of LCTS.

Three-monthly reports on the financial health of LCTS and MLI will be compiled in order to keep
continuous monitoring of sustainability and integrity in the operations of LCTS and MLI.

1.9. Data Protection, Confidentiality & Professional Secrecy

Data Protection refers to all information pertaining staff and clients while workplace confidentiality
pertains to projects and other issues that might occur from time to time in the office, unless these
are unlawful or are harmful to any of the staff or clients within the office.

All employees are legally bound to keep any information about clients and staff confidential. This
applies also to prospective projects and internal issues that might occur from time-to-time.

Breach in Data Protection and Confidentiality may lead to disciplinary procedures including
dismissal.

In the event that a serious breach of Data Protection in relation to clients that might lead to legal
proceedings, employees might be solely liable and responsible in answering for such a breach and
the company will not be held liable for such a breach any consequences that this might entail.

In the event that the employee leaves the company, all data of clients and staff are to be kept
confidential and secure and cannot be transferred, used for personal purposes or saved on personal
devices for posterier use.

1.10. Recruitment Procedures for Staff

1.10.1. Introduction
All recruitment and selection of employees must be fair, open and transparent. The rights of employees

and potential employees are protected by employment and equality legislation. Good practice in

recruitment and selection is important in safeguarding the interests of learners, staff and management
of both LCTS and MLI. The following Guidelines are intended to assist LCTS and MLI in the recruitment
process.
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1.9.2. Recruitment Policy

The management committee of LCTS is committed to ensuring that our recruitment procedures are fair,

open and transparent and comply with relevant employment legislation. Personal information received

is dealt with in the strictest confidence. Personal Information received for recruitment purposes will be

held for 6 months after the position has been filled in case that another vacancy arise within those 6

months.

1.9.3. Recruitment Procedures

1.9.3.1 Job Descriptions

A detailed job description is prepared before each post is advertised and is available to all applicants.

Each job description includes:

Job title
Location of the position
Who the employee will report to
Overall purpose of the job
Key area of work
Duties and responsibilities
Conditions of employment
Person specification. The person specification outlines:
o Qualifications
o Skills
o Experience
o Other attributes required to carry out the job satisfactorily

1.9.3.2 Advertising

All posts are publicly advertised in local or national newspapers or relevant websites and state clearly

that LCTS/MLI is an equal opportunities employer. All advertisements include the following:

Name and role of the organisation

Job Title

Brief description of the job

Location of position

Qualifications and experience which are essential and which are desirable
Whether the position is full time or part time, temporary or permanent
How to apply

How to get further information

Closing date for application

Equal opportunities statement

Logos (LCTS & MLI)

1.9.3.3 Short listing

A short-listing panel with a minimum of three people is set up to review all applications. The selection

criteria are based on the information in the advertisement and the job description. Assessment of

applications is based only on information provided by the applicant. All applicants who meet the
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selection criteria are invited to attend an interview. A letter of regret is sent to all applicants who do not
meet the selection criteria. A complete report of the short-listing process is prepared by the short-listing
panel.

1.9.3.4 Interviews
An interview panel with a minimum of three people is selected by the Management Committee of LCTS
and the School Principal. The panel might include an external expert. Where possible both sexes are
represented on the interview panel. Each member of the panel is supplied with the applications and CVs
in advance. A list of interview questions based on the job description is prepared in advance of the
interviews. The panel decides in advance who will cover each area. Each candidate is asked the same
guestions. At the end of each interview the candidate is invited to ask questions or to give any additional
information. A marking system and score sheet are also prepared. When the interviews are completed
the interview panel prepares a full report of the interview process. The report is signed by each member
of the panel and is kept on file for at least one year, together with the short-listing report and the
interview score sheet.

1.9.3.5. Selection Process
The position is offered to the candidate with the highest mark on the score sheet, after references have
been checked. A reference is always sought from the current or most recent employer. Both referees
are contacted verbally by telephone and this is followed up with a written reference. Letters of regret
are sent to all unsuccessful candidates within one week of the interviews.

1.9.3.6. Contract of Employment

A written contract of employment is prepared for each new employee of LCTS/MLI. All contracts
include:

e Commencement date of employment

e Duration of the contract

e Terms and conditions of employment

e Reporting procedures

e Salary

e Entitlement to travel and subsistence

e Working hours

¢ Annual Leave

e Details of sick pay

¢ Information on grievance and disciplinary procedures

¢ Information on codes of conduct

e Duration of probationary period

1.9.3.7. Induction
An induction period is provided for all new employees. Employees are provided with
¢ Information about their role and job description
Information on the role of other employees
Introduction to key personnel and agencies
Contracts of employment

P wnN e

Details of conditions of employment
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Details of salary scales

Procedures for claiming travel and subsistence expenses (if part of conditions of employment)
Details of grievance and disciplinary procedures

Details of codes of conduct

Full details of the Policies and Procedures of MLI.

. Employees are obliged to familiarise themselves with the Policies and Procedures of the service

and to sign up to codes of behaviour as set out by the service.

1.10. IT Policy

1.10.1. IT systems
1. All computers should be secured and well kept.

2. LCTS has the following IT systems in place:

S@m 0 a0 oo

Website of LCTS (https://Ictsmalta.com and https://adminassociations.com)
Email provider is Google Gsuite system, including Shared Drives

Website of Malta Leadership Institute ( https://maltaleadershipinstitute.com)
Learning Management System (LMS) (https://maltaleadershipinstitute.edu20.org)
PABX (telephone system) supported by Comsec.Ltd

SAGE Accounting System

Vifto Accounting System for the Condominia Accounts (https://vifto.com)
Dakar Online Salary system (www.salaroo.com)

EBSCO — Online Library. This is only accessible through the LMS

Zoom — this is platform used for online meetings and lectures.

Online Course Learning Management System (https://maltaleadershipinstitute.edison.so/signin)

EU Projects online systems:
a. Application Dashboard: (https://webgate.ec.europa.eu/beneficiary-

module/project/#/project-list)
b. Erasmus+ Site Dashboard: (https://www.erasmus-dashboard.eu/account/login)
c. Beneficiary Module: (Erasmus+ and European Solidarity Corps programmes)

Other IT systems for the benefit of the learners and staff might be put up from time to time. Staff

using the systems will have to secure their access through logins and passwords provided by the

systems accordingly. Passwords are to be kept safe and secure. The same applies to the systems

that are accessible to the learners.

The IT officer or the Administration officer responsible for certain shall ensure that all IT are up and

running and payments to third parties are done in due time.

Though many systems are offered by third parties, however they have robust back systems and this is

stipulated in terms and conditions of the purchase of the service.

1.10.4. Information access on the website to the Public

1. The website is managed by a reliable third party.
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The website is has a content management system and it will be updated on a monthly basis with
new information, if this is applicable.

Information on the website will include:

¢ The selection criteria for the courses/programmes;

¢ Intended learning outcomes of courses/programmes;

e The qualifications awarded, including the EQF/MQF level and ECTS/ECVET learning credits;

e The teaching, learning and assessment procedures used;

e The pass rates;

e Further learning opportunities available to the students.

The person responsible of the website will also update from time to time and where applicable
information about policies and procedures for courses.

Feedback from tutors and students will be considered to improve the information published on
the website.

The course Co-ordinators are responsible to check that the information on the website is correct
and accurate,

1.10.5. Update and Backup of IT systems

1.

1.11.

Systems that can be backed up manually and this will be done by the Administration person to
back-up all the course work once a week and keep it secure in a folder within the LCTS/MLI IT
systems.

Backups will be saved both on the cloud system (dropbox and google drive) used for everyday
work and also on the server. This ensures that in case of any failure in equipment there are recent
copies of the services and data on the cloud.

Non-Competitor Policy

For a period of two (2) years from the Effective Date, the employee shall not, directly or indirectly, in their
own name or on account of others, solely or jointly with others, as a holder of any shares or any interest:

1.

be involved in and/or engage in any business or activity which is similar on in competition with
the LCTS Ltd including Malta Leadership Institute; and/or

interfere or seek to interfere with, or with the continuance of, the supply of goods and services
to or by the Company (or the terms of any such supply); and/or

do or say anything which is harmful to goodwill of LCTS Ltd (as subsisting at the date of this
Agreement) or which may lead a person who has dealt with the Company at any time during the
[twelve months] prior to the date of this Agreement to cease to deal with [the Company] on
substantially equivalent terms to those previously offered or at all; and/or

directly or indirectly communicate or disclose or allow to be communicated or disclosed (whether
in writing or orally or in any other manner) any Confidential Information, it has or acquires,
whether wholly or in part, to any Third Party; and/or

use any Confidential Information, whether wholly or in part, for any purpose whatsoever and in
particular shall not use the Confidential Information for any competitive, trading or commercial
purpose; and/or
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6. solicit or entice away, or endeavour to solicit or entice away from the Company any director,
officer or manager or other senior employee of the Company employed or otherwise engaged by
the Company on the Completion Date, or who was a director, officer or manager or other senior
employee of the Company at any time during the [twelve months] prior to the date of this
Agreement whether or not that person would commit any breach of any employment contract by
leaving the employment of the Company, in either case irrespectively as to whether the person
in question either has Confidential Information [or Knowhow] or would be in a position to exploit
the Company’s trade connections; and/or

7. employ or otherwise engage any person who at the Closing Date or during the 12 months prior to
the date of this agreement was employed or otherwise engaged in the Business.

1.12. Spot checks on company computer and mobile devices

The CEO may at any time ask the employee who is using a mobile or computer or any other
device/equipment to inspect the device for security reasons and for any information. This applies also to
work email. This request shall done within reasonable timeframe.

1.13. Disclaimer

Other services, procedures, projects and initiatives might be incorporated as part of the organisation’s
development. Any procedures emanating from these changes will be automatically incorporated as part
of this procedures and staff have to adhere accordingly. However, the manual should be updated every
six months in order to reflect such changes.
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3. Generic Staff Procedures

The following procedures are applicable to all employees of LCTS Ltd whatever position they may hold,
unless this is specifically specified either in the particular contract of employment or else

3.1 LCTS Customer Care Principles
LCTS has at heart the customer as our customers provide us with business making our organisation

stronger and alive. Thus, all staff are to adhere with the following principles when serving and helping

our clients:

WoeONU A WNR

Be there to satisfy the client’s needs.

Exceed the client’s expectations by giving your best.

Take care of the client as if s/he was your relative.

Treat clients equally.

Make the extraordinary out of the ordinary.

Walk the extra mile, if the need arises.

Be aware that our service reflects upon how the organisation is preceived by the general public.
Always try to discover of how to be of better service for the clients.

Sell the service we are offering.

3.2Internal Communication

Staff meetings will be held regularly once a month so that all staff are updated with new
developments and also to resolve arising difficulties.

Communication should be ongoing and all employees should be updated continuously according to
the line of business.

Handovers especially with regards reception should be given on a daily basis.

All employees are expected to answer generic questions such as how to apply for a course or other
similar requests and the same applies to condominia.

A whatsapp group shall be created to improve such communication and for handovers.

3.3 Answering Phones

All phone calls (whether being mobile or landline) are to be answered promptly within 3 rings.
Phone calls are to be answered by “Good morning/good afternoon, MLI or LCTS, (name)
speaking, how can | help you?”

Reception has first and foremost try to resolve the issue at the front line (as per diagram in appendix
1). In the event that the client is asking something more specific, then this has to be passed to the
specific person.

When answering calls, phrases such as “’I do not know’, ‘that person is not here’, ‘it is not me’, ‘I
forgot’ and other similar phrases” should be completely avoided.

All employees should have good knowledge of all the processes within the office and where the
most information is located in the cloud system.

All employees who have company mobile should answer the phone accordingly during working
hours. Out of working hours, (if they have disturbance allowance) should answer the requests either
by asking the clients to send a text message or else if they are able to answer the phone they can. If
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the text message shows that this an urgent matter either they call the client accordingly or else refer
to the office so that it would be resolved by staff at the office unless the office is closed. If it is in
evening, then the clients are to be called the day after or the first working day.

3.4 Answering Emails
Emails should be answered within 48 hours to 72 hours on working days. If the officer does not have
an answer, email should be acknowledged and inform the customer that answer will be provided
within a 3-day time frame. This applies both externally and internally.
All emails have to carry the standard Email Signature underneath including the proper numbers.
All emails for MLI current students will come in through admissions@maltaleadershipinstitute.com

or else Customer Care at MLI (from the LMS for address). These will be the point of contact for
students and prospective students. These will be distributed accordingly through internal emails.

. All emails for Condominia will come through service@adminassociations.com or

info@adminassociations.com.

3.50pening hours

The following are the opening hours of LCTS services including MLI and AdminAssociations.

1.

Office Services: Services offered through the office are open:

a. Monday to Friday: 8.00am to 8.00pm

b. Saturday: 8.00am to 12.00pm

Outdoor Services: Services offered on the premises of clients are open:

a. Monday to Friday: 8.00am to 4.00pm.

The last appointment should be given at 3.00pm however this depends on the nature of work and

how long the task takes.

After hours tasks incurr, extra charges to the client. This has to be made clear to the client before

committing to the client. Calls for particular issues that are affecting the condominia and it will

result that it is being caused by a particular tenant, then, that particular tenant.

Closed Office days (Shutdown): the following days:

e 24th December afternoon

e 26th December

e 31st December afternoon

e 2ndJanuary

e Other days may be considered as shutdown and such days will be deducted from Vacation Leave
automatically, however this would be communicated beforehand.

2.6. Working hours and Shift Procedure

The normal working hours are from 7.30am to 4.00pm from Monday to Friday with a 30 minute break.

The 30-minute break is unpaid. However, in order to cover our services, the front desk has to be open

and manned on a shift basis.

1.

The front-liners are work to on a 40hr-week based on a 6 day week from Monday to Saturday based
on a two shift rotation basis as follows:
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2. Week 1:7.30am — 2.30pm (Monday to Friday) and 7.30am to 12.30pm on Saturday with 15 minute
break

3. Week 2:11.45am — 8.15 pm (Monday to Friday) with 30 minute break.

4. This might change according to the exigencies of services. Breaks will not be paid (30 minute break).

5. Inthe absence of a frontliner (the Reception Coordinator and the Head of Administration), another
employee will assume the role of Reception officer at the front desk. A roster will be devised by the
Head of Administration.

6. People if they are late should work before leaving or take it time off or the hours not worked will be
automatically deducted from VL.

7. Changing of Shifts: Requests for change in shift should be done only in writing to the Head of
Administration and this is approved up to the discretion of the Head of Administration in overseeing
that service is not disrupted and does not incurr any future difficulties in managing the office and
the service.

Thus employees should have a good knowledge of all the services offered, know how to resolve issues
related to all the services offered in order to ensure service continuity. This requires a high level of
interdependence.

2.7. Signatures of Attendance Sheets

No attendance shall be used. However, employees who are not working the normal hours shall be liable
to respond in the event of absence from the place of work either to the CEO/Director, Head of
Administration or Service Coordinator and the hours will be automatically deducted from VL.

2.8. Vacation Leave (VL)

Request for Vacation Leave should be made as follows:

1. Filling in the designated VL form online: https://docs.google.com/forms/d/1TaoP4LjSoE-
45cIHLITG6VQRErpYJGNZNKkWPQYG6fEk/edit.

2. Check with colleagues first and foremost whether the vacation leave will affect others or impinge

the work schedule and if in the affirmative has found solutions in this regard to solve the possible
difficulties;
3. If the employee shall be affecting a roster and s/he shall find a replacement before applying for VL;
4. |If the person has not found a replacement, then s/he has to inform the Head of Admin/Director on
application for Vacation Leave;
5. The form is to be submitted to the Director for approval:
a. Before 3 months from the first day of VL for VL longer than two weeks.
b. Before 10 working days from the VL for more than 5 days VL;
c. Before 5 working days from the VL for more than 2 days VL;
d. Before 2 working days from the first day of VL for VL less than 2 days.
6. In case of emergency call the Director before 7.30am on the same day and call the colleagues and
provide a handover if the need arises.

LCTS, Valley Towers, Suite 9, Valley Road, Birkirkara, BKR9022, Malta, Europe
Tel: +356.27422299 Mob:+356.77072843 +356.79294135 +356.79603358
Email: info@maltaleadershipinstitute.com - admin@adminassociations.com
Website: www.maltaleadershipinstitute.com - www.lctsmalta.com

VAT: MT26925908

19| Page


https://docs.google.com/forms/d/1TaoP4LjSoE-45cIHL1TG6VQRErpYJGNZNkWPQYG6fEk/edit
https://docs.google.com/forms/d/1TaoP4LjSoE-45cIHL1TG6VQRErpYJGNZNkWPQYG6fEk/edit

7.

All' VL has to be consumed by the end of calendar year unless special permission is requested to take
forward VL to the following year for exceptional cases. These exceptional cases are up to the
discretion of the Director/CEO.
In case of employees having a work mobile phone, they are obliged to pass the numbers of clients or
their messages to the office in order to assess whether requests could wait or are of an urgent
nature.
VL for Third Country Nationals or for EU/Maltese on Exceptional Cases: Employees will be allowed to
bring forward for the following year up to 40 to 80 hours of their VL for the following reasons:

a. For third country nationals: for long trips to visit their families or family events; and

b. For EU/Local employees: for VL related to special events such as marriage, the birth of child or

bereavement of a close family member (parents, children or partner).

2.9. Sick Leave (SL)

1.

Sick Leave shall be reported either the evening of the day before or the latest in the morning before
8.00am.

Sick Leave during probation is not paid.

The employee has to inform the Director for how many days the person will be taking sick leave as
soon as possible.

On return from SL, the employee is to produce a certificate for sick leave taken in all instances even
for one day.

A workplace medical practitioner might be sent to verify the sick leave.

In the event that the employee reports late that s/he is on SL, the Director on his/her own discretion
might decide to deduct those hours as VL or unpaid leave.

In the event that the employee is on long SL (not something to be desired), in such particular cases,
the situation will be discussed case by case basis with the Director.

In case of employees having a work mobile phone, they are obliged to pass the numbers of clients or
their messages to the office in order to assess whether requests could wait or are of an urgent
nature.

2.10. Out of Office

1.

N

When staff are out of office for more than one day on Vacation Leave, they shall inform the relevant
colleagues in case that there are calls or tasks to be done accordingly.
All staff having a work email shall set the ‘Out of Office’ acknowledgement email.

2.11. Extra Hours

1.

Every employee with LCTS Ltd is expected to be flexible and at any point in time an employee might
work extra hours above the normal week. These will be compensated 1:1 hours.

Some of these hours might be allowed to be taken overtime or else paid over and above, however
this will be at the discretion of the Director and in very exceptional cases.

The employee shall always fill in the Extra hours form and seek approval for the hours.
Accumulated hours shall be taken in agreement with a replacement to ensure continuation of
services and by approval of the Director.
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5. Employees working out of normal office hours and working extra hours during a week have to seek
formal permission and present a proper calculation of those hours that would be work extra during
that particular week.

6. Hours should be registered on the proper timesheet.

2.12. Overtime

Overtime shall be allocated only on an exceptional basis and on a case by case basis to staff only that
their position is not liable to Disturbance Allowance. This can be waivered if clients are charged for the
out of office hours.

2.13. Travelling Allowance

1. In case that the Employee uses his/her personal car, a remuneration of €0.50 per km shall upon
filling in the Petrol Allowance form according to the form part of an allowance. Claims shall be
made as per the established form and table.

2. In case that the employee uses the bus on a regular basis, s/he has an allocation of a maximum
Eur20 per month as refund for the services used. This shall be refunded upon presentation of
receipts.

2.14. Company Cars

1. Company Cars should always to sleep near the office in a safe parking.

2. Inthe event that an employee needs to take over the night the car for work purposes, this has to be
registered on the logbook at the office.

3. Inthe event that an employee needs to take the car for personal use, a written request shall be put
forward to the Director. Petrol expenses shall be borne by the employee.

4. Inthe event that the employee has an accident (which is not desired), s/he has to call immediately
Emergency line 112 (unless this is not required), then call the Office or the Director and provide
information about the one’s health followed by information about the accident. The company will
not take responsibility of any accidents and drivers have to cautious and take care of company cars.

5. Inthe event of an c¢ident and the car needs to be fixed, the incumbent will have to pay the access
insurance and also the difference in the non-claim bonus if this is applicable.

6. Contraventions: LCTS is not liable to pay any contraventions incurred by any employee and these
will be deducted from the salary accordingly.

2.16. Disturbance Allowance

Some employees are required to work flexible/extra hours for the benefit of the service and this is only
applicable to those who have a Senior Position. Since these employees are not allowed overtime, then
they are provided with a Disturbance Allowance.

2.17. Declaration of Part-time work

1. Any employee who is doing or wishes to enter in any part-time work has to put a request with the
CEO in writing and this would be only permissible in the event that it is deemed that this part-time
work does not entail a conflict of interest with the main employment within LCTS Ltd.

2. Permission might be only provided to a one-time task.
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3. Inthe event that the employee is considered that his/her performance is being affected by part-
time work, that employee might be requested to stop that part-time work.

2.19. Books

In the Office there are number of books. While you are encouraged to consult, however these are just
for consultation. If you need it for personal use, permission need to be requested from the CEO..

2.20. Upkeep of Premises

1. Itisthe responsibility of all staff that the premises are kept clean, in order and equipment is used in
the right manner.

2. Itis part of the responsibility of Head of Administration together with Service Coordinator to
oversee that the premises are kept in order, clean and report any problem with any equipment. In
the event that these bring something to the attention of the staff, anybody has to comply.

2.21. Closure of Premises

2.21.1. Before Closure

Last employee to leave the Office has to check:

1. All balcony Doors are closed even those who Suite 7 & 8.

All equipment is switched off: ACs, photocopiers, kettle, Wwater dispenser, etc.

Kitchen is to be left clean. All mugs, plates, cups etc are to put in cupboard.

All employees are responsible to switch off their computer before leaving.

This does not take off the responsibility from other employees that before leaving that they clean
their own utensils, plates, mugs and keep the kitchen clean and they check or inform others about
equipment still switched on.

vk wN

2.21.2 Handovers

Administration staff who are on shift are write a handover on the following form:
https://form.jotform.com/223101149424040. Handovers should be done after the morning and the
evening shift. The handover should cover:

a. the state of the premises: in case that the premises needs cleaning, the Service
Coordinator should be contacted.
b. whether there is coffee, sugar and cups sufficient for the following day and these are
replenished accordingly to be ready for the day after.
c. Check all lights are switched off.
d. Check all doors and windows are closed (balconies, classrooms, meeting rooms and the
external doors)
Check all ACs are switched off.
f. Check that all the equipment is switch off (computers, microwave, photocopiers, etc)
and that the remote controls are all in place.
g. Other issues that might be noted from time-to-time.
In case that there are issues or problems, these need to be brought to the attention of the
person responsible that is either the Head of Administration or Service Coordinator or in their
absence to the Principal/CEO.
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2.22. Performance Targets and unsatisfactory performance

1.

Every employee is responsible that s/he performs his/her tasks in a diligent and timely manner.
Everyone should be committed to give his/her best and execute the tasks according to the set
targets. These targets will reviewed on a regular basis and all staff shall try to abide with the set
targets.

In the event that the set targets are unrealistic or unachievable or any other deviations due to the
nature of work within the organisation, this should be brought the attention of the Director and
priorities on set targets are reviewed.

Some of the following are phrases show unsatisfactory performance and lack of motivation: “I
forgot, | did not know, it is not me, it is him/her, | did not do it (without a valid reason), and many
other similar phrases”.

Unsatisfactory performance might lead to disciplinary action or dismissal.

In the event that staff do not perform their work diligently, they might be asked to perform that task
again and this would be taken out of their Vacation Leave and/or they have to do it out their
working hours.

2.23. Training

The Employee might be offered training courses at the expense of the Company in order to effect the
work in a more efficient and effective manner. In the event that the employee terminates the contract,
the employee shall be liable to pay all the expenses of the training as follows:

o Lessthan €500 if the employee terminates within 2 years of payment for the training

e Between €500 and €1000 if the employee terminates the contract within 3 years of payment for
the training

e Between €1000 and €2000 if the employee terminates the contract within 4 years of payment
for the training

e Between €2000 and €6000 if the employee terminates the contract within 5 years of payment
for the training

2.24. Coffee breaks & Smoking breaks

Coffee and smoking breaks are to be kept as short as possible. We should make sure not disrupt others
during their work. Also we need to be mindful that other employees could be answering the phone and
all discussions are heard by clients on the phone.

2.24. Equipment

1.
2.

Equipment means software and hardware.

All employees are responsible to keep up to the best condition the equipment both used within the
Office and also outside the Office (tools that are used for Handyman Service and laptops that are
taken at home).

While the company is aware that equipment and tools after long time of use might suffer damage,
every damage will be assessed case-by-case and in the event that this results either from bad use or
negligence, then s/he has pays for the damages or if the insurance is involved, then pay the
premium accordingly.
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4. Malfunctioning equipment should be reported to the Head of Administration or Service Coordinator
and in their absence to the PA or the CEO and the former to the CEO. No action should be taken
without permission of the CEO. These will assess the situation, if necessary, they call the company
that supports that equipment. The PA or in her absence somebody delegated with the task is
responsible to report the faulty equipment. No body is permitted to try to fix the equipment
him/herself.

2.25. Company Mobile phones/Laptops

1. Those employees that are provided with a company mobile/laptops, this should be used only for
company purposes.

2. Staff shall not at any point in time provide their personal mobile numbers to clients for work
purposes. Clients should be provided only company numbers.

3. Company Equipment (mobiles/laptops/tools) should be always be kept in secure manner.

4. The employee using the company equipment shall be responsible at all times of that equipment even
in the office.

2.26. Downloading of Google Drive and any other documents on personal

computers/mobile
It is not permissible to download LCTS Ltd/MLI/Condominia documents to personal laptops. If the need
arises, permission should be sought and once these are not needed anymore should be uploaded to the
right place on the Google Drive and deleted from the computer.

2.27. IT Systems and Software Configuration

3. Any company computer or any other device shall be configured by responsible persons that are
appointed from time-to-time.

4. If the employee needs any particular software in order that s/he can execute his/her better, then
this should be requested in writing to the CEO/Director.

5. No employee shall try to install any software without the permission of the CEO/Director.

6. All computers shall have an Administrator account and users have shall a Local Account on the
computer they use. They should not use other employee’s account unless this is necessary for work
purposes and the employee cannot use his own account.

7. Passwords of Local Accounts, Emails and of other online systems shall not be shared as the account
holder is responsible for its usage. Thus, passwords should be secured at all times.

8. Change of Password: In the event that passwords are changed, the new password should be
provided to the CEQ/Director.

9. Inthe event that an employee leaves the company, the departing employee shall provide all the
passwords of any accounts whether of computers and software by writing to CEO/Director. Not
providing these passwords shall be considered a breach in contract.
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