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Established in Special Integrated Logistics Zone.
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Article One: Definitions

The terms and expressions used in this Regulation
shall have the meanings assigned to them herein,
wherever they appear, unless the context requires
otherwise. Any terms and expressions not defined
in this Regulation shall have the meanings set forth
in the Employment Regulations for the Companies

in the Special Integrated Logistics Zone.

Kingdom: means the Kingdom of Saudi Arabia
Zone: means the Special Integrated Logistics
Zone.
Employment  Regulations:  means  the
Employment Regulations for the Companies in the
Special Integrated Logistics Zone.

Statute: means the Statute Governing the Special
Integrated Logistics Zone promulgated by Royal
Decree No. (A/17) dated 01/02/1440H.
Competent Authority: means the General
Authority for Civil Aviation (GACA).

Company: means (the Company’s name)

GOSI: means the General Organization for Social
Insurance

Employer: means a Company witch the Employee
works for under the Employment Contract.
Employee: An individual who works under an
Employment Contract for the Employer which

requires the individual to personally perform work

forasalary.
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Employment Contract: An agreement between
the Employer and the Employee setting out the
terms and conditions of the Employment as
amended from time to time. The Employment
Contract may be express or implied, and if it is
express may be concluded verbally or in writing.
Basic Salary: The Employee’s salary excluding
allowances or additional payments.

End of Service Gratuity: The amount due to the
Employee upon termination of the employment
relationship with the Employer that shall be paid in
accordance with the terms and conditions

stipulated in Article (45) of the Employment

Regulations.

Article 2: Scope of Application

The provisions of these Regulation shall apply to

all Employees of the Company.

Article 3: Objectives of the Regulations

These Regulations aim to:

a. Establish the necessary rules to ensure
efficient and effective management of
human capital.

b. Enable the Company to develop policies,
procedures, and an Employment Internal
Regulation related to the management of
human capital, in a manner consistent

with its structure, functions, and nature,
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and without contradicting the
Employment Regulations in the Zone.
Article 4: The Implementation of the
Regulations
The Employer shall be responsible for

implementing the provisions of these Regulations,
any amendments thereto, and any instruments
derived therefrom. The Employer shall also issue
the policies, procedures, authorities, and forms
related to human

resources practices in

accordance with the provisions of these

Regulations and the applicable legal provisions.

Article 5: Employment

Merit and competence shall be the basis for
selecting candidates who possess the appropriate
qualifications, skills, and capabilities to fill
available positions. Employment Contracts shall be
concluded with candidates to occupy specific
positions with defined titles and job specifications.
When filling positions with human resources, the

following shall be observed:

a. Vacant positions shall be filled within the
scope of the approved Organizational
Structure and in accordance with the
approved Manpower Plan and Annual

Recruitment Plan.
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b. The candidate must be at least (18) years
of age.

c. The candidate must possess the
qualifications and experience appropriate
for the position as specified in the Job
Description, and such qualifications and
experience shall be verified in accordance
with the applicable statutory procedures.

d. The candidate must be medically fit, and
the Company shall determine the required
medical examinations to verify such

fitness based on the job requirements

e. The candidate must declare that they are
not, at the time of contracting, subject to
any investigation or judicial proceedings
related to professional misconduct or
offenses involving dishonour or breach of
trust.

f. The candidate must not have been
dismissed from a previous position for
disciplinary reasons, unless at least (1)
year has elapsed since the issuance of the

dismissal decision.

Article 6: Candidate Recruitment and
Employment Procedures

The Company may recruit any candidate it deems
suitable to fill vacant positions. It may announce

job vacancies, internally or externally, through any
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means it deems appropriate, in accordance with

applicable laws and Regulations.

Article 7: Delivery of Job Offer to the

Candidate

The Company shall notify the candidate of the Job
Offer by means of an official letter, either delivered
by hand or sent to the Candidate’s personal email

address, if it is approved by the Employer.

Article 8: Employment Contract

The candidate shall be employed under an
Employment Contract prepared in two copies in
Arabic. The Contract may also be prepared in
another language alongside Arabic if required, if it
includes the essential requirements stipulated in
the Standard Employment Contract and the

Employment Regulations in the Zone.

Article 9: Probation Period

The Employee shall be subject to a probationary
period of (90) days commencing from the date of
commencement of work with the Company. The
probationary period may be extended by written
agreement between both parties, provided that the
total duration does not exceed (180) days. Official
public holidays and sick leave shall not be counted
within the probationary period. Either party shall

have the right to terminate the Employment
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Contract during the probationary period without
any entitlements or financial compensation arising

therefrom.

Article 10: Employment Documentation
pley s g1l &l e 110 3L

Upon contracting, the following documents shall 0 4 35Ul b Comy (Joadl dde alp) wie
be requested from the candidate and shall be dus ale § &b s Lla¥l @y za)ll
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verification of their authenticity.

a. Certified copies of the necessary
documents  proving  his  academic

qualifications and practical experience.
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Company.

Article 11: Duties and Obligations of the

Employer

a. The Employer shall provide a designated
prayer room
b. The Employer shall provide appropriate

sanitary facilities for Employees, to the
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extent permitted by the nature of the
work.

The Employer shall provide a designated
area for Employees to eat.

The shall

Employer refrain  from
employing the Employee under any form
of forced labor and shall not withhold the
Employee’s wages or any part thereof
without judicial authorization. The
Employer shall treat Employees with due
respect and shall refrain from any
statement or act that may undermine their
dignity or religion.

The Employer shall grant the Employees
sufficient time to exercise the rights
stipulated in these Regulations without
any reduction or deduction from their
salary in respect of such time. The exercise
of these rights shall be organized in a

manner that does not disrupt the

workflow.

Article 12: Duties and Obligations of the

Employee

da.

A- The Employee shall perform the work
in accordance with professional standards
and the instructions of the Employer,
provided that such instructions do not
conflict with the Employment Contract,
applicable laws, or public morals, and that

their execution does not pose any danger.
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b. The Employee shall exercise due care in

Sladly lgadly YL sluedly bolall il -0

handling the machinery, tools, equipment,
and materials owned by the Employer that
are entrusted to their possession or under
their responsibility and shall return any

unused materials to the Employer.

The Employee shall maintain proper
conduct and uphold ethical behaviour

during working hours.

The Employee shall, upon the Employer’s
request, undergo medical examinations
before commencing employment or
during employment, to verify the absence

of occupational or communicable

diseases.

The Employee shall maintain the
confidentiality of all technical,
commercial, and industrial secrets

pertaining to materials produced by the
Company, whether directly or indirectly
involved in their production, as well as all
Confidential information related to the
work or the Company, the disclosure of
which could harm the interests of the

Employer.
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Article 13: Salary, Allowances, and Benefits L 3hlg ¥ udly 5923113 35U

Upon appointment, the Employee shall be
granted the initial salary of the designated
grade within the assigned rank. The
Employee may be appointed to a higher
grade within the same rank if they possess
the experience qualifying them for such
advancement, provided that their salary
does not exceed the maximum salary of
that rank.

The Employee shall be entitled to receive
their from  the

Salary  starting

commencement date of the Employment
Contract. Salaries shall be disbursed
monthly according to the Gregorian
calendar. If the scheduled payday falls on
a weekend or a public holiday, payment
shall be made on the preceding Working
Day. Any amount required to be withheld
under the applicable provisions of GOSI
shall be deducted from the Salary.

The Company shall pay the Employee a
housing allowance in accordance with its
internal policy and in compliance with the
Employment Regulations. The housing
allowance shall not be paid if the
Company provides suitable residential
accommodation to the Employee in kind.

The Company shall provide the Employee

with a transportation allowance in
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accordance with its internal policy and in

compliance  with  the Employment

Regulations. The transportation
allowance shall not be paid if the
Company provides suitable means of
transportation to the Employee

The Company shall grant Employees a
daily internal and external assignment
allowance in accordance with its internal
policy and in compliance with the
Employment Regulations. Assignments
within or outside the Kingdom shall be
authorized by a decision of the Chief
Executive Officer or their delegate.

The Company shall grant an annual
allowance, if approved, calculated as a
varying percentage of the Employee’s
basic salary. The entitlement to such
allowance shall commence from the date
specified by the Company.

The list of allowances and benefits set
forth herein shall not prejudice or affect
the allowances and benefits stipulated in

the Employment Regulations or the

Company's internal policy.
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shall be granted by the Company in accordance
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Article 15: Performance Evaluations

shall be granted by the Company in accordance

with its i

nternal policy.

Article 16: Working Days, Hours, and Resting

hours

The official working hours in the
Company shall not be less than forty (40)
hours per week. The authorized person
shall determine the daily working hours
and the days of the workweek, provided
that the daily working hours do not
exceed eight (8) hours per day throughout
the year, except during the month of
Ramadan, the working hour shall be
reduced to six (6) hours per day for
Muslim Employees only. Friday and
Saturday shall be designated as the official
weekly rest days.

Employees shall be required to report to
and leave the workplace in accordance
with the working hours and schedules
determined and published by the
authorized person, in a manner consistent
with  Company  policy and the
Employment Regulations.

An Employee shall not work for more than

five (5) consecutive hours without taking

a break for rest, prayer, and meals of no
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less than thirty (30) minutes per interval,
or a total of no less than ninety (90)
minutes during the workday. In all cases,
the Employee shall not remain at the
workplace for more than twelve (12)
hours in a single day.

In the event an Employee is assigned to
perform overtime work, such assignment
shall be issued through a written or
electronic directive from the authorized
department within the Company. The
directive must specify the number of
overtime hours assigned to the Employee
and the number of days required to
complete the assignment.

The Company shall compensate the
Employee for overtime hours equal to the
regular hourly salary plus an additional

50% of the Employee’s basic salary.
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Article 17: Transportation, and Assignment

shall be granted by the Company in accordance

Ll cnms A, 401 43 a iLias

with its internal policy.

Article 18: Leaves
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1- Annual leave Lgiudl B3N -1
a. The Employee shall be entitled to annual =~ 4J aéu, e Lgiw B3la] Jaladl gy i

leave with full pay, to be paid in advance
upon utilization. The number of leave

days shall be determined by the Company,
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if it is not less than the minimum
prescribed in these Regulations. The
Company may, with the Employee’s
written consent, divide the leave or defer
it to the following year only, based on the
Employee’s request and subject to the
Company'’s decision in accordance with
work requirements.

The Employee shall take their annual
leave during the year in which it is
accrued. The Employee may not waive
their entitlement to annual leave;
Employees may defer all or part of the
leave to the following year after obtaining
the Company's approval.

The Company may, with the Employee’s
consent, recall the Employee from their
annual

leave if required by work

circumstances. In such cases, the
Company shall bear the cost of travel for
the Employee and any accompanying
family members from the where the leave
is being spent to the Employee’s
workplace. The Company shall also cover
the cost of returning them to the same
place to resume the remainder of the
leave, should the Employee wish to do so.
If the annual leave coincides with Eid Al-
Fitr, Eid Al-Adha, or any other public

holiday, the annual leave shall be

extended by a period equivalent to the
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number of days of the overlapping public = daw,ll 335! ‘aL_J Sde judy Lgiad| B33
holidays Ll I

e. The Employee’s annual leave shall be Llsx L saay Lgiudl Gabsoll 85la) sues -2
extended by the number of days covered sbiaf 5,5Sull 2% degdue wlilal alif e
by any paid leave that occurs during the 33l JSO dio ol Asolewd) s 23
annual leave period, in accordance with
the policy applicable to each type of leave

mentioned below.

1. Marriage leave. glodl sl 1
2. Maternity leave Delge b3l 2
3. Bereavement Leave Slagdil>] 3
4. HajjLeave. el 4
5. Companion Leave. Aadle 83>l 5
6. Leave for Participation in Sports, Aol dad¥ g asladl Bl 6
Cultural, Social, and Official Activities e,y e laanNlg (aslatlly

f.  An Employee shall be entitled to receive 13| da=iull 5% e oyl Jolall 3=iug -9
paymentin lieu ofany accrued butunused 3.l dcwddly cldg L daias Ju8 Joall &3
annual leave upon termination of Ceuiziglae Sl e Juamm @ (&I Joal!
employment. Such payment shall be Joladlsbslin o i 37 wlal e oY
calculated based on the last salary Jeadl G5 e
received by the Employee prior to the
termination date and shall correspond to
the duration of service for which the
Employee has not taken leave.

2- Public Holiday alee¥l olilsl -2

The Employee shall be entitled to paid leave on the AW sLe¥l (@ j2¥1 Aegdie B3l Joladl aieny
following public holidays:
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Five working days shall be granted as paid
leave for Eid Al-Fitr, including the three
days immediately following the 29th day
of Ramadan according to the Umm al-
Qura calendar.

Five working days shall be granted as paid
leave for Eid Al-Adha, including the Day of
Arafah and the three subsequent days.
Employees shall be granted paid leave on
the Kingdom’s National Day, observed
annually on September 23"

Employees shall be granted paid leave on
Founding Day, observed annually on

February 22nd.

Social Leave

An Employee shall be entitled to a fully
paid leave of five (5) days upon marriage.
The Employee shall also be granted five
(5) days of paid leave in the event of the
death of their spouse, any of their direct
ascendants (parents and above), direct

(children

descendants and

grandchildren),  or  siblings.  Such
bereavement leave shall be taken within
the first five (5) days following the date of
death. Additionally, the Employee shall be
entitled to three (3) working days of paid
leave upon the birth of their child. The

Employee must provide the Company
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with  appropriate documentation to

substantiate the leave request

s

A female Employee shall be entitled to a  LlS j>1; ass9 85l>) 3 3= Aaladl 310el) -

fully paid maternity leave of (14) weeks,
which she may distribute at her discretion.
This leave may commence up to a
maximum of four (4) weeks prior to the
expected date of delivery, as determined
by a medical reportissued by a recognized
healthcare provider.

Afemale Employee shall not be permitted
to work under any circumstances during
the (6) weeks following childbirth. She has
the right to extend her maternity leave by
an additional period of one month
without pay.

A female Employee who gives birth to a
child with illness or special needs,
requiring continuous care, shall be
entitled to a fully paid leave of (6) weeks
commencing immediately after the
conclusion of her maternity leave. She
shall also have the right to extend this
leave for an additional one (1) month
without pay

A Muslim female Employee whose spouse
passes away shall be entitled to a fully
paid leave for a period of not less than (4)
months and (10) days from the date of

death. If she becomes pregnant during this

period, she has the right to extend the

oy T £eLAd CaiS L 393 bl (14) 5L
ol o Ul sl 8 ol 2ol (a8
Baledh gy pudsld Ll i) sug

oo Jb sl ol amy 31U s sl Slasy
31 Ly o) A1 bl (6) IS5 1o

o1 93 e B B3 s 3

00 9l e Jabs las] Jl> G Ualadl 3l
wll> cdhayy Aslsdl olelasdl 93
Bl 5l 3 el aus 23150 2umesal
Byl Bt el way Tos sl 52l 2l (6)
s 3l B s @ @l Ly sl

21093 551

& 32 Lz 95 Gt &1 Al Aloladl 3l
ol (4) e Jas ¥ Bud o 2l bue 33l
Les @ @) Ly Blasll s o0 o1 (10)
sda I3 el 26 o) y2T (390 331 s

solatudl L oz ¥y L los e G- 3 aall



GACA (%

izall hyhlla olella tuall
General Authority of Civil Aviation

——

4-

‘Iddah’ leave without pay until she
delivers her child. The Employee shall not
be entitled to utilize any remaining
of the ‘Iddah’ after

portion leave

childbirth.

A non-Muslim female Employee whose
spouse passes away shall be entitled to a
fully paid leave of (15) days. During this
period, the Employee is prohibited from
undertaking any employment elsewhere.
The Company reserves the right to request
supporting documentation to verify the
circumstances stated.

An Employee may be granted paid leave
for urgent and unforeseen reasons for a
period not exceeding (3) consecutive
days, provided that the total duration of
such leave does not exceed (10) days per
calendar year. This is conditional upon the
Employee having insufficient annual
leave balance. Additionally, the Company
may grant exceptional unpaid leave at its
discretion for reasons it deems acceptable.

Sick Leaves
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An Employee who substantiates their illness with = susias duds 8alda s 30 iy g - Joladl 3ty

an approved medical reportshall be entitled to sick ¢y Tus (&lg (Bulsdl idl IS Anye lile] -
leave within a single calendar year, commencing  Aiaie Sl oda culST sl g 2y 83l Jol fyls
from the date of the first sick leave taken, whether W gl e cU3g Aaladie o
such leaves are consecutive or intermittent, as

detailed below:
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a. The(30) days of sick leave shall be granted

with full pay

s

The subsequent (60) days of sick leave
shall be granted at three-quarters of the
Employee’s salary.

c. The following (60) days of sick leave shall
be granted without pay, within the same

calendar year

Thereafter, the Company shall determine the
appropriate course of action after consulting its
affiliated medical authority. The Employee shall
also have the right to combine their annual leave

with sick leave.

5-  Work Injury Leave
An Employee who sustains an injury or contracts
an illness as a result of performing their work
duties, which prevents them from continuing to
work, shall be entitled to sick leave as follows:

a.  Six (6) months of sick leave with full pay.

b. The subsequent five (5) months of sick
leave shall be granted at three-quarters of
the Employee’s salary.

Thereafter, the Company shall determine the
appropriate course of action after consulting its
affiliated medical authority. The Employee shall
also have the right to combine their annual leave

with sick leave.
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Article 19: Training or work abroad or within

the Kingdom

shall be granted by the Company in accordance

with its internal policy.

Article 20: Prevention and Safety- Levels of

Medical First Aid

The Company shall provide a first aid cabinet at
every location where Employees are present,
regardless of their number. This cabinet shall
sufficient of medicines,

contain quantities

bandages, antiseptics, and other necessary
supplies. A trained first aid responder shall be
assigned to administer necessary firstaid to injured
individuals. At any site where fifty (50) or more
Employees are present, a dedicated first aid room
shall be established, and a qualified nurse shall be
assigned

to provide the required medical

assistance to the injured.

Article 21: Medical Care

The Company shall provide health insurance for all

its Employees in accordance with the Company'’s

policy.
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Article 22: Workplace Conduct guidelines

shall be granted by the Company in accordance

with its internal policy.

Article 23: Grievance

shall be granted by the Company in accordance

with its internal policy.

Article 24: Termination of Employment

Upon the termination of an Employee’s service
with the Company, a service certificate shall be
issued to the Employee. This certificate must
specify the reason for termination, the Employee’s
date of commencement and end of service, the job
title held, the grade and rank assigned, and the last

salary received.

Article 25: Notice of Termination Delivery

In  circumstances where the Employment
Regulations mandates the issuance of a written
notice to the Employee regarding termination or
rescission of the Employment Contract, such
notice shall be delivered either personally at the
Employee’s place of work or via electronic mail. In
the event the Employee refuses to acknowledge
receipt, the notice shall be dispatched by registered
mail to the Employee’s last known residential

address as recorded in the Company’s records or to

the official national address registered with the
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relevant authorities. Service of the notice by
registered mail under these conditions shall
constitute valid and effective delivery for all legal

purposes

Article 26: Termination of an Unlimited Term
Contract with Prior Notice

The Company or the Employee may terminate an
indefinite-term Employment Contract for a
legitimate cause, provided that the other party is
given a written notice at least sixty (60) days prior
to termination. Failure to comply with the notice
period shall oblige the party requesting
termination to compensate the other party with an
amount equivalent to the full duration of the

required notice period or the remainder thereof.

Article 27: Termination of Employment upon
Reaching Statutory Retirement Age

The Employee’s service shall terminate upon
reaching the age of sixty (60) Hijri years, based on
the national ID or passport provided at the time of
employment, regardless of any subsequent
amendments. The Employee’s service may be
extended, by decision of the authorized entity, for
one or more periods, provided that the service
ultimately terminates upon the Employee reaching

the age of sixty-five (65) Hijri years.

Giewn Ll Bubl suzdl il adall 26 5oLl

£l Bl samll pé waall ud Jaladl of 4S5 500 5o,
Jud LS 33 Bl jlas] asg g9y s e
2o 0l Lozl gl o 0 39 Lagy oy s
Lo Gaall of HUasyl sue Jslay Lasgad ,5¥1 (3 lal)

AUA) el St Jalall Haus oL 27 BaLL

B ot yeadl 0 4glo Jalall Res Bue s
ezl g1yl Slsm /2ilog)l Asell o Byma
sy huad 6f JI Lasll Ges A8, 401§ digend die
Lobo 4l 0 Shdr Jeladl Beus uied e
4 gl Jolall Ao (ol Cumy AST o 8 58T AoDiall

.ai)_gmlmdglmjij\ Y



GACA (%

izall hyhlla olella tuall
General Authority of Civil Aviation

——

Article 28: Termination of Employment
Without Prejudice to Entitlements

The Company may terminate the Employee’s
service without prejudice to their entitlement to
End of Service Gratuity and other rights in the
following cases:

a. Total incapacity of the Employee to
perform their duties, as evidenced by a
medical report issued by the medical
authority designated by the Company.

b. If the Employee is absent from work due
to illness for a period exceeding the
duration specified in Clause 4 of Article 18
of these Regulation.

c. Upon the Employee reaching the age of

(60) Hijri years.

Article 29: Terminating the Employment
Contract without End of Service Gratuity, prior

notice, or compensation

The Company shall not terminate the Employment
Contract without providing the Employee with an
End of Service Gratuity, prior notice, or
compensation, except in the following cases,
provided that the Employee is afforded the

opportunity to present reasons Opposing the

termination:
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If the Employee commits an assault
against the Employer, the responsible
manager, any of their superiors, or
subordinates during work or as a result of
work.

If the Employee fails to fulfil the essential
obligations arising from the Employment
Contract, disobeys lawful orders, or
wilfully disregards the safety instructions
publicly posted by the Employer, despite
having been given a written warning.

If it is proven that the Employee has
engaged in misconduct or committed an
act violating principles of honor or
honesty.

If the Employee intentionally commits any
act or omission aimed at causing material
loss to the Employer, provided that the
Employer reports the incident to the
competent authorities within twenty-four
hours from the time of becoming aware of
its occurrence.

If it is proven that the Employee resorted
to forgery or deception to obtain
employment, particularly if the Employee
was appointed on a probationary basis.

If the Employee is absent without a valid
excuse for more than thirty days within a
single contractual year, or for more than
fifteen consecutive days, provided that the

Employer issues a written warning to the
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Employee after twenty days of absence in
the first case, or after ten days of absence
in the second case, prior to termination.

If it is proven that the Employee has
exploited their job position unlawfully to

obtain personal benefits or gains.

If itis proven that the Employee disclosed

industrial or commercial Confidential

Information related to their work.
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Article 30: End of Service Gratuity Aol Ll 5L3IL :30 5aUL)

Al Gy ews 2l LK Lol gmia
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The Employee shall be entitled to an End of Service

Gratuity in accordance with these Regulations

calculated as follows:

a. Half of the actual monthly salary for each  (y0 Ziw S (yo @il Jaall ¥ Cagas -
year of service during the first five years. do¥ el ol gicud]

b. One full actual monthly salary for each (y Tss 2w JS (e sty Sy Sad 2l -0
year of service starting from the sixth year Lokt Log dauzld dslud! i
and onwards.

c. Ifthe employment relationship terminates  Ladg aaall Fud o Joall 88Me @l 13] -z

due to contract termination under the
circumstances specified in Article (44.7) of
the Employment Regulations, the
Employee shall not be entitled to an End of

Service Gratuity, notice, or compensation.
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Article 31: Final Provisions dgalis ol :31 5L
The provisions of this regulation shall be &b o0 Bliael 45,401 5> (§ AU s alST dass
enforceable against the Company as of the date it G Of e Apazsell Al b o lanlezely LS
is notified of its approval by the Competent LAY JW gl o0 Bliae! Jloall G 3
Authority; if it shall apply to the Employees starting

from the day following its publication.
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