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Introduction

The company believes in the importance of
maintaining the highest ethical standards
in an informed environment and in
carrying out its business and ensuring
compliance with laws and regulations,
contractual obligations, work ethics,
policies, leading practices or any other
compliance requirements for all
employees or contractors in addition to
achieving flexibility, innovation, building
confidence in the work environment and
creating a professional culture that fits the
position of the company and its leadership

role.

Meanwhile, the company has relied on a
policy of code of conduct and work
environment, which includes professional
conduct and the following ethical
values that must be adhered to for
everyone who works for Elm Company in
one of the permanent or temporary jobs

under its management and supervision

el e BLas)l & raaly a8y il gog i
ailg_Ulg & obiill JLiioll ylodg Lglloci
J—a=ll tilisU5ig & yasleill vl oljilulg
sl gl 6351l c3l_swjlaollg vl _wluullg
of grabg all 2 02l (5p31 JUiiol vilulhio
digpoll §8ai ol aslo gl (gua-sleiall
G539 Jooll diy 6 dasill cLiyg jLAiLlg
Lajgag aspull dilbo winwlii digo aolai

«salyll

aclgd dunlpw adpunll Ganicl w23 cgo 99
ol e Jostig . J_o=ll & ing cglull
Loy il a il &b 501 py dllg (-igall
plc aspn (53l Jasoy go J4l ellag g pljil Ul
c1aj @ isgall of dajilall wail bgll (2] (-0

Lgolyulg Lgi)la]

03




Obligations of the

company's employees

The company’s employee obligated to:
1.

Exert the duties of care and loyalty
towards the company and its
development and maximizing its value.
Preserve the company’s reputation and
highlight its values and identity.
Non-exploitation by the worker of his
position to achieve his interest or others'
interest.

Perform job duties and tasks
responsibly and efficiently in
accordance with best practices, with
honesty to serve work interests
accurately and professionally, and
follow relevant laws and regulations,
policies, and work procedures, as well
as constantly striving to improve and
develop performance and professional
capabilities.

Dedicating the official working hours to
the performance of job duties and tasks,
and not doing any activities that are not
related to the job duties, unless
expressly and in writing authorized to
do so.

Do not hesitate to work outside the
official working hours if the work
interest requires and based on the
employer's instructions for the purpose
of work continuity in accordance with
the work system and
regulations, and the company's policies.
Not to do any action that violates public
morals and behaviors or any behavior
that is incompatible with the provisions
of Islam, including offending others
inside or outside the workplace or
inciting them.

Being honest and rejecting hate, envy,
backbiting, and gossip, trying to entrap
workers, and not entering into
controversy over sensitive or

its executive

controversial issues.

04

L

dspidll ebBgo iloljill

ol Loy @ pil gabhgo pjil

@5l olai cllg llg aqlisll 1olg Jou
lgious aubeig lgiveiig

Lgous jlialg a5yl deow (e BLaall
lgiugag

Lo2g) ubgll awniol Jolell JUsilwl pac
N JTLT) gi a dold dslowo (§uba]

.

aulg§uroy ddubrgll plgallg ciluolgll clsl .4

dilolg v3lwjloodl J o1l Lésg 6clasg
d_63 Jo=ll aJLno d_033) dicg Bgog
aslell wls ajlglllg aobilll cliilg .auigog
w2ull elasg . Jasll dldpolg Cilwlullg
Cilja_sllg cladll pg_big grwuail ailall
.uigoll

833_20llg dro_wyll Jo=ll GILbgl guyy 45
p3cqg .draibgll plgallg Lluinlgll pLusl
a_ilolgs G Leii U ab_iii Ly plysll
JSaiy el Logao g-43 p Lo dyaibgll
.Jgisog ayo

Jo=ll vilelw o)L Jas=ll o< Igilgiy i
s niéi Josll dalno cuils 13] drouyll
¢l g (Jo=ll wiolo Alayei e cLig
Josll pLbil Lésg J-osll dylpaiwl Byl
S pill Olwlueg @316iil diailg

dolell wlaIl elgiii Jlocl b pliall pac
luwjlao gf wilsyni i gl ougall glullg
b Loy @oilull dsypinll pléol 2o (5Ll
gl Jasll gléo g3l gud Il Gl écbwdl cls
ogie Byl gl as)ls

dinLirall 3_yig §anllg & sulll Ll
dlgloog doyaillg dusllg aunllg yaclillg
Ja2 9 JgdaJl pacg gulolell g gléylll
6115 gl dwbus puBlgo Jgo



Obligations of the

company's employees

9. Not to do any work that would incite any of

the employees or clients against the
company's interest or provoke the
workers, or incite other workers to raise
a collective complaint, and must work
on solving the problems and follow the
relevant company policies.

10. Reject any gift provided by the parties

with whom the company works that can
influence any decision and may lead to
an actual or potential conflict of interest
and may only accept symbolic and
souvenir gifts which are made within the
framework of the formal relations of the
company and under the company's
internal regulations and policies, as well
as Company employees or any of their
relatives are prohibited from receiving
illegal personal benefits because of
their position in the company.

11. Not to obtain benefits, loans, or advances

from individuals or entities that provide
or receive services or products, or
compete with the company in providing
services, with the exception of banks
and financial institutions from which
such loans and advances can be
obtained on a regular basis and for a
personal purpose.

12. Not to accept any invitation to participate

in conferences, events, training or
otherwise without the prior approval of
the company represented by the Human
Capital Enablement Department, "with
the exception of personal participations
in which the company is not represented
and at his own expense”.

13. Avoid and disclose practices that may

lead to potential conflicts of interest, in
accordance with the relevant policies
and regulations. For more information,
refer to the company's conflict of
interest policy
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Behavioral Abuse
Protection

aubglull Cibasill go dlosll

All employees are obligated not to engage in
any disgraceful behavior, whether verbally or
physically, towards any other person, and
whether it touches his body or honor, or
infringes his modesty, by any means,
including modern technology, as well as
avoiding what violates public morals and
behaviors including committing any of the
following, but not limited to:

1. Any intentional physical contact, or the use
of inappropriate or sexually suggestive
expressions.

2. Taking photos of employees or others,
inside the workplace or at events held by
the company, for the purpose of personal
use without their permission.

3. Commenting negatively on the other
person's appearance, dress, age, color,
race, or other matters of a special nature.

4. Using some words or descriptions that
have more than one meaning in an
inappropriate context

5. Using affectionate nicknames or phrases
when dealing with others.

6. Talking about matters of private life or of a
personal nature in an indecent manner, or
in which an infringement of the privacy of
others.

7. Engaging in jokes in a sexual nature or
allusions.

8. Exploitation of the job or work’s needs and
tasks for unethical purposes or motives or
with the aim of achieving his own interest
or for others.

9. Showing a desire to blackmail, bargaining,
or threatening for the purpose of covering
up, or forcing silence to report any
infringement that falls within the definition
of harassment, verbal abuse, or physical
abuse of the aggressor or others.
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Behavioral Abuse
Protection

10. Carrying out an immoral act that
constitutes harm (all negative practices
and all forms of exploitation, extortion,
threats,  whether

temptation, or

physical, psychological, or otherwise) by

any means, whether by act or word.

11.Spreading rumors, slander, spreading
negative messages and anything that
the

would harm reputation of the

worker or the company.

12.Any act that violates public morals and

good behavior, or any actions or

practices that are inconsistent with the
provisions of Islam, including offending
the religious beliefs of others inside or
outside the workplace,

or inciting

against them.

13.Negative practices that harm the

reputation of the employee, colleagues,
or the company. (For example, but not
limited to talking negatively about

colleagues, the company, or an

employee parking his car in a wrong

place in the company’s parking lot, etc.).
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Work environment and
ethics

Jo=ll vlsUsig diy

The company creates a safe and healthy
work environment in order with the
relevant laws and regulations and in a
manner that does not contradict the
provisions of Islam. In order to achieve it,
the employees of the company must follow
the following:

Communication

1. Respecting each other and considering
them as partners in work and to
cooperate to complete the work on the
basis of efficiency and exchange of
experiences.

2. The necessity for all employees
(male/female) to be ethical when dealing
with each other, not to abuse others, and
to strive for a professional work
environment.

3. Maintaining good relations with
superiors, colleagues, and other company
employees, avoiding what might harm the
relationship with them, working in a team
spirit and spreading positive interactions
among colleagues to help improve work
performance.

General appearance

Employees must take into consideration the
following:

4. The necessity to pay attention to general
cleanliness and maintaining a decent
appearance and taking this into
consideration throughout the work period
and in line with the instructions issued by
the company in this regard.

5. Commit to the official dress whenever the
work environment requires it and
according to the instruction issued by the
company.
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Company resources
and property

1.

protect

Care must be taken carefully to

the company's resources and

property, including - but not limited to:

Optimizing the company's
resources to achieve its goals
Follow the

safety regulations

within the company and not
neglecting and exposing property
to the risk of fire or damage

Ensure that

computers  are

protected and prevent
unauthorized use

Not to use the company's name,
identity and trademarks for
personal purposes

Use the official working hours to
complete the company's duties

Use of covenant, equipment and
office tools in the company's duties
only

Protect the company's assets from
theft or sabotage and inform the
Security Department when such

cases occur

2. The employee must take appropriate

care of the machinery, tools and other

resources owned and placed at his

disposal by the company and in his

charge and return to the company

unused materials.
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Rules regarding the
visitors to the company

dspull jlgjy §l=eii aclgd

No employee has the right to host those
with whom the company work with or to
charge the company any hospitality or
public relations expenses unless this
has been approved in advance by a
commissioned manager of the

concerned department.

Those with whom the company work
with are hosted in places designated for

hospitality only.

None of the company's visitors is
allowed to roam in the company's
corridors and offices without being

accompanied by an employee.

The company determines the areas that
are strictly prohibited from entering the
company’s visitors or employees who
do not have direct work in those areas,
except by prior arrangement with the
relevant authorities, and in order to
achieve an interest that benefits the

company
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Handling Elm’s internal
information and the limits of

aulslall cilogleall 20 Jolsill
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its disclosure

The privacy and security of information is
one of the most important values that the
company adopts to achieve its goals and to
improve the level of services provided by the
Therefore, the

company. employee is

obligated to maintain the privacy and
confidentiality of the company’s information,
whatever it is, in accordance with the
company’'s approved work policies and
procedures.

The employees must follow the following:

1. Maintaining the confidentiality of the
company’s internal information and not
disclosing it to any person except within the
prescribed or legally permitted limits and after
obtaining the company’'s written approval and
limiting access to the company’s internal
information in relation to the work only.

2. Not to take advantage of what they know
by virtue of their positions in order to achieve a
personal interest for themselves or for one of
their relatives or for others.

3. Maintaining confidential and internal
information and not disclosing it to others,
which have been viewed and related to the
security, are not available to the public, have
not been announced and have a material
impact on the price and value of the (shares )
of the company, It is also obligatory not to
trade in the Saudi stock market based on it, or
recommend anyone to trade on it, spread
rumors about it, or manage an investment
portfolio in which the shares of that security
are based on that information, even for the

\account of others,
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Handling Elm’s internal
information and the limits of

aulslall cilogleall 20 Jolsill

lgic oloo Ul 5gang adpull anlall

its disclosure

and this prohibition includes everyone who
works for the company, and whoever works
for the company, does not have any inside
information, and is not a leader or a
member of the board of directors while
trading in the financial market, observes the
provisions of the Capital Market Law and its
implementing regulations, or any other

applicable regulations governing that

security.

4, Not to deal with the media and the
investment community except through the
Chairman of the Board of Directors or the
CEO of the company or his representative or
whoever falls under the jurisdiction of his
job, provided that this policy and any

relevant regulations or policies.

5. Maintaining technical, commercial and
industrial secrets of the services that works
on or that directly or indirectly contributed
to working on, and all professional secrets

related to the work or the company.

6. Not to use social media to discuss the
company's news and projects, daily work
tasks, workflow, or abuse the company or
its employees, provided that suggestions or
observations are submitted through the
means of communication available within

the company in a good manner.

7. Any information relating to the

workers' private lives should not be used.

\

2lLnl J-asy go J5 Jaiy pBall 13 ag
g .@5pidl 2ol Josy 3o (elpg aspill
el g0 guulg @ulsla dogleo (i clloy
8jla 4l yulao dug e gl aualisll wail Bgll
pLBi pL4s] dyloll Gguul 6 alglai cLii
ol gl @346i0l @ ailglg & yloll Gg—wl
as)gll wlli piai lgy Jgomo syl wiloyhis

.auloll

b__ugllgpl_cilg o J—olill pa_c .4

6jla 4l yulao yuudy JU5 go U] s)lodiswdl

of oluiy g0 of @8piall (g3l Guipll gl

Ploisl ciai Jlacll 03 go i 2j3is go

byl 039y 2481l aiy ol e aisybg
asle il whwluw gi 2ilg) sig

dyjlaillg dyiall jlpwil lc & Bololl .5
il gf lgdle Josy il viloaall dxclinllg
1 ol 8piilio 8190, lgule Josll b pgul
a sloioll & tigoll jlywill g 1oog 8piilio
a5l gl Josll

weloib il Jolgill Jilwg pladiwl pac .6
olgo gl Lgeylitog a5yl jLsl diisliol
6wl gi . J—o=ll psw gi & 1ogull Jooll
0954 ol -l Lgib guloLoll of a5y il
JIL5 g0 vilbgalall gi cilojisoll pya i
Jhuiug @spill Jsla éslioll Jolgill Jibwg
Olol

@-l=ii il ogleo (i JUeiwl pac viay .7
.aplall gulolell 8liay

12




Postscript

Code of Conduct & Work Environment aiug gl ull aclgd dwbuw gl bl j4.0y

Policy and Elm’s policies can be viewed 2690 JU5 o a5 il wlbwluw gu05g Jasll

through the corporate agility and - suwdoll j 10illg @ igpall

excellence website https://agility.elm.sa/ https://agility.elm.sa/

For any question or inquiry related to this cever B Tl ] gi Jlgaw cSi e o [E
document, please contact the Employee el e Gy ] w Leerll] ey ] s .-.:}”

Experience Department .
P P Employee experience@elm.sa

Employee experience@elm.sa

.05 14 ’ >
Thank you nle
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