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POL-05-06
RESPONSIBLE PURCHASING POLICY

Purpose and Scope

This policy details the key guidelines and procedures we apply when procuring goods and services. Skewb is committed
to sourcing and procuring fairly and ethically, taking account of social, environmental and ethical impacts wherever
possible.

We will only purchase goods and services which are absolutely necessary, ensuring we minimise waste and
inefficiencies, whilst endeavouring to make a positive contribution to the environment and local communities.
The purpose of this policy is to ensure that all our employees, partners and suppliers know and understand their
obligations regarding responsible purchasing and the consequences of non-compliance.

This policy applies to all persons working for us or on our behalf in any capacity, including employees at all levels,
directors, agency workers, seconded workers, volunteers, interns, partners, third-party representatives and business
partners. This policy does not form part of any employee's contract of employment and we may amend it at any time.

Responsibilities
Responsibility

Understand and comply with this policy. Complete Request to Procure forms when required. Conduct

Employees . . .
appropriate due diligence on suppliers and report any concerns.

Finance Track and monitor invoices linked to purchase orders. Ensure budgets are not exceeded and maintain
Team financial controls. Review the compliance requirements for suppliers.

Review and approve internal procurement requests. Maintain a facilities supplier register and monitor
key supplier relationships.

Oversee the implementation of robust financial controls and due diligence processes. Monitor
procurement budgets and ensure compliance with financial regulations.

To set the ethical tone and lead by example. Ensure strategic oversight of responsible procurement
practices and supplier relationships.

Skewb Purchasing Principles
To ensure we purchase responsibly, Skewb will:
1. Ensure allrelevant employees are aware of this policy.

Work with suppliers to continuously improve environmental, social and ethical standards.
Ensure protection and confidentiality of information shared with us.
Ensure our procurement process is followed and suppliers are managed effectively.
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Ensure suppliers working on our premises are treated with the same respect for diversity and workplace safety
as our own teams.

Select suppliers on objective and transparent criteria including environmental, social and ethical performance.
Cease trading with suppliers showing persistent disregard for our responsible purchasing policy.

Use risk-based supplier management practices.

Approved Purchasers are budget holders for the following areas: Marketing, IT, Facilities and the People Team.
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Supplier Expectations
Skewb expects all suppliers to:
1. Comply with all relevant legislation and International Labour Organisation (ILO) conventions.

2. Communicate compliance expectations to all relevant employees and sub-suppliers.
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3. Provide evidence to enable assessment of adherence to our supplier due diligence procedures.
4. Demonstrate ongoing improvement in sustainable and responsible purchasing approaches.

Key Procurement Standards

Communities

We are committed to local sourcing wherever possible to support local economies, boost income, encourage job
growth, and reduce our carbon footprint.

Health & Safety

All employees, partners and suppliers must work in safe and healthy environments. We expect suppliers to adopt similar
health and safety standards and demonstrate commitment to safe working practices.

Equality & Diversity

We promote equality of opportunity and treatment, ensuring environments free from harassment and discrimination.
Anti-Bullying & Harassment

We maintain zero tolerance for physical abuse, threats, sexual harassment, verbal abuse, bullying or intimidation, with
clear policies and procedures communicated to all teams.

Anti-Modern Slavery

We ensure transparency in our business and supply chains, consistent with the Modern Slavery Act 2015. We prohibit
forced, compulsory or trafficked labour, slavery or servitude, and expect suppliers to maintain the same standards.
Anti-Bribery & Corruption

We operate zero-tolerance policies regarding bribery and corruption, with comprehensive policies in place, and expect
suppliers to demonstrate similar processes and procedures.

Environmental Responsibility
We pay appropriate attention to environmental issues when purchasing products and services, encouraging suppliers to
demonstrate:

e Minimisation of energy and water use, with recycling where practical.

e Waste minimisation and environmentally responsible disposal.

e Carbon footprint reduction initiatives.

Due Diligence and Financial Crime Prevention
We carry out comprehensive activities to prevent money laundering in our procurement process:
e Due Diligence: Performed on all new suppliers where legal or regulatory standards require.

e Supplier Evaluation Forms: Detailed application forms for new partners requiring supporting documentation.
e Traceable Transactions: All transactions recorded to enable origin tracing.
e Records Management: Document retention per legal and statutory periods.

e Ongoing Due Diligence: Annual checks throughout supplier relationships to maintain current information.

Procurement Process
P31 Purchasing Process documents the ways in which we work to ensure responsible purchasing requirements of this
policy are met can be found on the IMS.

Training and Communication
We provide relevant employees with training on responsible purchasing policies and procedures to understand duties
and responsibilities. Our policy is accessible to suppliers/vendors, with communication of any policy changes.

Consequences of Non-Compliance

Any employee who breaches this policy may face disciplinary action, which could result in dismissal for misconduct or
gross misconduct. We may end relationships with individuals and organisations working on our behalf if they breach this
policy.
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