ﬁ Ashford Business Services Ltd

Policy Acknowledgement Form

A signed record that a person has received, read, and understood the policies listed, with an understanding check, a training record, and a sign-off.

Organisation: Department or team:
Full name of the person signing: Job title:
Manager: Date of this acknowledgement:

1. Policies received. Tick the box for each policy received. Give one row per policy, with the exact title and version as issued. Do not sign for a policy not received, or for a
version that has been superseded.

Received | Policy title Version Date issued Copy received in

Title of the policy as agreed at Version of the policy 9 November 2026 Format in which the copy was received
the meeting.

Title of the policy as agreed at Version of the policy 9 November 2026 Format in which the copy was received
the meeting.

Title of the policy as agreed at Version of the policy 9 November 2026 Format in which the copy was received
the meeting.

Title of the policy as agreed at Version of the policy 9 November 2026 Format in which the copy was received
the meeting.

Title of the policy as agreed at Version of the policy 9 November 2026 Format in which the copy was received
the meeting.

Title of the policy as agreed at Version of the policy 9 November 2026 Format in which the copy was received
the meeting.

2. Acknowledgement statement. 1. I have received a copy of each policy ticked in section 1, in the version stated there.

2. T have read each policy, or had it explained to me in a language and format I understand, and I understand my obligations under it.

3. Questions about any policy can be raised with Sarah Mitchell, and a copy of each policy is available to me at Boardroom, 12 Church Street, Birmingham.

4.1 agree to comply with each policy listed; failure to comply may lead to disciplinary action, subject to the organisation's disciplinary procedure.

5. Policies may be updated; I will be notified of updates that affect my role, and may be asked to sign a fresh acknowledgement when a policy changes materially.

3. Understanding check. Tick each box only if the statement is true. If any box cannot be ticked, raise it with Sarah Mitchell before signing, and record the outcome below.
I know where to find the current version of each policy listed.

I know who to ask if I am unsure what a policy requires in a particular situation.

I know how to report a concern, breach, or suspected breach under the relevant policy.

I understand what happens if a policy is not followed, in general terms.

I have had the opportunity to ask questions, and my questions have been answered.

Questions raised, if any:
Outcome or answer given:

4. Training linked to the policies. Record any briefing or training given for the policies listed. Leave blank only where none was provided, and state that in the first row if
s0.

Training or briefing title Date given Given by Attended

Title of the training or briefing as agreed at = 9 November 2026 James Patel
the meeting.

Title of the training or briefing as agreed at = 9 November 2026 James Patel
the meeting.

Title of the training or briefing as agreed at = 9 November 2026 James Patel
the meeting.

5. Re-acknowledgement. A fresh acknowledgement is due on 23 November 2026, or earlier if a listed policy changes materially or the person's role changes so that
different policies apply. The manager issues the fresh acknowledgement and files it with this form.

Signed by the person acknowledging Countersigned by the manager
Signature: Signature:

Full name: Full name:

Role or job title: Role or job title:

Date of signing: Date of signing:

Office use. Filed by: Date filed:

Where filed: Next acknowledgement due:




