QR&As for Employees re COVID-19 “Coronavirus” Nationwide approach to absence, travel and infection control for employees and temporary workers (updated 25/01/2021)

THE LATEST INFORMATION ON COVID-19 WILL ALWAYS BE ON NHS site https://www.nhs.uk/conditions/coronavirus-covid-19/

More guidance for member-facing colleagues is available here.

This document provides advice to employees. Section 10 and 11 provides advice to Temporary workers and Day Rate Contractors. The rest of this document does not apply to these colleagues.
If you are concerned that an employee should not be in work please refer to the decision tree

For information relating to the keying of absence please refer to the keying guide.
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1. Guidance Relating to Coronavirus: Sickness & Absence queries

11

What should | do if | / my employee
might have the symptoms of coronavirus
(new persistent cough and/or fever
and/or a loss or changed sense of normal
smell or taste (anosmia))?

° If you live alone and you have symptoms of coronavirus illness, however mild, stay at home for 10 full days from when your symptoms started.

. If you live with others and you are the first in the household to have symptoms of coronavirus, then you and all other household/support bubble members must stay at home
for 10 full days.

° You (and anyone in your household or support bubble who is symptomatic) should arrange to be tested as quickly as possible to ensure the effectiveness of the new test and
trace process

It is likely that people living within a household or support bubble will infect each other or be infected already. Staying at home for 10 full days will greatly reduce the overall amount
of infection that could be passed on to others in the community. If you can, move any vulnerable individuals (such as the elderly and those with underlying health conditions) out of
your home, to stay with friends or family for the duration of the isolation period. If you cannot move vulnerable people out of your home, stay away from them as much as possible.

If you have coronavirus symptoms:

. do not come to work

. do not go to a GP surgery, pharmacy or hospital

. you do not need to contact 111 to tell them you're staying at home

More information from NHS online.
Public Health England (PHE) guidance on self-isolation can be found here.
Recording in My Team’s Details:

° If you have symptoms and need to self-isolate contact your line manager and they will record your absence as “Sickness” & “Pandemic (Influenza)” in My Team’s Details.

. If you have pre-booked holiday during this period of sickness, we suggest that the remaining holiday is rescheduled after the period of self-isolation has finished.

° If you are required to self-isolate for the 10 days but are not symptomatic AND you are unable to work remotely, your manager will need to record your absence as Pandemic
Leave (PAID) (1. Paid leave — other).

12

| have developed symptoms and need to
self-isolate for 10 days... can | work from
home?

We want to ensure that you have the time to recover from the symptoms to best support your long-term health. Hopefully you will then be able to return to work fully reinvigorated.
We would therefore prefer you not to work from home for the period of the isolation and the 10 days will be recorded as sickness absence by your manager as “Sickness” &
“Pandemic (Influenza)” My Team’s Details.

13
My employee is off with symptoms, can
they be tested?

If you have coronavirus symptoms, you need to get a test done as soon as possible. You need to get the test done in the first 5 days of having symptoms. You can ask for a test:

° for yourself, if you have coronavirus symptoms now (a high temperature, a new, continuous cough, or a loss or change to your sense of smell or taste)
. for someone you live with, if they have coronavirus symptoms

This service is for people in England, Scotland and Northern Ireland.

People in Wales can ask for a home test kit. For drive-through appointments at regional test sites in Wales, go to the coronavirus test bookings and process on the Welsh
Government website.

As a line manager we recommend you contact all of your team members who are self-isolating to let them know this testing is available (where the criteria can be satisfied).
Employees should visit www.gov.uk/coronavirus in the first instance to book their test and to find out more information.
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Please be aware that employees requiring a test should continue to check the site for new appointments should suitable ones not be available immediately. Should further help be
required, please phone 119 for any queries relating to testing.

14

My employee has informed me that they
have been tested, received positive
results and shared this with me. What
happens next?

Please confirm the result with the employee and read the following declaration:

“In relation to this testing for coronavirus, and because some of the information you give us might be sensitive (as it’s about health-related matters), | need to share with you how we
may use this information. We call this ‘special category data’. We’'ll assume you’re happy for us to make a note of this and log a case with AskHR, and would like to reassure you that
we’ll only use it to help us with understanding the spread of testing across the Society, to ensure our absence data and Health and Safety and Absence reporting is accurate and to
ensure our employees and managers have access to appropriate support at this time. The data may also be analysed internally with other results to allow us to identify and understand
any trends or patterns, but will only ever be shared anonymously. If you’d like to find out more, please see the employee privacy statement on the Employee Personal Information
intranet page.”

Further details on how we use employee information can be found here.

Once you have spoken with the employee please Create a Case with AskHR via the AskHR Support page. You will be able to choose the category ‘Coronavirus’, and then select ‘Test
Result’.

When logging the case, please ensure you attach the completed Positive Covid-19 Test Result - reporting to AskHR form which you can find via HR Help Point. This will help ensure
the right information is provided first time and enable us to provide you with the right advice in the circumstances if required. When completing this, please ensure only relevant
information about Nationwide employees is included.

The employee will need to remain in isolation as per the guidance in section 1 until they are fit to return to work. If the test is negative, please discuss with the employee so we can
facilitate their return to work (when well enough, and they have not had a high temperature for 48 hours and those living with them have tested negative). You will also need to
change the absence reason in My Teams Details so it best reflects the symptoms the individual is experiencing.

Further information related to return to work can be found here.

15
Can Nationwide make a referral for
testing on an employee’s behalf?

Although the government has stated that an employer can make a referral, we anticipate that it will be easier and quicker for employees to do this directly themselves. An employer
referral only generates an email to the employee with a link and code directly linked to the gov.uk site so therefore we are encouraging all employees requiring a test to self-refer as
soon as possible.

1.6
What is the contact tracing systems?

The NHS test and trace service will help to manage the risk of the virus re-emerging as restrictions on everyday life are eased, as far as it is deemed safe to do so.
There are two main ways that have been introduced, the manual telephone-based service and the smartphone app.

We’d encourage all colleagues to consider downloading the relevant app to their smart phones, if they have one. Employees may be told at short notice to self-isolate or get tested
via the app, and leaders should support employees with responding to any instruction. If you are working across borders, please use the relevant app for that country. For example,
if you travel between Scotland and England you'll need to use both the Protect Scotland app and the NHS COVID-19 app.

Once you've downloaded the app, it should be left on as much as possible. However, there are some specific workplace scenarios when you should pause the contact tracing feature.
These are:

. when you are working behind a Perspex (or equivalent) screen

. if you are putting your phone in storage, such as in a work locker, and it will not be on your person

Contact tracing can be paused within the app by moving the contact tracing toggle on the home screen. It’s important you turn the contact tracing toggle back on as soon as you are
not in one of the above scenarios, for example, when you retrieve your phone from your locker. To make it easier to remember to do this, you will be given the option to pause the
feature for different time periods and you will then receive a reminder to turn the contact tracing feature back on. We've got some helpful guidance here.
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If an employee is notified of a contact and required to isolate, and is unable to work from home, line managers will need to record the absence as Pandemic Leave (PAID) (1. Paid
leave - other). Employees should leave work as soon as possible, making arrangements to contact them when they've returned home. A screenshot of the notification can also be
requested. Should the employee later test positive, or develop symptoms, please follow the guidance in 1.1.

17
My employee has been contacted by the
NHS test and trace, what do | need to do?

Following a positive test result, if the employee in your team has been working from home in the 14 days prior to having symptoms when completing the NHS Test and Trace
questionnaire, please ensure they include their home postcode when asked for their work address postcode. They'll only need to provide your normal branch/admin centre postcode
if they have attended this site for work in that period.

If the employee in your team is contacted by Test and Trace and informed to self-isolate as a close contact*, as a line manager, you must keep a record of this.

e  [fthe employee can’t work from home, key it into the PeopleSoft system as pandemic related paid leave - other.
®  |f the employee develops symptoms, the absence reason must be changed to Sickness - 30 Pandemic Influenza on PeopleSoft.
(] If the employee develops symptoms and tests positive, a case needs to be raised with Ask HR (Coronavirus > Test result, see 1.4).

We need accurate records to be sure we are meeting our legal requirements.

It's more important than ever that the right absence reasons are used - we use the figures to help establish and plan for emerging resourcing issues. If it's a Covid-19 related
absence, the Manager Decision Tree explains what to do depending on the scenario.

*A close contact means:

. having face-to-face contact with someone less than 1 metre away (this will include times where you have worn a face covering or a face mask)

. having been within 2 metres of someone for more than 15 minutes (either as a one-off contact, or added up together over one day)

. travelling in a car or other small vehicle with someone (even on a short journey) or close to them on a plane

An interaction through a Perspex (or equivalent) screen with someone who has tested positive for COVID-19 is not usually considered to be a close contact.

1.8

When can my team member return to
work if tested and/or told to isolate by
Test and Trace systems?

Part 1: for someone with symptoms of coronavirus

. isolate: as soon as you experience coronavirus symptoms, medical advice is clear: you must self-isolate for at least 10 days. Anyone else in your household must self-isolate for
10 days from when you started having symptoms

. test: get a free NHS test immediately to check if you have coronavirus or call 119 if you have no internet access

. results: if your test is positive, you must complete the remainder of your 10-day self-isolation. Anyone in your household must also complete self-isolation for 10 days from
when you started having symptoms. Failure to self-isolate for the full time-period can result in a fine, starting from £1,000. If your test is negative you will no longer be
required to self-isolate, though you may wish to do so if you still feel unwell and have symptoms similar to coronavirus. If your test is negative, other household members no
longer need to self-isolate.

° share contacts: if you test positive for coronavirus, NHS Test and Trace will send you a text or email alert or call you with instructions of how to share details of people with
whom you have had close, recent contact and places you have visited. It is important that you respond quickly and accurately so that we can give appropriate advice to those
who need it. You will be told to do this online via a secure website or you will be called by one of our contract tracers. If NHS Test and Trace contact tracers are unable to
contact you for 24 hours, they may pass your case to your local authority to follow up by phone or in person.

Part 2: if you are contacted by NHS Test and Trace because you have been in close contact with someone who has tested positive for coronavirus

° alert: you will be alerted by NHS Test and Trace if you have been in close contact with someone who has tested positive for coronavirus. The alert will usually come by text,
email or phone call. You should then log on to the NHS Test and Trace website, which is normally the easiest way for you and the service to communicate with each other -
but, if not, a trained call handler will talk you through what you must do. Under-18s will get a phone call and a parent or guardian will be asked to give permission for the call to
continue

. isolate: you will be told to begin self-isolation for 10 days from your last contact with the person who has tested positive. It’s really important to do this even if you don’t feel
unwell because you could still be infectious to others. Failure to self-isolate for the full time period can result in a fine, starting from £1,000. Your household doesn’t need to
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self-isolate with you, if you do not have symptoms, but they must take extra care to follow the guidance on social distancing and handwashing and avoid contact with you at
home

° test if needed: if you develop symptoms of coronavirus, other members of your household must self-isolate immediately at home for 10 days and you must get a test to check if
you have coronavirus or call 119 if you have no internet access. If your test is positive, you must continue to stay at home for at least 10 days and we will get in touch to ask
about your contacts since they must self-isolate. If your test is negative, you must still complete your 10-day self-isolation period because the virus may not be detectable yet -
this is crucial to avoid unknowingly spreading the virus.

Managers should help employees to self-isolate if required and should not share the identity of an employee who has tested positive with other colleagues.

19
When am | able to return to work?

If living with others, then all household, or support bubble, members who remain well may end household-isolation after 10 full days. The 10-day period starts from the day illness
began in the first person to become ill.

After 10 full days, if the first person to become ill feels better and no longer has a high temperature, they can return to their normal routine. If any other family members become
unwell during the 10-day household-isolation period, they should follow the same advice - that is, after 10 full days of their symptoms starting, if they feel better and no longer have a
high temperature, they can also return to their normal routine.

Should a household, or support bubble, member develop coronavirus symptoms late in the 10-day isolation period, the isolation period does not need to be extended, but the person
with the new symptoms has to stay at home for 10 full days. The 10-day isolation period will have greatly reduced the overall amount of infection the rest of the household/bubble
could pass on, and it is not necessary to restart 10 full days of isolation for the whole household/bubble. This will have provided a high level of community protection. Further
isolation of members of this household/bubble will provide very little additional community protection.

At the end of the 10-day period, any member who has not become unwell can leave isolation.

If any ill person in the household/bubble has not had any signs of improvement and have not already sought medical advice, they should contact NHS 111 online. If your home has no
internet access, you should call NHS 111.

The cough may persist for several weeks in some people, despite the coronavirus infection having cleared. A persistent cough alone does not mean someone must continue to self-
isolate for more than 10 days.

Further guidance for line managers on return to work process can be found here. The NHS provides some useful resources for those who have suffered with Covid-19 which can be
found here.

1.10 What is the advice for the clinically
extremely vulnerable?

People who are defined as clinically extremely vulnerable are at very high risk of severe illness from coronavirus. There are 2 ways you may be identified as clinically extremely
vulnerable:

o You have one or more of conditions listed below, or

®  Your clinician or GP has added you to the Shielded Patient List because, based on their clinical judgement, they deem to you be at higher risk of serious iliness if you catch the
virus.

People with the following conditions are automatically deemed clinically extremely vulnerable:
° solid organ transplant recipients

(] people with specific cancers:
o people with cancer who are undergoing active chemotherapy
o people with lung cancer who are undergoing radical radiotherapy
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people with cancers of the blood or bone marrow such as leukaemia, lymphoma or myeloma who are at any stage of treatment

people having immunotherapy or other continuing antibody treatments for cancer

people having other targeted cancer treatments that can affect the immune system, such as protein kinase inhibitors or PARP inhibitors
people who have had bone marrow or stem cell transplants in the last 6 months or who are still taking immunosuppression drugs

people with severe respiratory conditions including all cystic fibrosis, severe asthma and severe chronic obstructive pulmonary disease (COPD)

people with rare diseases that significantly increase the risk of infections (such as severe combined immunodeficiency (SCID), homozygous sickle cell disease)
people on immunosuppression therapies sufficient to significantly increase risk of infection

problems with your spleen, for example splenectomy (having your spleen removed)

adults with Down’s syndrome

adults on dialysis or with chronic kidney disease (stage 5)

women who are pregnant with significant heart disease, congenital or acquired

other people who have also been classed as clinically extremely vulnerable, based on clinical judgement and an assessment of their needs. GPs and hospital clinicians have
been provided with guidance to support these decisions

O O O O

All employees considered clinically extremely vulnerable should be working from home. This is consistent with government advice across all 4 nations. Managers should complete
the remote enablement process through the IT Hub, following the guidelines laid out on the intranet here. Within the business case/justification the line manager should indicate
that this is for a colleague who meets the CEV criteria and is requiring a device in order that they can work from home.

Until this point, managers should record the absence from work as Disability Leave with an end date of 26 February 2021 in My Teams Details, which is paid leave. This date can be
amended when remote working is enabled.

During heighted restrictions, the previous exception process to return clinically extremely vulnerable colleagues back to the workplace is no longer in operation - all CEV colleagues
should remain at home as above.

The clinically extremely vulnerable will get priority access to vaccination against COVID-19 before the general population. They will be contacted again by the NHS with more
information on when and how they will be invited to get the vaccine.

The vaccine is likely to make an important contribution towards protecting CEV employees from COVID-19. Even if a CEV employee (or any employee) have had both doses of the
vaccine, they should continue to follow this advice (work from home/remain on “Disability Leave” until remote enabled), until further notice as the government continues to assess
the impact of vaccination among all groups.

1m
What is the advice if I'm pregnant?

If you are less than 28 weeks pregnant, you could be at higher risk of severe illness if you did catch Covid-19. You should be especially careful to follow the rules and minimise your
contacts with others and should continue to wash your hands carefully and more frequently than usual and maintain thorough cleaning of frequently touched areas in your home
and/or workspace. The New and Expectant Mothers Risk Assessment should be completed by you and your manager to help assess that it is safe and appropriate for you to remain
in the workplace, considering the Covid-secure measures that have been implemented. This risk assessment should be revisited monthly or before if the Covid-19 risk/employee’s
circumstances changes.

If you are 28 weeks pregnant and beyond, or if you are pregnant and have an underlying health condition that puts you at greater risk of severe iliness from Covid-19 if you did catch
Covid-19 at any point in your pregnancy, you should take a more precautionary approach and you are encouraged to work from home. If not already enabled, managers should
complete the remote enablement process through the IT Hub, following the guidelines laid out on the intranet here. Within the business case/justification the line manager should
indicate that this is for a colleague who meets the CEV/pregnancy criteria and is requiring a device in order that they can work from home.

Until the point of remote enablement, managers should record the absence from work as Disability Leave with an end date of the day before maternity leave is due to commence
in My Teams Details, which is paid leave. This date can be amended when remote working is enabled.

This advice applies to all 4 nations.
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If 1 am clinically vulnerable, am | more at
risk from catching Coronavirus?

If you are clinically vulnerable, you could be at higher risk of severe illness from coronavirus. You should be especially careful to follow the rules and minimise your contacts with
others and should continue to wash your hands carefully and more frequently than usual and maintain thorough cleaning of frequently touched areas in your home and/or
workspace. Clinically vulnerable people are those who are:

. aged 70 or over (regardless of medical conditions)
. under 70 with an underlying health condition listed below (that is, anyone instructed to get a flu jab each year on medical grounds):
o chronic (long-term) mild to moderate respiratory diseases, such as asthma, chronic obstructive pulmonary disease (COPD), emphysema or bronchitis
chronic heart disease, such as heart failure
chronic kidney disease
chronic liver disease, such as hepatitis
chronic neurological conditions, such as Parkinson’s disease, motor neurone disease, multiple sclerosis (MS) or cerebral palsy
diabetes
a weakened immune system as the result of certain conditions or medicines they are taking (such as steroid tablets)
o being seriously overweight (a body mass index (BMI) of 40 or above)
° pregnant

O O OO OO0

There is a useful FAQ for pregnant women and their families here. Further advice on pregnancy can be found in 1.11.

113

If the workplace closes / has to close due
to coronavirus infection control will |
continue to be paid?

Employees should be working from home unless it is not possible. For those employees who cannot reasonably work from home, in the first instance, we would look to invoke our
contingency plans to avoid that happening or to relocate staff to other locations/ recovery sites if possible. The current PHE advice is that the building should be reopened once
appropriate cleaning of workplace has been completed so this is likely only to be for short period (48-72 hours). During this short period, we would continue to pay employees as if
they had been at work.

In situations where branches have to close temporarily due to the coronavirus, AND individuals are unable to work from home AND there is no other reason for absence as covered
in this document, the absence should be recorded line managers for each impacted employee as Pandemic Leave (PAID) (2. Branch Closure). This is paid leave and not classified as
sickness.

114
What happens if my branch continues to
be closed on a Saturday?

Some branch locations continue to remain closed on a Saturday.

. We may ask colleagues if they can work their ‘normal Saturday hours’ on a week day in their base branch

° We may ask colleagues if they can work their ‘normal Saturday hours’ in a nearby branch, that is open to members on a Saturday. This branch would be their ‘Saturday base
branch’, and the guidance on supporting other branches should be followed as detailed in the Branch Covid-19 Branch Response Manual

. We may ask colleagues to continue to attend their base branch on a Saturday and undertake alternative suitable tasks (subject to 2+ colleagues in branch)

Regarding Saturday contracted colleagues (given the closure of branches on Saturdays for the 6 weeks from 9 January 2021), in some locations, colleagues will maintain their
working pattern and whilst the branch isn’'t open to members, there will be activities such as Contact Centre Calls/BBMs/Administrative tasks etc to undertake. For branches were
this isn’t possible, Branch Managers will meet with Saturday colleagues to review their individual circumstances and discuss the possibility of “making up” their hours during the
week and the support to Nationwide would be very much appreciated if this is possible. As the decision to close branches was taken by Nationwide, Saturdays colleagues will be
asked to support on other weekdays depending on business needs, however, if this is not possible pay will not be deducted during this period.

115

Do | need to provide a medical
certificate/isolation note for the period of
absence?

Do not ask your GP for a fit note if you are off work because of Coronavirus. Instead, you can get an isolation note to submit to your manager as proof you need to stay at home, but
must continue to follow normal Society sickness absence reporting procedures. The following instructions apply:

. If you have Coronavirus symptoms, or you have been told to self-isolate by the NHS website, NHS 111 online, NHS inform, NHS Direct Wales, COVID 19 App or Public
Health Agency (Northern Ireland), you_can get an isolation note if required. You can return to your normal routine and stop self-isolating after 10 full days if your
symptoms have gone, or if the only symptoms you have are a cough or anosmia, which can last for several weeks. If you still have a high temperature after 10 days or are
otherwise unwell, stay at home and seek medical advice. Ongoing sickness absence from this point will require a Fit Note.

° If you have been informed to self-isolate for 10 days by the NHS Test & Trace team then you will receive a text message that you can share with your manager
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. If you have been informed to isolate for 10 days by COVID-19 contact tracing app notification you will receive a notification that you can screenshot and share with your

manager.

To find out more, see coronavirus self-isolation advice.

116

What if your employee is due to return to
work from illness on a phased return to
work, but they have a long-term health
condition deemed as clinically extremely
vulnerable (listed in 1.10), what will
happen?

If your employee is unable to work from home they must be keyed onto Disability Leave as per 1.10.

1177

We need to record an absence for an
employee in line with this guidance, but
the line manager is absent. How can we
record this in My Team’s Details?

Where an employee’s absence needs to be recorded in My Team’s Details, but their line manager is also absent, the line manager's manager (senior manager) has access to record
this in their My Team’s Details.

It is very important people leaders record absences correctly on My Team’s Details.

Further information related to return to work can be found here.

1.18

My team member feels unsafe about
being in work, what options are
available?

In the first instance, please discuss the recent support and measures we have taken. This includes the increased availability of hand sanitiser and disposable gloves; the provision of
protective screens in branches, reusable face coverings and visors for member facing roles; revised opening hours; and increased social distancing measures in admin buildings.

It's important that we understand exactly what is driving the person to continue to feel unsafe and that they participate fully in these discussions. Please explore what you can do
together to change this situation., e.g. enable remote working, temporary change to working patterns etc.

However, if they continue to feel unsafe and you have exhausted all opportunities to resolve this, you will need to record the absence on Peoplesoft as “Domestic Leave” in My Team’s
Details up to 4 weeks. This is paid leave not sickness absence.

It's important that contact is maintained during this period to check what more can be done to resolve the issues.

119
Can | take leave to have the vaccination?

We would encourage you to discuss with your line manager how you are able to work flexibly to support such an appointment.
Where this is not possible, then you are able to take paid time off for a medical appointment in line with the Time Off Policy.
The vaccine cannot give you Covid-19 infection, and 2 doses will reduce your chance of becoming seriously ill. We do not yet know whether it will stop you from catching and passing

on the virus. So, it is important to follow the guidance in your local area to protect those around you. To protect yourself and your family, friends and colleagues you still need to
practice social distancing, wear a face mask, wash your hands carefully and frequently and follow all current guidance.

2. Guidance on Holi

day, ‘bought’ holiday and sabbaticals

21

If | have annual leave booked and | need
to self- isolate, will | be able to cancel and
rebook my annual leave?

Yes, you can ask your manager to cancel and rebook your holiday if you had holiday booked and then were unable to take it as you were required to “self isolate”, or use the normal
holiday booking process in your part of the business to cancel and request to rebook. If any holiday is cancelled, we would encourage managers to be proactive and try to agree a
future date when this leave could be taken.

22

| was planning to take my sabbatical this
year but haven’t booked anything yet.
Can | take it next year instead?

Of course, there’s no time limit on when you can take your sabbatical once you're eligible. But remember that sabbaticals are taken at a date mutually agreed with your manager,
normally with at least 6 months' notice, and though your manager will try to accommodate your request, they’ll need to consider the needs of the business and the rest of the team.

23

Yes, you can, ask your manager to cancel the booking on My Details [PeopleSoft]. Remember you’ll normally need to give 6 months’ notice when you want to re-book and your

manager will need to agree the new date.
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I've already booked a sabbatical but it
hasn’t started yet, can | cancel it and take
it later?

24
Will my employee still be able to buy
holiday for next year?

Yes, employees will still be able to buy up to 5 days holiday without manager approval. But, if they're already carrying over 5 days, and also requesting to buy more than 5, the
recommendation is that employees should only have a maximum of 12 additional days holiday on top of their normal entitiement, and managers should make an informed decision
when approving more than 5 days.

25
How much holiday can | carry over into
next year?

Employees can now carry over up to five working days of unused holiday allowance to be used throughout 2021. This will be calculated pro-rata based on weekly contracted hours. If
you have 5 days holiday left at the end of this calendar year and you qualify for the extra day’s holiday due to the closure of the NPF, your carry forward will automatically be
increased to 6 days.

We appreciate the government has said that up to 20 holiday days can be carried over through the next two years for those where it's not been reasonably practical to take time off
due to work requirements as a result of coronavirus. We don’t expect this to have much impact for Nationwide, as it remains key that we all take time off throughout the year for
ourselves and we expect that this will be possible throughout 2021.

The change to carry over is now a permanent policy change.

3. Guidance for Em

ployees returning from Travel abroad or due to travel abroad

31
| / someone in my team is travelling back
from abroad, can they return to work?

From 18 January 2021, all travel corridors have closed and you must self-isolate after arriving in the UK, even if you have tested negative. Most people travelling to the UK from abroad
need proof of a negative coronavirus (COVID-19) test result. You need to have taken the test in the 3 days before you travel.

During this quarantine period, if the team member is remote working enabled, they can work remotely as long as they comply with the self-isolation requirements. Otherwise, they
will only be able to return to their normal workplace following the conclusion of the self-isolation period.

Non-remotely enabled employees, who had booked their holiday abroad before lockdown (23 March 20) or when their holiday destination was on the exemption list:

Please talk to them about whether they can be remotely enabled so they can work from home when they return from being abroad. If they can’t be remotely enabled (i.e. can’t work
from home), they’ll be entitled to paid leave during the quarantine period - which can be recorded as Pandemic Related (Paid) leave

Non-remotely enabled employees with holiday booked abroad after lockdown (23 March 20):
Please talk to them about whether they can be remotely enabled, so they can work from home when they return from being abroad. If they can’t work at home for the 10 days
following their return, they can request to take the quarantine time as either additional holiday or unpaid leave, if you can accommodate this in your resource plans.

Although it might be tempting to wait until travel in the UK and abroad is an option, unfortunately there’s no certainty around when travel corridors will open back up - and saving
holiday up until later in the year might cause problems if lots of colleagues try to book the same days off. So, if possible, it's good to get in the habit of spreading days off throughout
the year by trying to take a quarter of our holiday entitlement every three months and encouraging our teams to do this too.

32

| am an employee due to travel
internationally with work/business,
should I be travelling?

All international business travel has been suspended.

33
I/ my team member are due to go travel
abroad, can | still travel?

You can only travel internationally — or within the UK - where you first have a legally permitted reason to leave home. In addition, you should consider the public health advice in the
country you are visiting.

The current advice from the Foreign and Commonwealth Office should be followed and can be found at https://www.gov.uk/quidance/travel-advice-novel-coronavirus.
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If legal permitted, you should take the contact details for your line manager with you in case you need to contact them while you are away and update your own emergency contact
details on Peoplesoft. Check FCO advice whilst you are away and UK Public Health advice before you return. Any employee unavoidably detained in a “quarantine area” is entitled to
additional paid “Pandemic related” leave until it is safe for them to return to the country. The line manager should record the leave on Peoplesoft as “Pandemic Related (Paid) (1.
Paid leave - other)”

34
My team member has asked me if they
can work from abroad, is this possible?

Unfortunately, we are unable to support these requests.

The cost of provisioning for taxation and social security prohibits us from allowing employees to work abroad. It is a significant cost to the business to employ tax advisors and
accountants to support these arrangements, especially if there is no requirement for the role to be performed in another country. All these arrangements would need to be
calculated by external advisors and any other tax considerations paid for by Nationwide.

There are also additional regulatory considerations that apply if you work inside or outside the UK as well as the requirement to provide technical support for remote access (which
we cannot do for those in other countries - for example if employees encounter problems with laptops).

Unfortunately for all these reasons we aren’t in a position to support employees across many tax jurisdictions and agree to employees working abroad, unless Nationwide explicitly
requires employees to be in those jurisdictions to support the operation.

35
A member of my team is already working
abroad, what should | do?

If you have a member of your team currently working abroad, it is important that we are informed so the situation can be assessed with the relevant teams. Please Create a Case
using Ask HR to seek further advice. You will be able to choose the category ‘Coronavirus’, and then select ‘Ask a question’.

4. Guidance for empl

oyees on preventative measures/ Infection control (More guidance for member-facing colleagues is available here.)

4.1
What's the most important thing | can do
to prevent catching the virus?

The single most important thing you can do is to regularly wash your hands regularly and thoroughly. To best protect yourself and others, please continue to follow the public health
advice:

. Always carry tissues with you and use them to catch your cough or sneeze (you can buy & expense tissues for branch use (Category: Miscellaneous)
Bin the tissue, and to kill the germs, regularly and thoroughly wash your hands with soap for at least 20 seconds.

If you want to use an antibacterial hand gel, you should do so as well as washing your hands regularly, the hand gel must contain alcohol (60%) to be effective

42
Can | order or will Nationwide pay for
anti-bacterial hand sanitiser?

Yes, employees can buy hand sanitisers, where available, and claim back the costs using the expenses process (Category: Miscellaneous). Please be aware some people may be
sensitive to some products. Use of hand sanitiser is not as effective as washing your hands with soap and water regularly and thoroughly.

FOR BRANCH NETWORK:

The following items can be ordered through Information Station, talk to your line manager if you are unable to access the system:
Screen and keyboard cleaning kit G344
Telephone wipes G676/G677

All necessary cleaning equipment will be supplied as part of the cleaning contract. Consumables such as soap can be ordered through the Property Services Helpline
http://www.nationwideintranet.co.uk/My-Nationwide/Life-at-Nationwide/Log-a-Fault-Request/property-services-helpline

43
Should | wear a face covering and will
this help?

Two metres social distancing remains the most effective means of protecting ourselves and each other and must be observed at all times.

Across the four Nations there are differing legal requirements for employees to wear face coverings. Please familiarise yourself with the requirements relevant to you.
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Face Covening
Banking Hall & Member A face covening must be worn when in the banking hall
Facing Areas Face Shield
When using a face shiekd you must also wear a face covenng
Face Covering Face covering

ABack Office Areas A face covering must be wormn when walking around in a back office space, for Face coverings are not required in back office
ro;m:.ﬂ a‘-xn:;"’:f exampile when walking through a commidor or stairs, walking around in the staff spaces, however you MUST always adhere to the

e, TN K ¥
offices. corridors, stairs ':7 room or kitchen. When you are sat down and maintaining 2 metre social 2 meter social distancing

distancing e.g. eating your lunch, a face covering is not required

When in the Banking Hall
In England, Wales, Scotland and Northern Ireland all colleagues must wear a face covering in the banking hall during every member interaction; this is anywhere with temporary
screens, for example, host desks, conversation tables, open meeting desks, private meeting rooms, open counters, rising screen counters etc.

When behind a fixed closed counter
Where you have a fixed closed counter position with permanent glass screens from the counter-top to the ceiling, fully enclosing you into a non-public area a face covering is not
required. You may wear one if you choose to.

Employees with an exemption
Where employees are unable to wear a face covering due to having a valid exemption, we should be making reasonable adjustments to ensure they are not working in the banking
hall.

Face coverings for all members:

Our policy for members remains unchanged. We do expect members to wear face coverings when in branch, but this is not a requirement that you are able to enforce. This is a
matter for law enforcement.

We should also remember that there are exemptions which mean that members do not have to wear a face covering. If a member comes into branch without a face covering we
should continue to serve them as normal.

Face coverings in our offices:

From 24t September face coverings must now be worn in premises that serve food or drink. This means that going forward, we must wear face coverings before entering the
restaurants, cafés and shops across all our buildings, and until we've left the area. All our facilities are takeaway service only. However, if a colleague chooses to sit at a seating area,
we can remove them to eat, and then will need to put our covering back on to leave the space. Extra signage has been installed around these facilities to remind people of the
guidance.

Further information for branch colleagues can be found in the Branch Covid-19 Response Manual available on the Intranet.

44
Can | arrange for the location | work in to
be cleaned?

All Nationwide locations are cleaned on a regular basis. Extra cleaning is being carried out in admin sites and all branches are receiving a daily clean. If any branch requires sanitised
cleaning for suspected or confirmed cases of coronavirus, then please raise this through your local director who will need to contact Property Services by calling 08452 668 668
(option 3).

The advice provided in section 4 of this guidance is best practice for all employees on preventative measures/infection control.

45

My team member has a second job,
should they continue to do this during
the pandemic?

Many employees may have second jobs, and the current situation is no reason in itself for that to change. It is important that all employees are following the published social
distancing guidelines inside and outside of work, and therefore supporting their own wellbeing and that of their colleagues.

5. Guidance on workplace adjustments & home working
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5.1

| have been provided with workplace
adjustments at my place of work, do |
need these at home?

If you're able to work at home, we want you to do so as safely as possible. In the first instance please follow the online guidance for setting up your workstation at home but, if
you continue to have concerns with your workstation, you should discuss this with your line manager who can get further advice by Create a Case using the AskHR Support page
to seek further advice.

More information on workplace adjustments through this pandemic and in general can be found_here.

52
| am working from home. Can | take my
equipment from the office to my home?

Please do not personally remove any equipment from the office.

As your homeworking set up will be different from an office set up, employees are encouraged to work through the advice on the Workstation Set Up Guide. This guide provides
useful tips on workstation set up, how to make the best of the facilities you have, and some helpful mobilisation stretches to help you work from home safely.

You can also now have a 15-minute Teams chat with an ergonomist, from System Concepts, to work through any small changes you can introduce to your existing set up, habits,
routines to support working in the best way with what they have.

This is self-service just click on the link and select a date and time and a Teams invite be sent to your inbox.
https://outlook.office365.com/owa/calendar/SystemConcepts1@SystemConcepts112.onmicrosoft.com/bookings/

Everyone working from home should complete a home workstation checklist.
If a requirement for extra equipment is identified on this checklist, you'll get an email from Property Services with a request to fill out an equipment list form. There, you'll be able to
choose from any of the items below and identify whether you're able to collect it from their nearest admin site, or if you'll need it delivering to your home.

(] Keyboard

(] Mouse

(] Laptop Stand
(] Monitor

(] Desk Chair

When the equipment list is complete, a collection appointment will be generated from your local admin site and sent to you. If you've opted for home delivery, we’ll send more
information directly to you on when you can expect to receive your items.

53

| am experiencing discomfort and/or
aches and pains since working from
home, what support is available?

If you're feeling uncomfortable at your workstation it’s likely to be poor posture or working practices. That means you can fix it, with help from your manager, by working through the
advice on the Workstation Set Up Guide. This guide provides useful tips on workstation set up and some helpful mobilisation stretches to help you work from home safely.

You can also now have a 15 minute Teams chat with an ergonomist, from System Concepts, to work through any small changes you can introduce to your existing set up, habits,
routines to support working in the best way with what they have.

This is self-service just click on the link and select a date and time and a Teams invite be sent