W HEALTHYWORK

maximising well-being and productivity
Healthywork Ltd Terms & Conditions: 25.05.2018 onwards

Any such quotation prepared by Healthywork Ltd and/or Healthywork Ltd Referral Form/referrer email request will be
deemed to be an agreement to conduct business services based on the Terms & Conditions below.

1. The services to be provided by Healthywork Ltd are as per the Healthywork Ltd quotation provided or for
repeat referrers, as per previous services provided, which are of a similar nature (e.g. repeat Ergonomic
Workstation Assessments).

2. Assessment fees and a written quotation are dependent upon whether the referrer requires one type of
assessment only, a combination or a total package, including travel costs. Some may be agreed on hourly
fees. The fees will be estimated before any assessment occurs or on the basis of previous agreed fees if the
work is of a similar nature. The written Quotation will estimate the amount of professional time required in
hours/part hours.

3. A record of the actual input required on a piece of work/case/Referral will be maintained by the
assessor/Healthywork Ltd. In some cases, such as longer assessments or more complex referrals/packages,
the quoted estimation of time to complete the work and thus the fee, may be inaccurate, and thus additional
time, may be chargeable. Upon completion, where the estimated time has been exceeded, professional fees
are £75/hr or £80/hr depending on the complexity of the input. This additional time will be clearly stated on
the invoice and can be discussed with Alison Biggs, at Healthywork to clarify further if required.

If less professional time input that estimated on the quotation is required, the fee will be reduced.

4. A Referral Form/letter/email is required before the Healthywork Ltd services are delivered. Therefore
referrers should complete a Healthywork Ltd Referral Form electronically/by post or send a suitable covering
letter/email to make this a written request to go ahead. Referrers are assumed to be representing the
organisation referring, following their completion of such on the Healthywork Ltd Referral Form/ their email
address and email signature details.

5. Referrals may require the written consent of the individual client to be assessed prior to the assessment and
their consent for the Healthywork Ltd assessor to read any medical records/reports, if applicable. Complete
Healthywork Consent form or own paperwork of similar content.

6. If relevant, an Occupational Questionnaire, Job Description and any medical details regarding the individual
client to be assessed and the impact of the health condition on their occupation is preferred. Complete the
Healthywork Physical Occupational Questionnaire, Psychological/Cognitive Demands Questionnaire and send
other relevant documents, such as Job Description, medical information etc. as applicable.

7. Healthywork do not generally contact the GP or other treating medical personnel for medical information, as
some information is usually available from the referrer. In the absence of any information, we may consider
contacting the GP and an extra charge would be made for performing this and the GP will also charge for
sending copies of medical information. We would inform the referrer prior, if we felt further information
from the GP was required. The GP fee will be included on the final invoice and an additional fee to read a
larger volume (4 + documents/reports) of medical notes/reports would also be chargeable on the final
invoice.

8. The assessment may be conducted by Alison Biggs, BSc (Hons) Occupational Therapist since 1993 SROT HCPC
or an agreed trained assessor (State Registered Occupational Therapist (SROT) also Health and Care
Professions (HCPC) Registered) who is an associate to Healthywork Ltd, with suitable training and experience
in the assessment type requested, as available. Trained Psychologists and Vocational Counsellors may also be
suitably qualified to conduct some assessments.

9. Seated Measurements Disclaimer: The seated measurements are obtained when the user is seated on their
current office chair (as available). Every effort is made to record accurate measurements, but this can be
difficult to achieve, e.g. depending on the amount of fabric padding on the seat, the shaping of the chair (if
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raised at the sides on the seat and back rest), the angle of the seat and back rest, the build of the individual
on the chair and where the individual reports their mid back support padding is to be located (i.e. mid
lumbar, or some prefer lower/pelvic support). As the office chairs recommended are fully adjustable in most
dimensions, slight difference of measurement to actual requirement once seated on a recommended chair
model can usually be accommodated. Therefore the assessor cannot be held responsible for issues arising
from chair measurements recorded and their interpretation by suppliers when suggesting suitable alternative
chair models.

Notice of cancellation between 48 and 72 hours will result in a 50% assessment fee payment. If less than 48
hours’ notice is given prior to the assessment time, the full assessment fee will be payable. In other instances,
when working on an hourly fee, an anticipated estimate of the assessment time will be made and invoiced
accordingly.

Travel and assessment expenses incurred eg meeting room hire will remain chargeable upon cancellation of
an assessment at any point after which they have been booked. Re-charging of travel and assessment
expenses will also be incurred if the assessment is re-booked for another date. Time to book travel/meeting
room arrangements is included in the assessment preparation timings/fees.

Following the assessment, the referrer receives the report within 3 working days wherever possible, or this
may be longer, depending upon the complexity of the report, if the individual client is to review the report
before release and/or the gathering of equipment quotes. A final copy is not usually sent to the individual
client assessed unless instructed otherwise.

The individual client (who was assessed) can be given the option to ‘Read report before release’. This is an
option relevant for some assessments, especially where medical documentation has been included and
accuracy is required and also where the subject matter is sensitive. The Referrer is informed and has to be in
agreement, if the option is relevant.

Medical Disclaimer: Medical information will be provided by the individual client being assessed to the
assessor, as relevant to the assessment, in order to conduct the assessment. Discussion around assessment
and treatment conducted or other options to consider may be discussed. Information discussed is not
intended to be a substitute for other professional medical advice, diagnosis or treatment. Always seek the
advice of your physician or other qualified/specialist health care provider with any questions you may have
regarding a medical condition or treatment and before undertaking a new health care regime, and never
disregard professional medical advice or delay in seeking it.

Any comments or queries will be answered following the report. If this entails further assessment or follow
up input of more than 15 minutes, additional charges will need to be made.

Following assessment the referrer is invoiced for the balance of the fee and any additionally incurred
expenses. Payment is due within 30 days of the invoice date.

Healthywork will charge statutory late payment interest ((base/reference rate plus 8 per cent) on the invoice
amount if it remains unpaid beyond 1 month overdue, under the Late Payment of Commercial Debts
(Interest) Act 1998. We will also charge a fixed fee (under late payment legislation) for costs incurred for the
recovery of the invoice amount to date.

If a dispute or complaint arises regarding Healthywork Ltd, please contact the Director Alison Biggs in writing,
by email or post in order to discuss the matter.

Healthywork Ltd is governed by the law of England and Wales and is subject to the exclusive jurisdiction of
the courts of England and Wales.

Alison Biggs
Healthywork Ltd Director
May 2018
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General Data Protection Regulation - Compliancy

Healthywork Ltd is committed to ensuring that your privacy is protected. Should we ask you to provide certain
information by which you can be identified when working with Healthywork Ltd, you can be assured that it will only
be used in accordance with this privacy statement.

Name and contact details of the Data Alison Biggs - Director
Controller T: 07958 502363
E: alison@healthywork.org.uk

Why we collect and process your data:
We always ask for your consent to process your data in order to provide our specialist occupational therapy services
to you.

How and what information is collected about you
We may collect the following information by email, telephone call, by post, questionnaires / forms, or in-person:
e Name
e Date of Birth
e Contact details (phone, email, address)
e  Family members / Support Staff names and contact details
e  Personal health and lifestyle information, including reports and letters from healthcare professionals
e Referral information
e Assessment outcomes

What we do with the information we gather and what it is used for
e Professional record keeping of client information;
e  Recording the initial assessment.
e Provision of occupational therapy services;
e  Sharing your information with relevant parties when necessary (with your permission)

Your Rights
e If you have given your consent to us processing your data, you have a right to withdraw your consent to any
further processing.
e  You have a right to request your data to be erased from our records.
e  You have the right to request your data be transferred to another organisation.

If you wish to withdraw consent or request a transfer or erasure of your data, please email
alison@healthywork.org.uk.

We will always give you the opportunity to opt out of future marketing whenever we send you marketing material or
you can opt out at any time by contacting us.

How you can access your information

You may request details of personal information which we hold about you under the General Data Protection
Regulation. If you would like a copy of the information held on you please write to Alison Biggs at Healthywork Ltd,
PO Box 545, Abbots Langley, Hertfordshire, WD5 5AN.

There is no longer a charge for this service.

How long we keep your information for

The Regulation does not set out any specific minimum or maximum periods for retaining personal data. Instead, it
says that: Personal data processed for any purpose or purposes shall not be kept for longer than is necessary for that
purpose or those purposes.

See this link: https://ico.org.uk/for-organisations/guide-to-data-protection/principle-5-retention/.

Healthywork Ltd will retain personal data for 7 years for adults and 7 years following their 18th birthday for children,
unless upon review it is deemed necessary to retain it for a longer period.
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Security

We are committed to ensuring that your information is secure. In order to prevent unauthorised access or disclosure,

we have put in place highly secure electronic systems and managerial procedures to safeguard and secure the
information we collect.

Right to Complain

If you have a concern about our information practices, you have the right to complain. You can do so by contacting
the Information Commissioner’s Office on 0303 123 1113 or by visiting www.ico.org.uk.
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