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Reducing risks for your
people and business

We recognise that running a business is never easy. Constantly
changing rules and regulations mean that it's now more
important than ever to manage your business risks.

As one of the UK’s leading Employment Law, Health The ever-growing body of environmental legislation
& Safety, Environmental and Tax consultancies, we makes managing your environmental performance
understand that businesses often need support. Keeping even more important and could help you to gain
abreast of new legislation — and understanding its competitive advantages over those that fail to do so.

implications for your business — can be time-consuming. Mentor offers a highly cost-effective and time
ighly - i -

Getting a handle on key issues like recruitment, efficient alternative. Whatever assistance you need,
disciplinary and grievance procedures, discrimination we can provide the Employment Law, Health &
regulations, plus maternity and paternity pay is not easy. Safety, Environmental or Tax package that's right

) ) ) for you, your business and your pocket.
Complying with Health & Safety rules, even in

the safest of workplaces, can represent a major
challenge. Even ‘everyday’ business activities
like tax and VAT are becoming more complex.
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4 Mentor Employment Law

Employers have rights too

With the rise in ‘no-win, no-fee’ solicitors, heightened awareness of
employee rights and ever-increasing employment legislation, employing the
right people and managing working relationships can be a risky business.
But employers have rights too — and that’s where Mentor come in.

Save time and money with robust employment
policies to improve recruitment, manage the
effective performance of your people and reduce
absenteeism

Improve staff productivity and your business’
profitability

Stay within the law and avoid Tribunals. Our
experts continuously monitor legal changes to
ensure that you operate within the law at all
times — allowing you to deal effectively with
employment issues as soon as they arise

Protect your business with our legal insurance
cover. It will cover you for legal fees and most
compensation awards

Avoid protracted legal disputes and negative
publicity

Focus on your core business activity, by freeing
up your time

The service starts with an Employment Law
review by one of our experts, to gain a greater
understanding of your business

Together we'll identify your specific business
requirements, taking into account both your
current situation and the direction in which you
want to take your business

Following this review, we will provide an
induction to our proven toolkit for managing
employees, tailored to your needs

You will then have a tried and tested platform
for managing your people effectively

The toolkit will provide your business with a
comprehensive, compliant Employment Law
solution — including an employee handbook to
ensure both you and your staff have a common
understanding of the rules — and time-saving
guidance and templates, plus up-to-date contracts
for every employee



Ongoing support

Once you have compliant processes in place, we'll
be on hand every day, 24/7 to guide you through
key issues like recruitment, statutory entitlements
such as maternity leave, and thornier areas like
disciplinary and grievance procedures.

You will also be kept fully up-to-date with any relevant
changes, receiving legal updates throughout the year
and new policies and procedures to add to your toolkit.
Whenever the law changes, we will keep you informed
and compliant while you focus on running your business.

Insurance cover included

As part of Mentor Employment Law, your business will
also be protected from claims. By following our advice,
our insurance covers you for legal fees and most awards.
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Training and Additional Services
— at a special concessionary rate
Should you have any other Employment Law needs,
we're here to help. We offer a comprehensive range

of extra services including training and consultancy,
which you will receive at a specially discounted price.

Choose your service level —
Direct, Connect or Select

We will help you choose the right service to meet the
needs of your business. Please see pages 10 and 11
for more details on our three different service levels.

Everyone I've spoken to on the phone has been incredibly helpful and knowledgeable — they’ve never been

unable to answer a question. Every time | come away feeling confident about the issue I've had to deal with.

Graham MacKenzie, Subway

Talk to Mervyn Joseph on 01372 471595



6 Mentor Health & Safety

Working towards a safer workplace

Blocked fire exits. Excessive noise levels. Hazardous
substances. Unsafe workstations. The list goes on.

Health & Safety is an area that many businesses find very NatWest Mentor recognises these challenges, so
challenging. You know you've got to comply — but where do we are here to make Health & Safety compliance a
you start? How do you keep up with changing regulations? much more achievable proposition.

How do you achieve compliance without spending huge sums

of money or disrupting the running of your business? Not only will we help you meet your legal obligations,

we will also help you create a safer, more productive
working environment — in a highly cost-effective way.

Reduce your risks and keep your staff and

customers safe, as we develop and implement a
fully up-to-date Health & Safety system for your
organisation

Keep up to date with our 24/7 telephone service and
regular updates. You'll have the knowledge and
confidence to deal with new Health & Safety
challenges as they arise

Protect your business with Mentor’s Insurance
and Crisis Management Services

Save time by not being bogged down by Health &
Safety concerns and have more time to focus on
your core business activity

Stay competitive, as good Health & Safety
practices help you win new business

One of our experts will carry out an initial audit
of your business

Once this first stage is complete, you will have a
comprehensive, easy-to-use solution enabling
Health & Safety to become an integral part of the
way your business operates

Compliance will become much easier and your

approach to Health & Safety will become more
structured and confident



Ongoing support

We will keep your system updated to reflect changes
in the law and in your business. We will also keep you
informed of legal changes and the implications for
your business with regular updates by email and post.
This means you won't have to devote precious time or
resources to monitor changes in the law.

Whenever an issue arises or you have a Health &
Safety-related query, our team of experts is just a phone
call away — available 24/7 to provide support and advice.

Crisis management

In the event of a crisis, such as a serious accident,
one of our Health & Safety experts will be on hand
24/7 to advise your management team, liaise with the
enforcing authority and assist with your investigation.
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Insurance cover included

As part of Mentor Health & Safety, your business
will also be protected from unexpected costs. By
following our advice, our insurance will cover the
cost of your legal fees and expert witnesses in
the unlikely event you are prosecuted.

Our legal expenses insurance includes cover for Food
& Fire Safety, Corporate Manslaughter & Homicide and
appeals against improvement and prohibition notices.

Training and Additional Services

— at a special concessionary rate
Should you have any other Health & Safety needs,
we’re here to help. We offer a comprehensive range
of extra services including training and consultancy,
which you will receive at a specially discounted price.
Choose your service level — Direct,
Connect or Select

We will help you choose the right service to meet the

needs of your business. Please see pages 10 and 11
for more details on our three different service levels.

The Mentor consultants have already helped pull our Health & Safety agenda together —

Mentor is like a right arm to us.

Duncan Godwin, Eastlake Group

Talk to The IBA on 01372 471595



8 Mentor Environmental Management

It pays to be green

We are here to make environmental management a much more achievable

proposition for your business with our specialist audit and toolkit. We will help

you meet your legal obligations, identify efficiency savings, and support you

towards achieving formal environmental management system certification.

The impact of environmental non-compliance can
include significant clean up costs, fines and even

custodial sentences.

Another key risk is that your business may become
uncompetitive if you are unable to demonstrate that you
can control environmental performance in key areas.

Achieve environmental compliance and develop
continuous improvement

Reduce your business risks, using your toolkit to
help develop and implement an Environmental
Management System

Maximise the efficient use of your resources
through the implementation of environmental
best practice

Demonstrate positive environmental credentials
to satisfy the requirements of many large firms
and public bodies when supplying services

Meet the requirements set out in a certified
Environmental Management System such as
ISO 14001

Mentor can help your business not only comply with
environmental legislation but support you in realising
the commercial benefits that you can achieve through
implementing environmental best practice.

Our service can also set you on the road
towards a certified Environmental Management
System, such as ISO 14001.

One of our experts will carry out an
initial audit of your business

Once this first stage is complete, you will have
a comprehensive, easy to use solution, enabling
environmental management to become an
integral part of the way your business operates

Compliance will become much easier and your
approach to environmental management will
become more structured and confident

Embedding structured environmental policies
and processes can help you gain a competitive
advantage



Environmental advice

Whenever an issue arises or you have an
environmental related query, our team of experts
are just a phone call away — available 24/7.

Updates to your Environmental Toolkit

You will be assigned a consultant to provide
ongoing support as your business develops and
you implement environmental management policies
and processes. We will keep your toolkit updated to
reflect changes in the law and in your business.

Legal updates

We will also keep you informed of legal changes
and the implications for your business with regular
updates on our website, by email and post. This
means you won'’t have to devote precious time or
resources to monitor changes in the law.
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Crisis management

In the event of a crisis, such as an accidental oil/chemical
spillage, one of our environmental experts will be on hand
24/7 to advise your management team, liaise with the
enforcing authorities and assist with your investigation.

Insurance cover included

As part of Mentor Environmental, your business will also
be protected from unexpected costs. By following our
advice, our insurance will cover the cost of legal fees
and expert witnesses in the unlikely event that you

are prosecuted.

Choose your service level —
Direct, Connect or Select
We will help you choose the right service to meet the

needs of your business. Please see pages 10 and 11
for more details on our three different service levels.

There’s a lot of legislation and it's not always easy to pull it all together and design a
management system to stay within the law. Mentor Environmental makes us look at things in a
structured way, giving us confidence that we are compliant and have the right procedures in
place. It also sends out a positive message to our customers and stakeholders.

Gary De-Maine, Star Uretech Limited

The monthly charge is less than you might think. Why not
arrange an appointment? Call 01372 471595



10 Mentor Service Levels

Which Mentor service level Is
right for you?

Mentor Employment Law, Health & Safety and Environmental Management
are available in three different service levels. The tables below provide a
summary of what each service level includes.

If you run a small business and your needs are relatively straightforward, Mentor Direct could
be the most suitable option for you

Mentor Direct combines excellent value-for-money with the convenience of 24/7 telephone-
based advice, regular updates and insurance protection

Easy-to-implement, it's a straightforward, cost-effective route to compliance

If you would like to add to the day to day telephone support that you receive as part of your
Direct service with an on-site audit or induction visit, we can arrange this for you at a discounted
rate

If you run a small to medium-sized business and your needs are more complex, Mentor
Connect offers a more tailored, personal service

You will receive regular site visits as well as 24/7 telephone support alongside our regular
updates and insurance protection

Your business will be overseen by a dedicated consultant, who will ensure you are kept up-to-
date with the latest changes in the law

If you have a larger, more complex business, Mentor Select offers a highly customised,
comprehensive solution to meet your specific business needs

Your business will be overseen by an experienced specialist consultant who will provide frequent
support and site visits. You will also receive 24/7 telephone support alongside our regular updates
and insurance protection

The Select service level represents a highly cost-effective way for larger or more complex
businesses to achieve legal compliance without a substantial capital outlay



24/7 advice with ongoing
case management

Regular updates

Crisis management
service

Insurance cover
(per annum)

Initial fact find/audit

Provision of managing

employees toolkit/
employee handbook

Provision of health &

safety system/policy
statement

Phone consultations

Site visits

Strategic MI

Available on training
and additional

Mentor services

Supported via telephone
contact

Employment Law cover

up to £1m, Health &
Safety and Environmental
Management cover up

to £500,000

Telephone based

Workbook installed

2 per year

5%

Supported face to face

Employment Law cover

up to £1m, Health &
Safety and Environmental
Management cover up

to £500,000

Face to face

Dedicated
Consultant

Management System
installed by Dedicated

Consultant

1 per year

1 per year

10%

Find out more about ‘Mentor’ — call The IBA on 01372
471595
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Supported face to face

Employment Law cover

up to £1m, Health &
Safety and Environmental
Management cover up

to £500,000

Face to face

Dedicated Specialist
Consultant

Management System
installed by Dedicated

Specialist Consultant

2 per year

2 per year

Provided on request

15%



1in14

UK businesses are annually

subjected to an enquiry from HMRC.

Source: HMRC Annual Report 2007




Mentor Tax 13

Guard your business

with tax protection

Protect the future of your business with Mentor Tax.

Not only do the rules change frequently, but taxation laws
now place much more emphasis on individual
accountability. There are different deadlines to meet and
tax allowances and rates often change year on year too. Is
it any wonder that many businesses find it a major
challenge to stay on top of tax and that more and more
face investigation by HM Revenue & Customs every year?

Stay on the right side of the Revenue

HMRC's risk-based approach to identifying businesses for
enquiry and/or investigation means it is vital to ensure
your tax affairs are correct and up-to-date. Mentor Tax is a
specialist service designed to complement your existing
accountancy arrangements, helping your business
manage its relationship with HMRC.

Mentor Tax — the benefits

Tax fee protection insurance

Our tax fee protection insurance will cover your
business for the cost of professional accountancy
fees and expenses relating to HMRC investigations,
VAT appeals, PAYE, NIC disputes and much more.

Telephone consultancy and advice

Get professional advice quickly over the phone from our
specialist advisory team. The team is available for all
tax-related enquiries, 8am — 8pm, seven days a week.

Expertise at your disposal

Our team is drawn primarily from former HMRC
personnel, giving you the benefit of an insider’s
view of how things really work at ‘the Revenue’.

Professional representation

We will represent your business in disputes covered by our
tax fee protection insurance, dealing with HMRC at all levels
— from your local office to formal hearings and tribunals.

Mentor helps us understand tax more fully so
we appreciate how it all works. Without a
shadow of a doubt, Mentor Tax has benefited
our company by being on the other end of the
phone whenever we need them.

Stuart Cannock,
Brunel Preservations Ltd

To arrange a meeting regarding ‘Mentor’ please call The IBA

on 01372 471595
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Avoid the dangers
of untrained staff

Protect your people and your business with Mentor Training solutions.

The costs of getting compliance wrong can be high both in
terms of money and human injuries. So how do you ensure
you avoid costly mistakes?

Our courses are run by highly qualified trainers, with
relevant experience of working for leading companies.
They provide practical solutions which delegates can
apply to manage day-to-day business issues more
effectively — making internal processes more efficient
and raising overall productivity. In short, Mentor Training
is an investment in your future.

Raise employee skill and knowledge levels in
key areas

Increase business capacity and efficiency by
having a more highly skilled and knowledgeable
workforce

Increase employee confidence to positively
manage business challenges

Demonstrate to employees that they are valued
by investing in their personal development

In-company solutions

As well as running an open course programme, we
provide an extensive range of in-company training
solutions. These are tailored, with your input, to meet the
specific needs of your organisation. The events are then
delivered by our highly qualified and experienced trainers
either at your premises or another venue of your choice.

Employment Law

Manage your employees through effective
discipline, dismissal and grievance

How to manage employee absence
Employment Law — what you need to know

Manage equal opportunities and diversity

Health & Safety

Managing Health & Safety —
A practical approach

Risk Assessment — Principles & practice
IOSH Working Safely
IOSH Managing Safely

Tax
Taxation — Statutory payment

Taxation — Benefits & expenses

Open Courses

We run a selection of open courses around the country and
will add new dates and venues to meet customer demand.

Please note that if you have four or more
employees to train, it may be more cost effective
for you to run your training session in-house.

Calll Mervyn Joseph on 01372 471595 and mention ‘Mentor’



16 Mentor Additional Employment Law Services

Know where you stand
with Employment Law

Mentor provides additional Employment Law consultancy services over
and above those included as standard in our three packaged services.
These services are ideal if you have a one-off specific issue to deal with.

When you run a business, you never know what's around
the corner. One minute, things can be going smoothly.
Business is good. Your staff are happy. The next minute
— out of the blue — you've got a problem on your hands.

Employment Law — Legal Agreements

Directors’ Service Agreements:

How can you move to protect your company from
a Director resigning to set up a competing
business and taking your customers with them?
What if you are a family-run company and there is
a disagreement amongst the Directors? Putting a
Directors’ Service Agreement in place can help
you deal with a variety of situations that may arise.

Our consultant will work with you by telephone to draft a
legally compliant and binding agreement that protects your
business by defining your Directors’ terms and conditions.

Your Directors have clearly defined relationships
and entitlements in the event of a dispute

Protection for your business due to restrictions
on a Director’s activities if they leave

Shared understanding of how a Director may

reasonably be removed from office, minimising
the risks of claims through the Civil Courts or at
an Employment Tribunal

It could be an employment dispute. An unsuccessful
job applicant feels they've been unfairly treated, for
example. Whatever the issue, you've got to deal
with it — and run your business at the same time.
Thankfully, Natwest Mentor Consultancy can help.

Compromise Agreements:

Employment relationships don’t always run smoothly
and when they break down, often the best course of
action is for you and your employee to agree to end the
employment relationship. A Compromise Agreement
enables a timely termination of the employment
contract under mutually agreeable terms.

A dedicated consultant will work with you by
telephone to draft, negotiate and finalise a legally
compliant and binding Compromise Agreement.

Assurance that the employee has no recourse
to make a claim against you

Clarity on your financial obligations to the
employee

Management time is saved by bringing matters
to an early conclusion



Employment Law — Consultancy Services

Disciplinary, Dismissal & Redu
Grievance Consultancy:

Mentor Additional Employment Law Services 17

ndancy Consultancy:

Businesses often have to deal with disciplinary,  During every economic cycle, there may be situations
dismissal and grievance situations that are complex  where you want to restructure your business and roles are
including trade union involvement and allegations of  no longer required or viable for you to remain competitive.

gross misconduct or discrimination. How do you ensure
you properly investigate these issues, prepare for any
appeal meeting and take the right course of action?

We will

work with you to fully understand the

circumstances leading to your decision. Our consultants
will provide a minimum of a half day consultancy in areas

We will work with you to establish the level of face-to-face such as the selection and appeals process, advising and
support you need, with a minimum of a half day consultancy, supporting you on liaising and consulting with employees
to consider all options and resolve any issues you have. and trade union representatives.

Expert guidance on the correct steps to follow
to manage complex issues

Reduced risk of a claim and improved chance
of a successful defence of fair dismissal

More effective use of your time, enabling you
to focus on your business

Confidence that you are following the right
procedures, supported by our expert advice, tailored
to the particular complexities of your situation

Reduced risk of a claim and improved chance of
a successful defence

Free up your management time and focus on your
other business needs

Consultancy for other Employment Law related
issues is available on request.

Without Mentor we wouldn’t have been able to tackle disciplinary issues and carry out a dismissal.
We tell all our friends who own businesses that it's the best money we’ve ever spent.

Cheryl Pacitti, Loanhead Dental Practice



18 Mentor Additional Health & Safety Services

Be sure of your Health &
Safety procedures

Would you like to enhance your Direct, Connect or Select services
with additional support? Or are you new to Mentor and want to
initially understand the effectiveness of your existing arrangements?
If so, our audits and risk assessments may be the answer.

Health & Safety Audits

Compliance Audit: We visit your premises and
assess your current working practices to identify any
issues and advise on best practice improvements

Reduce your exposure to specific Health & Safety
risks by identifying areas of non-compliance

which should be carried out. Our qualified and Demonstrate your commitment to managing
. . . . Health & Safety
experienced Health & Safety practitioner will provide
you with a comprehensive report and action plan. Reduce your risk of criminal and civil proceedings

Benchmark Audit:  We offer a specific audit to g{eﬁegﬁﬁrg'ga?e?g focussing on the key areas

benchmark your Health & Safety performance
across your sites. Your compliance score allows
you to assess your relative performance
throughout your business and across industries.

Road Risk Audit: Do you fully understand the risks relating 34 I I l I I I IO n

. 5 . .
to driving at work? hf not, we can fully .audlt }/our business afnd working days were lost in the UK in 2007/2008 due
processes and provide a comprehensive tailored report which ] o
. . . . to work-related ill health and workplace injury.
identifies and recommends areas for improvement along with

the provision of road risk policies and guidance. Source: Health & Safety Executive Key Statistics 2007/2008

Our dedicated consultant carried out a full audit of our premises. Rather than being overwhelmed
with a to-do list, | had something | could work to. | was stunned that we were provided with a consultant
with so much knowledge about our industry — even the risks associated with specific inks we use.

Jen Ballington-James, A J Print



Health & Safety Risk Assessments

It is a legal requirement that every company must carry out
an assessment of risks present in their workplace. If your
company employs five or more people, the risk assessment
must be in writing and carried out by a “competent person”.

Mentor provides tuition on undertaking and completing
risk assessments, together with practical assistance in
the setting up of your risk assessment programmes.

Identify your risks and how your people
could be exposed to danger

Agree the steps you need to take
to reduce risk

Document the steps taken to reduce risk
Implement any findings
Develop a risk assessment inventory

Review your assessments and update as
required
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Our consultant will visit your business to provide a
minimum of a half day consultancy to assist you in
completing your risk assessment programme.

Areas that Mentor specialise in assessing include fire
risk, noise risk, manual handling, Display Screen
Equipment (DSE), Control of Substances Hazardous
to Health (COSHH) and general risk assessments.

Reduce specific risks by identifying and
acting on areas of non-compliance within
your business

Demonstrate your commitment to managing
Health & Safety

Reduce your risk of criminal and
civil proceedings

Allow more effective use of your time, enabling
you to focus on your business

Consultancy for other Health & Safety related
issues is available on request.

Talk to Mervyn Joseph on 01372 471595 quoting ‘Mentor’



20 Mentor Occupational Health

Helping you to create a
healthier workplace

Whatever your organisation or the nature of your business, a
large measure of its success rests on the people you employ.

In association with AXA ICAS, we offer a comprehensive range of value-for-money services designed to give you access to
the professional expertise you need to manage health in your workplace more effectively. The services on offer include:

We can help you to monitor employees’ health and keep it in good shape, for example, by
ensuring employees at risk from hazardous chemicals are checked regularly.

Should you need to refer an employee, perhaps due to frequent or long-term absence, our Medical
Adviser will assess the case and recommend an appropriate course of action — ensuring compliance
with fitness for work legislation and protecting you from costly litigation.

Where health-related issues are a feature at Tribunal, it pays to be prepared and specialist occupational
health advice is essential to ensuring a fair outcome.

Would you like access to an Employee Assistance Programme but think it's too expensive? Then our
EAPconnect service could be the solution for you.

No matter your workplace health issue, you can get the right advice from our dedicated team.

Determining a candidate’s fitness for a job could not only save you time and money but can also help you
comply with regulations and protect your business from claims.

Regulations oblige employers to offer free health assessments and ongoing health surveillance to
affected workers. We offer a wide range of cost-effective services to help you comply.
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Representing you

If you choose Employment Law Direct, Connect or Select, our
Litigation Service is included in the price.

Even if you don't subscribe to any of our
Employment Law packaged services, we can still
prepare your case and represent you at Tribunal for
a fraction of the cost of using a high street solicitor.

Few people want the stress, expense and hassle of
going to court. In fact, the overriding goal of Mentor
is to keep businesses on the right side of the law —
so that Tribunals are kept off the agenda.

But, no matter how careful you are in dealing with
Employment Law matters, there is always a chance that
your organisation may need to defend itself in court.

For example, you may face problems with an
employee or former employee who believes they
have been treated unfairly — a claim for sex
discrimination perhaps or unfair dismissal.

Our highly qualified, experienced Employment Law
experts will carry out a full assessment of your case,
advising you on the likelihood of a successful
defence. They will then help you decide on the best
course of action — to minimise any potential loss.

£66 y 200 is the maximum compensatory award in unfair dismiss

Mentor Litigation Service — the benefits

Access to Experienced Litigators

Our team of qualified, experienced litigators are well
used to dealing with a wide range of Employment
Law issues. Whatever the nature of the complaint
you face, they will have dealt with a similar situation
before. We will provide a high level of expertise and
customer service and it doesn’t matter where your
business is located, our rates apply across the UK.

Comprehensive Employment Tribunal Service

Our team is all geared up to manage the Tribunal
process on your behalf. They can advise you on the
quirks of the legal system and help you decide on
the best way forward in any given situation.

Mentor represented us very effectively —
the team was really excellent and the
result was that our decision was upheld.

William Rogers, UKRD Group

al cases.

There is no limit on awards made in respect of discrimination on grounds of race, sex,

disability, religion and sexual orientation.

Source: Employment Tribunals Service

Call The IBA and quote ‘Mentor’ on 01372 471595
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