Procedure for ordering and issuing uniform
Kingspan Uniform

· Charcoal grey polo top with Kingspan emblem

· Light grey sweatshirt with Kingspan emblem

· Charcoal grey cap with Kingspan emblem

· Black plain trousers

· Steel toe cap boots

· White painting overalls (where necessary)

· Charcoal grey jumpsuits (where necessary)

· Reflective fluorescent jackets (where necessary)

· Hard Hats (where necessary)
Orders (The logo is in ‘Garamond’ font and written as ‘Kingspan’)
1) 
Rocket Signs & Designs Ltd
72 Lewes Road

Brighton

East Sussex

BN2 3HZ

Tel: 01273 889922

Fax: 01273 889878

Web site: www.rocketsigns.co.uk
· Rockets can provide embroidered, screen printed or plain uniform

· Orders can be made by telephone, fax or in person

· Please specify type, size and quantity

· If there are any queries, it is best to visit the company in person and they will be happy to go over the order

· Payment is made by cheque, in person, at the time of collection
2)
Sussex Safetywear

East Lodge Farm

Hurstpierpoint

BN6 9LA


Tel: 01273 831800


Fax: 01273 831880
· Sussex Safetywear provide a catalogue which shows a comprehensive range of safety wear as well as general uniform

· Sussex Safetywear can embroider or screen print any clothing on request

· Goods can be purchased on account

· Purchase requests should be made by fax, although it is better to telephone with the request and then confirm it with a faxed purchase order

3) 
Ree-even Hire

186-188 Portland Road

Hove

East Sussex

Tel: 01273 778221

Fax: 01273 778223

· Painters overalls & boiler suits can be purchased from Ree-even Hire

· Purchases should be made in person at the store and payment either by cheque or cash

Please Note 

Other uniform can be purchased from various stores, depending on the type required. Please see the Office or Contracts Manager for details.

We are constantly monitoring the quality and value for money from all of our suppliers. Please do not hesitate to liaise with the Office Manager / Contracts Manager if you experience any problems or have any concerns with the suppliers.

Please also inform the Contracts Manager or Office Manager if you feel that better value or quality can be obtained from a supplier that we have not yet used.

Issuing of Uniform
· When uniform is issued, please complete the ‘Uniforms Issued’ log, which can be found on the shelves
· Each operative has his / her own list within the log

· If additional uniform is required, please add the details to the ‘Uniform Requests’ form, which is located on the staff notice board
· The information will be collated and new orders will be made on a regular basis. A new form will then be posted on the staff notice board

· If there are any problems with the quality of the uniform, please contact the office manager who will liase with the supplier

· If there are any amendments to the size of the uniform required, please speak with the Office or Contracts Manager to arrange an exchange and to amend the personal details form 
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