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J umeirah

VITTAVEL

PRIVATE & CONFIDENTIAL

Mohamed Aslam
aslam_elken@hotmail.com

9" November, 2010

Dear Mohamed Aslam,

1 am delighted to confirm that it is our intention to offer you the position of Boat Captain,
Jumeirah Vittaveli (“the Hotel”) with effect from 1** February, 2011. This position will be
offered with single status.

You will be employed directly by the Hotel Owning Company, and a formal employment
agreement will be provided at alater date.

1.

4.

5l

Conditions

This offer and your appointment are subject to the receipt of employment references that
are satisfactory to the Jumeirah Group in its sole discretion, the receipt of proof of
educational and professional qualifications, satisfactory security checks & subject to
Jumeirah receiving work quota approvals for this position.

Location

You will be assigned to Jumeirah Vittaveli on Bolifushi Island, Maldives; you may be
expected to work from other locations from time to time.

Your appointment is conditional on any work permit or residency visa regulations that may
from time to time be in force. The Hotel will meet the cost of work permit and/or residency
visa applications in Maldives.

Salary

You will be paid at the rate of US$500 per month. You will be paid locally and monthly,
via the Hotel payroll. You will also receive Service Charge.

Accommodation & Utilities

You will be provided with fully-furnished live-in accommodation on the Hotel’s colleague
housing complex. The Hotel will provide heating, lighting, power and other wutilities
(except personal telephone call charges, which will remain your personal responsibiiity). In
addition, the Hotel will provide reasonabie meal and laundry benefits.

Health Care

The Hotel will provide you with medical cover for the duration of your assignment.

Vacation Flights

The Hotel will provide one economy-class return flight per annum for you to your home
destination.




7. Other Benefits

The full benefits structure for the Hotel is currently being finalised, and further details will
be provided shortly. This will include leave entitlements and colleague facilities.

8.  Relocation and Repatriation

The Hotel will provide you with an domestic air or boat transfer from Male to Bolifushi
Island.

In the event that you resign after completing one year' continuous service or your
employment is terminated by Jumeirah Group or the Hotel for a reason other than serious or
gross misconduct, the Hotel will provide you with a one-way economy-class flight ticket
from the Maldives to your Home Destination (or to another location at the same or lower
cost).

9. Notice Period

Your employment may be terminated by you or by the Hotel by giving one months’ notice
in writing. However, your employment may be terminated without notice in case of serious
or gross misconduct, as defined by Hotel policies.

10. Confidentiality & Conflicts of Interest

During the course of your employment, you must not undertake trade or work that is in
conflict with the interests of the Company or the Hotel.

You may not (except in the proper course of your duties) disclose information of a
confidential nature to unauthorized persons within or outside the Company, during or after
your employment with the Company. This restriction does not apply to: )

* Any use or disclosure that is authorised by the Board of Directors of the Company;

»  Any disclosure required by law or by any order of a court of competent jurisdiction, or
by a governmental or other regulatory authority which is lawfully entitled to require any
such disclosure, provided that, save where giving notice to the Company is prohibited by
law, you provide to the Company as much notice as possible that you are required to
make such disclosure;

s Any information which is already in, or comes into, the public domain other than through

your unauthorized disclosure.

Mohamed Aslam, we are very excited to have you join the Jumeirah family and believe you will
be a great asset to the team! We look forward to working with you on the pre-opening of
Jumeirah Maldives. If you could sign and return this letter to confirm your acceptance, the
remaining paperwork will be sent in due course.

Yours i Y,

Michelie ott
Human Resources Manager, Pre-Openings

Accepted: ' Date: /A —71-2000
Mohamed Aslam .~ \

SPH Private Limited
2" Floor (East Wing) H. Aagé, Malé, Republic of Maldives
Telephone: (+960) 333 999 2 o Fax: {+960) 333 999 8




ot

it

so mes ¢
Py sy L

R!PU.:IC or u’n.awu
NATIONAL IDENTITY CARD ¢ 2.
Number: A138480

S§N0482780

Az 3pgmg/ s
Signeture / Finger Print
Common Naeme AL ;3:‘1
3524
Aslam

Bicod Group 333 3%| Expires on 355 3535
o+ 16/04/2016




e

. Ve s k-
i

tr s
I SPH)
- .

[ X4

P Ld
Or dhrs s & 0 - s $r s Or COr D O LSS s
FIIPY pA = =AM J/{;) IO Pr=AD SPSACAAE SOAJ S

* * LEd

CCrrsrO0r 2rOrPs 03¢
PEZ TV B FE Sl el B 4

2iésy E3ani Aagts (A138480) Boa p3a23 lesia
SR8 283 237 23502 32012 23 8 02WTRR2012 2524205 545585

»
FIARA SAPI—AD PAJI S FPSISAN
-

€ P2¢CPrd O/ P OCOLEI ¢ O0r O/ © Ledy
-I)IJ"J"/ Vﬂﬁ)a'/r/) YIS ASSIIAES SA )J".d::ﬂ & s
rd

2012 &5 07

‘o
X
\T3
\s

O Ledd
SIS ACASE /'-"}‘CI
¢ 0P ¢ [ X4



325

2528 30 (33 B3 o (A0S1482) Juie 2Zp SAE3) 2AZG pAAn 5733 23s3 33733 534
rd

205 04 (33 RS o (AD51482) Jui 255 3553) 2255 5555 5553 2is3 53555 532

(225 2, 232 23 2012

www employmenttribunal. gov.mv: 25 info@employmenttribunal.gov.mv ;3}‘;« 3308774:%25 330770145 @iiesp 23 135843 (20037) SRS s



=4
sl

02/VTR/2012
A051482
01

) )‘b{’_/,

F"

N
N
\
Ay AR Ay N
‘o N\ o \y °s A
MR T u.n/ "ﬂ, ¢w “N UM m.ﬂ /ﬂ HN wm.
A3 U NN WA S NS Y 3
Yy Wy )] .,/ Wy " y “ h o g
LT\ an \ ox AN v oy . un N
.o Y L3 Y R ALY " ﬂ M : o
I S TN :
$oH N R \ =
\
’M oW ...J ”M X /’ ta.o vy ay cM/ w
vy o} an om AR N, at 2
o o.wz WYY W Y R N .o:n, N
°
ny oy u.m L3 Xy um nﬁ ”) ¢M
\ ~— v Y " NN by ) ay
uM oy o” \A ¢M ’/ %5 N”
3 A\ X oy na " N
. 3 N S o S
A\ Y N PN \a w”
Wl Voo Wy ay W N
o © W, NSRS o Y
; \ MR W W 3, N 4y
”m A \ A XN n \ “ W NS 3
o vy Wooxm Ay LA N T SO W
sl Q Y \y nd L W oy Yoo 1 ”./
/”O ’ﬂ M-M oy /-/ ﬂ/ a’ ,/ ¢W a/ ”Ma O”
LY " .
~ \\ A g N W oW e N
m \ ™ /w w.h S .}/ ay 8 NN ,” un
) W \J oy M N\ :
) 2 N w3y R AN
"— ,-u/ \s 6’ ’da / “) ‘-~ i N
vy LY . /y R ’A \A R :
- ) w/ o Ay N - o
LR N N SN
2 Vog oy oo R S ey
Ay o WA A3 “ . n
’, W” o~ /) S\ mu M-’, 6’ -,/ e/ *
LAY W 3 \
s Cn/ w/ x.a/ L "M oy w/ n” NS
} .‘ﬂ .:M R ..n, W S I 1
'ﬁ ) ‘o /” ay "’ /.// N /M ot
o} RN NS N SN S SR
N R O S N 2
oy ’” vy ay ,nz 4” "
3 b ° u L1 an AL vy g
i 3 ) N w/ wn oY A\
»“/ odz vy X Ay / R L
A 3 " N W " vy
any N S LR 3 )
c.n/, w.n/ :” V:M ”m ..M zM Ao uﬂ .:M om/
* L Hy ,M Y %Y ,.N NN L .\ . -
w/ X iy o o N Ae Y oy vy
) 3 ‘o, vy Y iy o o .
°N ey Y w2 N 3l
WY ; .n./ o} s /ﬂ. N\ A, A
RN o oey A
\\ A\ o




L &dd o rdrs o0r O trrd O0X 2/ I23C F$0 2072 O0r 0 cC 2 - ” o co *
Ad/’-‘d) ) TIPSV VP A I G A J’-ﬂ}_} Patatditod Fad 4 /'A/ Y PrAD S,V 2
P

P PR X 4 2,0, FR 4 P * o € drr D & 03X o Ed e >22¢co0¢ Orsrrs 0, PR o ¢ 2
VP AFISIP AOS LV AN ADIY ISV IS DI AV SO9PANS Seva YoP SIS S
-, -’ X - P P
, s O “ler > Or s o s $2 o¢ » ®0 e ©0rsO0XsrP LI LEZ XX OwrsrOr
ASVLOIIr—IND SIS SISVA .A/e VALYIY AN PIVI® P vy AP A I8Ny SISV
4 L 4
or(? o0cor orrrs or < P X3 LE LA P o ¢ oo o x o, LEEBTE T
SIS APAS SAPIASZ A PPN SO S PSNPALK L NP JOVIA @ SRS OIS SA
P P

- 7 0 DL O/Ox,' > Ll s D € 0 ¢ L X o 22> ¢ tEd >2¢ P AL ]
AJ.A,’—‘A) P Al Lot el J el Sl X and tJ"J)‘d PO PSA )’/"-/-4 AN PTG A PSSP
s 7 LR 4

QPPor 2202 06¢r 23 ¢332 0¢€0- 03¢ 032, >
[ OIAPISJISS O AP Y SIS AN S

s0 €O 0, 06> »OI- 0¢c oc~ ¢ o0c¢~r © Cco $rr> 03¢ s O O0CI s
VAIAPY SIS SA I -4-"_}-"/"#’ AV A.V VA)A,V Srr J‘/ /'-4 Palaladt & Tt B
P Py ’ * rd
6Cr? I O rEIXL c®* ¢ Lo» » Pec® ¢330, s 26 03, > 0 o > ¢ 0, -ox
SPEISIA SRISOIN SISO PP v S IP AV IAS ASKE® SIIAGAKP DS IA Ay

P . ” F 4 - -~
0rrr 23 o0ce
SV SN
> r,r Poxr ¢ os>e o > ¢ o0r 2. o020, ¢$20- PER P
A SIS LLLPACA 9SS P o5 /“J)J AAPITAS 2 PAS SPAJ SPAN PrA> ]
” - rd -~

e s eI e - <
ONINS S ACSS SA )_f.rn LIS Yr— Pr—AD PAJ S
- 7,

PR L . 0er¢cr > ¢ oc¢ PR
[ -.4_;)./'} ./.n(n.n A2 pASors :*; SIS SA ]

rPIX Or 0> & # 06> P2, S0P 0C - PrE s ¢
[ CAJIINY ANV, AV SIS SA S PAS IS ASVA Vop oA gA ]
rd ” ” * rd

L X LI o < or P4

P& 2, o -
PSS A J'/‘IJ“-A /"}/’J“/’ d-t(-ﬂ" J‘J‘J’.’) ./“.n‘.f)) )J‘J" .4_}/"_} )_} ).4) ¥ A RIS SA
*

0CC Orrr 22 0-,2C,> 20, 03> © ¢> -
SEPA SV AY SO S9SN r—P LIS SN
”

Po 22 €¢3-> or s LI22¥, O0r 0> ¢ PR or¢, #3230, »,- Or
el s 5235 agv Jvn_;;/vz.’x e Y A.r 2012 sare 17 ~prsis spax 3—a> |

[ QlP«sor 2 ]

P PPy
0er0r 00 cr 0 * o x s 0% #3. sr OCr POIUL O, OVt I LI, P
~, A> ISP, ,’eﬁ’ /ﬂ)e J"J"J"-ﬂ) A}’V ’ﬁ/’ VOV AN PISVIVE J",,VJ'./} LIV SSA '/'ﬁ

s - 4 * L 4
+3.. or ¢r 0 ¢+ ¢c> oo XY 0ocow oouo ¢ 0o» oc¢ 0oc¢ o~ ¢ >
PAP O FAPIPNS KADE SIS AP (AN LK@ AA S Anee/*n /..ff Vn/.n;d
P - - b d Pl L 4 L 4

», ox

-)_fn A}/V

02/VTR/2012 :ielr 3523



ct>

[ X ¥

SAI/

0rs,0r,
F >

>
4

O #3-

” O
SAAPPIA PSP SIIAD AFIY PAS ArD
”

”

or ¢coc¢ o¢ or
”>
X * 9

LA

©o» o
SIY ey,

> [3
AA

DENP AIPS SAIS SSPYS

<

o
”

[N XX

~ 32
P

»
”

[ Xt

- [ X4
AL P>
s @ Ead

X4 ”

s OXI O ( OX

S SA AFIVS J"J‘/'V/er-';/
L 4

o
s

<~

]

< ¢

rs32, 003340 ol ¢ o
RIS SA SPSVII—A D DPI/N
- »

>

o,
”

o >x

£ &L
”

e cx

[ X
SIS B DS AT IO SV LY
P

QCP¢c »

> >
rd

s 3, OCtr Pt
LIS SA ALPIONAD A PN

>

s #0 r06 OXIV,
TSI NAJASAS SV IS
v,

-

. ©33x
2045

O, c

Or #33,r

NSV PDY FeSA

drrs e
yYova

522

©Cx0 s
A VIV

P

Pcwor2¢cr3 2%,
SOOI AS S OPS A

e

[-d <

o -

o &
—y SV RP BPaa

”’

”’

s O 4:4/ ]
z e e

P
SSSA APPSO

<>
2 &

o}

>¢, o
o os S

>
i

s Or 2
Pl d
L 4

cr

PN D o

]

”sC0€C 20 ro0¢
”

Pox, ¢

>

» s,
Calli ¥ 4

fo
-5

3
-

>
”

Owr O
P

3

rd
”

”

£

& &
-~

L 4

<

>

> I3 Oroxr¥
SNPA RIS SIA SISV I m D PSP AFIVDS AN
P

o ¢ <

o
T
”
el —
-~ ”

L &
>
-

LIS SA VAN AVINVNY S SIS SSSS AN
e ”

-

P

>

> 2¢r > o ¢
”
”

>

(

> PR L o0x 0 ¢ L L4 € L 4
rd -~

@ o ¢
"y 2

bl

7 S 4
-

©o >4,

”

” 0

[ X 4
SAIS SIVEYD VA D S
L 4

o
”

€ o€~

”
AFF

[ 4 s 32, ¥ 0¢CeC
T RIS S A DOV A
P p

02/VTR/2012




~r Or

PASS TS Fr—AD  FeE e
” ”

or P,

LR &4 e3¢, >
-,

#02 #3390
YaAAA D3 SAVIIIA SeN)

LEE &

P4

-

s ¢
S oSrs

>
e 4

L3
”

0>

AVRIAVAS A A
”

0X o ¢
”

o ¢< o ¥
SIS VAN

PRIV A
L 4

PE LR 4

>

>

Pl kR Tadt ¥ 20

o
4

co¢cvor o ¢ ¢ 0 ¢
”

PBAD SAASS s PSS

>, 0

sy O

>0,

”

3
”

”

o 0 >

LR X X4
APIAYAS Py PIAN _$r—AD>

b4
”

S
ARCA

”

LR

CAFFV AN S

”

” 0> 0,

- 3,

A
w o
o o3
P D
‘vc V
L.
/M o
L Ry
g %
8 2
Sy g
Uy hR
/) LAY
"
A\
R
Ay ”.o/
\
%: A
WOR
vy <
3 A
w 8
W\ <
hoT
" A\
W
N/ "W
J 'ﬁ
A SN M\
38 Ve,
Od *
R\
ALY
"\
RY
\Y
AR
A}
)
k]
nS
Ry
o
W
o
2
ALY

ey

02/VTR/2012



02/VTR/2012
A051482

[ X4

¢
3
)_: >

o,

0 KReSS -
-

A
or
sz

2
LE

02

e
>

-
-

<
<

orax #y0- or
o ¢ L o
PN g SIS S SS

S PN PO

sy

-+ 04
09:00
»

A
2012 545 10

)4

[ 4
2012
* P> e
PAP S s AS
- ”

& s Or
S A=A
P
LE & X4 >o0r
LA
P

2

LSS

>

ors Sy

20,

(SAs
L E.&d

[

4 —

28>, s
IPI—AD D SSALA P
-’

A,
4

s Or

o
o

o0r 32¢r 2

AP Sy SOOI

o o
27
)
* >0,
SO SPANAS IS xS

4

-
trr O0r

[ X Xd

89N
or P

[ X ]

v\

or >
Pl d

o #$2,s s 2>

SIS A oy

[

PR L
o~ P

PO
e -

02/VIR/2012 .23

[
e

P E L

e

A051482
028 OrPs O0r
* 0%

SISO SIS AS®PE SAPI—ADT A AJPASC

os > 2 0
2r0-,
»
2%, CI2,0
AS®P9T SIVIY PAJI YV
P P

~

>

Prop ESIA ¢

s 2
ZrV2

O0r 0 »
Cd

»

ﬁ‘u-”—"

<
A

«wedd o
SIS ACAAP SOAJES IPr—A SIALD

o«

- 0

Ed

ors >



“w 2 or 08¢ or e » * > » o0 - 207 1

o »
SALI—T SISO AAJES S A TASTA PSP SIEAP 1'-4_}5) HA A IIrA SIARD

L &-dl

e +$ o ¢ 0,0 o o

» f > o Yk ¢ rx o ¢ ” s
vy -};}/’,‘ ,1,;.4 PVA (O PAYSIA SIS SSPSY SBE S AP A, 2000 :’J:‘J
- -

oc¢r oXO0oPr 0/ 0 7 I Or> Ors *

o Cr s «“® & > > o - x
AAJPIVING® DIl JSIANT SISO S ACEI rZPAA LB JIPIY SV s
L 4 - 'l

P * L O0XO0¢r s PO -

Cor >

Pe ¢ S ” o “ < - -
/0.4,;5; /'A,'} PAj A a55a5 16 g3 srmaeaie ceasgr pa 2

TR 24 >

LE X ]
SALCS T FASS APVA

Ed *

* LE X ¢ > $rrrs O L A d Or s> -0
DAV POI— APy SIS AVAII—AD SIS S IIACALE
L d L d

> s or Ol O~ DrOr> o0 Lo [3

. X3 <
,;”,y_pan—f /vy/vy MY PN HSIS AAPIAD D DI POARD PP PV AIIE
L d td L d

-

¢ dror® Ot rPrrd O st oCr s PP s> 060C © CcOC
BPAVSSY SVIS AP S S SRS ACer— S E PP AVAL PN
-~ -~ *
s OoX$r # - ¢ 207 s« ” > oO0Xx O¢ ¢ O0>¢rs LOrO 4 Dror>
A SIN® SO 30— A SOALD -3

J"’)'—'t 20 /’)"J’V/‘A Jd’ J‘J"J/"V SA AJJ‘J SO0 SUS I

*
17 533 ~3asia 4515; .::-yr: 3555 33525 555 2012 .::u,ve‘ 06 ;-:, 2011
td td

O s X O 2,0 * cer >

or s “w &
F3P asEs tasy RSkl asas .-.r) /vn,w-rrl /'-4} 2 P I P59
td

CCrrs 00 o0X Oor &

o x

[ X X X4 P CIDP LUesP o ©2,r0¢¢ CCrs 0
(}') SpA2 P 28 Sy s ¥ I g

Ll > ¢ s > > *> » o ¢ P X3 er2r 0> L
GOt ANV PP KA AVVP SAFES ASAS S03ANT S5 '4
P - - P s -
e I X SOOI O O & - ot
SUOS P AF S SV ')2}/’/"} 4“2}&‘)}42 J}J"A'ﬂ/t o5 )A} JJ"/ /"V —p 2y
- 4 *
o3~ -3 2¢3» ~» o P E LE I I

< O s
.A.AJ‘/‘V"./E J/"A Pad 2d

* O
P Lo

S -"’"}J E"'"‘ /")/VV) /"”JEI )}'—"” A2ALS Aare

ortk rrd o >0¢ o, - s [d 2, 2 o ¢
SASA PSSO AS SAJES SACOSA DI r—A SIARD DpISSA -5
*

0 ot «e o o I ¢ s o ¢» 2000 .4_;,.’:‘ ¢ ~® >
Fad I AP
s s

or # 3, * o O~ 0 - s O0r ~ CCrs 00

-] >
SSPIV FAPAS P PAFJIV IrA BIARD  SA SIS
L d L d

* ox ¢ ¢ o,

o s $oc oX > 3, orx & s o3, -

o ¢«
235 554 2 FAP SVASIA SRS SASKS SprACASE /04}5;
-

02/VTR/2012 :2a s

< L& o - -
A Yr—A A AVPOEI— pASe 5 SA Y J/‘ A prA >
4 L



ecr s »P o0 CcOo0C Cc&CDO SO, or0r coC o¢c -0 oc¢ o ¢ o%0c¢ srro0

AN s r—pAN sy PAS P A S1L0 oA .m_,‘(-v—'n ey 1 Py EYY
» - P - - -
T e - - - - -

Orrol o s &L s,
S OVOS AANIAY SIS 0P
”

03¢ r>® r» s PP, 0, ~”O0XIP oc, < LR X4 ® 20, wr Or > PR
PAS SIS ;v—'az SIS /*,v PV AV S Sy PPAN FI—AD S SA ]
Ll

cP - nHor, O06cC O oo ¢ oc s oy <L 2 ” & r PO, oxoc $rr o0 LEE X4
EFy. v e vt vy 2 A EeaMf A @A AJPASSSS  FVAA AAP—AD e
» 4 4 ” rd
Q <29 e P XL &4 < cce 0r 083 ,P>r Orr0c20 sr0¢
[ AP S PP VY .t/_pj A.?/'; - /)}0 .? TIPSV SIA SOVAD P NN
» e »

oc * ¢>r ¢ ¥+ o s s> &t oec ¢ ” < ox» o0¢c>0 » 3
AJA//! s7) /"/"J"ﬂ A.ff.? A.’ t../“d' 7’/} SA cAANE S /Jﬁ AA SIS A PISNA AA
»

-

o & Or s s ” [ P Xl ”,Or D
SAA SV v—')an A.t/g; JJA -/;Vt.a'/_‘ /'r‘-'-/_,( J.d ARV ) rfASEP

\
A 3
°
'
\
v
\J
\
—

P » Pad * > r2r0C>20 £0C PP o >, e -2
/}A /Aj f'.'—’/ A /A /VJ‘EJ’A AJ’A.?J'—"AA /'ﬂ}é} Pet® 4 _ﬂﬁd A.f/e, HAJ A

© L O/ rsrrOrd € 0 o 2% o~ O € L3 >0 > or 06 O ” CeLc >
td/J /""‘"'Jf_j /“/"/"ﬂ PPN JEAP D DIV VPSS JNA b SIPIY ARSI P
PR
$r 00 - 0C LCePs o »x o co >0 5% > 0C OorP » 0,0 s I2rord3 P« - CXX » o
VARSI SA A OAJES PN I PINPIY A PAS SASES PIrA PPAAD AA pYEOSs D
* * » - v P v -

< x c ” » o cc ox > oo

$OX Orrd0€C O0 COrsr 027073 ¢ D> s, [ d
SSOSSA SVPBISAA TP IISY EANP D LA DS A
* g
0r 0¢>» ~r2-r o < e e 233, -, 0, ¢ P 0 P #ococ oc 2
Pl el & Tadt IV L B b S R S Lk ad /‘1/"-")&’ HPVIIIA AYIPNS NAZAS AN} ]
-~ ' J LAl 4 »

s s Or o ¢ 22, 0¢ oxe o o, 2423, $r 0- o or &
.7 f'/_g‘d A.td,'—‘d? P SIS SSIA S 2}/‘5"—‘#/ f'}V.? 2242 /)l“/‘_’,’ /A SEAI ] ]
- - -

o ¢ P s O0C2C I, ”’ 0 o ¢ $0 ¢ O s O>rrd L XX > o > s Or
P AP LSSISA ASAPLALA SSA VS ALY P ASSS S APV AeA SSS AAP PN >

-, e P - - -
CrPs 0r ¥ ¢ PO e >0 & S Or
[ CHIPIIS Vs P SVPAA SIS S AN D

-, - -

o > > rx o C” sS O P, COor D O > O, OMr ¢ OC , > > PR A
S S L 2000 'AVEIJ‘IIJ.? J//‘A'A/e atabadiad Sl S N | AJ(AA Ly oSS

ore¢ -2 ,2% CO0Cs ® > ¢¥ » Or0r0 * s ¢ 0P *$ > .

VA s 500 J"/‘V"A P ASPS SAAA—D S g; /'4.7_;»—'4 /A )A} A PP Ay M@
” ” ” rd

p %o

354 4)"—.‘ 02/VTR/2012 Y

‘(\
AN

W



» . x »rx 0Crec O0r > OCrr¥d 0C> , 3, s >¥r CO0ro0 - ¢ ¥o
x2t 500 ~5x 2000 -asvh v~ a5y ArarTia '.AJﬁ/ ASTARE SO PrA S
”

CPIF¢r O0r s
el L P D 4

> O rr 63 0 “UX o 0 Cor 0>, 0 /" > $r 3 ¢ x ¢ ¢ o0c¢ce
n;ﬁ) /-.r/-n SV SA tn/4 /"‘-'-/,( VPSS EAP D S A~A4v .r' ” ;;o’/n ]
” -
o ¢ o ¢ - D, L &4 r 02,79 0 CC 0 X 0¢C ¢ e < Or¥® s G o s> -
P S SRSV SIA CIAS PASLSS P IA NAPA ADAY SSSA SVIAJIALIY =D A
” ” L ” ” Cd
Crr Or PR XR L < or o 0C ¢ o ¢ - er 0> ¢ o > *rs 0r
SPPI=AD D VO ARA A SSIA® ADSARA SSA )/"'} ﬁa‘d"ﬁ’ﬁ) /"J‘)J‘ AAPIr—n >
- L 4
O rs 00 s>, 065, V0¥ 00
[ SISS ASIY S SALA PA® I v
” ”

> PR X4 PRl - > o0k PR TR ” 0 - Or o [
PAAS ASIIA AZS2G5 FIAC ATSFATARE LOAJgr i ASFA 2 2012 A 04 22
rd rd

$5re Ap (A051482 (225 s 53 25 i B934

*or

454 25~ 02/VTR/2012 2845

-
Py

- o
4

-
2



4-s2o v

2012 f';

Crd Ors > ’s 0 eGP o 'l
—t SIS SPIACANE SOAYEP NS
rd P o rd

rd

x

¢

47 S

<5 4.2

-~ ® 0 -
el oadiid- & s V. VY
P

4
J‘

toaif 255525 23 2012 #3230
L o 4 L 4

Or 7

er 2

SIS FIIA
”

L3

4% g

!

7 3 2012 ;f;.fv‘ 04

25 es
4

M.

(5 04

ALAN

43 2012

s O er D Oorr 2 70 KUeOPS o~
SOP S PPIACANE SOAY S
g L *

L3
rd

OPp SAPI—AD

20,

2545

[ &4
SEZ PN

A ® o0
o
,

4
J‘

0w 19

> 2012 sria

”
& AS
”

70 UePP
)
J’

[ R
— SO FIIACANE SO

rd

2
P d

L X

rd

x

¢

4% g

-

133258 «(20037) 3225 -4

25 330770145 <&

¢ 3308774:=2

. o
AP

ec

www.employmentiribunal. gov.mv: <5 .j



SPH-ET/2012/26

PR * - cor > O KPP s
‘fﬂ)d}" )ﬁ/) /o—“;/d r—'n; ;;faoa;e P Y. 4
»
CCrs O P2r O [ EX]
F P Lalad L Eal- Lol /P 4
. dr 0, s O0r
: 02/VTR/2012 ~e~> 5545
o8, ¢ o0 ¢ - > 3¢ crs 0 ® €22 o0¢ > Prr O0r s SSs
SAAG £ LS EIY a"dar—'a . ar—'/ ASPAA SIS ® pIEAS ma2e SIS AP—AS )a;,v;;/
L4
® - L. P Fo o cr 27 07 $ o deor o e oc ® », 2 oy ®or 32 & 0r0rs > 0 v
J e /"C? Apr—apn Lo, ./'4; P PAL> ;f’-’d}d SA YV A At S rhr D P BN AT ACAKE e
r' d Cd Ld L4 - L d L4
CCrs 00 2P s O s 00
(P S Sl ASPVIAY VSN AN
L4 L4
€CCECC ©20C22W¢ O o
PN SPAAYIOS Papin
L4 L4
PR . s ¢
. 2012 pare 26
>0 ¢
Pl
Cd
Porx or v
oI sy s,ve
o » 0P or> ox s o0c r0 0
Pyttt DAL JA SEYSL A GV
L4 L4 L4
or > , O RePS o
FIACAAR s BAY P
s »
coe [ cs
SAF 2P >

20
¥ Ll ad

rf{'/)ld('_/ ’ Cess e vt <

1

j)"d'ﬁ/’g /On}g)

“ 95’0[90 (2 o7 2824

Jume?rah

VITTAVELI

SPH Private Limited

2™ Floor {East Wing) H. Aage, Malé, Republic of Maldives

Telephone: (+960) 333 999 2  Fax: (+960) 333 999 8



2 4,0 ec sy

SA L gk f—/y{ufg/g e
£SO s 2 o - & <

S pS 25 P T 2

23VIR/2012 2z o o2z

e r -~ Ve



@

Jume?rah

VITTAVELI
2,0
SPH-ET/2012/213 <o~~~
er $ Or -, @ sor & s &
Sra>ar )ﬁf) Pt g oA '—‘:/ SIS ACARE SOAY s;
”
CCrs Or P2/5O0rsrs ®>6é
B PISN, L Lot L andi e/ B 4
02/VTR/2012 2e~A%~ 35~35
I RX: 3 c o ¢ [ Y oo c » > cr o ® €2 0C I Prs Or S s Sé,
SOy S ABP LI }A“'—‘A / Er—'st RSP AA I YP® P EAS HADE ISSSS APIAD PAYSPIS S
” rd o 4 - L4 b4 Al
v 2 o - se to 20, s o9 27 00 s 0, o O ec o - > o er 33 & ore0r > 0 -
LPI” Syt E> ;..0—'4/4 PSSOy prACS }.."—'A/A SR B LA SArA (S SIPA LR FAPSASARE s
» P

PR o 3 cs > ® - 3 v o ® o cx
SIS ASIVIAL S, VIAAA oy e ‘.uu')) A=~ JN N )9
” rd rd rd 4 -

2012 &3 21

‘e
Xv
\\n
s

SPH Private Limited
2" Floor (East Wing) H. Aagé, Malé, Republic of Maldives

Telephone: (+960) 333 999 2 m Fax: (+960) 333 999 8



"
ov n |
Ay .| = 3
' 0y .u.) R 8 3
uu 3 cua “~ A u |\ \
! 3 *\ NIANY 2] -y
YR ] AL Ny vw | N A cﬂa aﬂ
o NINE 3 sy [ ay! W .
3 wa 5 |3 o % 3 N J [ w “
Ay A A3 BN \ " . 3 3 . 3 ;
13 LN o .” .” 3 } 1 : ..a
\n a, "\ W "W . ! . , |
1 X . . . \ u,.w D ﬁﬂ o~
NER EIR 3 YN Y N )
¢ : : c...

3 4B af 7l NIELY ) 4 A\ - W W\
8} ...w : X . ™ ax W N 9
”I am 3 R / N ﬂ” or—
SR ol | W //, r// // W ”
\E . . &= N\ : v
n..f. 3 u« u/ n” - \! /u/ \f) ALY My
REE N o] ® N kN ol
i | ; ./f.\ . " W
ﬂ” Ay d) .f

" . ; :
W W X : ../
L1} 2 . .a
) ) uﬂf
Ay S
Sy c~ fo | |
’) ~ I”f m "
a u” ° 8 S wu "
« W * v |
oy ay v N - 3 ;
ﬂ A c/a am < { :
wf } . N R nﬂ 1%
’4 \ R -ﬂa aﬂ- R 3

{ Wk 3 \ %
\ . L O \B aﬂ.' uﬂ {
.) ”u X ) n . ) ® N
- L1} bR k1) 3} ; ;
b} \Y 8 / "” M” 6
.M i 3 Wl N % : 3
IR 3 \| NN AREF
& % . 0/ N . : ”w n
“ XA . M‘/ g il
SR p N 3 # s
( s : R N W ]

"’ o\d .) n / .//I N Ly

b N W~ /l/ .ﬂ

-y Of ™~ A - :

*% 0 N . rp

R AN ay cl

w ;

218 .m,

R ...

.Wo | \s

W C

L

L]

.

Ny

»

[



€))
)

)
)

Pald

w2 (2)

Pros 00 $rrd 00
PT VAPI—TAD SIS SN

”

PSS A

s 00
*

A SPASD

»r4 2012 #32

-
[ 4
o

[ Sne

28 S 2%
g

& 06

& 52 g5
L4
e
o

&
L
-’

~
A

L4
L
[ 4
o

ay

”

A

o o0

”
”

, O K
rx.d
csos
SpAD> p
»
L
”
gt 22
[ X ]
eras
L d
e

p 2

»
3
4
¢ or
S p NS
or O
[ 4
P,
>z
2z &

‘<o

TP/ A® Ay

“r o
IpASS
P
A SIS
s 0s)
or
)
*3
o8 »
[ L Le” |
-’
o,
L

”
”
22

”
Tt et AL

AVEIPI PN

”

o 9 om o6
‘nsps
“ax
oxy
oxors
or e
or

[ XA
T2 L’ B e
-

sass o

I
>0 ore
o

L A Y

[ L4

rd
Cerr 00
ordos

3 ¥ 323
5 2

oS s
ALpAD . P
Cers 0,

rd
o e

vps _pAa
: P

»
s

Ld

20 su

”
”
”
s

”

D GP LTV IprA pIAS
Ll

g
rd

or >
pxy )
Py d
rd
co
”
LI &4
PPPISSP SPVPS AADS
Tdd
ay f’

-,
Orr sae

PPV ISrA PIPIIP FIVASAP
Sor S

OrPuw s,
AADS S/,

AY SN
’
P
»

L d
(34
S

® srOoNS S,
[ X X
A =P A
‘4
e
Sbrs 00
L L4
[ 4

[
® e
e --

® s
oe
- onmds
or e
y &
ors
®oce
orsr o6
-,
Lo
-,
otrs

L
”

NS .:.r;' ol

er s
Yy &N

oe
v
- >
PAISVAA JGP AILISY S
»
>

-
pe srd P27

o0
L&A
o

e

T4

o

»

L
-,

,
srroe

»
oce

A A,V PIS
o ‘prrhe

P ASL,
22

C8rs 0

CPAPS ASS®,

L4 4
PTACASE SO AYgr FAPS
,rd
»

20

”
®dr0 e
» O0r >
gar
o
[
[
L d
L

4

»
APOe=t o

L4

L

Icd

2,002

ocoe

L

€

, 0 He
d>reoe
seed
. S

Aoy

»

[ 4
TIPS PASSL SN

rEd
22 E

Ll

Cd

>

’

S0t ’”’{ Ay ” SSA SASA PPS SIPAP SAY 5’ HAOSA I PIASD ¢

PPt PIASD

or
s 0,
APAr>
o8 s
-

o

or e
coe
>r 002
prE S ga
oras

.

D B A



ol

3333644

A051482

779 2255

LA
W\ b
\ ”.”
p
N
t
L
LR ™
W W
R I
)
"
N

Sad o &
g 3 Spr
I Rr e P4

AR AT AL
b4 b4

e

-

2012
;:5 s

o
ASPA
-

s, Or

-
a
,

[ X4
2 s
-’ srsr PO
Pt ’f)/’l P8 SApIrA>

*

or
>




P-4 srshe D Orre B DOWOr PP rOr b s Cr s Grs oSy
PASPAVIANAL FRI) 25) ;’ ‘)J'Iﬁ,:f fn)l:'} L4 4 :'-ld'fd'f l;' :’4 RISV VSN v4 4.:)} )
cee P &r
'l”/)/fv J'V}ﬁ/

CeOP2PEr> omo s9Wer e O 20 Srrd 20
-)J'J'})f Sr SRS fd)//J LIRS SESNY )/:' Aty 2 J')J-.ln/o }J Prrs 0;¢ .rn/o—'n)

Crdrsh »r OCUOPPs P Srrd s, ? #> s I Pres »sr .22
FPEP~Y SASIA a-.uv;/- SLRACA Al ae 4 'ld -"'/’-‘" HANSY DS ) AOSS TS 5 5 v 2
Ce O8 rrdroys 1 TE 3L

oroe or ¢ PP e 2r0d CPPst rsrPoLPs S s LIOrsOr LE a4 r O0Psr $POsr s 0r P
/"VAA”M/I/ PP LPPAD SPHAYA PSPALNSY IdJ PHAVISNAS :-l//’ f‘ LS PAN PrAD VASy ;’
coLre rr 068090 o -' P4 s rer s 4 [ XXX J Srred oL 3= [ ¥4 - 4
SASUA  ISATIY IV, /A—r')-" J'J' 'I 'y SN /'—‘4) 44 PASP SIS 444v s
’ o

Ce e POrrrd» 06 m & o
PAS PSS S dddk & SOOIt it g9t

v ® Ozapa: rr Or & 2 00 Srr> 0 Prrd ors & Srordr,- o0
I I‘I FINRVPOP P~y ‘aAyy 3 L22) Srrs 0)¢ -ld/o—'d) ‘/4)”/ I‘/J"AOMC /J’}J"')/’J )J )
»

$ ‘doe 0srrrd o crre rseo
PASY NSSSS SN JV‘I J"”‘ ”’. ’)/’/ J'IIJ’ “/’—“) ‘d‘d ' 3 4 'f’ﬁ/ JI}"

* P
rsrd 08> e s »Ws Ore 28 PO 0r odre rrPPO0rsr0r 08Psr L 4> * L& X4
PO n)ﬁ,: LV fv/v.t P ] d)'d"ﬁ YN f/}d CODSACSRAY ALY J'”"-'/ AJ//O a-)/n tn
¢ wvo Or - Ce L SOrrr)d lt'ﬂ Or Orrovs [ &l PV O Prrd or
SAPITAD pA PALSIFIC s VAT ’) "'}/J'J )/ /4 SV—ABDS PA® ASVPIIr—AD SIS I‘/J"A.Me
L d L d
CeePOrrrd 009 o » Pr coe e2Psre s P 1A ; D 20,
PAS PSS S 4)4',: ;n—-’ J-JJ-A fﬁd—r'.nd 4)/' 14/) I J'f»' - )J-Aa-r- )-M :-v- /")/’/ ops

@

€]

“

o

(6




ytrb/)a'?’_

i i3 {

n';.; . AR

PHONE: (+960) 3333 644 « FAX:

. :“ r:g.'/ﬂbf'_/,

SHAH, HUSSAIN & CO.
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HENVSIEU, MALE 30994, MALDIVEISLANDS
PRONE: (+960)333 3644, FAX: (+900) 331 3433

Mr. Shualb M. Shah, BA. (Hons) (London, UK), Barvister-at-Law (rmer Temple)

Mo Dhesna Husesin, LL8. (Hons) (Binmingham, UK), L M (London, UK), Barrister-et-Let (Lincain's Inn}
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FINAL PAY SETTLEMENT R
- Date :07-Jan-12 08:00:58
Page1of1l
Doc. No 12 Doc. Date : 07/01/2012
Employee Name ¢ MOHAMED ASLAM JVM127
Empiovee IDNo  : JVMi27
, Department * TRANSPORT Last Vacation Date :
Position + BOAT CAPTAIN Last Working Date ! 06/01/2012
Hire Date 2 01-Nov-11 Reference No # VPS/2012/12
Basic Salary : 500 USD . Rsignaﬁori/‘l‘ ermination Péy Settiement
Start Date s 01-Jan-12 (O Vacation Pay Settlement .
P~
L~ Payroll For $ January 2012
Remarks :
Leave Type Days Amount
 Anaai eave Days 5,00 80.65 || BasicSalaryfor: _6days 96.78
Sick Leave Days 0 .00 Service Charge Amount '
Unpaid Leave Days 0 00} Total Amount 241.95
No Pay Leave Days 0 .00 )
Total Allowances Amount .00
Day Off's Days 4.00 64,52
Public Holiday's 0 .00 Total Deductions Amount A 00
Other Leaves .00 Payable Amount to Staff 241.95
. Total Amount 145.17 Payroll Deduction 241.95
L ) J__
’p\_ Amount In Words: Two Hundred and Fourty One and Ninety Five Cents Only
i
Approvedior _07-J;?:\2 08:00:30
Agandial Controller Received By

»* Computer generated form no signature required.
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e

e
Jumeirah Vittavell
" South Male Attol
Maldives Date :%
A eftv
CASH VOUCHER

SRL NO PARTICULAR AMOUNT INUSD

Mr Mohamed Aslam VM 127 | 241,95
E)

Total . 241.95

<

Checked By ~ Approved By Received By




Jumeirah

P VITTAVELL.
FINAL PAY SETTLEMENT
Date :07-Jan-12 08:00:58
Pagelofl
—~ 3
Doc. No : 12 Doc. Date : 07/01/2012
Employee Name ¢ MOHAMED ASLAM JVM127
EmployeeIDNo : vM127
Department i TRANSPORT tast Vacation Date
g, :
Position : BOAT CAPTAIN Last Working Date : 06/01/2012
Hire Date . 01-Nov-11 Reference No ¢+ VPS/2012/12
Basic Salary . : 500 USD @ Resignation/Termination Pay Settiement
' ~ {7 Vacation Pay Settiement
—~ Start Date : 01-Jan-12 - - -
f't;; Payroll For : Janvary 2012
Remarks -
L )
N\ —
Lopva Type Days Amount
Annusi Leave Days 5.00 80.65 Basic Salary for : 6 days 96.78
Sick Leave Days 0 .00 Service Charge Amount
v I; ‘ Days 0 ’ 00 Total Amount 241.95
No Pay Leave Days 0 .00 Total Al '
(¢ lowances Amoun .00
Day Off's Days 4.00 64.52
Public Holiday's 0 .00 || Total Deductions Amount 00
Other Leaves .00 Payable Amount to Staff . 24195
Total Amount 145.17 ] Payroll Deduction 241.95
",Q ) Amount In Wards :  Two Hundred and Fourty One and Ninety Five Cents Only
N
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In the following pages you will find all the information you need to work as a Jumeirah
colleague in this part of the world.

The first section explains what happens in your first few weeks with Jumeirah.

The second section explains what you can expect of Jumeirah as an employer.
There is information on accommodation. transport. leave. salaries, training and
development and performance management.

The third section explains what we expect of you as a colleague.
It includes information on behaviour. grooming. security and working hours.
The fourth section explains what you need to do if you decide to leave jumeirah.

When you see this @sign. it means there is a jJumeirah Group policy to regulate this
issue. Check the Document Management System section on Mercury for the latest
policy updates, or check with your Human Resources Department.

(B} - fusvsirets Posicy

Navigaror

ot i Pt
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Recognising Success

i - At Jumeirah our colleagues’ successes are supported and recognised. As
well as the global ‘Colleagues of Exceptional Value' programme and our
fong service awards, all our UAE business units have regular celebrations for
‘Colleague of the Month' and ‘Colleague of the Year". Your business unit will
also have special awards and recognition events. )

Jumeirah and Jumeirah colleagues have won many national and international
awards. You, your unit or your department may be involved in some of
these. There are awards for all parts of the industry, for example: Concierge
of the Year, Business Traveller Awards, Conde Nast Traveller Awards, What's
On Awards, Hotel Olympia, as well as awards for emiratisation, business
excellence, marketing, customer loyalty programmes, education. life-
guarding, finance, supply-chain and housekeeping.

ATiip Advisor avard for Dar Al

Masyaf. Madinag Jumeiraly

Navigator / Welcome Pacl:
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.different areas in the company.

Your first few weeks in a new job and a new company are exciting - but are also hard
work. We are here to help you every step of the way.

Here are some of the first things that will happen:

Jumeirah Orientation

Detailed information about the
company with colleagues from

An opportunity to meet the
Executive Tearn

SBU/SSU Induction

All about your SBU/5SU and the guest
and colleague facilities

Department Induction

Specific information about
your department

Navigator / Wilcome Pack
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When you arrive in Maldives

When you arrive in Maldives from overseas. you are met at the airport on the
capital of the island of Malé. Jumeirah colleagues ask you for your passport (to
process your visa) and take you by either plane or boat to your accommodation
on your island resort. You will get plenty of help finding your way around and
settling in before you start work.

Your first day at work
On your first day. you will go to Human Resources. They will:

« Ask for some personal information about you. (for example details of your next of
kin, medical information)

« Take your photo for your Jumeirah ID card

-« Give you an appointment time for your medical check up if it has not been

facilitated on arrival in Malé before connecting to the resort
« Fill in a form so they can open a bank account for you

When Human Resources have finished their paperwork you will go to your
place of work.

Narigator ; Welcome Pack
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Who Does What?

How du you kniow wio to coinact with youl questions?

Human Resources looks after passports. travel. visas and health checks for all
Jumeirah colleagues in Maldives. If you have any questions you can talk © your
Human Resources Department and they will make the necessary arrangements
for you.

Your Human Resources Department looks after you in your business unit. They
have all the information about your contract of employment. They will guide you
through an induction process to help you settie in as quickly as possible. You can ask
them about Jumeirah policies and they will help you find the information you need.
They have copies of many of the forms you need. You can go t them if you have a
problem and need help.

Your Manager looks after your day-to-day needs. Your manager understands your
job description. your working hours and benefit entitlements, so it is a good idea
to ask your manager first if you have a question. Your manager may have copies of
forms and will have to sign them for you before they go to other departments.

here are @ Ot O 2o e ! | new foie
Tt | I \p you sede into QU 0!
1 f peOP\l, w help ba
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ur First Few Weeks

Passports and Visas

a4 e st e e

\ Passporis

Keep a note of your passport expiry date, because it is your job to
] make sure your passport is valid. You will be sent a reminder to
renew your passport, but make sure you leave plenty of time as
some embassies take a few weeks to process applications.

oo™

Jumeirah keeps passports for some colleagues. They are kept in a safe place and
this means we can renew visas easily. You can get your passport at any time, by
completing a Passport Requisition Form (available on Mercury or from your Human
Resources Department).

Your Work Permit

Non Maldivian Nationals must have a valid work permit and be under the
sponsorship of an employer to live and work in the Maldives. Jumeirah pays the
cost of getting a visa (except for the cost of attesting ceriificates). Before you get a
work permit, or have it renewed, you must have a medical examination. If you fail
the medical. you will not be allowed to live or work in the Maldives. Once you have
obtained your work permit. your authorised dependants can get their visas too.
When you stop working for Jumeirah, your work permit is cancelled or transferred
10 your new employer.

P—
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Medical Checks and Health Cards

You must have a medical examination 50 you can get your work permit. This will
need to be renewed on a periodic basis. f you don't pass the medical you cannotlive
or work in the Maldives and you will be asked to leave the country.

In certain jobs {if you handle food or work in the spa or medical clinics. for
example) you will also have to have regular
OHC (Occupational Health Checks). You will
if. have one of these specialist health checks
every year. Your SBU/SSU Human Resources
Department will tell you when your next
appointment is due.
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Your First FewWeeks

Your Bank Account Details

Your salary and any other payments are made into your banl. account. If you are
new to the Maldives, we will help you open a bank account. If you already have an
account, you can give the Human Resources Administration Department your bank
account details when you join Jumeirah.

You are paid at the beginning of the month for the hours you worked in the previous
month. Your manager will give you a sealed payslip every month which explains the
hours you worked and what has been added to or subtracted from your salary. (See
‘what you can expect from us’ for more details).

You may want to change your bank while you are working in the Maldives. To do this
you will need to get a clearance letter from your existing bank saying that you do not
owe them any money (see ‘banking and salary certificates’ for more details). Your
Human Resources Department can provide you with a form that will help you give the
bank all the information they need, but the banks may charge you for the clearance
letter. You are responsible for any fees.

_ Branches of the State Bank or India, Bank of Maldives,
;. Bank of Ceylon and HSBC are all available on Malé. All
. have ATMs and accept international cards.

e
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Your Contract and Probation

Your contract of emipioyment is a legal docuineiit. su make sure you keep it sale. it
explains what you and Jumeirah have agreed to. You will also be given a Schedule of
Entidements that explains your benefits in detail.

oy

In your first three months with the company you are employed

‘on probation’. These three months give you. and Jumeirah. the
" opportunity to find out if there is a good match between your
expectations and ours. During this time you will have regular
meetings with your manager and plenty of opportunities to
discuss your role and get the training you need to do your job.
You will have time to settle in. make friends and build the skills
you need to be successful.

During your probation period you will not be entitled to discounted colleague
accommodation in our hotels.

In- most cases. at the end of your probation you will be successful and will receive
a letter confirming your employment with the company. In a few cases. contracts
are not extended beyond the probation period. This can happen for many reasons
-including inadequate performance, not fitting into the teamn, poor attendance and
punctuality. Please refer to your Employment Agreement for further details.

P—

With your mana ger
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Getting Involved

Wher: you join Jumeirahi, you become part of a community - especially in the
Maldives where most colleagues have left family and friends behind in their
home country and work and live closely with each other. There are lots of ways we
communicate with each other inside the company.

Mercury - the intranet - is available from work computers or through kiosks in
the Colleague Community Centre. It is the best place to find the latest company
news, forms you may need or information about company policies. Most parts of
the business also have team sites where they share the latest news. information and
pictures. Training sessions to familiarise you with using Mercury are available from
your Learning and Development team.

Your department will also have regular briefings and meetings so you know what is
happening in your business unit and in the company.

Alot of important information appears on notice boards and screens, so make sure
you check them regularly.

. We also have a regular newsletter - Chit Chat - which has

news and events from our properties globally. It is written by a
team of colleagues and anybody can join this team if there is
a place. We try to have new colleagues joining every year from
various properties.

. Choices

A

We celebrage National Days
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If you visit the Colleague Community Centre. you will find there is a lot going on
there. The Mercury ‘Colleagues Corner is the best place to start. You will find there
are sports events. charity opportunities. cooking classes and ali kinds of activities and
colleague activities to engage in.

SBUs/55Us hold birthday parties, award celebrations and each also has an annual -}
colleague party.

It is important that you tell us how you feel about working and living at jJumeirah.
You are in the best position to pass on ideas and we want you to get involved and
make a difference.

Giving Your Views
Colleague Opinion Survey (COS)

This happens once a year and is a confidential survey of all
Jumeirah' colleagues worldwide. We invite you to tell us
exactly how you feel. We share the results with you and use
your opinions and feedback to improve working and living
conditions. You are also involved in action planning to
improve your department results.

Colleague Consultative committees (CCC)
Every SBU/SSU has regular consultative committee meetings.

The senior management team attend the meetings and colleagues appoint a
representative from their department. The minutes of the meeting are put on
notice boards:

Big Engagement Workshops
This is an opportunity for colleagues to hear directly from Jumeirah's Regional team.

senior Management visit all the SBlJs «ind SSUs to meet colleagues face to face and
answer questions.
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Your Accommaodation

When you work for jumeirah you are

.entitled to acompany accommodation.

There are rules about colleague behaviour
in dccommodation in the What we expect
of colleagues’ section of this handbook.

Colieague Community Centre

Facilities

" Colleague restaurant

Colléague Corner Store
Internet facilities
Library

Sports facilities including multi-purpose

" sports court, table tennis and pool table

Swimming poot
Fax and postal service

Free linen service {dirty linen is exchanged

for clean linen once a week)

Mosque
Transport

If you are working at Vittaveli, there
is a boat service that will take you to
and from Malé. If you are working at
Dhevanafushi, there is a boat that will
take you © and from Thinadhoo. This is
subject to availability and schedules will
be communicated.

The Salary Structure at jJumeirah

Jumeirah has either a fixed rate or a salary
range for all positions. Different jobs have
different salaries. In jJumeirah we don't pay
based on the length of service.

Some positions have a rate for the job. This
means that the job is paid a fixed rate and
everybody doing that job is paid the same
amount. These pay rates are measured
and checked against similar positions in
other companies in the Maldives. Often a
guest contact job will have a higher salary
than a heart of house job.

Salaries can be paid directly to your bank
account.

If you are not sure how your salary is
calculated, contact Human Resources so
they can talk about your salary privately.

Additional Payments

There are several different incentive
schemes for colleagues. Most colleagues
receive a monthly service charge. Senior
Management is eligible for an annual
bonus. Incentive schemes are usually
connected to meeting set targets. Ask
your Human Resources representative for
further information.

Whatis Service Charge?

Service charge is added to guesis’ bills.
The service charge amount s paid directly
to eligible colleagues. This means, it pays
to be a good sales person at work - if the
business is busy, more money comes in,
service charge is higher and there is more
meney in your pay packet.

Navigator / Welcome Pach
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Banking and Salary Certificates

Talk © your Human Resources
iepresentative il you need a leter o1 a
salary certificate.

Banking Facilities and ATMs

Banking facilities and ATMs are available in
Malé. Check the maps for ATM locations.

Statement of Service

When you leave Jumeirah, you can ask for
a statement of service. This will include
your dates of employment, the positions
you held and your final salary:

Taking Leave from Work
Annual Holiday Entitiement
The holiday year runs from Ist January

to 3Ist December inclusive. Colleagues
are entitled to thirty days paid annual

_holiday per full calendar year. You will be

eligible for your annual holiday on a pro-

" 1ata basis upon successful completion of

your probationary period. Annual holiday
is calculated at 25 days per completed
calendar month.

Your manager has to approve the dates of
your holiday and will say yes or no. based
on how busy your department is and what

- other holidays are already booked. To

avoid disappointment, apply for leave at
least one month before you want to go.

Please note that you are unable to carry
any unused annual holiday cntitlement
forward to a subsequent holiday year
unless you are given a written permission
by your Manager.

Maternity & Paternity Leave

Female colleagues are entitled to a
naxinurn o Sixly Caienaar days maternity
leave and male colleagues shall be granted
a maximum of three days patemnity leave
in line with the Employment Act 2008 (as
amended) of the Republic of Maldives.

Circumcision Leave

In the event of the circumcision of an
employees son, the employee will be .
granted a maximum of five days leave. This
must be supported by a medical certificate
from the licensed medical practitioner
conducting the circumcision.

Sick Leave

The number of days you can take as sick
leave are in line with the Employment Act
2008 (as amended) of the Republic of
Maldives.

If you are going to be absent from work
due to sickness or injury you must inform
your manager at least 2 hours prior to your
shift commencing.

If you are sick for two consecutive
days or longer. you must provide your
manager with a medical certificate of
the sickness/injury issued by a licensed
medical practioner which clearly specifies
the nature of the illness/injury and the
recommended duration of sick leave.

Compassionate Leave

In the event of a bereavement of an
immediate next-of-kin or any other
significant emergency you will be
entitled to a maximum of ten working
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days compassionate leave per calendar year.
subject to approval of your Manager.
An immediate next-of-kin is defined
as your parents, spouse. brother. sister
and children.

Unpaid Leave

if you need to take unpaid leave for any
reason you will need special permission
from your manager. The decision will
depend on your personal circumstances
and how busy your department is.

Taking Leave from Work

Before you take unpaid leave you must
use all your outstanding lieu days and
annual vacation.

if you take unpaid leave you will still receive
your allowances for the first 30 days.

If. for any reason: your unpaid leave is more
than 30 days. you will not accrue vacation
nor will you be entitled to receive bonus
or service charge for the period you are on
leave over 30 days.

Home Leave Tickets

In your Contract of Employment it says
you are given an air ticket home. Your
flight will be booked for you through the
HR Department. You will need to discuss
with your manager first for approval.
Complete a l.eave Application form and
a light Bocking form and lave them
approved by your manager. Give both
foirns together to your SBU/SSU Human
Reseearces Department and they will

make the necessary arrangements for you.

You can use this home leave allowance
o go anywhere in the world. but if the
ticket is more expensive than your home
leave ticket. you will pay the difference.
You have to use the allowance for yourself
- you cannot take cash or give the ticket
to another person. You cannot ‘save your
ticket - you must use it in the year you are
given the allowance.

Healthcare

Jumeirah provides you with healthcare
cover in accordance with the prevailing
Employer corporate policy. Your health is
covered from the day you join until your
last day of work.

When you join Jumeirah. we will ask
about your medical history and keep this
informadon on your file. Please make
sure you give us accurate information,
including any pre-existing and chronic
health problems, so we can find out what
level of medical care will be covered. It
is also important to tell us your medical
history so we do not put you at risk in your
job {for example you may have an aliergy
we need to know about). This information
is confidential unless it would affect
your wellbeing.

There is a resort clinic located on the
island. Each clinic has a qualified doctor
and you also have acress 1o a network of
tocal hospitals and clinics. To find out more,
please contact your Human Resources
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Dealing with Work Issues

I 2y company, problers and Coimi:
can arise. and colleagues may feel that
they have a genuine grievance they wish
to be resolved. The Grievance Procedure
is a shared responsibility. '

gien

We are committed to:

Making sure all complaints are fully heard
and are investigated

Ensuring alt the people involved are given
an opportunity to be heard

Finding a fair resolution

Telling the colleague who raised the

- grievance what the results are

If you raise a grievance you must be
committed to: Talking about the issue
truthfully and fully. If anybody raises a
grievance that is malicious of untrue they
may be subject to disciplinary action.

There are two possible stages to the
Crievance Procedure. The procedure can
finish at the end of any of the two stages
irboth sides feel & fair resolution has beer,
reached.

Stepl

Talk to your manager first and explain
the issue from your point of view. Your
mimager will investigate and may need o
talk to others involved. Where appropriate,
your manager may take action to resclve
the issue. You will have a response within
7 days.

Step 2

&d with the cuicome.
you canwrite and ask for your HR Manager
or HR Director to review your grievance.
You will have a written answer within 14
days of the hearing. Their decision is final
and binding.

i B I P -
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Careline

Jumeirah is built on integrity. trust and
honesty. To protect these values we
offer ‘Careline’ service to help you. your
colleagues and the company.

Use Careline to report work problems
if you have already tried all other ways
(for example through the Grievance
Procedure) of reporting a serious incident
or problem without success. You can also
use Careline if you feel uncomfortable
reporting something to your Department
Manager. HR Department or Security.

You can use Careline to convey confidential
information about:

¢ Acolleague whois actingunprofessionally

« “jogive detailson wiong oriliegal practices in
the company eg. fraud

Please note that Careline is not for HR welfare
related issues such as accommodaton,
colleague catering or transport issues. lssues
of this nature shotid be raised in other HR
forums, inclading Colicagie Consultative
Committees (CCCs).
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What we expect from our colleagues

Your Career

We are committed to managing your
performance and gving you the opporwnities
and resources you need to grow in
your job. Building your career is your
responsibility, but your manager will guide
and encourage you and give you feedback
on your performance. If you put thought

- and work into feedback sessions and

are honest in your discussions with your
manager, you will benefit a lot.

When you join Jumeirah

{see Your first few weeks’)

"+ You will have Jumeirah Orientation (P).

$BU/SSU induction (P)and your Department
Induction (P)

* You will have training and coaching in

_ your job

* You will have a full job description

During your three months probation you
will meet with your manager several times
1o talk about your progress, your strengths
and anything you need extra help with.

Quarterly feedback sessions

Every six months your direct supervisor/
manager will meet with you one-on-one
10 give you a performance review. You
will talk about your progress and you can
discuss any issues that concern you.

Annual performance appraisal

Once ayear you wili have an appraisal. First

you will complete a self-appraisal {you will
be asked to rate your own performance).
Then you will meet with your supervisor/
manager and discuss your performance,
your long and short term goals and any
training and development you need to do
in the next year. Your manager will help
you plan training or coaching and make
any improvements to your performance.

How we measure performance

To be successful in Jumeirah, you need to
know how we measure your performance.
In all our appraisals we will look at your
core competencies, your approach to
work and your behaviour, your attitude to
customer service, your appearance and
presentation and your communication
and team work skills. We will also look at
your work practices. decision making and
problem solving skills. teamwork and your
integrity at work. Of course we also look
at your job description and how well you
do your job, and supervise others (if this is

. part of your job). Look at the Performance

Appraisal Form or go to the Training and
Development team site on Mercury for
more information.

Nanigator / Welcome Pack
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Training and Development

We are committed t© your ongoing grovth
and progress as a Jumeirah colleague and
there are a lot of opportunities for training.
Some ofthese are internal training courses,
some are external. You can also cross train
in another department. Some training for
your role will be compulsory {for example,
on operating equipment or for health and
safety). Other waining is voluntary and is
an opportunity for you to learn more skills
and grow your career.

External programmes

You may be able to join approved external
development programmes. These may be
fully or partially sponsored.

Cross Training

Cross training is an opportunity to try a
different career in jumeirah by going to
work in another department or SBU. This
can help you decide on what career suits
you best. It also helps you learn new skills
so that you have a better chance of being
successful when a position is available it
does not guarantee you will get the job!

All colleagues are expected to go for
training every month. Take your Monthly
Training Record with you to sessions and
ask the trainer to sign it at the end of the
class - it is your responsibility to keep your
record updated.

Career Opportunities

e
Our internal sacendice aic posicd oih

Mercury. We are always looking for the
best candidate for a job. and if an internal
candidate is the best applicant. then they
will be selected for the job.

If you are interested in a vacancy. please
contact your HR Department who will
give you more details on how to apply.
Your Human Resources Representative
will contact you about your application.
You may be asked for an interview with
a manager and a Human Resources
Representative.

If you are successful in your application.
your manager will make arrangements for
your transfer. If you are not successful, your
manager will tell you why you were not
chosen and will help you think of ways to
improve your chances next tme.

Employment of relatives and friends

We are happy to accept job applications
fromy your family and friends. Your relatives
will not get special treatment when they
apply for a job - they will be considered
equally with other applicants.

If you have any family relationships in
Jumeirah. make sure you explain to them
when you start work with us, and keep us
updated if the situation changes.

-
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Diversity and Equal Opportunity

The 102 nationalities that make up Jumcirah give us a uniguc opporiuiity W icaln. w
understand and to value our differences. We benefit from the different perspectives
our diverse community has to offer. We must all make sure that everyone - guests,
colleagues, suppliers, contractors and their employees - are treated with respect and
courtesy.

prrrs

Jumeirah will not tolerate discrimination on any basis. including discrimination based
on race, colour, gender, nationality. age. disability or religion. All colieagues must be
treated fairly. This includes equal treatment with regards to compensation, working
conditions, discipline. benefits, and equal access to opportunities for advancement.
training. transfers and promotions.
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Business Conduct and Ethics

Inegrity is une of jumeirain Groups Guiding Prinipies ana we are comnuied to
upholding the highest level of ethical conduct. This ensures we effectively manage
the business and keep the confidence and support of our colleagues, customers,
suppliers and community.

You will be asked to read and sign our Jumeirah Business Conduct & Ethics Policy. if
there is something you do not understand after reading it. please ask your Human
Resources Department before you sign.
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Protecting Data

Information has a value and so we always protect data about colleagues. customers
and suppliers - this is also part of the Jumeirah Colleague Behaviour Guidelines and
Business and Ethics Policy. You may be asked to sign a Confidentiality Agreement
when you start work.

- Remember: Never give out personal information about your colleagues or
customers

* Don't pass on mobile phone numbers without permission
» Lock cabinets and drawers that hold sensitive information
* Don't share your computer password

The Human Resources Department is responsible for protecting information
. about you. This information is kept in a personnel file. The only people who can
see this file are your manager, Human Resources and other authorised persons
such as Security. You can see your file if you wish, as long as a Human Resources
representative is with you and you take nothing out of the file.

Remember to update your personal information (e.g. address, telephone numbers,
names of dependents) if there are any changes.

Navigatar / Welcome Pacl.
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Talking about Jumeirah
Media relations

The Jumeirah Corporate Communications team talk to the media about news

--and-events in the company. They need to know what activities are happening in

Jumeirah so they can answer questions accurately. If a member of the media asks
you questions, formally or informally. do not try and answer their questions yourself

- - refer them to your General Manager or Jumeirah Corporate Communications. If
. they ask for a statement or interview you must seek approval from the Corporate
~ Communications Department first. This protects both you and the company against

- .incorrect information appearing in the newspapers and online. Remember that ‘off

the record’ does not exist!
Blogs and online communities

These new forms of media are a great resource for us, and our jJumeirah Corporate
Communications team keep an eye on sites like trip advisor.
com to see what our guests are saying about us.

As aJumeirah colleague you are reminded that, if you contribute
to these online communities or have a blog, you are expected to
be an ambassador for Jumeirah and respect the same business
conduct and ethics as you would if you were meeting friends
face to face. This means that you must respect confidentiality
and not behave in any way that threatens Jumeirah's reputation
or performance.

iy,
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‘Whatwe expect from pur colleagues

; Phones and Computers

Jumeirah has strict policies on the use of personal computers and

email at work. You will be asked to sign that you understand and
. agree to these policies if you have access to the IT systems. All )
messages you send or receive. even messages you have deleted. can
be retrieved and may be reviewed by management.

- When you sign. these are the rules you agree to:

| " e Nocopying or loading software from the Jumeirah computer systems

» All software and peripherals on your computer must be approved by

- the IT department

* Your account is for company business. You should only use it for
professional and business communication

* L og off from your PC when you are away from your workstation

* If you have a Jumeirah email account. your contact details will
appear in the Company Directory on Mercury

* Remember to tell your IT Department if you change your contact details

: Personal phone calls

Work phones, landlines and mobiles. are for business use. In some job roles
you will be given a business mobile. You must keep it turned on all the time
and be available to respond to calls or messages.

In an emergericy. you can receive a personal phone call at worl. Many :
colleagues in Maldives have a mobile. but you must not use your personal

mobile during work time or in work areas, unless you need to as part of

your job.
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If your manager or supervisor does not know you will be absent he/
she cannot plan. and your colleagues wili have to do extra work to cover for you.

There are a few simple things which can help you avoid this situation and help your
manager run the department.

Get your manager’s approval in advance if you know you need to be absent. If you
cant work. tell your manager as soon as you can. Call at least two hours before the
start of your shift if possible.

If you are absent without your manager’s approval. or if you are regularly late. your
chances of promotion may suffer. in some cases. you may be disciplined. If you don't
come to work for 7 consecutive days {without your manager’s approval and a valid
reason) you will be considered as abandoning your job and you will be dismissed.
particularly if you do not arrive for work and do not call to let your Manager know.
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What we expect colleagues ‘-

Standard Hours of Work

Because we have guests and customers 24,7 work hours need
; be flexibie, but all colleagues work an average 48 hour week. Your
department and your manager will organise work hours in the best
- way for the business and they will tell you more about the shifts in

% ~ your department.

Meal breaks

v Itis important to take a break and to eat regularly if you are going to do a good job
. at work. You will have a meal break of at least 30 minutes during every shift. You are
not paid for this time.

Prayer times

There is a mosque for Muslim colleagues in our resorts. We expect colleagues to
: consider service needs when leaving work to pray.
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1atwe expect from our colleagues

Days off and Public Holidays
~Days oft

—. - Youwill be entitled to one day off in every week. Management will schedule your _
© i -day offin the best way for the business. This may mean that the day of the week in )
which you are scheduled off may change from week to week. You can accumulate ‘
~-up to 8 days off, however you must request this through your Manager & Human

Resources Department prior to commencing accumulating days off.

Public Holidays

There are several public holidays in the Republic of the Maldives and should you be
- required to work on a public holiday, you will be entitled to a day in lieu. The Public
Holidays include:

* Fridays

¢ National Day
+ Day of the Commemoration of the Birth of Prophet Mohamed
¢ Day of the Commemoration of the Maldives converting to Islam
¢ Independence Day
‘e First Day of Ramazan
¢ Day of Eid-ul-Fitr

* Victory Day

¢ Republic Day

* Hajj Day

¢ Day of Eid-ul-Adha
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‘Whatwe expect from our colleagues

Working Extra Hours

ILis not always easy to piain ahiead in the hospitality industry so
sometimes your manager may need you to work extra hours. Your
manager must approve these extra hours before you work them.

If they are not approved, you may not be paid overtime for them.
Extra hours in other departments

in your free time, if your department does not need you. you may sometimes
be offered extra hours in other departments. You can earn extra pay and learn
additional skills.

Banqueting duty is a way to earn exra

inyour free time
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Navigator / Welcome Pack




atwe expect from our colleagues

Working Hours during Ramazan

During the month of kamazan, when Muslim colleagues are fasting from dawn to
dusk, work hours change for some colleagues.

leis-also important to remember that during Ramazan no live music is permitted _ }
in the resort.

.. ... Please.be tespectful in your working environment during this period and do not eat
or drink in public areas.
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What we expect from our colleagues

Caring for your Health

Tu enjoy life at jumeirali and in Maidives, you ale encouraged 1o vk after your

health. You are expected to be fit to do your job. This means following all the

basic common sense advice - eating regularly and getting enough sleep. It is also :
important to drink plenty of water in such a hot country. There is a health section 3
on Mercury to help you.

Smoking, alcohol and drugs

There are rules about smoking for everybody's comfort: you can only smoke off duty
and in designated smoking areas.

ff you come to work under the influence of alcohol or illegal drugs you will be subject
to disciplinary action. You will also be breaking the local laws of the Maldives. This
may lead to dismissal from your job.
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Reporting in Sick »
porting et Gourmamag,
“Rnow gg So0n as
posslble t-{—-‘U-b a

I[f you are sick or had an accident and cannot come to work, let
your manager know as soon as possible. You will need to give
your Human Resources Department a medical certificate
from an authorised doctor for all the days you have off work.
(Ask Medical Services for the names of authorised doctors.)
-This is important because, if you take days off without a medical certificate, you
-will not be paid for them. Remember. you cannot take paid sick leave during your
probation period.

The Maldivian Labour Law states how many days sick leave you can take each year.

o you take more than the limit. or if you become medically unfit to do your job. your

contract of employment may be terminated.

e have: clinics and dovwrs aviilable for
colleagues
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What we expect from our colleagues

\ A Professional Image

First impressions are very important in our industry so it is vital that you have a
welcoming smile, look well-groomed and give a professional impression at work.
This is equally important if you work front or heart of house. .

There is a Grooming Standards training session available for both men and women.
Maintaining these standards is part of your Conditions of Employment.

Your SBU or department will have specific standards and they will tell you about
them.

e s b s

Many coileagues will be given a uniform. When you are in uniform you represent
Jumeirah and you should always look and behave professionally. When you receive
your uniform, check it is clean and is not damaged. The Uniform Supervisor can
alter your uniform so it fits well. Do not wear it outside work unless your manager
asks you to. If you lose your uniform, you will have to pay to replace it.

In the following pages you will see examples of the grooming standards we expect.
Please note:

"« No fashion jewellery

et 4 Rttt em i et b

¢ No heavy perfume

* No visible tattoos or piercings

* Keep personal items (combs, handkerchiefs) out
of sight
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Ladies

Clearn. weli kept hai. Jf shoultier iength or lunger, it shoula be neatly
tied back at all times.

Hair accessories shoutd be plain and complement your uniform.

o

Conservarive. light makeup.

One pair of stud earrings. no larger than lem. Jewellery must be
appropriace to your uniform.

Name badge on the left lapel
Service pin (if awarded) is worn on the right

Hands: '

+ Clean hands and well manicured nails. moderate length

* Neurral polish onty. Remove chipped polish. No polish
for F&B colleagues

¢ One ring only on each hand. on the middle or ring finger

* F&B colleagues can wear one plain wedding band only
~ no swnes

Feet:
» Clean feet - }
o Well manicured toe nails and must be kept short
* Feet must be mainwined in good condition with no
visible cracked heel and well moisturised
¢ Nail polish on toes must be of neutral colour and

not chipped
Appropriate coloured stockings

Clean. polished shoes at all vimes. Shoes should be practical furyour b
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Men

Hair:

¢ Clean short hair. well kept and cut above the ears.
No extreme styles

e Clean shaven (daily).

* If you were employed with a beard or moustache.
you may keep it. It must be neatly nimmed

Conservative. professional business wear.
Clean, pressed suit and shirt

Service pin (if awarded) is wom on the right
Name badge on the left lapel

Hands:

e Clean hands and short. well manicured nails
* One wedding band only

» No stones i you work in F&B

Feet:

® Clean feet

o Well manicured toe nuils and must be kept short

« Feet must be maintained in good condition with o
visible cracked heel and well moisturised

Shoes should be appropriate for your job. Clean and
polished atall times.
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Personal Hygiene

Working closely with others and being close to guests and
customers, personal hygiene is very important.

There are some smells that will cause problems with
guests and colleagues:

* Body odour and food odour. In such a hot climate a
daily shower and a good deodorant are necessary

* Avoid strong-smelling perfume and aftershave

» Nicotine -~ wash hands and brush teeth after smoking

*» Mouth odour - bring a toothbrﬁsh to work and brush after meals
Hand washing is also essential. Remember to wash your hands:

* After visiting the bathroom., sneezing or coughing, putting waste in bins

+ When you go into kitchens or food preparation areas and before preparing or
serving food, after touching raw foods or utensils that have come irito contact with
raw food

» After smoking

» After your break
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What we expect from our colleagues

1 Health and Safety at Work

lLis important that our working and living environments are safe for everybody - both
! . colieagues and guests. You will receive all the safety training you need to perform

-+ yourrole, and you are responsible for following the guidelines and instructions you
are given. Wear protective clothing and equipment when you are told to and make
sure you follow instructions when you handle hazardous substances.

-

lfyou think there is a problem, {for example. equipmentis damaged. the environment
is not safe) tell your manager immediately.

e b e
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Company Vehicles and Equipment

As part of your job. you may be asked to drive a company
vehicle (a car. buggy. boat). To do this you must have a valid
license and you can only use the vehicle for work purposes.

If you get any speeding or parking fines, you will be
expected to pay them yourself.

Of course, if you drive or use equipment under the
influence of alcohol. drugs or other substances, you are breakmg the law
of the Maldives. You are also not allowed to carry alcohol, drugs or other
controlled substances in a company vehicle.

Ve expect you to use vehicles and equipment carefully. Follow operating
instructions and tell your manager if any tools or vehicles look damaged.
If you are careless with equipment or vehicles, you could be disciplined by
your manager and required to pay for damage.

Sometimes you may be allowed to use equipment. (such as faxes and
photocopiers) for personal purposes, but your manager must agree first. Your
manager can refuse if it takes you away from work or if using the equipment
will be expensive.
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Security

Lost & Found property

Security looks after all Lost & Found items. If you lose any
personal property, tell Security as soon as you can. If you
find anything at work or in company accommodation,
hand it to Security immediately. If you keep other people’s
Jost property you will be disciplined {keeping something is
the same as theft.) A Security Officer will examine anything
you hand over in front of you. Found items will not be
retumned to the finder.

If a guest asks you about something they have lost. take them to Security. (It is better
-not to give an opinion about missing items - guests can be very disappointed if you

give them incorrect information).

Right of search and monitoring

If there is evidence to suggest there is a need, both work and company owned
or leased living accommodation can be searched. This can include your lockers.
personal bags, cars, accommodation, your computer, email and telephone records.
Don't remove any company property from your work or living accommodation
without permission from Security. All searches and monitoring will be carried out in

accordance with local law and practice.
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yhatwe expect from our colleagues

Colleague Behaviour

Ali colleagues have the right to work in a place that is fair and free of any harassment
and it is every colleague’s responsibility to treat others with respect and courtesy.

Any form of harassment. bullying or victimisation will not be tolerated. To make
sure that every one of the 102 nationalities that make up jumeirah is treated with
respect and courtesy, we have strict policies on Harassment and Bullying. Diversity,
Discrimination and Equal Opportunities (P). If there are problems like this in the
workplace, it can make a real difference to everybody’s morale. productivity and
attendance.

"

What is harassment?

Any unwanted, unreasonable and offensive behaviour that makes peopie feel
offended, humiliated, frightened or threatened, for example:

‘® Making racist or ethnic comments

¢ Unwanted physical contact such as patting. punching. hugging
¢ Offensive jokes or banter

¢ Offensive emails, pictures or gestures

¢ Unwelcome sexual overtures

* Pressure for sexual favours

¢ Isolating or not cooperating with colleagues
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Colleagtie Behaviour
This is the part you play in maintaining a good
workplace.

» Take responsibility for not offending others - be sensitive
and think about how they may feel about what you
say and do

¢ Ifyou believe you are being harassed, bullied or victimised, do not
ignore it

* Ifyou believe a colleague is belng harassed. bullied or victimised, offer to
support them

* Speak up when you think someone else’s behaviour is inappropriate. If possible.
" speak to the person responsible and let them know his/her behaviour has
caused offence and ask them to stop

¢ If you feel unable t6 talk directly to this person. ask your manager for help

» If the problem still isn't solved, go and speak to your Human Resources
representative

* If you feel uncomfortable with these ways of solving the problem, you can report
~itanonymously through Trustline, but remember that anonymous complalnts
can be very difficult to solve if you cannot be contacted for
further information __

3
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Whatwe expect from our colleagues

! Colleague Behaviour
What is bullying?

Bullying is a type of harassment. it often involves someone with authority over you
: using their position to intimidate or insult you, but you can be bullied by colleagues 3
: or team members too. +

Here are some exampies of bullying:

+ Not inviting someone to join team activities

» Managing someone very. very closely

» Spreading malicious stories about someone

« Giving someone tasks they will not be able to complete

» Threatening someone (with no basis) that they may lose their job
» Stopping someone getting a promotion or training

* Setting deadlines that are impossible to meet

JUPS—

What is victimisation?

If you feel uncomfortable with these ways of solving the problem. you can report it
anonymously through Trustline, but remember that anonymous complaints can be
very difficult to solve if you cannot be contacted for further information.
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What we expect from our colleagues

Colleague Behaviour
This is the part we play in maintaining a fair workplace.

¢ We will not ignore complaints. We take complaints very
seriously and investigate them immediately.

* We do not ‘take sides’ but remain impartial. If the complaint is true, we will talk to
those involved and find ways of making sure the incident is not repeated in the
future.

¢ If a colleague is proved to be discriminating against. harassing, bullying or
victimising others they can be dismissed from their job. (See the Discipline Process
in the following pages.)

¢ Because we ask questions in private and need to respect confidentiality as much
as possible, you may not necessarily find out what happens as a result of your
complaint. Your name may be given to people involved. but only if they need to
know it.

False complaints

We will not ignore complaints, but if faise complaints are made (for example, to try
and get another colleague into trouble) we will treat this very seriously.
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The Disciplinary Procedure

Jumeirah has a disciplinary procedure which can be used when a colleague does
not follow the Company policies or honours the agreements they have made with
Jumeirah. Most colleagues have very litde knowledge of the disciplinary procedure,
but if you do become involved. you can find the disciplinary procedure on Mercury.
You can also ask your Human Resources Department for help and advice.

The reasons

Company policies and rules are important tools to help manage the business and

. meet our commitments to our guests. colleagues and owners. If a colleague chooses
10 ignore these policies and rules (on purpose or by mistake) we have a responsibility
to act.

If the first stages, the mistake or misconduct is small (for example occasional lateness,
poor attendance or poor performance) your manager will try to solve the problem
informally, by coaching,

. Ifthat is not successful, then Human Resources will become involved and the formal
disciplinary procedure will begin.

o’
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t from our colleagues

The Disciplinary Procedure
Yous rights and responsibilities

Make sure you understand and follow Jumeirah standards, policies
and rules. _ :

If there is a problem, or an allegation. you have the right to be told about it, and
to respond. You must answer any questions fully and cruthfully. Tell your manager
and the Human Resources representative anything that you think is important and
helps explain the problem.

You can take another colleague with you to a disciplinary interview and you can
appeal against the disciplinary decision if you think the result was not fair.

jumeirah’s responsibilities

We will act promptly. impartially and fairly, and no action will be taken until after
the problem has been investigated. We will tell you about the allegation and listen
to your answers. If there is a penalty. we will give you a written copy - usually on a
Disciplinary Notification Form.

pe

4
;
i
1
!

Navigator / Vielcome Pack




‘What is ‘Gross Misconduct’?

Gross misconduct’ can mean a colleague gets a final warning or can even be
dismissed immediately. Examples of gross misconduct are, but are not limited to:

tad

/v

+ Not following the Jumeirah Code of Conduct and Ethics Policy ,A
¢ Breaking the law of the Maldives, at work or in your free time

«+ Theft or attempted theft from Jumeirah. guests. colleagues or suppliers

* falsifying documents

¢ Not following cash handling procedures

.. # Neglecting or fraudulent use of or damage to company property or brand

* Consuming company food and drinks without permission
* Assault, fighting and verbal threats, using abusive language or being aggressive

» Discrimination, harassment or bullying of other colleagues, guests. suppliers or
contractors

+ Gross abuse of customer service standards

¢ Gross insubordination towards a manager

« Deliberate gross neglect of company rules and procedures

¢ Carrying weapons or using tools as a weapon

* Serious infringement of company health and safety pfocedures

* Misuse of internet. Mercury, email, ID card or colleague discounts

* Drug or alcohol abuse, or reporting to work under the influence of alcohol or
illegat drugs

¢ Unauthorised time off work
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When you decide to move on

Retirement

Colleagues usually retire ar 60. and after this age worl:

permits are renewed if the colleague is able to perform their
; duties and if the Maldives Immigration Department agrees.
- - Sometimes we ask the colleague to have an independent
: health assessment to check they are not at risk.

: Travel and passport arrangements

You will need to allow at least 5 days {not including weekends) between your last
working day and the day you plan to travel so all the clearance procedures can be
completed.

. Remember to make your flight booking well ahead if you are leaving Maldives.
Complete a Flight Booking Form and give it to your Human Resources Department
at least one month before you plan to fly out.

We will need to have your passport so we can cancel your work permit. We will give
you the passport back when we take you to the airport to fty out. If you are staying
in Maldives, we will give you the passport. with the cancelled visa, when we/you
receive the work permit from your new employer.

Rehiring

Just because you have decided to leave Jumeirah it doesn't
mean we would not welcome you back! If you have a good
employment record with us. we would be very happy for
you to apply for a position with the Jumeirah Group in the
future.
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Date:

oleague Acknowledgement

Please sign and return this form to your Human Resources Department

V have received a copy of the Colieague Navigator, | understand its
content and agree to follow it.

i e

| understand the Navigator may be changed at any time and that
| am bound by these changes.

Name:

ID number:

Position:

Department:

Colleague signature:

Human Resources:

Date: N

I there is any inconsistency between the contents of this handbook

and jumeirah policy and the Maldives Labour Law, the Maldives Labour
Law applies.All Jumeirah policies are incorporated by reference in this
document.
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