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DEFINITION:
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The Definition of a grievance. is a complaint, criticism, or incident of discrimination, harassment or
an accusation, or any other matter arising in the course of employment, or contracted work with
BABYLON FAYAA CO. that occurs or associated with any authorized BABYLON FAYAA CO.-
related activities.
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All of the Personnel at BABYLON FAYAA CO., have been given full guidance on Grievance, as
outlined in the policy and how to make a compliant if necessary. BABYLON FAYAA CO. are fully
committed to providing a work environment that is safe, fair and free from discrimination and
harassment for all employees and outside third parties to report issues relating to the company or its
employees. An essential part of developing that environment is ensuring that personnel are
encouraged to come forward with their grievances in the knowledge that BABYLON FAYAA CO. will
take prompt and effective action to address complaints of discrimination, harassment or any other
matters arising in the course of employment. It is Company Policy and ACOP, (accredited code of
practice) to ensure all Grievances are dealt in a timely manner, in order to lower the risk of any
escalation.
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Every Employee, Consultant any future Sub-Contract Staff, have the right to air his/her grievance
with Line Management. The procedures to handle Grievances are as follows:
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Reporting
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An Employee with a Grievance is to report the case to his/her immediate Line Manager. If the
Grievance is against the Line Manager, the Employee should report the issue with the Departmental
Manager and so on up the Chain of Command. In the unlikely event the employee or SE contactor
does not feel they are able to report this through the BABYLON FAYAA CO. procedures the
complaint should be made to the relevant authorities or proscribed person.
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Action to be taken by Line Management
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Line Managers and Departmental Heads will always always listen an Employee’s grievance with
empathy, however, at the same time understand the facts from fiction and emotive twist to establish
the reason for the grievance or complaint. Trivial issues should be dealt with and resolved at the
Line Management level. If an issue cannot be dealt with at the Line Management level, then the
issue is to be escalated to the HR Manager to deal with.
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Action to be taken by the HR Manager
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The HR Manager will always review the issue referring to the Company’s Disciplinary Code and
decide whether the case can be dealt with by Line Management. If this is the case, the HR Manager
is to refer the case back to Line Management with advice on how to deal with it. If upon reviewing
the case the HR Manager decides that the issue should be escalated to Senior Management, they
are to inform the selected, Grievance Panel to deal with it. The Panel can not include anyone who is
the subject of the Compliant being investigated.

G il e el (K S 1) Lo ity A8 ML Galall TalaaiV) (58 i ) AISE daa) ey Ay pidl 3 ) sl e gy
5 sdiall a4l 0¥ I oAl 8 e Al Alla] Ay i) 351 sal) pne e cand cAUAD) o oda il 13 A0 5 oY) U
Ll (0 Agled ¢ Lladl 5 ,1aY1 ) AISEA) dpraal any 400 Allad) Ara) e ie B 58 3 ) sl i 58 13 Leme Jaladll 388 Jsa
Lo Jebatll Amni Ll

Composition of the Grievance Panel
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The Grievance Panel members will consist of the MD (Chair), HR Manager (Member) and a Head of
Department (Member) not involved in the issue.
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The Grievance Panel should hear the case within 7 — 14 working days, taking into consideration
work patterns, and the availability of Panel members and any witnesses.
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The Hearing
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The Grievance Panel has the authority to call any employee of the company to give evidence. The
Grievance Panel will afford the Complainant the opportunity to present his/her case and call
witnesses to give evidence. The Panel will always make their decision based on facts, not hearsay
or biased opinions. At the same time, any compliant will be taken seriously both Internal and
External Complaints.
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The Decision
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The Grievance Panel, after gathering all the relevant evidence and facts presented, will decide on
the corrective action to be taken. The Grievance Panel may adjourn to make its deliberation and
publish its decision at a later date. The Grievance Panel will use the Company’s Code of Conduct
and Disciplinary Code to arrive at a decision if culpability is evident.
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The Complainant has the right of appeal if he/she is unsatisfied with the decision made by the Line
Manager or the Grievance Panel. In this instance, the case is to be passed again to the MD for
deliberation, and final decision.
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RESPONSIBILITY AND ACCOUNTABILITY
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Human Resources
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The Human Resources Department is responsible for administering and monitoring this policy. This
includes providing advice and assistance in the implementation of the policy; monitoring cases and
trends; evaluating and reporting on the overall operation of the procedures. In conjunction with the

Compliance Consultant.
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MD/ Senior Managers/Supervisors
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In addition, the MD, CMT, Senior Managers and Supervisors, who oversee or direct the work of staff
are responsible for taking all reasonable steps to prevent discrimination, harassment or any other
matters arising in the course of employment. It is expected that Directors, Managers and
Supervisors will lead by example. Ensuring the Companies Reputation is maintained,
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In addition, all are responsible for identifying and addressing problems through appropriate
management practices. Resolution of discrimination, harassment or any other matters arising in the
course of employment is an integral part of any management duties. This is to be revived in
Management Meetings when and where necessary.
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Complainants
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All Employees making complaints (complainants) have the responsibility to participate seriously in
attempts to resolve their grievance, not to make false or malicious grievances and to recognize that
the person complained about has the right to respond and defend any allegations.
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Respondents

Employees that have had a grievance lodged (respondents)against them, have a responsibility to
participate in attempts to resolve all of the issues; to recognize a complainant's right to raise their

concerns and not to victimize or harass the complainant or others involved in resolving the
grievance. This would be a breach of conduct and will also not help resolve the issues raised.
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Monitoring and Evaluation
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The operation of this policy will be monitored, and a review conducted at the end of every 12-month
period. The HR Manager will be responsible for initiating the review.
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Records
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The HR department will maintain any necessary details relating to employees who have acted in
breach of this policy in the respective employees' personnel files. A Grievance Record Form must
be completed and held by the HR Department; The Employee is to sign the Grievance Control Form
to acknowledge the resolution of his/her issue. The original copy is to be retained in the
Department’s personnel file. This is to be classed as “Staff in Confidence”.
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Outside Third-Party Grievance
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An outside third party that wishes to voice a grievance against the company or its employees can do
so by contacting INFO@BABYLONFAYHAA.COM or going to our website
www.BABYLONFAYAA.com If the third party does not feel they are able to report this through the
BABYLON FAYAA CO. procedures, the complaint should be made to the relevant authorities or a
proscribed person.
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External Grievance complaints will be investigated by the Country Management Team Lead by
Compliance and HR Manager, all complainants will receive a response to their grievances as soon
as practicably possible with efficiency and with the correct transparency at all times.
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The timeframe from the initial grievance report to the reply will be within 4-7 working days.
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The information provided by complainants will be treated by the company on a totally confidential
and anonymous basis if they should choose. Complainants have our guarantee that their comments
will be heard and acted upon. Noting that Anonymous complaints can not be sent outcome if no
details are known. They will always be investigated regardless.
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