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Harland & Wolff

How to Sign Your Contract of Employment:
Congratulations on being offered your new role with Harland & Wolff

Please see below in relation to signing your contract of employment.

First of all you will receive the following email following your verbal acceptance of a role with
Harland & Wolff

To access your contract, please click “Review Document”.

Harland & Wolff Job Offer

. Lauren Connolly via DocuSign <dse@eumail.docusign.net>

To: Lauren Connolly

Yk Harland &woltt

Lauren Connolly sent you a document to review and sign.
REVIEW DOCUMENT
Lauren Connolly

lauren.connolly@harland-wolff.com

Dear Lauren Connolly,
| am pleased to offer you the role of ATS DEMO (SOP) at Harland & Wolft
Please find attached your contract of employment for you to review and sign

If we have agreed a start date then this will be included in the contract, however if the
start date is yet to be agreed it will show as o be confirmed”, please sign this version
and we wil re-issue an updated contract to you once we have a mutually agreed start
date

Ifyou have any queries, please do not hesitate to contact me

We look forward to welcoming you as the newest member of our team!

Sincerely,

Lauren Connolly

Once clicked the following will appear

Request for Signature

Lauren Connolly
Harland & Wolff

Dear Lauren Connolly,
| am pleased to offer you the role of ATS DEMO (SOP) at Harland & Wolff.
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View Maore

Please read the Electronic Record and Signature Disclosure.
| agree to use electronic records and signatures.

How To Sign Your Contract Of Employment V1.0
Page 2 of 5



Harland & Wolff

Simply tick the box highlighted in red below and then click the “Continue” button.

Please read the Electronic Record and Signature Disclosure.
F E CONTINUE
| J|agree to use electronic records and signatures.

Your contract of employment will then open for you to review and sign.
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05/01/2024

Dear Lauren

| am delghted 10 offer you the postion as follows
Role of ATS DEMO (S0P)

Reports to Richard White
Start date is 1601/2024

In your role at Hardand and Wolff you can also ook forward to
£35,000 per annum starting salary
membership of the Harland & Wollf pension scheme
249.75 hours annual leave (ncusive of public bank holdays)
This offer is conditional upon the following
you providing us with evidence you hold the appropriate right to work and reside in the UK
receipt of relerences conssderad by us 1o be satistactory
obtaining the necessary security clearances for your role

Please take the ime 10 read through the enclosed contract of employment and sign online within 5
working days

If you have any questions please contact hrsharedservices@harand-wollf,. com at
hsharedservices@hartand wolll . com who will be happy to help

Yours sincerely

7

John Wood

Here you will be able to scroll through and review your contract of employment. Once you
get to the end of your contract you will see the following
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Signed by the Employee
Print Name; Lauren Connolly

Date: 09-Jan-2024 9:33 AM QMT

Signature:

It will automatically populate your name and the date and time, you will then see the yellow
Sign button highlighted above.

Please click the “Sign” button and then the following will appear
Adopt Your Signature

Confirm your name, initials and signature.

* Reguired
Full Name* Initials*
Lauren Connolly LC
OR SELECT A SIGNATURE DRAW UPLOAD
PREVIEW Change Style
DocuSigned by: DS
F8C1CC570B3B42D...

By selecting Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all purposes when | (or
my agent) use them on documents, including legally binding contracts.

ADOPT AND SIGN CANCEL

Here you can enter your name and your initials and select a signature you would like. Once
done please click the “Adopt and Sign” button highlighted. You will then see the signature
will populate like below.

Signed by the Employee
Print Name: Lauren Connolly

Date: 09-Jan-2024 9:33 AM GMT

DocuSigned by:

Signature: [ waup’

FACICCET0B3B42D. .

This is now you contract of employment signed, however, depending on your role, you will
have either one more or two more documents to sign

How To Sign Your Contract Of Employment V1.0
Page 4 of 5



Harland & Wolff

At the end of each contract there will be the Working Time Opt out agreement (and if your
role requires BPSS checks you will also have The Official Secrets Act. T hese both get
signed the same way the contract does.

At the bottom of the documents, once everything has been signed you will see the following
button. Please ensure you click the “Finish” button as this is the only way to save the
document once it is signed.

FINISH

Once you have clicked “Finish” the following pop up will appear

You're Done Signing

A copy of this document will be sent to your email address when completed
by all signatories. You can also download or print using the icons above.

CONTINUE

Simply click “Continue” and the screen will then change to the below to confirm you have
finished signing your contract of employment

You can then close the webpage. You will receive an email shortly after with a copy of your
completed contract attached as PDF to the email.
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