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ELITE TOP GUARDS
Security | Training

Anti — Bribery Policy

Introduction

ELITE TOP GUARDS Ltd is committed to ethical standards of business conduct, and
adopts a zero-tolerance approach to bribery and corruption in all jurisdictions. The
company will uphold relevant laws for countering bribery and corruption, in particular
the Bribery Act 2010.

This policy is intended to set out ELITE TOP GUARDS Ltd approach to monitoring,
identifying and ultimately avoiding incidents and/or risks of bribery.

What is Bribery?
“Bribery”, as defined in the Bribery Act 2010, means:

« Offering, promising or giving a financial or other advantage to another person
(either directly or indirectly) with the intent to induce a person to improperly perform a
relevant function or activity or to reward a person for the improper performance of a
relevant function or activity; or

» Offering, promising or giving a financial or other advantage to another person
(either directly or indirectly) knowing or believing that the acceptance of the
advantage would itself constitute the improper performance of a relevant function or
activity; or

* Requesting, agreeing to receive or accepting a financial or other advantage (either
directly or indirectly) intending that, in consequence, a relevant function or activity
will be improperly performed or as a reward for the improper performance of a
relevant function; or

* Requesting, agreeing to receive or accepting a financial or other advantage (either
directly or indirectly) where the request, agreement or acceptance itself constitutes
the improper performance of a relevant function or activity; or
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« Offering, promising or giving any financial or other advantage (either directly or
indirectly) to a foreign public official with the intention of influencing that official in
order to obtain or retain business or other advantage in the conduct of business.

Scope and Purpose

This policy applies to all members of ELITE TOP GUARDS Ltd staff and Senior
Management

In addition, this policy also applies to agency and self employed workers working for
of Elite Top Guards, and all other persons acting for the company, whether directly
or indirectly, such as any company, consultants, contractors and agents.

To the fullest extent permissible by law, this policy shall apply in all jurisdictions in
which the company operates.

Preventing, detecting and reporting bribery in line with this policy is the responsibility
of all those outlined in 3.1 and 3.2 above.

Breach of this policy may constitute a disciplinary offence for staff and students and
will be subject to investigation under the companies’ disciplinary procedures. In the
most severe instances this could result in dismissal / exclusion. For other associated
persons, breach of this policy may result in other contractual or legal or other
sanction. Criminal penalties may also apply

Legal Penalties

Individuals found guilty of a bribery offence can face fines or prison sentences of up
to ten years.

Elite Top Guards may face unlimited fines if it is found to have “failed to prevent”
bribes being made or received by staff or associated persons. This is why this policy
extends to individuals and companies who, whilst not directly employed by the
company, are acting on its behalf. The University may also find itself excluded from
certain public contracts, potentially affecting its income.

What is not acceptable?

It is not acceptable for anyone to whom this policy applies to engage in bribery
(whether giving or receiving) as defined in section 2 above or otherwise engages in
any activity that might lead to a breach of this policy.

In addition, it is not acceptable for them to fail to report any concerns which
are required to be reported under this policy.

What do | do if | suspect bribery?

» Any person who has reason to believe that an irregularity with financial implications
for the company has or is about to take place, is required to inform the Senior
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Management immediately. Human Resources will be consulted as necessary to
ensure consistency of approach with ELITE TOP GUARDS Ltd Disciplinary Policy
and Procedure.

* Failure to inform the appropriate person immediately may mean that further losses
are incurred or that evidence is lost.

What if | am worried about reporting?

ELITE TOP GUARDS Ltd encourages everyone to speak up and report any
concerns they may have about bribery activity. This is a key part of the company’s
commitment to ethical and legal compliance. ELITE TOP GUARDS Ltd is committed
to ensuring that individuals making reports in good faith do not suffer detriment as a
result.

Gifts and Hospitality

» Hospitality must not be accepted by employees of ELITE TOP GUARDS Ltd in
circumstances which may allow the employee to appear to be unduly influenced in
favour of the provider of the hospitality.

Hospitality can amount to bribery. The key point is the need for great care,
transparency and proper processes when dealing with hospitality. This applies
equally where hospitality is given (or proposed to be given) as to where it is received
(or offered).

There is no “cut off” point at which gifts and hospitality are considered too small to
amount to bribery. This is because the purpose behind the hospitality is always
important.

The gift or receipt of hospitality which is aimed at securing an improper business or
other advantage, or which may affect the recipient’s independence is obviously not
permissible under this policy.

Facilitation Payments

Facilitation payments are typically small, unofficial payments made to government
officials to secure or expedite a routine service to which there is already entitlement.
For example, an official may request an undue payment to issue an academic’s visa.
Similarly individuals within an official overseas regulatory authority may require an
improper payment to issue regulatory approval for any joint educational
arrangements the University maintains with overseas organisations. Facilitation
payments do not, however, only arise in relation to government officials — any
payment to ‘smooth the way’ that is not legally and ethically justifiable is potentially
relevant.

ELITE TOP GUARDS Ltd does not offers or make, and shall not demand or accept,
facilitation payments of any kind by members of the company anywhere in the world.
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You should consider what the payment is ostensibly being asked for and whether the
amount requested appears relevant and proportionate to the matter in hand.

* You should always ask for clarification, preferably written, if in doubt about what
you are being asked for.

Sometimes you may need to seek further advice to distinguish between properly
payable fees and disguised requests for facilitation payments.

If ELITE TOP GUARDS Ltd staff members have any suspicions or concerns in
respect of a payment then, subject to the following paragraph, they must not make
the payment. Staff and External Members must report those concerns to Senior
Management.

The Company recognises that there may be circumstances in which a person could
face a request for such payments in circumstances of duress, including actual or
implied threat to their personal safety. Common sense must be used in deciding
whether to make a payment in such circumstances. The Company will not penalise
payments made in such circumstances.
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