Kuwait Foreign Petroleum Exploration Co. k.s.c.C.
A Subsidiary of Kuwait Petroleum Corporation

2p . 0f Apa JAY A g i) LS Ay o<l AS i)
A 980 J g ) Asna s S s 505

KUFPEC

Date: 7 June 2016 2016 s—is 7: &M
Administrative Resolution No. (13 /2016) (2016/ 13 )by s02) J &
Chief Executive Officer 2Tl (i )
Subject: Formation of a Permanent (B OBl Aailal) Lall) pliae) JuSES ;g gun gal)
Committee to address employee grievances g Y R e clallat)
from administrative decisions.

After reviewing the following decisions: 18 DA e g DY) aay
- (No. 20/2013) issued on 8 December | s 8 F—li l—all (2013/20) -
2013; 2013
- (No. 3/2014) issued on 22 July 2014;

- (No. 10 /2015) issued on 12 July 2015; 2014 sd 5 22 i salall (2014/3) -
and

- (No.15/2015) issued on 18 November 2015 55 12 Fi ,olall (2015 /10) -
2015;
2015 Lwd 5 18 F ol lall (2015/15) -
Regarding the formation of a Permanent
Committee to address employee grievances | cilallall & hill dailall dalll sliaci S8 Jsa

from administrative decisions. Ay Al e
the following has been decided: () i a8 Jeall Aaliae 4pais Lo Ly
1. Grievance Committee Formation relallat) Aial iS55 -1

A permanent committee named the Grievance

Committee (the “Committee”) shall be il Aol el daly Bind A8 o8 (NI

formed of the following members: pgilonsd A0 elime Y1 Baluadl (gl
= Mrs. Ghada Y. Al-Amer Chairman daall L ekl G gy 3ale foanudl -
= Ms. Mona S. Al-Motawa  Deputy ) . ) .

Chairman o ) il &}Lul\ s e fAdY) -

* Mr. Abdullatif A. Al-Houti Member |smzae bl sal cadhllie /ol -
= Mr. Khaled M. Al-MullaMember . . _

= Mr. Abdullah N. Malek Member s Sall Sasaal | duad] =

= Mrs. Alaa T. Alsaqabi Member/ | gasac Ale pals dilae fasd) -
Rapporteur ] 3 i
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In the absence of the Rapporteur, the
Committee shall choose an alternative
member to carry out the Rapporteur’s task
during the period of his/her absence.

2. Tasks of the Committee

2.1 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 applicable List
of Penalties (as specified in the Human
Resources Policy) or the Code of Conduct.

2.2 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. Grievance Submission Procedures /
Timeline

3.1 An employee is entitled to submit a
written grievance from any administrative
decision in which such employee has an
interest to complain, provided that such
written grievance is submitted within sixty
days from the date at which such employee
becomes aware of the administration decision.
An employee shall be deemed aware of an
administration decision (the ‘“Awareness
Date”) at the earlier of: (1) personal
notification of such decision by the
employee’s supervisor; (2) delivery of such
decision sent to the employee’s Company
email account; and (3) posting of the
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resolution on the company’s internet site.
3.2 Grievance submission steps: allal) aity Aalal) il ghadll 322

A. Within five working days after the | | . § o s Al Aylay Jalall pgiy

Awareness Date, the employee shall discuss gl g gt i Bl 5 g gyt 5

the grievance in writing with the concerned &= o C

de in order to find a rel e g na J
partment manager 1n order to find a relevant

solution.

B. The manager shall reply to the employee Lsia ooy daladl g 301 padll Je iy
in writing within ten working days from such & 3o 0 Ailie 5y 0 e dae ALl 10 DA
discussion. Ll s S5

C. The employee shall be entitle«fl to su“bm-it Lalll o a5l allaill ad y of albiall 3ay =
the same grievance to the Committee Wlﬂ:lll’l o opia Sk ade e dee 2l 10 I
IQ working days from- th§ date on which (i) 18 Ll et 3 0 e
either the employee is informed of the e
manager’s decision or expiry of the period as '
stated in B above.

3.3 The grievance form issued by the Human | 302l e dball alladll »3ga aolid gy 3-3
Resources Department shall be signed by the | Suas aie sy o 5 Aaalll 5 jaal 4y il 5 ) gl
employee and submitted to the Rapporte.ur o YY) oy Uy 38y 5 Aadd Ahay Allaidl o sy
and shall be stamped by the Rapporteur with e S it skt
the date of receipt and a copy of the stamped ' "
grievance form shall be handed to the
employee and the original retained by the
Rapporteur.

4. Committee Meetings: Quorum riall) cilelaia) -4

4.1 The Committee shall meet at the invitation | je 5 Ly (30 352 o oliy Aaalll aaind 4-1
of its Chairman, the deputy, or authorized Aalall e le o o dazs gl 0pe o) 400
representative or whenever needed.

4.2 The committee meeting shall only be valid | , jaa 131 Y1 lana d5alll glaal 0S8 Y 4-2
if attended by half of the members, and must | ; .y ... - - . Y -
3 ol agin e 058 O (e elae Yl e ol

include either the Chairman or the deputy. In
. sima (je Afiliy Gusil oS iy el
the event of the absence of the Chairman or | e 4y )l o s gy bt
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the deputy from attending the meeting, the
Chief Executive Officer shall appoint an
alternate Chairman for such meeting.

4.3 No member of the Committee shall fail to
attend the Committee’s meetings 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
the appropriate actions.

4.4 The Member shall be excluded 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 interest.

5. Committee Work Procedures

5.1 The Committee, via its Chairman, is
entitled to invite to a meeting any person
connected with the underlying grievance
being heard at such meeting, if the committee
considers it necessary to hear his opinion or
request him to clarify some of the issues.
Such person shall not be entitled to participate
in the voting.

5.2 The Committee, via its Chairman, is
entitled to request the Rapporteur to provide
any papers, information, deeds or documents

ol il ety o3BG I Ggmy ¢l g laday!
Flaayl i3

opas oo Al Dalll gaxl Hen Y 4-3
gandl e 1My (Jafa i Y Al clelaal
rob Gy oalliie geeldal e S jie (g

Lo oy Le JASY (shsll Guni ) e Y

o Jon lliid) O s 8 Aialll s 2adiy 4-4
allaill 8 daliae gmall IS 13 5l clgadi 5 lY)
Ji sae aginl dagh Glaill Juas] ale J\AL_AJ
il Gl e e Aialll Gud ) (e S
Adba e Balaall @y « ST 5 oy game Guadl

liaall el Laiay )l

:iig.m Jas Qig) Al -5

Cany ppaal et O lewd ) Al p Aall 541
S eV 5 Cile g sally A3 4l e Ledlelaial
glaivl gl o i dga ) plaiu¥l 2550 (5 555 W
G Al A O Y dae diladl sy

L el

DA e ki Ol et Aaulp Al 5-2
é:\\:lj }i oAt Ji QLAJ&M }i é\)}i :*,;LJ LA.:.U)S
Lo AU Jlae Y1 HlaaY 43y Aaalll W) 53

Fax: 24951818 - 24920018
P.0.Box: 5291 Safat
13053 Kuwait

the Committee deems necessary to
accomplish the works assigned to it.
Tel.: (965) 24951000 - 1836000 39S HLua slda ), Yoo 000 0008 g0 S ol | YoAVY 1 @By (¢ slod Joew AsLuall g 5 )l 55159 (70) VAYT o0 - Y240Y 0005 5 gald

Ministry of Commerce & Industry registration number: 30873 - Paid-up capital: KD 1.2 Billion

hoffice@kufpec.com - www.kufpec.com

YEAY oo NA- YEA0VAVA s uSLa
Slaxall 0YaN e 9@
CoygSI1 VY0¥



5.3 The Committee shall not consider any
grievance if the grievance:

A. Falls outside the Committee’s scope of
work (as stated in Article 2.1); or

B. Is still under consideration by other
committees, or is the subject of ongoing
litigation; or

C. Has been previously resolved.

5.4 The grievance shall be disregarded in the
event that the complainant fails to attend the
Committee meeting after three written
summons submitted to the complainant during
official working hours.

5.5 The Committee’s final recommendation
shall be taken by the approval of the majority
of the present Members, and in the event of a
tie vote, the vote of the Chairman or his/her
deputy shall prevail.

5.6 The minutes of the Committee meetings
shall be recorded and signed by all present
Members, and any Member who does not
agree with the Committee’s decision can attest
his objection in the meeting minutes. The
Committee’s deliberations shall be secret.

5.7 The Committee shall submit its final
recommendation to the Chief Executive
Officer within fifteen working days from the
date of receiving such grievance.  The
Chairman, via the Rapporteur, shall notify the
complainant with the Chief Executive
Officer’s determination concerning such
grievance within thirty days from the
grievance submission date. If this period
lapses without the complainant receiving an

alli gl 8 Al Ly 5-3
Balall @ JJ\)]\ M\ ua‘uai;‘ CJ\A i
2-1

alel 5l csal el Al Lo g ye JISY o
olegl)

G 4 ol 55 g

D oo allidl st Jla 8 alladl) Liny 5-4
A 4l daaie & il Cileleainl 3 amy daalll g Laal
el algall e L

elac ) dplel 48 goy all Glpn s jaal 5-5

e sl e sl Al a4 (53

di e @dsiy Aalll Gleldal palae o33 5-6
DA e B8 al A mally (p palall sliae )
Oy gldial) pane (A 4l jiel audy of sl

A aalll &Y gl

(S a1 ) Al e 5 il 5 5.7

Al Leadiu) F 5 e dee ag 15 S

Giob oo Al (b ashyy ol dasY

A o L Ay Mkid laal il

Gl e lag 30 oladl acge & dulls

iy dide 3l g0 3ol o2 clialily g e
a5 e Al

Tel.: (965) 24951000 - 1836000
Fax: 24951818 - 24920018
P.0.Box: 5291 Safat

13053 Kuwait

‘?.A“.__s)S)CQA)LAA VYoo, o0 0001850080 JUY U“i) I YeAVY :pﬁ)&)@d@whwb RS (315 Y)
Ministry of Commerce & Industry registration number: 30873 - Paid-up capital: KD 1.2 Billion

hoffice@kufpec.com - www.kufpec.com

(870) YATTo o - Y240V o vs 1 gl
YEaYeolA- Yi‘\O\A\AxuﬂS&
slaali 0Ya) 1. o

S oS V¥oOY



answer, such grievance shall be considered
rejected.

5.8 The Committee shall submit a quarterly | I el Ge (o5 @ 4l 85 5-8
report on its work to the Chief Executive (S s ay IS5y g2l s S
Officer.

This Resolution shall be effective as of the | sl as o s0a ) e I olel HAN Mgy Jeay
date hereof and all other terms and provisions | daluall a3, i) g ALl el ) el A8 Jaal)
inconsistent herewith in any previous )
resolutions are hereby revoked.
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