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Who we are and what we do

CodePro is staking out a new area in software. We handle problem solving in a way unlike other
products or mediums. We address the everyday problems and challenges of people and provide
advanced software solutions made simple for the user.

CodePro is a Limited company founded by the Managing and Technical Director Lionel F. Potter, a
member of the Institute of Analysts and Programmers (MIAP). Our registered address is 128 High
Street, Crediton, Devon, EX17 3LQ UK, Company Number 06872382

In this busy world with all the pressures of work, home and life it can be difficult for people to stay in
control and cope with everything. When the pressures overtake us we are more prone to stress,
more likely to become sick, more likely to lose employment or experience family breakdown, we can
become less effective as an employee, family member or member of society. Many people struggle
with the basics of life like managing their homes and finances, keeping in control of their
commitments, managing their time and priorities, managing stress and balancing their lives. Young
people in particular are often ill equipped to leave home and take responsibility for running their own
lives.

Whilst there are a wealth of self help books and courses on life skills there are very few practical
tools that enable people to actually take control and manage their lives easily.

OUR MISSION
Making people’s lives easier.

OUR VISION

CodePro develops, publishes and sells software programs which are designed to make people’s
lives easier. Our products make personal growth and self management techniques accessible to
millions of personal users who would otherwise not have the knowledge. We make a profit and
provide a rewarding work environment and fair compensation to our employees and associates and
a fair return to the Directors.

OUR VALUES

Excellence - Taking all necessary steps to create the best products and supply the best services
possible.

Integrity - Living up to our promises, commitments and responsibilities.

Respect - Working to understand and accommodate the needs of our customers, employees and
suppliers.



Directors Profiles
Lionel F Potter MIAP
Managing and Technical Director

After completing 12 years service in the Armed Forces | retrained and became a software
programmer. | have over 20 years experience in the software development industry, many at
senior level. During this time | have worked on about 200 projects with domestic and
international clients such as Marks and Spencer, British Airways, Tesco, Sainsbury and major
utilities companies.

My experience includes all aspects of the project lifecycle from initial client interviews through
analysis, design, programming, testing to training and support. | have worked closely with
internal and external customers and any consultants involved with projects. Throughout my
career | have gained experience of working with numerous programming languages and have
had to work to quality standards and systems. | am constantly seeking opportunities to develop
my own skills and am currently working towards my BSc, with the Open University.

| am passionate about helping users to maximise effective usage of systems and applications.
To this end | have designed and delivered user training for various clients on applications that |
have developed. | have designed and delivered software development related training for
graduate students and professional developers alike. | also strive to develop programs which are
intuitive and easy to use. | have enjoyed the challenge of this type of work very much and this
was one of my main motivators when | decided to start CodePro.

Julie P Seddon FCIPD MNLP
Business Director

My career spans over 30 years during which | worked as an Employment Adviser in Job Centres
for the first 10 years and as a Trainer over the last 20 years. | have trained people from all walks
of life and all levels of experience and autonomy.

| trained as a management trainer at the Civil Service training centre during the 1980’s and
achieved the Certificate in Training and Development. Since then | have continued my
professional development and achieved various NVQ units relating to NVQ assessment and
Investors in People advice and assessment. | have studied Neuro Linguistic Programming for the
past 15 years and have achieved Master Practitioner status in both NLP and Advanced Time-
Line Re-patterning. | have also trained in Accelerated Learning Training, Advanced Training
techniques, Emotional Intelligence, Solutions Focus, Clean Language, and Work-Life balance. |
am a Fellow of the Chartered Institute of Personnel & Development.

As well as working as a manager and running my own training business, | have experience of
working with small businesses and helping them to adopt good practice. This has enabled me to
work closely with owners, top managers and teams to improve their internal strategies and
processes and empower their people.

Overall | am passionate about helping people to achieve their goals and as Business Director of
CodePro | will ensure that as well as being a successful business we grow to be a business with
a reputation for excellence in quality and customer service.



CodePro Partnerships

CodePro aims to provide advanced software solutions made simple, which make people’s lives
easier. We will make all our programs available for download from our website www.codepro.co.uk
and we want to make them available to as many people as possible.

Because our programs are for the home user we want to form partnerships with other organisations
and businesses who aim to help people. Partner organisations will be able to acquire our programs
at significantly reduced price and provide them for their clients, customers or staff.

Benefits of a CodePro Partnership
Enabling clients /customers/staff to take advantage of CodePro Software Programs.
Scalability to meet your requirements and suitable discounts for larger quantities.
Optimised procurement process through Unique ldentification Code numbers meaning no needs
for licensing.
Maximum flexibility. UIC codes are issued by email, via a spreadsheet in batches of 50 to 2000
Electronic delivery mechanism via the CodePro website, minimising the need for complex
systems in partner organisations.
Enhanced customer care.

Once an organisation has entered into a Partnership Agreement with CodePro for the provision of a
software program, they will receive a Spreadsheet by e mail containing the agreed number of
Unique Identification Code (UIC) numbers together with the CodePro Service Level Agreement.
They will then be able to issue the UIC numbers electronically or manually to their selected clients,
customers or staff. (Users).

Users will then be able to log on to the CodePro website www.codepro.co.uk, enter their personal
details and UIC number as directed, download install the software on their own computer without
having to make a payment. The End User License Agreement will be built into the software and this
agreement will be between the end User and CodePro Ltd. All subsequent transactions will be
between CodePro Ltd and the end User.

A Partnership Agreement runs for 12 months from the date of issue. Additional UIC numbers can be
issued during the contracts’ life if they are needed. During the year UIC registration/download will
be monitored through the CodePro Ltd website. When 80% of the UIC numbers issued have been
used or when there is one month left to run on the Agreement, CodePro Ltd will issue a notification
to the Partner Organisation and enter into renewal discussions. If a partner organisation anticipates
needing more than 2,000 UIC codes in a calendar year Codepro Ltd will make arrangements for
quarterly or monthly issue of UIC code numbers.

If you are interested in becoming a CodePro Ltd partner and want to choose the best Partnership
package for your clients or customers, please contact the CodePro information team at
info@codepro.co.uk or call us on 01392 435257. We look forward to working with you.
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Introducing JolProspector

Too many job applications to remember?
Information about vacancies on paper all over the place?

Lists of contacts everywhere?

Let Job Prospector give you the advantage and make your job search
more effective!

Job Prospector is an easy to use employment information management

system designed to handle the large amounts of information that you
generate while looking for a job or change of career.

JobProspectoris

available for download  The program is easy to download and enables you to collect, save and
from the CodePro website qgyickly retrieve all your information on vacancies, employers, agencies,

www.codepro.co.uk contacts, applications, interviews and personal details.

Price £2Qius vAT With Job Prospector, you are in control so save your precious time and

organise your job search activities.
Preparefor job interviews.
Rememberimportant dates for further action
Organisegjob search information and applications with ease.
Seeall vacancies, potential employers, contacts and applications in one place.
Protectfrom identity theft by keeping all personal data secure.

Enterpersonal, employment, training and education data just once and save time and

trouble.
Createactivity reports as proof of job search.

Trackthe progress of multiple applications at different stages at a glance.

JobProspectorputs you in control

and saves you precious time and lots of trouble!

© CodePro Limited 2009 6



Coming SoonJob

Too many job applications to remember?

Information about vacancies on paper all over the place?

Lists of contacts everywhere?

Let Job Prospector Plus give you the advantage and make your job search more
effective! Job Prospector Plus is for those who want to proactively manage their career
and job search activities. It is an easy to use employment information management
system designed to handle the large amounts of information that you generate while
looking for a job or change of career.

The program is easy to download and enables you to collect, save and quickly retrieve

all your information on vacancies, employers, agencies, contacts, applications,

interviews and personal details.

Job Prospector Plus will be

available for download
from the CodePro website

With Job Prospector Plus , you are in control so save your precious time and organise

your job search activities.
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Prospector Plus!

Preparefor job interviews.

Remember important dates for follow up and further
action

Organise job search information and applications with

ease.

See all vacancies, potential employers, contacts and
applications in one place.

Protect from identity theft by keeping all personal data
secure.

Enterpersonal, employment, training and education data
just once and save time and trouble.

.Createactivity reports as proof of job search.

Track the progress of multiple applications at different
stages at a glance.

Optimise every application by ensuring they are complete
and correct.

Retrieve important phone numbers, contact details and
critical information easily.

www.codepro.co.uk
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Price £40 plus VAT

With JobProspector Pluyou get even more features to
make your job search more effective!

As well as having all the features of JobProspectorour
Pluspackage will make it easier for you to manage your
job search and make it available for family usage.

Plus - Use the Assessment Centre to increase personal
effectiveness and awareness.

Plus - Learn from each application by recording notes
and feedback from interviews.

Plus - Use the Assessment Centre to assess your
transferrable skills.

Plus- Set daily reminders to ensure deadlines or closing
dates are never missed.

Plus ¢ Multi-user facility. Enable family members to
benefit or set up new personal profiles to search for
different types of jobs.

Plus; Personalise the software through the configuration

menu
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Equality & Diversity Policy

Intent

As a business seeking to represent the interests of the general public and make people’s lives easier.
CodePro recognises the discrimination people can face in society and therefore the need for a full, effective
and working equal opportunities and diversity policy and a commitment to continuously improve our
products , services and business in order to promote and ensure equality of opportunity for all.

Discrimination may be direct or indirect and may include victimisation and harassment. Our policy for equality
and diversity recognises and values people whether working with us or as a customer, and their individual
characteristics empowering each individual to seek, experience and fulfil their potential.

CodePro therefore seek to promote equality of opportunity, guard against indirect discrimination and combat
all forms of individual and structural discrimination which people face because of:

disability (whatever its cause or nature)

ethnic origin, race, colour or nationality

gender

marital status

age

contractual status (Part time / Sub contract)

sexual preference

spent criminal convictions

religious belief or ideology

homelessness status

Scope

The policy sets out CodePro’s position on equality and diversity in all aspects of the business including
recruitment, staff development, design and development of software, promotional activities and business
operations. It provides guidance and encouragement to the Directors, all associates, partner organisations,
employees and suppliers to act fairly and fulfil our obligations under the

Sex Discrimination Act 1975

Race Relations Act/Race Relations (Amendment) Act 2000

Disability Discrimination Act 1995

Employment Equality (Religion or Religious Belief) Regulations 2003

Employment Equality (Sexual Orientation) Regulations 2003

Employment Equality (Age) Regulations 2006

The Single Equality Bill 2009

Key points

Whilst recognising that individuals may experience disadvantage on more than one level, CodePro will
Offer our software and services fairly to all people, ensuring that anyone in contact with the business is
treated with respect, making provision wherever possible for those groups within the community whose
needs and expectations are less well met.

Ensure all employment policies and procedures, guidelines, information and publicity material including
the website reflect and reinforce CodePro’s commitment to equality.

Encourage disadvantaged groups and individuals to participate in the services we offer, tell us their needs
and make best use of CodePro products.

When recruiting staff, sub contractors and volunteers people will be assessed against the agreed person
specification criteria alone. People with disabilities will be considered as having an additional qualification
as it provides direct experience of the circumstances CodePro is seeking to help.

Provide equal opportunities for training, career development and promotion for all employees.
Furthermore, employees who become disabled will be considered for rehabilitation facilities, including
disability leave, and be retained in suitable employment wherever possible.



Equality & Diversity Policy (cont)

Ensure that procedures to govern CodePro and develop its policies will seek a wide range of
representation and involvement, reflecting the experience and concerns of the whole community in all
its aspects.

Ensure that wherever practical and possible, all its services and activities, including language used in
documentation and contact with other bodies, will reflect and promote these equal opportunity policies.

Ensure that venues for meetings etc. will be chosen with the needs of all participants in mind.

Carry out quarterly review and evaluation of the policy to ensure it is kept up to date, assess the impact
of our Business, products and services and to identify opportunities for improvements in practice.

Both Directors will be jointly responsible for implementing and reporting on monitoring and evaluation of the
policy and for ensuring continuous improvement and both Directors are committed to ensuring that Codepro
promotes equality and diversity wherever possible and practical.

Equality and Diversity Objectives 20096 2010
Objective 1: to provide specific resources and ser vVvi
commitment to widening access and ensuring equal opportunities for all customers to make their
lives easier and help them achieve their potential.
Carry out quarterly review and further development of CodePro’s Equal and Diversity policy and
identify areas for improvement.
Ensure that every effort is made to develop software products that are accessible to people with
physical or sensory disabilities and specific learning difficulties.
Develop staff awareness and understanding of the difficulties experienced by customers with
disabilities though staff development opportunities and written resources.
Provide advice and guidance to Sub Contractors to encourage and help them make the
appropriate adjustments to services in order to ensure maximum accessibility for all.
Ensure all staff members have relevant training on cultural diversity, disability awareness and
equal opportunities.

Objective 2: to undertake a systematic and detailed monitoring and evaluation of Codepro products
and services
By March 2010, complete the development of, and pilot, a customer-wide experience survey in
order to identify areas for both improving and developing our products and services to meet a
diverse client groups needs wherever possible.
Consult regularly through the newsletter and other social media with our customer base to gather
formal and informal feedback which will inform future developments.

Approved

Directors

June 2009

Version 1

Review March 2010

Further information

If you require further information in relation to the work of CodePro in general,
or this policy document in particular, please contact Julie Seddon Business Director Julie@codepro.co.uk

01392 435257
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Sustainability Policy

Our Principles
Codepro Limited is a small business with less than 5 employees. As a software development business we
utilise IT to maximum benefit and have designed a business model that is based on sustainable principles.
There are three sides to sustainability in business activity: environment, economy and community. In
aiming for sustainable practice the Directors have given all three factors equal consideration.
Environment - Ensuring that the business engages in the proper and careful use of finite resources and
the management of waste so as to minimise the negative and maximise the positive impact of our activity.
Economy - Ensuring that the business is financially viable, engages in good employment practice and is
of benefit to the economy as a whole.
Community - Ensuring that business is overall of benefit to communities, their culture & heritage and
does not endanger them

Our Sustainability Policy is based upon the following principles:
To comply with, and exceed where practicable, all applicable legislation, regulations and codes of
practice.
To integrate sustainability considerations into all our business decisions.
To ensure that all staff and sub contractors are fully aware of our Sustainability Policy and are
committed to implementing and improving it.
To minimise the impact on sustainability of all office and transportation activities.
To make our suppliers and partners aware of our Sustainability Policy, and encourage them to
adopt sound sustainable management practices.
To review, annually report, and to continually strive to improve our sustainability performance.

Practical steps

In order to put these principles into practice we will:

Travel and meetings
Avoid physically travelling to meetings etc where alternatives are available and practical, such as
using teleconferencing, video conferencing or web cams, and efficient timing of meetings to avoid
multiple trips. These options are also often more time efficient, while not sacrificing the benefits of
regular contact with clients and partners.
To reduce the need to travel to meetings and elsewhere, and facilitate regular client contact, we
will assist partners in the use of ICT/ web solutions free of charge for the duration of an association
where appropriate.
Reduce the need for our staff to travel by supporting alternative working arrangements, including
home working etc, and promote the use of public transport.

Purchase of equipment and consumption of resources

Minimise our use of paper and other office consumables, for example by double-siding all paper
used, and identifying opportunities to reduce waste.

As far as possible arrange for the reuse or recycling of office waste, including paper, computer
supplies and redundant equipment.

Reduce the energy consumption of office equipment by purchasing energy efficient equipment and
good housekeeping.

Purchase electricity from a supplier committed to renewable energy. Seek to maximise the
proportion from renewable energy sources..

Purchase fair-trade and/or organic beverages. Undertake voluntary work with the local community
and / or environmental organisations and make donations to seek to offset carbon emissions from
our activities.

Ensure that any associates that we employ take account of sustainability issues in their work.

Include a copy of our Sustainability Policy in all our proposals to clients.



Sustainability Policy (cont)
Objectives 2009 i 2012 (to be reviewed quarterly and in the Annual Business Report

PEOPLE / PARTNERS
Provide all employees and sub-contractors with induction training in sustainability issues, our policy and
objectives and involve them in continuous improvement activities, review and planning further action.
Provide partners with our policy document and promote their adoption of similar values.

Directors will demonstrate their commitment to sustainability by role modelling good practice and leading
on innovation and improvement.

ENERGY
We will reduce our negative impact on the local and global environment through prudent use of energy:

We will research energy suppliers and aim to change to one who can guarantee 100% renewable energy
supply thereby reducing our CO2 emissions.

All light bulbs will be replaced with low-energy alternatives where the fittings allow - other lamps and
fittings will be replaced when possible.

Workers and visitors are encouraged to turn off electrical goods when not in use, use power-saving
options and conserve heat.

When electrical goods are replaced energy efficient models will be chosen.

WASTE
We adhere to the reduce, reuse, recycle principle:
Over packaged products are avoided, whenever possible;

We use recycled paper (100% post consumer waste) for most office printing, though necessary quality is
not forfeited.

Draft documents and file copies are printed on the back of used office paper.

Glass, paper, plastic bottles, batteries and aluminium and steel cans are recycled via the doorstep
collection scheme.

Cardboard is taken to the council recycling facility and print cartridges are recycled through Staples.
Furniture, electrical hardware and other items are recycled wherever possible.

TRANSPORT

Encourage workers to use public transport to get to and from work, with flexible working hours to facilitate
this.

PURCHASING
We favour local suppliers, manufacturers and service providers when they meet appropriate quality
criteria.
Coops and businesses with green credentials are also favoured.

Related policies and procedures
The sustainability policy does not exist in isolation. It is dovetailed with:

Procurement Policy and Strategy;
Equality and Diversity Policies

Sustainability is also embedded in the Business Plan.

Approved
Directors
August 2009
Version 1
Review March 2010

Further information
If you require further information in relation to the work of CodePro in general,
or this policy document in particular, please contact Julie Seddon Business Director Julie@codepro.co.uk



mailto:Julie@codepro.co.uk

Quality Statement

Our goals of delivering service excellence, meeting user requirements and achieving high levels of
customer satisfaction, drive the structure and definition of our Quality Management System.
Additionally, our business processes embody quality principles and best practice in all that we do.

TickIT certification

CodePro Limited is working towards TicklIT certification. As a new business we are in the process of
developing our Quality Management Systems and aim to have initial assessment in 2010.

The key requirements document used within TickIT is ISO 9001:2000 This is the generic source of
requirements for quality assurance in design, development, production, installation and servicing as
well as the standard against which quality management systems for software are assessed.

ISO9001, is embedded in the CodePro way and culture. CodePro's certification will be based on our

Quality Management System, which is fully aligned with our business objectives.

Feedback from customers on CodePro's performance is used to develop the way the company
engages with customers and ensure continuous improvement of our services.

We are also exploring the benefits and principles of the Investors in People National Standard for
when we eventually employ more staff.



Complaints Procedure
CodePro Ltd is a “Trusted Web Traders” Approved Trader which means that we adhere to the Code
of Practice and to the very highest standards of trading. We try hard to ensure that you will have no
cause for complaint about the Software and services supplied by CodePro Ltd . However, we are
only human and it is possible that at some time a mistake may be made. In the unlikely event of this
happening it is our stated intention to address the problem directly, and to learn from any problem
that may arise in order to reduce the chances of any future difficulty from a similar cause. We
undertake to:
Deal with any problem that may arise quickly, efficiently and sympathetically.
Always treat our customers with respect and courtesy.
Put right as a matter of course anything that we may do wrong - our customers should
expect that rather then hope for it!
Give all our staff the authority to deal with simple complaints on the spot without
needing to refer to senior management.
Always allow customers to access the highest level of staff if they are dissatisfied with a
decision of a less senior staff member.
Learn from any complaint we may receive so that any avoidable problem is not
repeated.
If you ever have cause for complaint you can contact us via Telephone, Email, Post or indeed any
other contact method in order to get the problem addressed. You can use any of the contact details

published on our website, but may care to call 01392 435257 or email support@codepro.co.uk in

the first instance.
If you are reading this section because you have a complaint you wish to raise, please accept both
our apologies and our assurance that it will be dealt with as soon as you notify us.

Address for Service
CodePro Limited a company registered in England and Wales under company number 06872382
and having its registered office at 128 High Street Crediton, Devon, EX17 3LQ.
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Procurement Policy
CodePro aims to be transparent in the way that it acquires goods and services from suppliers. This

policy aims to clarify our process and define the way that Codepro operates. It links to our policy on
Equality and Diversity.

Process description

CodePro will develop a suppliers / contractors register and will aim to develop a diverse
range of suppliers / contractors. This list will remain under continual review dependant
upon new information and advice. The list will be made available on request.

A set of objective, non-discriminatory criteria will be used to identify and appoint
appropriate contractors and suppliers.

Process

All purchase orders will be entered on the purchase order register and in the
accounting system.

Upon receipt of goods or services a check will be made to ensure no deviation from
the agreement.

All invoices to CodePro will be paid by bacs within 30 days. Details will be entered
in the accounting system.

All invoices issued by CodePro will be due in 30 days and a reminder will be sent
giving 5 days notice of due date when this is necessary. Invoices still outstanding
after 30 days will be followed up and action taken where necessary.

Monitoring and Evaluation

All contracts will be monitored against this policy and our other policies. Monitoring the success or
otherwise of a contract will be the responsibility of the Directors.
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