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RECRUITMENT SERVICES
SOLE PROPRIETORSHIP L.L.C.
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COMPANY ORIENTATION
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SOLE PROPRIETORSHIP L.L.C.
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@ BIN JAMAL

Location

« Head Office: Muroor
Road, Al Ahliya Pharmacy
Building Rm MO01.

Abu Dhabi — United Arab
Emirates.
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Company History
Bin Jamal Recruitment Services is a locally owned company registered in Abu

Dhabi. It was established in 2006 with intent of meeting the continuously
increasing demand for manpower services in United Arab Emirates. By virtue of
our past performance company has emerged as one of the leading recruitment

agencies in the Emirate of Abu Dhabi.

BJRS’ core competency lies in the ability to understand the client's unique needs,
offer bespoke services, focus on customer service standards and recruitment
expertise in several sectors including Information and Communications
Technology, Oil, Gas, and Offshore, Refineries, Transport and Logistics, Customer

Services, Air Transport Services, various Manufacturing Industries, Banking, and

Hospitality.
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Our Organizational Strengths
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RLCRUITML NT SERVICES
SOLE PROPRIETORSHIP L.L.C.

Our Organizational Structure
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Our Services

Post Selection
Coordination

Recruitment
Campaigns

HR and
Administrative
Semnvices

e Manpower
Qut=zoucing

BJRS’ offers the commitment to deliver high standard services and most suitable individuals a
client’s organization needs. BJRS’ adheres to codes of conduct, policies, and constitutions, hence,
guarantees the confidentiality of all positions and applications the company handles, which protects

the rights and interests of both client and its candidates.




\))\ BIN JAMAL

%OLE PR@PRIL I'ORSHIP L.L.C.

Our Culture

At Bin Jamal Recruitment Services, we believe in fostering a positive and collaborative work
environment. We value teamwork, integrity, and open communication.




Your Role

Your role at Bin Jamal Recruitment Services is an important one. You will be contributing to the
success of our company and helping us achieve our goals. Your manager will be providing you with
more information on your specific responsibilities.
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Benefits

——

We offer a comprehensive benefits package to our employees, including health insurance, retirement
plans, paid time off, and more. Your HR representative will be providing you with more information on
our benefits program.
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SOLE PROPRIETORSHIP L.L.C.

Policies & Procedures

It's important to familiarize yourself with our company's policies and procedures. This includes our
code of conduct, time off policies, and other important guidelines.
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Working Hours and Overtime Calculation

Working hours are as per UAE Labor Law and different standards and guidelines relevant
in the country. Employees are required to work 8 hours per day, a total of 48 hours in a
week, with one (1) hour break after continuous work of 5 hours.

Any form of work delivered after the regular 8-hour period is be considered as overtime.
Overtime shall not exceed more than two (2) hours per day and employees are not allowed
to render off days’ work for more than two (2) consecutive weeks. During the sacred month
of Ramadan, working hours are decreased by 2 hours across all positions or employees.
Overtime worked within the pay period must be paid or transferred together with the
monthly remuneration accordingly.
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Overtime

» Taking overtime is completely on voluntary basis and the employee can refuse to not take overtime without stating any reason for it.

« Refusing to take over time will not have any impact of future work, pay cuts, dismissal etc. if the work requires over time, the
employees will be eligible for over time allowance. Allowance will be paid equivalent to the base per hour salary plus 25% of his/her
wage for the overtime period.

Example:

o  Monthly Salary / 30 Days = Per day salary

o  Perday Salary / 8 Hours = Per hour salary
Overtime amount is = Number of overtime hours x Per hour salary x 1.25

If the nature of the job requires overtime, the employees shall be paid overtime and the payment shall be equivalent to the wage paid for the
ordinary working hours plus and increase of not less than 25% of his wage for the overtime period. If the employee’s overtime falls between the
hours 9.00 PM to 4.00 AM the employee will be entitled to an overtime equivalent to the normal working hours plus an increase of not less

than 50% of his wage for the overtime period

* = Number of overtime hours X Per hour salary X 1.50




Public Holiday

If a worker is required to serve on a public holiday or rest day on which he or she is entitled to full or conditional pay, he or she will be given
compensatory leave and a benefit equivalent to 150% of his remuneration. Employee would be paying OT Pay equal to 250 % of his minimum

remuneration for days served if he is not covered for those days by leave.

Example:

e  Gross Salary/30

o Per day Salary/8

. Overtime =
additional day off

OR

Example:
Gross Salary/30
Per day Salary/8
Overtime

per day salary
per hour salary

Number of overtime hours X Per hour salary X 2.5 in addition to one day compensatory off and One

per day salary
per hour salary
Number of overtime hours X Per hour salary X 2.5
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Ramadan

During the month of Ramadan, regular working hours are shortened by two hours a day.
When the scope of the position necessitates working past regular working hours, overtime is considered, and
the employee is entitled to wages equal to normal working hours' remuneration plus 25% of the pay.

Overtime Payment

Overtime payment will be made to respective workers along with the salary of the same month.
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Leavy Policy

The UAE Cabinet granted equal leaves to the public and private sectors. This decision aims to achieve a balance between the two sectors in
the number of official holidays they are entitled to. If an employee is required to work during holidays or leaves, he will be granted another
rest day as well as an increase of 50% on his basic wage for that day. If he could not be granted another day off, he is entitled to receive an
additional 150% on his basic wage for that day according to Article 81 of the Labor Law.

ANNUAL LEAVE

Every full time employee is entitled to an annual leave of:
e 2 days per month, if they have completed six months of service, but not one year
o 30days, if they have completed one year of service.
The calculation of the duration of annual leave will include official holidays specified by law or by agreement and any other leaves caused by sickness if they fall
within the annual leave.

SICK LEAVE

Every permanent employee employed under BJRS is entitled to a sick leave of not more than 90 days per year, only after a period of three months’ continuous service following the
probation period.

The 90 days sick leave can be continuous or intermittent, and the salary is paid as follows:
e  Full pay for the first 15 days
o  Half pay for the next 30 days
¢ No pay for the rest 45 days
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MATERNITY LEAVE

Married female employees employed on regular contracts are entitled to maternity leave with full pay for a period of forty five (45) calendar
days and half paid of fifteen (15) days including the time before and after delivery, provided that her continuous period of service with the
employer is not be less than one (1) year. But if a working woman has not completed the said period, the maternity leave shall be with half pay.

e Additional maternity leave without pay, to a maximum of 45 calendar days may be approved by the HR Department, if she has an
iliness as a result of pregnancy or childbirth, and is unable to resume work. A supporting medical certificate must be provided signed
by the medical authority.

e Additional 30 fully paid days may be availed if the child is sick or suffers from disability and can be extended up to 30 unpaid days.

e Upon her return to work, the employee is entitled to additional one or two breaks each day, not exceeding one (1) hour in total,
following the birth of her child up to the next six (6) months of delivery.

e  Other maternity privileges shall be applicable as per the UAE legislation.
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PATERNITY LEAVE (PARENTAL LEAVE)

All employees can be granted of five (5) working days of paid parental leaves effective from the date of child’s birth up which can be
taken successively or otherwise for the next six months after birth.

COMPASSIONATE LEAVE (BEREAVEMENT)
All employees are entitled to paid bereavement leaves of:
« Five (5) working days — in the event of death of spouse
. Three (3) working days — in the even of death of parent, child, sibling, grandchild or grandparent

STUDY LEAVE

All employees attending an educational institution in the country may be entitled to ten (10) paid working days of study leave per year
given that he has completed two (2) years of service in the company.

UNPAID LEAVES

Unpaid leaves may be requested and approved at the discretion of the company. Employee must present a reason for request and may be
asked to provide supporting documents. Any employee who goes off work without approval may be subject to disciplinary action
upon his return.
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Passport Retention Policy

BJRS follows UAE laws regarding passport custody of its employees and does not wrongfully withhold employees’ passports under any
circumstances. All employees are discouraged to request safekeeping of personal documents to the company, but in the event the employee insists,
the company has specific policy and procedure in place.

All employees who want their passports stored with their employer must submit a written request.

« Inexchange for the passport, no money or other personal information will be requested.

« Unless the worker requests it in writing, the company will not hold any of its workers' passports.

. Employees’ passport and other personal documents are being returned immediately right after the immigration and residence
procedure are completed, unless the worker requests for employer safekeeping in writing.

«  Documents being kept as requested by the employees, can be retrieved from BJRS within 24 hours upon employees’ request.




Passport Release

Passport or any personal documents shall be in the custody of the employee unless explicitly agreed. Employees keeping
their passports are responsible for the safekeeping of their passports and BJRS shall not be held responsible for their loss or
damage if arises.

a.  In the event of repatriation, the passport will be handed over to the employee at the airport. The employee needs to
inform at least one (1) day before the travel date.
b.  If the employee is going for emergency leaves, company will provide passport in 6 hours.

.  Employees must fill Passport Release Request Form and submit to the HR department.
. Itis mandatory for passport release requests in case of travel, renewals, for any government formalities
« All requests should be made 24 hours prior to release.




@ BIN JAMAL

End of Service

Termination of employment shall comply with applicable UAE rules and regulations, and all overdue pay, including annual leave encashment,
gratuity, and any other remuneration due to the employee, must be cleared prior to signing the cancellation form provided by the MOHRE or within
30 days from the last working days. Air Ticket or cost of the ticket will be provided to the employee on termination of contract by company or on

completion of employment contract.

Limited Contract:
The end of service gratuity is calculated on basis of last salary which the employee was entitled to, namely the basic salary. Gratuity computation
does not include other allowances such as housing, transportation, mobile, etc.

. Ifan employee has served for less than 1 year, he is not entitled to any gratuity pay.
. If an employee has served for more than 1 year but less than 5 years, he is entitled to full gratuity pay based on 21

days' salary for each year of work.
. If an employee has served more than 5 years, he is entitled to full gratuity of 30 days' salary for each year of work

following the first five years.
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Resignation Policy

Employee under probationary period (during the first six (6) months of employment) who wishes to dismiss his employment to leave the
country may provide a 14-day notice to proceed. However, if the said employee is leaving to join a different company, BJRS will raise a
claim of recruitment cost to his new employer.

Employee who completed his probationary period must provide a formal written notice and complete a render of service for 30 days. In
the event the employee insists on the termination of services without meeting this condition, the employee shall pay a month of total salary
or proportion to the remaining period. BJRS may waive all or part of the notice period, or issue contract amendments where it is in the best
interest of the company.

Leave is not normally taken during the notice period and any outstanding vacation balances are paid out as part of the final settlement.

Employees who separate from the BJRS with outstanding advances/loans extending beyond their last working day shall be required to repay
the amount.

RETIREMENT
An employee shall be retired by the BJRS once he/she reaches the age of sixty-five (65), except in special cases approved as per the established
signing authority. This would typically include retaining employees with distinguished or rare experience deemed to be of benefit to the BJRS. They
shall satisfy all the terms of appointment. Their physical fitness for the position shall be confirmed by the appropriate medical body as determined
by the BJRS.
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EXPIRY OF CONTRACT

An employee may leave the BJRS upon expiry of contract. Employees need to give at least one (1) month notice if they choose not to renew
their contract.

TERMINATION
Termination may result due to a government directive, redundancy, continued poor performance, misconduct, other inadequacies, etc.

Concerned employees will receive notice in writing from the Company as per the notice period stated in the employee's contract of employment.
The Company reserves the right to waive the notice period and compensate the employee with salary (adjusted plus complementary) in lieu
thereof.

When the termination is caused by continued poor performance or discipline issues, the employee would normally have previously been served
warning letters.

Employees may be terminated by the BJRS at any time during his probationary period by serving 14-day notice of dismissal.

BJRS will never initiate the process of issuing employment ban to any employee for whatever the reason may be. All the termination procedures
strictly adhere to the UAE Labor Law.
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Accommodation
BJRS’ employees are considered the best asset and their overall wellbeing is set as priority and that includes making sure that their accommodation

facilities are in best condition and compliant with standard of Zonescorp.

In the other side, in the camp, all types of worker safety would be ensured. The company ensures that the facility complies in health, safety, and
environmental standards and requirements. They are monitored by experienced managers and supervisors to make sure that they are in best
conditions at all times. They adequate restrooms, showers, and wash basins in accordance to the government standard.

Transportation

The personnel who join the camps are transported to their accommodations by BJRS and will follow all the necessary rules put forward by the
UAE government. The below mentioned conditions will be followed:;

. Transportation is provided free of cost wherever they come and go to and from any work site.
« Air-conditioned and well-maintained vehicles

. Handled by experienced driver/s who ensures that the vehicle are clean and in safe condition

All vehicles being used to transport the employees shall undergo inspection with the authorized companies to guarantee their safety.




Health Insurance

Employer is constitutionally obliged to have care coverage for workers under the UAE's Health Insurance Law. Our health insurance card
provides coverage for all of our employees in the UAE. Around the same time, all of our employees are compensated under a group health
scheme called "Workmen’s Compensation,"” which covers medical bills in the event of an injury on the job.

Under UAE law, medical care is only valid and issued by approved medical insurance providers and covers all the Emirates of UAE.
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Employee Rights

All employees have the freedom to reach out to the Ministry of Labor if they feel unnoticed or neglected by BJRS. Other arks of Employees' Right
for the informationon workers are referenced beneath to peruse and comprehend their privileges.

o  After your residence permit is released, you have the right to retain all of your personal identity papers.

« Even if you are told that the modifications will benefit you, complain to the local Labor office if you are asked to sign a contract with terms and conditions
that vary from MOL normal contracts. Contract replacement is unconstitutional.

e MOL will assist you with seeking new jobs if your company fails to provide you with a contract or supply you with work.

e Report to the local Labor office if the company fails to provide you with a job contract within one week of your arrival.

o According to UAE law, your company is responsible for the costs of obtaining an entrance visa and traveling to the UAE, as well as the costs of post-arrival
screening, such as medical examinations in the UAE and the issuance of your Residency Permit.

e Your contract would match your work offer, and a copy of your signed contract should be kept.

e You have the freedom to quit at any time, but you must be mindful of your contractual commitments.

e Your relationship will be terminated by either the employer or the employee, and it can be mutually agreed upon.

« Employees can follow the legal steps for ending a job so the Labor Office will assist with recovering any dues owed to them and arranging placement in
alternate jobs while they are available for a new work permit.

e There are no restrictions on any worker's ability to do any job based on their ethnicity, gender, social status,religious affiliation, or age.

o  Workers are not required to work outside of their daily working hours.

o  Workers are not required to work at home or outside of normal working hours.

e  Workers may object to working in an unsafe workplace because of the risk of injury.

e If workers have any problems, they can file a complaint with the Ministry of Labor.

« Concerning the terms and conditions of their employment contract. Workers should express their dissatisfactionto upper management.
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Disciplinary Policy
Procedure
Step 1: Counseling and Verbal Warning

First step creates an opportunity for the site/camp supervisor to bring attention to the existing performance, conduct, or attendance issue. The site/camp supervisor
should discuss with the employee the nature of the problem or the violation of company policies and procedures. The site/camp supervisor is expected to clearly
describe expectations and steps the employee must take to improve his or her performance or resolve the problem.

Within five business days, the supervisor shall prepare written documentation of the verbal counseling. The employee will be asked to sign this document to
demonstrate his or her understanding of the issues and the corrective action.

Step 2: Written Warning
The written warning involves more-formal documentation of the performance, conduct or attendance issues and consequences.

The immediate supervisor and the administrator will meet with the employee to review any additional incidents or information about the performance, conduct or
attendance issues as well as any prior relevant corrective action plans. Management will outline the consequences for the employee of his or her continued failure to
meet performance or conduct expectations.

A formal performance improvement plan (PIP) requiring the employee’s immediate and sustained corrective action will be issued within five business days. The
written warning can be given maximum of three times and may also include a statement indicating that the employee may be subject to additional discipline, up to
and including termination, if immediate and sustained corrective action is not taken within six months.
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Step 3: Suspension and Final Written Warning
Some performance, conduct or safety incidents are so problematic and harmful that the most effective action may be the temporary removal of the employee from the
workplace. When immediate action is necessary to ensure the safety of the employee or others, the site supervisor may suspend the employee pending the results of an

investigation.

Suspensions that are recommended as part of the normal sequence of the progressive discipline policy and procedures are subject to approval from a next-level manager
and HR.

Depending on the seriousness of the infraction, the employee may be suspended with reduced pay for a period not exceeding 10 days consistent with that of UAE Labor
Law. Employees will not be allowed to substitute or use their accrued annual or sick leaves in lieu of the unpaid suspension.

Pay may be restored to the employee if an investigation of the incident or infraction absolves the employee of wrongdoing.

Step 4: Recommendation for Termination of Employment

The last and most serious step in the progressive discipline process is a recommendation to terminate employment. Generally, BJRS will try to exercise the progressive
nature of this policy by first providing warnings, issuing a final written warning or suspending the employee from the workplace before proceeding to a recommendation
to terminate employment. However, BJRS reserves the right to combine and skip steps depending on the circumstances of each situation and the nature of the offense.
Furthermore, employees may be terminated without prior notice or disciplinary action and shall be deprived from the total end of service gratuity or a part thereof.

Management’s recommendation to terminate employment must be approved by human resources (HR) and final approval will be required from the Executive Director.
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Grievance Policy

Employees can file grievances for any of the following reasons:

e  Workplace harassment

e Health and safety

e  Supervisor behavior

e  Adverse changes in employment conditions

Grievance procedure:

1. Employee shall initially approach the site or camp supervisor who is in charge to coordinate inspection, communication, and complaints
of all employees in case of any grievance issue where they can file a complaint directly. They have an option to file anonymously or not
and all complaints shall be treated in complete confidentiality.

Complaint box is provided for all the anonymous complaints any employee wish to raise. BJRS assures that the employee will not have to
face any kinds of intimidation by any employee of the organization and ensures that any complaints or grievances raised by the employee
will not result in any kind of penalty, dismissal or reprisal or victimization.

Grievance process will in the language understandable by all the parties involved in the same.
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Supervisor shall not be biased and must ensure complete details and documentation of all the complaints to be raised for further
investigation.

2. Once the issue is closed, the supervisor must complete and file the written complaint reports for records.

3. If the issue is not resolved through the supervisor within three (3) days, employees may raise the grievance issue in writing to the HR
Department. The HR shall meet and review the matter and shall arrive at a decision within three (3) working days after the meeting is held.
The outcome/solution arrived and shall be communicated to the employee in writing.

4. In the event that the employee is not satisfied with the outcome, further appeal may be made to the Executive Director. The decision of the
Executive Director shall be considered as final.

Any additional supports or advocacy required by the employee such as counselling or legal advice will be provided by the company and
grievance reporting can be done over the worker’s welfare line with no necessary filling of forms and the callers information will be kept
discreet by the management. Workers’ Welfare Administrator can be reach at +971 52 673 7840.




Individuals who believe they have been the victims of sexual harassment or imposed a threat in their safety or believe they have witnessed
such conduct are encouraged to immediately file a report to the nearest police station or by calling 999 or through the different channels of
police authorities of the respective emirates.

« Abu Dhabi Police through their Aman service on 8002626 or send SMS to 8002828

«  Dubai Police through their Al Ameen service on 8004888 from within the UAE or on +9718004888 from outside the UAE
.  Sharjah Police through their Najeed service on 800151, or send SMS to 7999.

If resolutions are found unsatisfactory or considered unresolved by either of the party, employees can liberally file a complaint through the
judicial authorities where court hearings can be arranged and scheduled to settle the matter.



https://www.adpolice.gov.ae/en/aman/pages/case.aspx
http://www.alameen.gov.ae/en/default.aspx
https://www.shjpolice.gov.ae/EServices/Najeed
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Training and Development

We believe in investing in our employees' professional development. We offer training programs and
opportunities for growth within the company. Your Manager or Supervisor will be providing you with more
information on these programs.
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RECRUITMENT SERVICES
SOLE PROPRIETORSHIP L.L.C.
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We are excited to have you join our team and look forward to working with
you. If you have any questions or concerns, please don't hesitate to reach
out to your manager or HR representative.

Thank you! ©
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Skills Development .0
Training |

Developing Skills for Better Parformance SKILLS
and Career Growth i
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wWhat is Skills
Development?

& Improving employees’
. knowledge, skills, and
abilities.

"

Better skifls — Higher performance —

® Providing training relevant
to their job responsibilities.

& Supporting continuous
learning and career growth.

A stronger tearm



Types of Training

Skills

Soft Skills

o On-the-Job
Training

Job/Technical

o
Health & Safety

Communication &

Client/Worksite-
Specific Training
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RF(‘RU[TMENT -SERVICFS
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Builds job-specific
knowledge and practical
skills.

Prevents accidents and
ensures a safe workplace.

Improves teamwork,
communication and
problem-solving.

Hands-on learmning
at the warkplace.

Meets client and
site requirements.



BJRS Approach

Q

Identify
Training Needs

Based on job
requirements and

performance gaps.

—>

& - @

Provide Training Monitor Progress
& Development
Through suitable Track completion
and relevant and evaluate
programs. performance.

Right training. Right skills. Real impact.
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Maintain Records

Keep training
records and
certificates.
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Key Message "mﬁmmm

Develop

BJRS is committed to helping employees develop
the skills needed to perform their jobs safely,
effectively, and professionally.
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