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1) Introduction doddo (1

1.1. This Employee Code of Conduct (Code) must be read by all employees,
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consultants and  outsourced/insourced staff with a signed D9k 05,8 “-;'vlajﬁ“’l}"u ‘osUanu:g 5 inabgel & rde e 11

undertaking for abiding by it before starting work at the company. 4851 Lg Joadl ey Ji g V"-}Uy[-’ &95" Ag ae ol (nabgall gl uclgd
The Code’s objective is to protect the company and its
stakeholders (defined as shareholders, creditors, customers, owsludlg st) PIEESWIN] L.)L"Mob 45,/‘“'” Dlox> J] delgdll Bug
suppliers, employees / workers and any other party with a formal &0 duow) e d ,3T Byb (:;b Jlasdly (nals gally (13)9allg Dlasllg
relationship with the Company) and also protect the employee who OBl GBSl e dgdel) disl by L8 e g.l.l\ als gadl Lo sy ‘(asfj,J\
acknowledged reading it from committing financial or ethical A.w.sb lshy>Y Ayl of Lé-"uwa-::"%iﬁi il Sl
violations and crimes that would subject him or her to disciplinary
action.
1.2. This Code is based on Saudilabor Law Principles of Ethnical Olgaz sl ilsdllg 3gaudl Jarl 056 t65kes ) dokall i Wi 1.2
Behavior, prevailing governmental laws and directives, and the )
FNRCO's own policies and procedures. Ao EFNRCO Wlslylg lwliwg ¢85l ZWPLEl]
1.3. FNRCO is a business based on honesty, integrity and mutual trust
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conduct themselves in a manner that will safeguard the a3l ‘1‘1&@ b paill C)@fﬁ\ o g_% e gl e o L lgd dxliasll
integrit tati f the FNRCO. Empl i aif e s . .1 - - 1%
integrity and reputa |<?n .o e 0] r.np.oyees are reqwred Bl oSes dgz S Jdb onibgell e ouats .FNRCO 5 dnly e
to make every effort within the scope of their job, to achieve the -
FNRCO's objectives, look after the FNRCO's interests and Woo! e blaxdly =dlas dleyg FNRCO  Olunl gui=d ogles
maintain its assets, properties and funds, as well as, all oMy Dol 556dle ilo .- £ e
(G 9.1.&4).]\ o= ldsb,o)’b W gal Sliae
confidential information, documents and the integrity of 9 el BB J e delssly o 7
FNRCOs records. Employees should perform their duties with il e Hu8 528l egilxly clol (nabbgall (Ao o .FNRCO dlmw
the utmostintegrity and refrain from being involved in, or e Jie dgd Y| 3 £y £ . o
Jus g ¢ daslune 9l @9.19.;:.@ Jlec! byedl ¢ bwo})\j
helping others  with, prohibited acts, such as money ol ¢ s oe ¢
laundering and terrorism financing, fraud, corruption, abusing Guid) dadbgll plisiwl Belwly sluwdlly Jla>dlg o))l bgady Jlgadl

the job for personal benefit, and other crimesand violations,
and report through official FNRCO channels any related violations
by others that they come across. Lgg90bar (s3I U e Ao 1D B! (ST (e duawsy)l FNRCO
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EMPLOYEE CODE OF CONDUCT

1.4. If an employee becomes aware of violations as specified in this
Code of Conduct, s/he must report such violations to the
designated unit within the Compliance Group.

1.5. This Code refers to several FNRCO policies, including Anti-
Money Laundering and Terrorism Financing, Information
Security Policies and Whistle Blowing Policy. Those
policies are published on the FNRCO's Intranet and must be
read by employees within the first month of
duty.

1.6. Employees involved in any prohibited activities will be subject
to disciplinary action and penalties in accordance with Company
policies and laws and regulations issued by the Ministry of Labor
and other regulatory authorities in the Kingdom of Saudi Arabia.

2) Adherence to Policies, Procedures and Regulations

21, Employees must comply with Management directives and the FNRCO's
policies and procedures, as well as the laws, rules and regulations
issued by the Ministry of Labor, and all other related regulatory
authorities.

2.2. Employees must comply with the general directives issued by the
government of Saudi Arabia from time to time and respect the general
social norms in the Kingdom.

Ref No. FNRCO-HR-0525
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2.3. Duties should be performed with integrity, transparency, 5 Ji }Aj‘u«)@.ﬁjdm_gwmujﬂbuubbj‘cb‘ o o 2.3
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honesty and accuracy among employees with each other as well
as with other stakeholders, and professional skills should be
enhanced through continuous learning. Employees are expected
to notify management if they come across any gaps in systems or
procedures that may lead to financial loss or have detrimental
effect on FNRCO's reputation.

2.4, Employees should strictly avoid any behavior, language or 3 o Dol el lexts el o 240 o 51 it el aall Y.
gestures that are in violation of acceptable norms or e I T >~ alatiae 15 3 sk (gl il mibyall e o 2.

offensive to others, and refrain from political or religious -W‘d&fj&&“?ﬁaﬂ”‘ﬁuﬂw‘ bl e glaedlg o3I )
offences and all forms of discrimination.

2.5. Business hours of the FNRCO should be observed (including
additional working hours and official assignments), and leaving
the FNRCO during working hours without prior authorization Al Bl (o s 03] e Jgrazl 093 Joadl olels s3T5 01 8y5lioy grad
from the immediate supervisor is not allowed.

Vs cdponsyl plgally 2LV Jandl leles cll3 § Ly FNRCO Jos wlelu Blelys coms 2.5

2.6. Company ID card should be worn and exhibited while on duty e LI . 5. i

within the company premises. A7 e 3o Jaadl Olelu sUS1 857200 dio sl dyggll dBlay eIl 2 2.6
2.7. Working hours should be dedicated to perform job and FNRCO ‘ 2l @lalglly adsgll lrlgll 5l | ol

related duties; it is prohibited to use work time for any non- work- ;L\IQEJC‘O‘J yi &jﬁf s 3;:’ | 5". L;y dji”uwﬁ ﬁu‘ R 2 2.7

related activities such as excessive use of social media, excessive
reading of newspapers, intranet shopping or sleeping, and it
is prohibited to obstruct work or strike or promote work
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stoppage.
2.8. It is not allowed to be abs_ent from‘w‘ork or overstaying ‘the Grma O3] Ao Jguamdl 95 gde Buuaddl BV 8ae j9los ol Jeall e cuddl j920 Y 2.8
approved leave without prior permission of the immediate Al 3l gell ds goz S bl Gl e

supervisor or Human Resources Group.
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2.9. It is not allowed to access FNRCO's premises outside working
hours without prior per mission from the immediate supervisor.
This does not apply when visiting a branch to perform a
FNRCO transaction related to his/her FNRCO account.

2.10. Itis not allowed to enter any restricted work areas designated for
authorized employees unless the entry is related to business
need.

2.11. It is not allowed to receive personal visitors at the workplace

during or after the Company’s business hours. In emergency cases,
prior permission should be obtained from the immediate

supervisor.

3) Cooperation and Respect

3.1. Employee must respect their peers, managers and all
stakeholders.

3.2. Employees must cooperate with managers and colleagues in
achieving business objectives, improve productivity and reduce
cost.

3.3. It is prohibited to spread false rumors and accusations.

4) FNRCO Representation

4.1. It is prohibited to make press releases, speeches, written
comments or testimonies related to the FNRCO or accept any
function as a representative of the FNRCO, whether remunerated
or honorary, without a prior written approval from the Company.

Ref No. FNRCO-HR-0525
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4.2.

4.3.

4.4.

4.5.

4.6.

It is prohibited to harm the Company's reputation
through comments in social media, the press or any other
means.

It is mandatory to cooperate with pre-authorized internal and
external investigations, audits and regulatory examinations in
an accurate, honest and timely manner.

It is prohibited to directly contact regulatory agencies on
behalf of the Bank and must use the official channels in the

Compliance Group, except if authorized to do so.

It is prohibited to give testimony about the FNRCO or its
policies or business practices in a legal proceeding not
involving the FNRCO as a party.

It is prohibited to use the FNRCO's name or logo for self-
identification in non-work-related social media, social
forums or the press.

5) Conflict of Interest

5.1.

5.2.

It is prohibited to use the job or position in the FNRCO for
personal gains that is detrimental to the interests of the FNRCO or
its stakeholders.

It is prohibited to misuse one’s authority to grant more
favorable terms to any client, colleague, relative, or any other
third party.

Ref No. FNRCO-HR-0525
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5.3.

5.4.

5.5.

5.6.

5.7.

5.8.

It is prohibited to hold directorships in any organization,
whether it is a commercial entity or not, without the prior
written approval of the FNRCO.

Employees should inform the Company of other
employed relatives using the designated forms.

It is not allowed to enter contractual engagement in any
professional, technical, or academic activities, other than the
FNRCO's official duties, and irrespective whether such activity
involves a fee or not, without the prior written approval of the
FNRCO. This applies to engagement within and outside
working hours.

During employment at the FNRCO, it is prohibited to gain any
profit or benefit either directly or indirectly from knowledge
acquired from working at the FNRCO.

It is prohibited to act in self-interest, whether direct or
indirect, when negotiating/concluding agreements, tenders or
contracts that are related to the Company’s business.

It is prohibited to accept any form of inducement from
customers, suppliers or any other parties, if the underlying
reason for the inducement does not conform to strict
professional practices. This includes out-of-office or out of
working hours offers of social functions, meals or travel but
exclude invitation to social events of a public nature.

Ref No. FNRCO-HR-0525
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6) Personal Financial

6.1. It is prohibited to borrow or lend or provide financial
guarantees from/to any of the FNRCO's employees, customers,
contractors, and other stakeholders.

6.2. Obligations towards third-party debts should be
settled promptly.

6.3. It is prohibited to be involved in any unauthorized
transactions (commercial or otherwise) on the accounts of
other employees or any other third party.

6.4. Intentional use of official expense accounts for personal
purposes or misuse of job-related privileges for the benefit of
others represent misappropriation of the FNRCO's funds.

7) Free Competition

7.1. Employees, especially those who work in sales or front-line jobs,
should use only fair and honest sales and negotiating
methods and avoid any sales practices
that could be misconstrued as an attempt to impose undue
pressure on or coerce a client into obtaining a product or service
from the FNRCO as a condition of closing a sale.

7.2. Employees should avoid any collusive, anti-competitive
discussions and/or agreements with competitors.

8) Confidentiality, Proprietary Information and Information Security

8.1. During work at the Company the employee is exposed to a
substantial amount of information. This information is a
critical asset for the FNRCO and owned by the FNRCO. Such
proprietary information include, but not limited to, stakeholders’
personal data, transactions, accounts, products, business and
financial analysis and plans, systems, innovations, technologies,
policies, procedures and trade secrets. Such information must
be preserved and used for FNRCO's business only and any
unauthorized use of proprietary information is prohibited.

Ref No. FNRCO-HR-0525
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8.2.

8.3.

8.4.

8.5.

8.6.

8.7 .

EMPLOYEE CODE OF CONDUCT

It is prohibited to collect, record, publish, or communicate
information related to FNRCO's work to any third party
without the written approval of the FNRCO.

Employees must commit to the classification of information, data
and e-mails according to the prevailing information security
policies into Public, General Business, Confidential, or Secret
information. These policies determine the scope of distribution or
access to such information and messages.

Confidential information should be maintained in a manner
that only authorized personnel can have access to it.

Envelopes, postal services or e-mails marked as confidential should
be used when exchanging confidential information within the
FNRCO.

Passwords, codes and other credentials to access systems or
fortified vaults and rooms must be kept confidential and not
shared with others.

It is prohibited to tamper with the security protection of the
FNRCO's technical systems.

Ref No. FNRCO-HR-0525
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8.8.

8.9.

8.10.

8.11.

8.12

EMPLOYEE CODE OF CONDUCT Page |10

It is prohibited to retain any documents, reports or
information related to the Company, its customers or
employees, without prior authorization

Preventive controls should be taken to avoid unauthorized
disclosure  of confidential information, including informal
discussions of confidential information in public places such as
elevators, walkways and public transport.

It is prohibited to send any confidential documents or
information or records to personal emails or to any external emails
or through cloud or file sharing services or take digital or printed
copies outside the Company.

Employees who have access to the Company's remote systems or
who are authorized to use any other portable devices to perform the
Company's business must comply with additional security measures
to prevent disclosure of confidential information.

Employees must not disclose confidential information to other
employees or to supervisory bodies or to external lawyers and/or
consultants, except in the following cases:

- If the recipient has a legitimate need for such information, licensed
to obtain it and related to the responsibilities of his/her business, in
accordance with the governinginstructions.

-No harm will be caused by disclosure of this information.

-The disclosed information should be within the authorized limits

Ref No. FNRCO-HR-0525
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8.13. When employment at the Company ends, any customer or other &1 9l 48801 ey duols- Slaglas ST bole] Cabbgall e o «dS 2L Jondl 5 e 8.13
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should be returned to the Company.
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confidentiality of the Bank’s business indefinitely.
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information, he/she should clearly recognize this distinction.
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9.2. It is prohibited to use insider information gained through work at
the FNRCO to trade directly or indirectly or through the power of
attorney, or arrange any transaction in which one of the parties
is a person with whom an employee of the FNRCO has a family,
business or contractual relationship or any other person acting on his
behalf, or to give recommendations to do so.

9.3. Insider information should not be discussed, sought, accessed or
passed on to any other employee or unauthorized person either inside
or outside the FNRCO unless the exchange of such information serves
the purposes of the FNRCO.

9.4. It is prohibited to take, or encourage others to take, any action
that may make a false impression of any investment, price or value
of something by using or leaking insider information to obtain
personal benefits for their own account or for third parties.

10) Clean Desk Policy
10.1. Employees should keep on their desk only the documents

that are currently being processed. Other documents must be
kept in a drawer or preferably under locked custody.
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10.2. Employees should log-off their workstation terminal when
leaving their desk.

10.3. Employees should shred unwanted documents that contain
confidential information.

10.4. Before leaving office, employees should file all processed
transactions and documents in their respective files and keep
them in locked cabinets. They should keep their desk
drawers locked.

10.5.  All customers’ security documents should be kept in fire-
resistant cabinets overnight.

11) Intellectual Property

11.1. It should be understood that upon leaving the Company the
intellectual property of any work provided to the FNRCO or
obtained during the use of the FNRCO's resources remains the
sole property of the FNRCO.

11.2. It is prohibited to copy software programs licensed to the
Company or avail it to others outside the Company, except as
permitted by the copyright or licensing agreement.

11.3. It is required to follow the specific terms of the licensing
agreement issued by the publisher of any computer software used
in the course of business or on a computer owned by the Company.
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11.4.  Itis prohibited to install or use any software not licensed for use
by the Company on any Company-owned computer.

11.5.  Itis prohibited to use Company stationery or other Company
property for non-official personal purposes.

12) Anti-Money Laundering and Combating Terrorism Financing

12.1. Employees should comply with Anti-Money Laundering and
Combating Terrorism Financing regulations issued by Saudi
Arabian Monetary Authority (SAMA).

12.2. It is prohibited to be engaged in any activity that can in away
facilitate money laundering or terrorist financing transactions.

12.3. It is prohibited to alert or suggest to stakeholders, employees or
others that their activities are suspected of being investigated by
the Company or that have been or will be reported to the
competent authorities

13) Anti-Bribery and Corruption

13.1. It is prohibited to be engaged in any form of moral or
administrative corruption and the use of suspicious or illegal
means to accomplish work.

13.2. It is prohibited to abuse the authorities delegated to the
employee’s job and position.
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13.3. It is prohibited to be engaged in any act that could be
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- The gift and its value is what is commonly provided
in the occasion, such as but no limited to plaques

or promotion material. —y—
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- If the gift is a reduction or a waiver of fees, it should relate to an
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the following:

- The gift should be awarded as part of an announced program Adah pulaad B89 09l Husd e
whereby it is awarded on a regular basis.

S50 (ye A Wdlge s Jgiamll o

- Winners are selected along publicly stated criteria.

- Obtaining a preapproval from the Company.
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14.6.

14.7.

It is prohibited to give gifts, prizes and invitations to anyone who
has a business relationship with the Company unless they are
pre-authorized.

It is prohibited to accept or request gifts and donations that have
the potential to damage the reputation of the Company.

15) FNRCO Properties & Asset

15.1.

15.2.

15.3.

15.4.

15.5.

Employees who hold funds or assets of the FNRCO under their
custody will be personally responsible for the safety of those
assets and funds. Employees should ensure thatthey are
used for business purposes only.

The Company management has the right to inspect and check any
Company assets under employees’ custody at any time including
the safes and cabinets.

Company’s properties and assets should be protected against any
form of misuse.

Company property should not be removed without obtaining
prior written approval from the immediate supervisor and the
Safety & Security Department.

The Company’s safes/vaults and secured rooms or other
restricted areas should not be accessed unless authorized to do
so and if the job requirements permits such access.
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16) Use of Telephone and Fax

16.1.  Use of telephone and fax at the Company should be for official
business and work purposes only.

16.2. The duration of any international business calls should be
kept to a minimum..

16.3. Employees should obtain approval of the department head
for any international calls and the cost of any personal calls will
be borne by the employee.

16.4. Employees should not allow any customer or third party to use
the Company's telephone or fax. In case of emergency or for
business related matters, employees may allow a customer/third
party to use the Company’s telephone/fax provided the
employee is present during the full conversation or has
seen the content of the fax document.

17) Use of Electronic Mail System

17.1. The Company provides employees with electronic mail system
to facilitate the conduct of its business. It should not be used for
any personal matter

17.2. The email system and its content is the property of the Company
All messages composed, sent, or received will remain the
property of the Company. They are not the private property of
any employee.

Ref No. FNRCO-HR-0525

S| 9 a5l alusciwl (16

asd deal Jandl (21,2Y 301§ GuSlally Ll ol 0550 O om 16.1

o A sl e ddgs Jos OldBe T Bde a3 O 16,2

(a9 Ol T elyz] Jad euadt)] uus) Ablgo (fe Jguasell alsgall e e 16.3
Axazeds OldBe T A5 Cab gall Joing

ila plasiul EJB Byl of Juwe Y zlowdl pas (rabsall e con 16.4
J9ze «JleeYl dalaxall Hgadl ol t5)lghall V> 3 .lg Lolsdl (WSl of 42l
Ol by a5l WSB/Cila plasviwl EJB Cybo/duanl) o] (pils gal

- oS e S gizee 1) ol AUl Bsloeall Ul Thol> Cals gall 950

Q9ASIYI w ! pliaS pluciast (17

&Y dolasinl i Y el s Jegndd 9 ASIY! dadl ol Lgpals god 3S001 5845 17.1

A.Ma:;w"” sdo le

31 Ao yol! 31 4aJgall J5luyll o ASal el 9 olgizxag L}jjSJ}” Ll ‘:Uc':.i 17.2

ilsge Y Lols 4Sle o Lg3] 4S5 Blle Jlaiew dakiuall

FNRCO

G R OUP



EMPLOYEE CODE OF CONDUCT

17.3 Employees should not use the Company’s email system to
create any offensive or disruptive messages, including racial
or gender slurs and other comments that offensively refers
to someone's age, sexual orientation, religious or
political beliefs, national origin, disability or any other matter
that is detrimental to the interests of the Company or
its stakeholders.

17.4 Employees should not use the Company’s email system, or
any other Company system, to send or receive political or
pornographic or other offensive content or download games.

17.5 Employees should familiarize themselves with guidelines on

the use of company E-Mail to ensure compliance

18) Dress Code and Personal Appearance

18.1. Employees should ensure that their appearance is
professional and suitable in front of customers, colleagues or
the public and respect general acceptable dress norms in
Saudi Arabia and abide by the regulations of Saudi Arabia
with respect to dress and appearance, during working hours,
training and all occasions where the employee is

representing the Company.
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