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Name of employee Gender

Nationality

Holding lgama/National ID ,
IQAMA or National ID Number

Agree and accept to work in SMSA.

asa , and ready/flexible to work in

any city of Saudi Arabia.

| also understand and agree that upon signing this
document, SMSA. has the right to load my information in
GOSI to process the contract and will confirm once | receive

the e-contract.

This is to certify that the information above is true & correct
to the best of my knowledge and ability; and in the event
that the above undertaking is found to be incorrect, | shall
be liable for administrative or legal that will be filed by
SMSA against me.

Note:

Any change on personal information especially email
address must be communicated immediately to HR
Department or the previously registered email shall be

deemed to be valid.
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Printed Name & Signature
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Letter of Undertaking on Confidentiality

In consideration of receiving various types of information
and documents while participating in any of SMSA. company

systems, |,
Number

, Employee

, Department of

do hereby sincerely declare that | am fully aware that all
information or documents acquired in all company process
are confidential and | do hereby sincerely agree and
undertake that at all times during my services with the
company:

I shall not reveal, divulge or discuss the information
obtained prior to, after and while participating in
any of SMSA. company systems process, including
but not limited to any information disseminated to
me thru company systems to any person, unless
authorized in writing by the company to receive such
information, or unless such information has been
officially released by authorized person.

I shall not make copies of, make or cause to be made
public or remove or cause to removed, any
documents, notes and any other materials or
documents or property used for the purpose of
company information and system process without
the prior written approval.

I shall not make or cause to be made public, any
findings made thru company systems without the
prior written approval.

| shall store safely with my utmost care any
documents, notes, and any other materials or
documents for property used in any of the company
systems which shall at all times remain the property
of the company.

| shall not reveal or make known any of the matters,
affairs, concerns, salaries or information which may
come to my knowledge while participating in any of
the company process to any person except under
compulsion or obligation of the law.

In case | broke one of the above or any other similar
confidential information, | know and accept any disciplinary
action may the company take against me including
termination of my service and also | know & admit that it is
against the Labor Law of Saudi Arabia, Article # 80, point #
9. Accordingly SMSA has the right to raise court case against
me for further legal action.

Signature

Date
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Non-Competition & Non Disclosure Agreement

This Agreement made on .............cccuueeen. between:
The First Party: SMSA

The Second Party: ......ccooevevviiviievineenns

Preamble :

As the Second Party is working with the First Party
SINCE....cvvviiiinnn Position
Whereas during the course of his employment, the
Second Party became and shall become aware of
methods, practices and procedures with which the
First Party conducts its business, including but not
limited to "Customer Lists", "Work Development
Information with the Employer”, "of Computer
Software", " Technical Concepts"”, " the Know-How" ,
the "Information pertaining to its Customers. And all
of which the both parties agree are proprietary
information to the First Party and as such are trade
secrets. Whereas the First Party has provided and
shall provide specialized training to the Second Party ,
thus spending considerable amount of time and
money to better equip the Second Party in performing
the tasks assigned to him.”

The above facts have necessitated the execution of
this Non-Disclosure and Non-Competition Agreement.

- Now it is hereby agreed as follows:

Preamble shall be an integral part of this Agreement.

1. During the period of employment , the Second
Party shall not engage himself in any other business
activity, directly or indirectly, regardless of whether it
is for profit again or otherwise or is similar or
competitive to the business activity of the First Party
or not. The Second Party, upon the cessation of his
employment irrespective of the time, manner or
reason of termination, shall immediately surrender
and deliver to the First Party all lists, books, records,
memoranda and data of every kind relating to all
property belonging to the First Party.

2. The Second Party undertakes that, in the event of
the termination of employment, voluntarily or by
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Non-Competition & Non Disclosure Agreement

termination he will not for a period of three Years
from the effective date of termination , engage
himself directly, or indirectly, in a business activity
similar to that of the First Party in the Kingdom of
Saudi Arabia, whether as a consultant, partner,
employee, technical or commercial representative, or
in any capacity relating to the above nor shall he be
entitled to interact with any customer, suppliers or
representative of the First Party for the same period of
time.

3. The Second Party acknowledges that a breach of
any of the provisions of this agreement may result in
continuing and irreparable damages to the First Party,
in addition to all other relief's available to it (including
the right to claim damages from the Second Party),
shall be entitled to the issuance of an injunction
restraining the Second Party form committing or
continuing any breach of this agreement.

4. The First Party and the Second Party agree that this
Agreement shall be considered an integral part of the
employment agreement and the Second Party shall
compensate against any and all liability, loss, damage,
costs and expenses arising out of breach of any of the
terms of this agreement.

5. This contract is made in two original copies, and
each party has received one copy.

SMSA
Human Resources Department

First Party:

Second Party :
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Disciplinary Violation Document-DVD
m Owner: Director, Human Resources
Department: HRD
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Disciplinary Violation Document-DVD
Owner: Director, Human Resources
Department: HRD
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Disciplinary Violation Document-DVD
m Owner: Director, Human Resources
Department: HRD
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Disciplinary Violation Document-DVD
Owner: Director, Human Resources
Department: HRD

The Disciplinary Violation Documents should be used as a guide when identifying the disciplinary actions appropriate to specific incidents (violations). The penalty chosen must never be less than the guide. however there is
flexibility to escalate to a higher penalty in any serious cases/incidents as per Saudi Labour Law.

Sl. No. Disciplinary Violation ST 5ND PENALTIES 3RD e =TH
1 |Arriving late beyond attendance time without acceptable excuse or justifiable cause Verbal Warning 1st Written Warning  |2nd Written Warning |Final Written Warning |[Termination
2 |Absence during working hours without permission (e.g. extended breaks, leaving work early, unauthorized leave, or no sick certificate [Verbal Warning 1st Written Warning  |2nd Written Warning |Final Written Warning |[Termination
3 |Returning or staying in the work location after working hours without permission 1st Written Warning Final Written Warning Termination
4 [Abuse of sick leave (e.g. pretending to be unwell) 1st Written Warning Final Written Warning Termination
5 |Knowingly falsifying attendance records for self or on behalf of another employee 1st & Final Written Warning Termination
6 |Deviation to retail centers opening/closing times 1st & Final Written Warning Termination
7 |Failing to report for duty without lawful reason for more than 10 consecutive days or 20 days absent in a full year non consecutive. Termination
8 |Poor work performance 1st Written Warning 2nd Written Warning  [Final Written Warning Termination
9 [Receiving personal guests at the work location without permission of the Management which impacts/Affects the business. Verbal Warning 1st Written Warning  |2nd Written Warning |Final Written Warning |[Termination
10 |Negligence in areas of responsibility 1st Written Warning 2nd Written Warning  [Final Written warning Termination
11 [Distributing offensive or unsuitable reading materials/ Displaying unauthorized posters 1st Written Warning 2nd Written Warning  [Final Written Warning Termination
12 |Using tools, machinery, materials or Company's contacts for personal purposes without proper approval 1st & Final Written Warning Termination
13 [Sending Personal Shipments for personal purposes without proper approval/payment Termination
14 [Failure to comply with company policy & Procedures including LOA Verbal Warning 1st Written Warning  |2nd Written Warning |Final Written Warning |Termination
15 |Sleeping during working hours 1st Written Warning 2nd Written Warning  [Final Written warning Termination
16 |Insubordination, including refusing reasonable instructions related to work and/or disrespectful behavior towards management 1st Written Warning Final Written Warning Termination
17 [Failure to control and/or loss/Damage shipments (trend/negligence) 1st Written Warning Final Written Warning Termination
18 |Incite to disobey orders or instructions related to safety of work and workers. Final Warning Letter Termination
19 |The willful reduction of productivity Final Warning Letter Termination
20 [Misuse of Company benefits for personal gain Final Warning Letter Termination
21 |Participation of staff family members in Marketing/Company competitions Final Warning Letter Termination

Employee Number:

conditions of employment with SMSA.

have received a copy of the DVD and acknowledge its contents. | further accept that the DVD will form part of my contract and the terms and

Signature:




Disciplinary Violation Document-DVD
Owner: Director, Human Resources

Department: HRD

The Disciplinary Violation Documents should be used as a guide when identifying the disciplinary actions appropriate to specific incidents (violations). The penalty chosen must never be less than the guide. however there is
flexibility to escalate to a higher penalty in any serious cases/incidents as per Saudi Labour Law.

PENALTIES
. No. Discipli Violati
Sl. No isciplinary Violation ST | 5ND | 3RD | T | =TH

2 Working or reporting to duty under the influence of alcohol or drugs or other prohibited substances and/or possessing of prohibited Termination

substance
23 |Performance during probationary period not meeting with Company standard/KPIs Termination
24 [Damaging or losing or misuse of Company properties including stock and equipment. (negligence policy) 1st Written Warning 2nd Written Warning  [Final Written warning Termination
25 |Misuse of company email or communication tools (including Telephone/ network etc) 1st & Final Written Warning Termination
26 [Use of SMS or email to send obscene materials 1st & Final Written Warning Termination
27 |Computer hacking - unauthorized access to computer files, software, servers, Laptops etc. Termination
28 |Improper dress code not in compliance with the Company Policy Verbal Warning 1st Written Warning Final Written Warning Termination
29 |Failure to use the uniform issued by the Company 1st Written Warning 2nd Written Warning | Final Written Warning Termination
30 [Misuse of Company vehicles that results in damage or breakdown / (Also negligence or failure to report the incident) 1st Written Warning Final Written Warning Termination
31 |Failure to report incidents Immediately and officially 1st Written Warning Final Written Warning Termination
32 |Abusing one's authority or position 1st Written Warning Final Written Warning Termination
33 |Smoking in prohibited areas 1st & Final Written Warning Termination
34 [Using rude/abusive language and resistant religious/ obscene gestures and comments in the workplace 1st & Final Written Warning Termination
35 [Caught in an immoral act in the workplace / public 1st & Final Written Warning Termination
36 |Making false accusations against colleagues or customers or spreading rumors about colleagues or defamation of character 1st & Final Written Warning Termination
37 |Bullying, threatening or the intimidation of colleagues 1st & Final Written Warning Termination

Failure to observe fire regulations, health & safety guidelines, or hygiene instructions as dictated in each workplace as mentioned in X . X L
38 reres. Ve ve P 1st & Final Written Warning Termination

health and safety/ fire policy
39 [Misconduct with customers/employees 1st & Final Written Warning Termination
40 |Failing to record company's assets or lost and found customer's shipments /property and /or failing to secure the items found 1st & Final Written Warning Termination
41 [Unauthorized access to company information and possession 1st & Final Written Warning Termination

Employee Number:

conditions of employment with SMSA.

have received a copy of the DVD and acknowledge its contents

. | further accept that the DVD will form part of my contract and the terms and

Signature:




Disciplinary Violation Document-DVD

Owner: Director, Human Resources
Department: HRD

The Disciplinary Violation Documents should be used as a guide when identifying the disciplinary actions appropriate to specific incidents (violations). The penalty chosen must never be less than the guide. however there is
flexibility to escalate to a higher penalty in any serious cases/incidents as per Saudi Labour Law.

Sl. No. Disciplinary Violation ST | 5ND PlENALTIES 3RD | e | =TH

Bringing unauthorized materials or conducting business inside the workplace which is not related to the business/ compromising the L

42 . Termination
business

43 [Conducting business in direct competition with SMSA Termination

24 Accepting or giving money or a gift from any person or supplier in order to influence favoritism or influence without approval with Termination
loss prevention / MD

45 [Driving Company vehicles without authority and a valid driver's license Termination

6 Refusing body search upon leaving the work premises when reasonably requested by the company security personnel or Termination
management

47 |Conducting illegal business/activities Termination

48 [Failing to deposit company monies without justifiable cause within the specified time. Termination

49 |Making false declaration on job application forms or company documentation Termination

50 |Disclosure of Company confidential information (Breach of SMSA Confidentiality Policy) Termination

51 |Knowingly withholding relevant information or making a false statement written or verbal during an investigation (Honesty Policy) Termination

52 |Anyone performing any act or offence that brings the company into disrepute Termination

53 [Unauthorized communication with the media/ Press against the media policy Termination

54 [Loss of Company critical data/information whilst in the custody of the employee (Negligence policy) 1st & Final Written Warning Termination

55 [False Accounting Termination

56 [Failure to report irregularities noticed on the part of other employees/ management/ Breakdown of Trust Termination
Assault:

57 a) Verbal 1st & Final Written Warning | Termination
b) Physical Termination
c) Sexual or Indecent Termination

58 |Theft of property, stock or money Termination

59 [Falsifying or forging company records or documentation Termination

60 |Proven Embezzlement, theft or forgery prior to employment Termination

61 [Misuse of company discount Termination

62 [Knowingly giving unauthorized discount to persons / customers Termination

63 [Failure to record cash sales/shipment transactions in full Termination

64 |Negotiating contracts or soliciting outside contractors /suppliers for personal gain Termination

65 |Recruiting employees for personal gain Termination

66 Bringing offensive tools and materials which could be used in the threatening manner or to endanger ones and other lives into the Termination
workplace.

67 [Reckless or dangerous driving of Company vehicle Termination

68 Accepting hospitality or gifts from a supplier / contractor for service in kind hospitality-meals/weekend breakfast/hotel Termination
accommodation /bars/ night clubs/ Tickets

60 Staff involved in the distribution of pharmaceutical products are suspected of, or found to be implicated in, any activities relating to Termination
the misappropriation, tampering, diversion or counterfeiting of any product.

| Employee Number: have received a copy of the DVD and acknowledge its contents. | further accept that the DVD will form part of my contract and the terms and

conditions of

employment with SMSA.




m Vetting Questionnaire
Owner/Department: Human Resources

Applicant Name: | |Mobile: | |Date: | |

Position Applied: | |ID Number:| |Location: | |

CHARACTER REFERENCES:

Name & Contact: | |Date & Time of Call: | |

Company /Position | |Re|ation to Applicant: | |

I. PERSONAL REFERENCE QUESTIONNAIRE

1. How are you acquainted with the candidate? D Close Friend D Neighbor D Casual Aquaintance D Others

2. When was the last time you had contact with the
applicant?

3. What were the candidate's strengths as an employee?
Would you describe him or her a hard worker?

4.What do you think the candidate needs to really continue
his or her career development and professional growth?

fidate'c ad:

5. Determine the i s 1t in the company;
did he or she receive any promotions or demotions, or did
he or she remain in the same role throughout his/her
tenure?

6. Would you recommend, rehire him/her why? And why
not?

7. Is there anything else | should take into consideration
before | hire this candidate?

COMMENTS:

Il. PERSONAL REFERENCE QUESTIONNAIRE

Name & Contact: | |Date & Time of Call: | |
Company /Position | |Re|ation to Applicant: | |
1.How are you acquainted with the candidates? D Close Friend D Neighbor D Casual Aquaintance D Others

2. When was the last time you had contact with the
applicant?

3. What were the candidate's strengths as an employee?
Would you describe him or her a hard worker?

4. .What do you think the candidate needs to really continue
his or her career development and professional growth?

fidata'c ad

5. Determine the s 1t in the company;
did he or she receive any promotions or demotions, or did
he or she remain in the same role throughout his/her
tenure?

6. Would you recommend, rehire him/her why? And why
not?

7. Is there anything else | should take into consideration
before | hire this candidate?

COMMENTS:

Reference checked completed by:

Recruitment Supervisor Recruitment Officer
Signiture over printed name Signiture over printed name
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Recruitment File Checklist
Owner: Director, Human Resources
Department: HRD

APPLICANT INFORMATION

NAME: | | ooyl |
POSITION: | | Loc/r| |
NATIONALITY: | | DEPARTMENT: | | EmP | |
MOBILE NO.: | | 1aAamANO.: | |  AcE]| |
RECRUITMENT OFFICER AREA

REQUIREMENTS REMARKS
Selection interview Form (Entry/Management Level) HR Signed | | | |
Selection interview Form (Entry/Management Level) Dept. Signed | | | |
Application form (Filled Completely) | | | |
CV, School & Employment Certificates, Passport, Pictures, IBAN, Igama &
Driving License (if any)
Vetting form (Filled Completely) | | | |
Others (please specify): | | | |
COMMENTS:

RECRUITMENT OFFICER SIGNITURE:
RECRUITMENT COORDINATOR AREA

REQUIREMENTS REMARKS
LEGAL DOCUMENTS: Medical, Finger prints, 8 pcs of pictures & Umda w/
Garantor ID (For Saudi)
LEGAL DOCUMENTS: Passport, Igama & 8pcs pictures (For Expat) | | | |
Demand & Offer letter & Temporary Igama ( Copy only) | | | |
Made Applicant number & Update in SSHR | | | |
Others (please specify): | | | |
COMMENTS:

RECRUITMENT COORDINATOR SIGNITURE:
RECRUITMENT SUPERVISOR UPDATE & REVIEW
REQUIREMENTS REMARKS

ERP Mailer & Appointment Request (Copy attached)

Contract & Offer Letter (signed by applicants) HRDF (for saudi use only)

DVD, Pre-Employment Checklist & Employee Personal Details

Letter of Undertaking on Confidentiality

Non Competition & Non Disclosure agreement

Others (please specify):

COMMIENTS:

RECRUITMENT SUPERVISOR SIGNITURE:
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