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5. DEFINITIONS

For purposes of this Policy, unless the text
requires a different meaning, the following terms
shall have the meanings set next to each of them:

(aling e aill Callaly ol e il 028 il ey
lgie JS ) sa Banaall el 400 cilallaadll o

"Affiliate" shall mean an entity over which the
Company has a control,

AS Ll agle g (gl LS e daglal) A<

“Board of Directors” shall mean: the Board of
Directors of Al Ghurair First LLC.

AN Al B e Fry g™ Bl (ulaa
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"CEO” shall mean the Chief Executive Officer.

SR G ) 1y g LA i)

“Company” shall mean and include: Al Ghurair
First LLC, its subsidiaries, and Affiliates.

O ) 99 pupd (AN ) AS Hd r ant Al
ol 318

“Employee” the

Company,

means an employee in

CAS ) b il gall ag™ il gall"

“Group” shall mean: Al Ghurair First LLC as a
holding Company including its Affiliates.
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6. PURPOSE AND SCOPE

@il g d) -6

6.1 This Policy on Disciplinary Actions
("Policy") establishes the rules that must be
observed by the management of Al Ghurair
First LLC and its Affiliates, whenever they
need to apply a disciplinary action against
Employees violations within the Group.
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6.2 To ensure that all disciplinary actions
applied with the Group are in compliance
with UAE Labour Law and other related
legislations.
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6.3 To ensure fairness and accountability while
applying disciplinary action.
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6.4 To provide a clarity and transparency on the
type of Disciplinary Actions applicable in the
Group and the procedures related thereto.

leloaY) g ol A8y sl 5 4-6
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6.5 The Company is fully committed to
professionalism and integrity in doing
business and to always treating all its
Employees fairly and in a consistent manner
while maintaining and preserving the
interests of the Company.

o Ay YL WG Ll A, 56
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6.6 This Policy will be annexed to the Group HR
Policy and be read as an integral Part of its
contents. In case of any discrepancies with
any internal policies of a Company, this
Policy will prevail.
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7. POLICY

Glabuadl -7

(Conditions for Disciplinary Actions?)

(Vi g Jad) o g5 oyl gua)

7.1 Disciplinary Actions shall be imposed on the
Employees according to the gravity and
seriousness of the violation in accordance
with the following criteria:

a. The extent of the breach of the
confidentiality of data and information
related to the work.

b. The impact of the violation on the health
and safety of the Employee or the
Employees in the Company.

c. Financial impact of the violation.

d. The impact of the violation on the
reputation of the Company and its
employees resulting from the violation.

e. Abusing or misusing the authority
delegated to him/her.

f. The number of repetitions of violations
committed by the Employee.

g. The existence of a penal or moral aspect
in the violation committed.
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7.2 No disciplinary actions may be imposed for
acts committed outside the workplace
unless it is related to work.

Y Bl o onali ol ol @l e ¥2-7
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7.3 No more than one disciplinary action
may be imposed for a single violation,

Al ndli o1 e ST adgl S Y 3.7
c3aa gl

7.4 Draw up a list of penalties indicating the
disciplinary sanctions for each violation, as
set out in the attached Table 1.

Clel all e Wimge lsliall daiy aumy 4-7
(el 1 Jsanll 8 LS lld g ddllae JSI il

7.5 If the Employee commits any violation other
than those listed in Table 1 attached to this
Policy, a penalty set out hereunder shall be
applied, subject to the provisions related
thereto.

Al e Al oY bl QS Ja 857
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7.6 No penalty may be imposed on Employee
unless the following have been satisfied:

a. informing the Employee in writing of
what is attributed to him,

b. hearing his statement and investigating
his defense,

c. recording the above and the imposed
penalty in writing in the Employe’s
personal file.

d. The Employee must be informed in
writing of the imposed disciplinary
actions, their type, amount, reasons and
the penalty in case of repetition.
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7.7 The Employee may not be charged with a
violation that has been detected for more
than (30) thirty days,

LS o one ddllia 8 il gall aledl ) gng Y 7-7
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2 Article (24) - Executive Regulations
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7.8 A disciplinary action may not be imposed
after 60-days of the completion of the
investigation if the violation has been
proved.

sleiil ol am ol Lgie adg S ¥ 87
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Lass i (60) o

7.9 The Employee shall have the right to appeal

to the management through the HR
Department and the Group legal &
Compliance Department against any

penalty taken against him,

e 3,30 35y ) Llas Gl of caligall Q-7
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7.10 the Employee shall not be harmed by
submitting his Grievance

711 The HR Department or Management
should notify the Employee of the result of
the grievance within 7-working days
following the filing of the Grievance.

A8l (85 Y1 ol Ayl 2l sl and e 11-7
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7.12 A system of complaints and grievances
shall be announced in a visible place as well
this Disciplinary action - or through any
other appropriate mechanism - that workers
can view, and this system must stipulate
that the employee has the right to submit
the complaint or grievance to senior
management and that the grievance shall
be answered in writing within a week.
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8. Disciplinary sanctions #

3 Ll cile) 3ol -8

The management based on the recommendation
of the head of the department in which the
employee works, the review of the HR
Department, and the approval of the Company
CEO, may decide to impose any of the following
penalties on the employee who commits a
violation:

LJA"—‘,.‘%EJ\ ?u.sl\ L}“.%SJLJA:“:“‘A}SQ.&JQ ZL\-\:\S}:J"&J\J\;J
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a. Draw Attention in Writing.

b) Written Notice.

c) Deduction from the salary an amount not
exceeding the pay for five (5) days per
month.

d) Suspension from work for a period not
exceeding (14) fourteen days and non-
payment of the salary of the suspension
days.

e) Deprivation of periodic allowance for a
period not exceeding one year if such
allowance is applicable under the Company
policies.

f) Deprivation of promotion for a period not
exceeding two years.

g) Dismissal from service whether with or with
notice while preserving the Employee's right
to end-of-service gratuity.
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3 Pursuant to article 39 of Labour law
4 Pursuant to article 39 of Labour law
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9. Temporary Suspension from
Work6

Sgal o6 csall L) -9

9.1 The Company may temporarily suspend the
Employee from work subject to the following

conditions: -
a. for a period not exceeding thirty (30)
days,

b. with the aim of conducting a disciplinary
investigation with the Employee, and

c. if the interest of the investigation so
requires,

9.2 The Company may suspend 50% of the
Salary during the period of suspension,

9.3 if the investigation ends in non-violation or
no warning, the Employee shall be paid the
suspended amount during the period of
suspension.

9.4 In the event that the investigation concludes
with the Employee's violation or the
Employee's warning, the Employee shall
not be paid what was deducted during the
suspension period.

9.5 The Company may temporarily suspend the
Employee from work when he/she is
accused of committing a crime of assault on
people or money or crimes against honor or
trust, until a final decision is issued by the
competent judicial authority, and his/her
salary shall be suspended for the period of
suspension. If a decision is issued not to
bring the employee to trial, or if found
innocent, or if the investigation is dismissed
for lack of evidence, the Employee shall be
reinstated to his/her job with the full
payment of the suspended salary.

Loyl 35 Jl o B e iyl i) 35,2019
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10. Dismissal without Notice

7 135 0199 Sl 10

The Employee may be dismissed without notice

subject to the following:

10.1 Conditions _to
warning:

a. A written investigation to be conducted
with the Employee before dismissing,

b. Proving that any of the cases set forth in
Article 4.2 below have been met.

c. in cases of committing damage to the
company's assets or causing serious
loss, to report to the Ministry of the
accident within (7) seven working days
from the time of the accident,

d. Incase of dismissal for violation of safety
instructions, such instructions must have
been put in a visible place and signed in

dismiss  without

Gdati g Ja g pil) sle) yar I G s0 ciligall Jaad sy
A YW e
=1 I8) (199 Jualll) Jag 14110
s dpall YW e Lﬁ‘ 33a% Sy u\ -
oLl 2-4 3l
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8 Article 40 of the Labour Law

7663-2024-AGF-Compliance_Disciplinary Policy-Corporate-20240517-v2

Janll 98 10 40 3315

Jardl (5538 (3 44 33U 7
Page 6 of 11



DocuSign Envelope ID: 3FE7DAE2-1F9E-47CB-A3FC-0F1502DE3105

"
(-*

AL GHURAIR GROUP

Disciplinary Actions Policy

7663-2024-AGF-Compliance_Disciplinary Policy-Corporate-20240517-v2

Page 7 of 11

f.

g.

C.

writing by the Employee with his
knowledge of them.

In the event of dismissal for
nonperformance of contractual basic
duties, conducting an investigation in
writing and serving at least two
dismissal-notices of one working-day
period each and even though the
Employee continues in violation,

The dismissal decision must be in writing
and reasoned,

The Dismissal decision to be handed
over to the Employee.

10.2 The__Occurrence of any of the

ciligall o apully Llal gasdll -x
Lgin dhals B e Gige Juaily
(Jal) die (53 5 Al ailia s il gal)

Gasill a2, DAYL ) il
Ol 5

Ghanse s BUS Joadll Sl 8 (55 o 2

(3 gall Al aled -
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following: -
a.
b.

Impersonating different identity,
Submitting  false  certificates  or
documents.

Causing a serious material loss to the
Company, provided that the Ministry has
been informed within (7) seven working
days following the accident.

Deliberately causing damage to the
Company's property and acknowledges
it, provided that the Ministry is informed
of the accident within (7) seven working
days from the time of the damage.
Violating the Company’s policies
(instructions) concerning the safety of
work, Employees or the workplace,
provided that such policies/instructions
are written and hung in a visible place,
and that the Employee has been
informed of such instructions.

Failure to perform the contractual basic
duties and continued in violation thereof
despite a written investigation with him
and warning him twice of dismissal in
case of repetition.

Disclosure of confidential information
related to industrial or intellectual
property which caused losses or loss of
opportunity to the Company, or the
employee gained personal benefit out of
it.

Found drunk during working hours or
under influence of narcotic or
psychotropic substances,

Violating the public morals in the
workplace.

Assaulting during work any employee by
word or acts, or any form of assault
which is punishable under the law, even
if a criminal complaint has not been filed
against him.

Being absent without a legitimate reason
or excuse acceptable to the
management for more than (20) twenty
intermittent days for one year.

caﬁbwd&ﬂ‘ Jlatil ¢ g -
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I. Being absent without a legitimate reason
or excuse acceptable to the
management for more than (7) seven
consecutive days.

m. lllegally exploiting the job position to
obtain personal results and gains.

n. Working for another entity without
complying  with  the  procedures
prescribed in this regard.

e sl st s 50 ilhgall i -
A o R (7) (5o S 28,20 2Ly
iy oy lh gl o S e il gal) Sl -

oAl sliie ol Jeally cildgal) Gladll - a
0 IS IRV B N

In all cases, when an Employee is dismissed for
any reason, he/she shall not be deprived of the
accrued end-of-service gratuity.

Y aidag e Caligall Joad 2ie YN jpes B
adll ddlgs lal<a o 4dla a ple Ay O
Al diaie)

This Policy cancels and supersedes all
previous policies or regulations in the above

regard.
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Schedule | - Table of Disciplinary Actions of Certain Violations

All below violations should be made in the order as in the below table starting from
right to left.

Disciplinary Actions — 4l cig 2l

Violation A g ATk Ay A FHIES
After Third Third Second First

Jardl e ga a) ialy Al cilillia -
VIOLATION RELATED TO OBSERVANCE OF WORKING HOURS

Late for work JSy Al ¢d g Jalay Loy af anad S ) eeid ) | aselsa e yaalsl [
attendance without an G Written Verbal | s ¢sndedl jsmall
acceptable excuse b ol Glels et Ja i Juadll) warning Notice J s

(Al 160 52l 5l Aiud)
Monthly deduction of salaries
equivalent to the delay time
(Dismissal if the delay hours in one
year exceed 160 hours)

Absence from work e an S e am ol aad asoal mad | SN |3 G deal) e cund) |2
without permission or | s dlal sia ol 7 liad) Al sae cla s 13)) sl Written Jsiie Jke
an acceptable excuse O ol gall Jund oy Aaafia o g 21 Deduction warning
(V) of the
Deduction of a day's salary for each Salary of
day of absence (If the number of the day of
days of absence reaches 7 absence

consecutive days or 21 intermittent
days, the employee will be dismissed
without notice).

Leaving the workplace clall alels Jalay e aad SUS I | NS Jeall lSa s |3
during working hours Gian g o) oledl) Aaf sl + Laxdl) Ale slalSe wo Juad Written | 5 03 @52 alsdll el
without permission or Discount equivalent to hours of absence warning Jssia i
an acceptable excuse Separation with end-of-service gratuity +

deduction of the value of the loss, if any
Being in the workplace |  dasll (e Juci a5 o) pad S I eeii A [ el S B aalgl | 4
outside of work hours | Dismissal from | Deduction of a Written Verbal | cu—ul daall iyl z 5la
for a reason unrelated Work day's salary warning warning Jeall ey ¥
to work
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Violations related to the Company Regulations

Violating or inciting to | (s sal smad a5t yal aad S I eebd ) [ Al Jeedl Aual dillse | L5
violate the announced O Jaad Deduction of | Written warning Verbal | dsall plall oUsill dakaiall
Company  regulations Jasl) a day's warning | e canadl ol cals gall

related to public order
(such as; entering from
places other than the | of two days'

Deduction salary O Jsaadl Jha) Lgaallas
ia il (KLY e

designated places, salary or ¢.-,u';3; .OU,:'U JLN_MU
receiving visitors, dismissal u‘sﬂ gﬁfﬁ’”'{‘ Gl s
distributing leaflets, Glal gl 3ali ol Jaall
sleeping in the | from work et el 8 JR) cplalal)
workpla_ce, fabricating o) yal o L c

acculsatlons o of daly A jlas Okl aa
employees, enterin i ety a .
unaputrzlorized items ogr o o 4"‘,“ “d;ﬂyfl'sf‘
conducting ~ commercial (<13 )y giiall dagala s 13) A gliadll Cilgall Jalall Ala)) >
f/;irr]lf;(:cl:%ns Sﬁz'ﬁ‘:g thi‘: (Refer the Employee to the judicial authorities if the nature

places other than  the of the publications so requires)

designated places,

Collecting money or Juad Gt oal pamd S 1) 05 clile) o aan | .6
subsidies without Dismissal | Deduction of 2-days' salary | Written warning S e Jpanll
permission S5 a1 s 13) Al cileal) ) 4l e Jeall

Gross negligence or Juad Omest al pad (S 1) aseall o5l o Jlaa! 7
negligence in work that Dismissal Deduction of 2-days' salary | Written warning | aic Ly, s o3l Jeall o

may result in damage | Jebell Sliatie Ly Laadll Ales LSy o pell Ja¥) (o Y Aad g L8 |
Deduction of the value of damages from the monthly salary,
end-of-service gratuity and any entitlements to payable the

employee bs
Jiad Oz al mad S ) .8
Dismissal Deduction of2-days' salary Written warning MMI‘Q
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Tampering with or Jalall Cilinions 3 5 Aeadll Ales LlSa 5 5 56t 2 ¥l (el ¥l dad gl | e gl D) o Gyl
damaging any of the Deduction of the value of damages from the monthly Al J pal
Company's assets. salaries, end-of-service gratuity and any entitlements to the

employee

Jalad) & gl 3lati il -
Violation related to Conduct

Assault on any of the Jocadl) O gl e elaie¥l | 9
Employees or anyone Dismissal sl oAk, P IEPN
present in the Company Led ;.;\j:g' i
Acting in an undisciplined Juad ol 3 oal aas Oz al mad S ) e Agyyhy oy il | 10
manner contrary to the Dismissal 3-Days’ 2-Days’ Written Jsma dallas dday e
principles of civility (tact) Salary Salary Warning (3L 2l
Deduction Deduction ’ j
Sale or distribution of Jad AU 3 el pad et al pad RS e ddlall 235 o e |11
medicines and other Dismissal Three Days’ Two Days’ Written Al ol sall g Ay Y
therapeutic substances Salary Salary Warning a4l 4 2 sl 553N
prescribed to the worker Deduction Deduction GAY) Jé
by others i )
Violation ~ of  health Juad Ll 3 el pas oz gal pad R Aalaial) ilagladl) 4403k | 12
instructions in the Dismissal 3-Days’ 2-Days’ Written OlSe A daleall da il
workplace. Salary Salary Warning . Jasll
Deduction Deduction )
Failure to deliver the Jaaid dac ol dsed jal aad A8, 8l 3ga ad i are |13
Company's rights, Dismissal Deduction of five Gl 8 edsia s 50
without an acceptable working days' salary REIRIETSOA|]
excuse, on time.
Accepting money or gifts Jaall (e Juad Llagdl o asaill Jaladl (58 | .14
from any person to Dismissal from Work A St 56l e
convince him to perform Jaxy oLl 4c L) 4
work related to his N A L.
acceptance of the above- o5 = vj
mentioned. -
Offering any money or Jaadl e Jucad waom el Wi Js 4| 15
gifts to any person for the Dismissal from Work Y Lo o asis
purpose of benefiting e b dale 5l Jgsse
fLom ma(;ters k_related to 4_M i_Jl_sdl el e anll
these undertakings. Bl padL salis )
LL\.\@.:.’\“ a.Ag_.l
Causing the loss of Jaall e Juadl KU SNV Opess al mad iy gl ) |16
data and information Dismissal from Deduction of two days's Deduction of 38,8l ald Glaglaag
related to the Work ' _ "_s_alary' i tV\{O days' salary 3 jeaf U Y
Company, whether in Cusliall o) a1 Aas) e 80 gaaall bl g e sleall dpaal o) 5 ;i el ;i o La

Al 5 ] e (g peilly Gally LliiaW) e

Ay e g4 ]
The importance of missing information and data should be AR s A 2l

computers, files, CDs,

etc. considered when taking appropriate action.

With reservation of right in compensation for the loss incurred
Disclosing the company's daall o Jucdl Gl o AN Sl (L) | 17
secrets or any Dismissal from Work Iy el su Leie Claslae
information, whether Al 35l e G gailly Gally LléaY) e ] 38 S e
confidential or otherwise With reservation of right in compensation for the loss incurred A s alee DA Lede

obtained during or
because of his/her work.

Competing  with  the Jaall (e Juad BN el A il Audle |18
company in its business Dismissal from work Warning | 3,8l e jlai¥l s ldlee!
and trading with the 388 50 2305 Flaalyl )50
company without Lainiall 5 jdll e silly ally LY co Gl Llall 500y

disclosure and taking the
approval of senior
management in writing

With reservation of right in compensation for the loss incurred

Failure to carry out the el (30 Jucd KUY A3 el aas s oal mad | Sl Jeally oLl aae |19

work entrusted to him as Dismissal Deduction of Deduction of Deduction of sthaall JSETL )

required from Work 5-days’ salary | 3-days’salary | 2-days’ salary

If found during working Janll (e Juai Jaall el ol 22513 | .20

hours under influence Dismissal from work Slie o ow Swila

of a drug or alcohol. B

If finally sentenced by Jeadl (3 Juad Uil Jalall e Sa 13 |29

the competent court for a Dismissal from work At daSadll (e

crime against honor, ;i oyl Al Gy e

trust or public morals. Al LY S Al

Impersonation of Sanll (e Juad Aauia o drad & Jlal |22 DS
personality or false Dismissal from work Glalg & agass }i Agi) }i

nationality, or using or Q5T By g e AT e MM{Q
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false documents of false L Sa 383 Lgdde
certificates or documents S ENEQLIN| A I TR
resulting in personal gain ASall
or loss to the Company.

Ds
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