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1.3 Review, Update & Maintenance

131

1.3.2

133

134

135

The authority to amend this Manual rests
with the Board of Directors;

Any amendment to this document shall be as
per procedure set out in the DoA, relevant
Rules and Regulations.

This Manual shall be reviewed in annual basis
and reported directly to the Board of Director
for any updates required for a final reviews
and approvals. Related Governance
personnel is responsible for ensuring that this
document is reviewed & approved as per the
DoA, , relevant Rules and Regulations.

This Manual shall be an integral part of the
induction program provided to the new
Board and Board Committee members upon
their appointment. It is the duty of the new
member to understand and familiarize
himself with this Manual. This policy
should be understood by all employees and
all stokhoders.

This Policy shall be read in conjunction with
the below policy as an example but not
limite to:

1.3.5.1 Corporate Governance Manual
1.3.5.2 Anti-Fraud Policy
1.3.5.3 AML/CTF Manual

1.3.5.4 Human Resources Policy

1.3.5.5 Compliance Policy and any other related policy
or regulations to this policy.
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1- Purpose

1.1 To ensure all employees feel supported in
speaking up in confidence and reporting
matters they suspect.
1.2 To encourage all improper, unethical
behavior to be identified at all level of the
organization.

1.3 Provide clear procedures for reporting.

1.4 Manage all disclosures in timely and
professional manner.

1.5 Provide assurance that all disclosures will be

taken seriously, treated as confidential and

managed without fear.
To create a communication channels
between the whistleblower and the
relevant department to receive and process
reports for any violations committed, or
about to be committed for the purpose of
combating fraud, embezzlement,
corruption cases and illegal, unethical or
unprofessional conduct.

1.6

2- Policy Scope

2.1 This policy covers situations where
individual (the whistleblower) raises a
concern about a risk, malpractice or
wrongdoing that affects the company clients,

suppliers, staff, and partner of the public.

an

2.2 The policy applies to all Al jazira Takaful
Company (“AJT”) staff in its head office,
branches, sales pointes and etc..., also applies
to stakeholders in all actions taken to address

a report of a concern.

3- Cases of whistle-blowing

3.1 Employees have a duty to report any conduct
or behavior that is, or maybe, contrary to AJT
values & standards including:

3.1.1 Actions that may result in danger to the
health and/or safety of people or damage
to the environment;

Criminal offences, including money
laundering, fraud, bribery,  Sexual
harassment and corruption.

3.1.2
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3.1.3 Failure to comply with local legal el sillyiadaiVl sl a5y 3 J il 4-1-3

3.14

3.15

3.1.6
3.1.7

3.18

3.1.9

3.1.10

3.1.11

3.1.12

3.1.13

3.1.14

3.1.15
3.1.16

3.1.17

3.2AJT’s

obligation.

Failure to comply with local rules & laws
such as (SAMA’s Market Code of conduct
by SAMA.... Etc.)

Any unethical practice including, but not
limited to, accounting, internal controls,
financial reporting, sales ... etc

Miscarriage of justice.

Any conduct contrary to AJT Code of
Conduct.

Any other ethical concern including unfair
discrimination.

Concealment of any of the above.

Misuse of the company's property and
assets

Abuse of authority or making decision
against the company's interest by company
employees.

Passing illegal business or circumventing
regulations and covering up legal
violations.

If any Conflict of interest in any business
or contracts undertaken by the company.
Misuse of the authority granted by the
company to employees such as exchanging
of confidential numbers and etc.

Obtain benefits or rewards do not dues

lllegal Disclose of a confidential
information.

Concealment of bad faith or intentional
negligence, destruction of official
documents, or cover-up of fraudulent

financial reports..

internal control and operating

procedures are intended to detect and to
prevent or deter improper activities. However,
even the best systems of controls cannot

provide

absolute  safeguards  against

irregularities. AJT has the responsibility to
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investigate and report to appropriate parties,
allegations of suspected improper activities
and to take appropriate actions.

3.3 Employees and others are encouraged to use
guidance provided by this policy for
reporting all allegations of suspected
misconduct or improper activities.

4- Definitions

4.1 Whistleblowing: Is a term used when someone
raises a concern about a possible fraud, crime
or other serious malpractice that could
threaten customers, employees, shareholders
or the organization’s reputation.

4.2 Whistleblower: A person making a protected
disclosure about improper or illegal activities
is commonly referred to as a whistleblower.
Whistleblowers may be  employees,
applicants for employment, ex- employee,
members of the Board and its committees,
vendors, contractors, customers, agent,
brokers or any third parties. The
whistleblower’s role is as a reporting party.
They are not, investigators or finders of fact,
nor do they determine the appropriate
corrective or remedial action that may be
warranted

4-3 Stakeholders: Who has an interest with the
company such as : shareholders, creditors,
customers, and any external third party.

4.4 Misconduct / Improper Activities:
Examples of misconduct include, but not
limited to, fraud, including financial fraud and
accounting fraud, violation of laws and
regulations, violation of Company policies,
unethical behavior or practices, endangerment
to public health or safety and negligence of duty

4.5. Good faith: Is evident when the report is made
without malice or consideration of personal
benefit and the employee has a reasonable basis
to believe that the report is true; provided,
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however, a report does not have to be proven to
be true to be made in good faith. Good faith is
lacking when the disclosure is known to be
malicious or false.

5- General obligations

The Company shall comply with the following:

5-1 Submit a quarterly report to the Board of Audit
Committee on the cases received and the
procedures taken. In addition submit an annual
report of measures taken to the received cases.

5-2 Conduct workshops to motivate the employees
and stakeholders to report any violation inside
or outside the company within the scope of the
company work to clarify their responsibilities.

5-3 Raise awareness and reassure their employees
and stakeholders about the confidentiality of
the identity of the whistleblower and the
information contained in the communication
for all stages of the communication
processing.

5-4 The Board of Directors is committed to provide
protection for the whistleblower from any
retaliatory action when it has been reported in
good faith.

5-5 Motivate staff and stakeholders not to hesitate
to report any violation due to uncertainty of
the authenticity of the whistle blow whether
true or not.

5-6 Provide employees and stakeholders with all
communication channels to report violations
(direct phone, website, postal services, e-
mail).

6- Procedure

6.1 Employees are often the first to realize that
there may be something seriously wrong
within their organization. However, they may
not express their concerns because they feel
that speaking up would be disloyal to their
colleagues or to their employer. They may also
fear harassment or victimization. In these
circumstances, it may be easier to ignore the
concern rather than report what may just be a
suspicion of malpractice.
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6.2

6.3

7-

7.1

7.2

7.3

7.4

AJT is committed to the highest possible
standards of openness and accountability. In
line with that commitment we encourage
employees and others with serious concerns
about any aspect of the company work to come
forward and voice those concerns. It is
recognized that certain cases will have to
proceed on a confidential basis. This policy
document makes it clear that employees can
do so without fear of reprisals. This Public
Interest Whistleblowing Policy is intended to
encourage and enable employees to raise
serious concerns within the Company rather
than overlooking a problem or simply
reporting it outside.

This policy should be read in conjunction with
the Code of Conduct already issued to
employees.

How to Raise a Concern

As a first step, the staff should normally raise
concerns with their Compliance department
directly.

Concerns are better raised in writing. The staff
are called to set out the background and
history of the concern, giving names, dates
and places where possible, and the reason why
the staff are concerned about the specific
situation. If you do not feel able to put your
concern in writing, He / She can telephone or
meet the officer (Compliance officer).

Advice and guidance on how matters of
concern to be pursued can be obtained
from Compliance department.

staff can express their concern among the
following channels:

e Reports of any of the practices mentioned
above in Clause 3 above shall be
submitted directly to the Chairman of the
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Audit Committee by sending an e-mail to
the address:

directly by sending an email to
whistleblowing@ajt.com.sa

Where they can have the option to report as
Anonymous.

e Or direct contact the compliance

department through the group
extension for reporting.
e Also the employees can express their

concern via intranet (TAQAROB page)

8- How the company will respond

8.1  Theaction to be taken by the company will

depend on the nature of the concern. The
matters raised may:

1.1 Beinvestigated internally.

1.2 Be referred to the Competent
authorities whether the Police or
SAMA , as mandated by regulation.

8.
8.

8.2 In order to protect individuals and the
company, initial enquiries will be made to
decide whether an investigation is appropriate
and, if so, what form it should take.

Some concerns may be resolved by agreed
action without the need for investigation.

Within ten working days of a concern being
received, the company will respond:

8.3

8.4

8.4.1 Acknowledging that the concern has
been received.

85 The amount of contact between
whistleblower and the responsible party
considering the issues and will depend on
the nature of the matters raised, the
potential difficulties involved and the
clarity of the information provided. If
necessary, further information will be

sought from.

whistleblowing@ajt.com.sa

Aasell Jsene (adiS £330 Ll agal
Bangall ALgadll e 58k Jalsill S s @
,(‘a\jﬂ:ﬂ SJH}I) ale
AR AB Gah e DL ady (Sa LS e
(U dadea ) s pdll g Sty

48 yal) 4 gpnn -8

S Calaall dala e A8 50 o34 A o) ) (i 5 1-8
el Ayl ey o< i LU

(A Gin ) ) o 1-1-8
o dda 8l o su daiddl cileall ) Y1 As) 241-8
_eM\%soﬁ}igﬁﬂ\&ﬂlﬂ\

Cladlatiasl el jal alas ¢« 4S8l 5 38V Ales Jal (05 2-8
oo L laayl 5, i GGaiall ol ja) S Le aaail A f
23l g gl Gl dapla 5 US4

Giie gl ya) JATL Gl s 5 Cagladl) Gany Ja (Kars 3-8
=Y (B ia el sa) ) Aalall 50 afle

relea¥) Al e WUl ke gt 3 AS 80 3 55 g5 4-8
eleaY) cuadind 38 Wl 1-4-8

oo Jszmall Cajhll 5 il G Jeal sl lake aiiny s 5-8
Jlsal) dapda e Ll caa Al cileleay) 4 kil
¢ Y Lo (s shiy 8 ) Alaiaa) cil geaall 5 ¢ 5 HGA
DRI a3 130 s L el 1ag RNl e shaal) = am s (s2a s
Madial" (e Glaslaall (e 2 3 calla G5 e ¢

Page 10 of 16



mailto:whistleblowing@ajt.com.sa
mailto:whistleblowing@ajt.com.sa

Whistleblowing Policy il e &3y dubu Aad gl o gie
CG-Whistlebloing-01 22l a8l . s o
CGU l J—alﬁu OH \
6.0 JaaY L ALJAZIRA TAKAFUL 4

9- How the matter can be taken further
9.1 This policy is intended to provide the related
concerned parties with an avenue to raise
concerns within the company. The company
hopes you will be satisfied. If are not, and if you
feel it is right to take the matter.

9.2 You can escalate the matter to the Compliance
Officer by providing him with the concern along
with the supporting documents and the
management action in this regard and what done.
9.3 Or you can escalate the matter to the Audit
Committee Chairman by emailing him and
providing him with the concern along with the
supporting document and the management action in
this regard and what has been done.

9.4 If you do take the matter outside the company, you
need to ensure that you do not disclose confidential
information or that disclosure would be privileged.

9.5 Please see AJT’s Code of Conduct for employees

which is already been issued to you.

10- The Responsible Parties

10.1 The Compliance Team & CEO has overall
responsibility for the maintenance and operation of
this policy.

10.2  The compliance Officer will maintain a record of
concerns raised and the outcomes as mandated by the
related regulations and report on annual basis to the
Audit Committee & Board of Directors.

10.3  The Compliance Team will send the policy once
approved by the Board of Dirctors to Human
Resources to maintain their acknowledgement of
receipt to the currents employees.

10.4 The Compliance Officer or an assigned
compliance member will be the responsible of
receiving calls or accessing the email.
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10.5 The Compliance Team must protect the
whistleblower’s identity & will not reveal the
person’s identity to management during reporting to
prevent using against them.

10.6  The Compliance Team to review this policy and
amend it on annual basis, when needed and approved
by BOD..

10.7 Heads of Departments are responsible for
ensuring that all employees are informed of this

policy.

10.8 The HR Member — Recruitment Specialist will
be responsible to  assure  signin the
acknowledgement of receipt by all and the new
joiner upon joining /arrival

11- Obligations of the whistleblower of the violation

11.1 Investigate the credibility of the reporting by
avoiding rumors and allegations is based on a real
basis, and report when there is real and reasonable
suspicion information.

11.2  Avoid malicious disclosure for discrediting or
stigmatizing others, retaliation or undermining
confidence or employees or stakeholders.

11.3  Ensure of the accuracy of the disclosure and
clarify all the details related to the disclosure that
would guide the case of the violation and attaching
all details and evidence about the violation in
accordance with the nature of the violation.

11.4  Reporting the violation as soon as possible
11.5 Total confidentiality of the reporting to support
the benefit of the company

11.6  Take responsibility for malicious disclosure that
discredit or damage the company or stakeholders.

12- Whistleblower Protection

12.1 Information must be disclosed by the whistleblower
in good faith, without malice and not for personal
gain. The protection of whistleblower is
fundamental to the success of this policy and its
implementation.

whistleblowing@ajt.com.sa
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12.2  Anyemployee making a disclosure in good faith,
reasonably believing it to be true, will be
protected and retaliation against any employee
who makes a disclosure will not be tolerated.
AJT will make sure that employees making
disclosures in good faith are not being:

12.2.1 subject to any disciplinary action (except were
proceeding started before whistleblowing or for
any other reason);

12.2.2 dismissed, suspended, demoted, harassed
or intimidated:;

12.2.3 transferred against his/her will;

12.2.4 Refused transfer or promotion;

12.2.5 Denied appointment to any employment,
profession or office;

12.2.6 Threatened with any of the above.

12.3  The Company shall not disclose any information
regarding reporter , with exception to the
competent authorities, such as the investigation
and judicial authorities.

13- Reports
13.1. The Company shall establish the necessary
controls to review the contents of the reports in
a manner that ensures a clear understanding of
them. The report shall include at least the
following information:
e Through which communication channel was
received
The total number of reported violations
e The total number of reported violations by
subject category
e Number of communications processed and
number of what is under procedure
e Type of treatment

13.2. The Company shall automatically make
available to SAMA any report may request for
any stage of processing a whistleblower.

14- Stages of processing reports on violations:
13-1 receiving the report
13-2 Initial evaluation
13-3 verification plan
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13-4 Documentation of the evidence for the
decision

13-5 The decision taken

13-6 Follow-up the implementation

13-7 Record keeping

15- KPIs
The company should establish an indicator for each stage
of the violation reporting Procedures, to determine the
level of performance by measure the extent to which all
the requirements of working procedures prepared by the
company.

16- The objective processing for whistle-blowing:

The company shall deal with all whistleblowing
received under internal instructions, to ensure
objective and progressive treatment and draw up a
corrective action plan.
Reporting of the violation shall be classified
according to the type of treatment for each report in
accordance with the administrative structure of the
company.

17- Publication

17.1  This Policy will be posted on the Company’s

entrant

17.2  Anemail will be sent by the compliance to all staff
on the update of this policy
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Appendix 1 Reporting of
Concerns Form

Clildal) oo B3I Zigal 1 ab) Galal)

1- Report submitted by: (Optional) (o)) @ dall sl sl -1
2- If you give your name, do you want full iray ) AL Al 5 o ¢ e Cudac 13 22
confidentiality . (Only the investigators will P (CIPW P I STV VAR VBN ol

know your name)?
INo Yes [
Y [ and
3- Department: (Optional) (sl ) eyly) 3
4- Date of report : s adil) Zm s -4
5- Describe Your Concern: (To the extent Coa ¢ LY HaE)) ¢ Al Jae Adlial) coa -5

possible, describe the alleged events,
matter or issue that is the subject of your
concern, the name(s) of the person(s)
involved, the date the matter happened,
how the matter affects the business ; what
the concern relates to; the location of the
event and documentation to support the
concern.)!

o A se jall Al o Allall 5 cilaay)
¢ sl padill (slaul) aul ¢ clalaial pua g
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2 please attach supporting documents for reporting
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For Compliance Department only :

. Jagd a\jﬂ‘g\ 3l yald

Received by:

s (e aDliuY)

Received date :

DY) e

:Signature

gl
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