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ADMINISTRATIVE RESOLUTION PN
NO. ( 34 /2023) (2023/ 34 ) 4d,
Issued On: 15 November 2023 2023 b gi 15 1 b ydua
The Chief Executive Officer GBI asd )
To re-organize and reform the permanent committee <l 1Al e cilalliil) B AR dadlal) Aall) JSA5 9 audals sale )
regarding address employee’s grievances from i Y
administrative decisions
After reviewing the following: (e Y axy
- The Articles of Association of Kuwait Foreign dan Al 4yl coliLaiun Ay o<1 A4S il ) QUi -
Petroleum Exploration Company, pppuh

- Administrative Resolutions:
= (13/2016) issued on 7 June 2016,
= (32/2017) issued on 6 November 2017,
= (07/2019) issued on 14 May 2019,
= (02/2020) issued on 20 January 2020,
= (03/2021) issued on 17 February 2021,
= (14/2021) issued on 25 July 2021,
= (28/2022) issued on 01 December 2022,
= (21/2023) issued on 27 August 2023,

Regarding restructuring of a permanent committee to Address
employee grievances from administrative decisions.

And based on work necessities,
It has been decided to:

1- Grievance Committee Reformation:

Restructure a Permanent Committee to address employee
grievances from administrative decisions as follows:
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Mr. Mohammad Kajah

Mr. Abdullah M. Al-Affasi Chairman

Mr. Bader S. Al-Matar Deputy Chairman
Mr. Nawwaf S. Al-Salem Member

Mrs. Adari N. Al-Sharad Member

Ms. Wesam A. Behbehani Member

Mr. Ahmed E. Al-Rohaif Member

Mrs. Shaikhah F. Al-Mulla Member

Mr. Nawaf M. Abdullah Member / Rapporteur

Alternative / Member
Rapporteur
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Kuwait Foreign Petroleum Exploration Company K.S.C.C. o

A Subsidiary of Kuwait Petroleum Corporation
KUFPEC

In the absence of the rapporteur and alternative rapporteur, the
committee shall select an alternative member to carry out the
rapporteur task during the period of their absence.
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1- The committee shall consider all employee grievances
submitted pursuant to article (3.1) by an employee on the
standardized grade ladder, excluding managers, provided
that such grievance does not contradict the company’s
disciplinary register or the Code of Conduct.

2- The rapporteur shall be responsible for receiving written
grievances from employees, and referring such grievances
to the committee after determining that such grievances are
consistent with the committee’s rules and procedures.

3- The committee shall consider the grievances submitted by | ! b uaa—u o ALaafall ciballadl b il 4l o -3

individuals natural or legal has an interests in obtaining
information from the company according to what is
stipulated in law 12/2020 regarding the right to access
information, and the request was rejected or not replied to in
the assigned period in article (3) by the committee for
implementing the law of the right to access information.

3. Grievance Submission Procedures/Timeline:

1- The employee is entitled to submit a written grievance from

any administrative decision in which the employee has an
interest to complain, provided that such written grievance
is submitted within (60) days from the date at which such
employee becomes aware of the administration decision.
The employee shall be deemed aware of an administration
decision by:

(1) personal notification of the decision by the supervisor.

(2) delivery of the decision sent to the employee
Company email account; which of the two comes first.

(3) posting the resolution on the company internet site.
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Grievance submission steps:

If the grievances are against administrative decisions:

The employee shall submit and discuss the grievance in
written with the concerned department manager to find a
relevant solution.

-The manager shall inform the employee with the response
in written within (10) working days from grievance matter
submission.

The employee shall be entitled to submit the same grievance
to the committee either the employee is informed of the
managers response, or if the manager did not replay as
stated in (b) above.

As per the grievance form issued by the Human Resource
department, the complainant shall fill and sign the form and
submit to the rapporteur or alternative. confirmation by the
rapporteur with the date of receipt is required and a copy of
the stamped grievance form shall be handed to the
employee and the original retained by the rapporteur.

Regarding the grievances against the decisions issued by
the concerned committee for implementing the law of the

right to_access information throughout rejecting the
request or not replying to it:

the complainant shall submit the grievance in writing
within (60 days) from the date at which such complainant
becomes aware of the rejection, or from the end of the
specified period for considering the request without
receiving a reply to the request, which is (10) working days
from the date of receiving the request by the concerned
committee, subject to an extension for a similar periods or
more, up to a maximum of three months, according to the
amount of requested information and the way of obtaining
the information.

the complainant shall fill and submit the grievance in the
special assigned form, available on the company website,
and submit it to the committee rapporteur or alternative, the
assigned forms will be signed and sealed copy of the
stamped grievance form shall be handed to the employee
and the original retained by the rapporteur.
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4. Committee Meeting:

1- The committee shall meet at the invitation of its Chairman,
the deputy, or authorized representative or whenever
needed.

2- The committee meeting shall only be valid if attended by 4
members at least and must include the chairman and/or the
deputy. In the event of the chairman or his deputy absence
from attending the meeting, the Chief Executive Officer
shall appoint an alternate chairman for the meeting.

3- No members shall fail to attend the committee meeting
without an acceptable excuse, and if the member is absent
from more than two consecutive meetings without an
excuse, the issue shall be referred to the Chief Executive
Officer to take what deems an appropriate action.

4- The member shall be excluded or withdraw if the
complainant works in the same department, or if the
member has an interest in the complaint, and in case of lack
of quorum due to exclusion of one or more members, the
chairman shall refer the issue to the Chief Executive Officer
to appoint a replacement member or members, so as to
maintain the neutrality of the decision and to avoid conflict
of interests.

5. Committee Work Procedures:

1- The committee, via its chairman, is entitled to invite any
person connected with the underlying grievance being
heard in the meeting, if the committee considers it
necessary to hear opinions or clarifications. The person
shall not be entitled to vote.

2- The committee, via its chairman, is entitled to request the
rapporteur to provide necessary papers, information, or
documents the committee deems necessary to accomplish
the works assigned to it.

3- The committee shall not consider any grievance if the
grievance:

A) not in the committee scope of work as stated in Article 2.1;
or

B) still subject to other committees’ consideration, or is
ongoing litigation; or

C) Has been previously resolved.
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4- The grievance shall be disregarded in the event that the
complainant fails to attend the committee meeting after
three written summonses submitted to the complainant
during official working hours.

5- The Committee recommendations shall be considered by the
majority approvals of the present Members, and in the event
of equality in vote, the vote of the Chairman or his/her
deputy shall prevail.

6- The chairman of the committee shall address the Chief
Executive Officer in written to submit the committee
recommendations for consent.

7- The minutes of the meetings shall be recorded and signed by
all present members, and any member can attest objection
in the meeting minutes if any objection to the
recommendation. The deliberations shall be confidential.

8- The chairman via the rapporteur shall inform the
complainant with the Chief executive Officer’s
determination within (45) days from the grievance
submission date this is regarding the grievance against
administrative decision, and regarding to grievance against
the decision issued by the concerned committee for
implementing the law of the right to access information
within (60) days from the date of submission. , grievance
rejection in shall be through a written notice clarifying the
reasons of rejection . If the said period end without receive
notification the grievance shall be considered rejected.

This Resolution shall be effective as of the date hereof and
supersedes all other terms and provisions inconsistent herewith
and shall be adhered to by all department.
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