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1. Purpose N N XY |
1.1 The purpose of the Employee Code of Conduct (“Code of & siall ieall lsludl julas o) mans ) (" sld) 45 50a") 488510 030 Cong3 1.1
Conduct”) is to define the minimum standards of professional el e Ao pena Al 5a e
conduct and behaviour expected of an employee of GEMS
Education.

1.2 This reflects the basic requirement of professionalism, L daal g sthaall ol 5ia¥ s da) 5l dgall ulad) Gillad) 8 13 ey 2.1
integrity and courtesy needed to ensure we provide a quality o) B3 g (e A
education.

2. Scope Afg gi 2
2.1 This policy applies to all employees, including temporary = JS& sie sy Culalalls el il sall gpan o 22300 o2 Gidati 1.2
and contract workers. The Code forms part of your employment el s de gena gl inds 6 e Y Te e 45l

with GEMS Education.

3. Principles and values pdysdsa .3

The Code of Conduct establishes four principles of conduct & s =i/leelal Cpilasall o Cany el glull {galia Zay ) e o glull & 500 (i
which employees should follow / promote at all times: (P FIVEN
1. Integrity and honesty LY 5 Al 1l
2. Promoting the public good Talal) daliadll 3o 5a8
3. Compliance with laws and regulations sl 5 i gall Qi)
4. Accountability and transparency Jadlasd) 5 elusal)

4. Definitions adiai 4
4.1 Fraud: Any act or omission, including a misrepresentation, — Jsts sl Juesls sl lay dlomy (531 a3l Jady Lo ) oy g1 Jia1 1.4
that knowingly or recklessly misleads, or attempts to mislead, a = &/l a3 5 s oAl Aalias o Adle s e e Lo Cala Joany o) ) (Jlmy o
party to obtain a financial or other benefit or to avoid an

obligation

4.2 Asset misappropriation: This includes both the theft of = seluls o5 yaall ol duaiill o) g 4S il J poal 48 o 43 2aly 1 J V) sl 2.4
company assets, such as cash or inventory, and the misuse of Ml Al (84S A 3l aladiul Jie AS Al J peal aladiu
company assets, such as using a company car for a personal

trip”

4.3 Financial statement fraud: “Financial statement fraud is —4:siis 2kl 4Gl 3 seaiall 5 5l 40 sl All) Aaldl 8 Jlas) 3.4
deliberate misrepresentation, misstatement or omission of <) gLkl el 5 (5 &) Jiliad (i ya Al A e iy Ly @ilEall
financial statement data for the purpose of misleading the Alall A8 a5 @8 e
reader and creating a false impression of an organisation’s

financial strength”
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5. Policy Statement

Pandemic — Covid-19

5.1 It is mandatory for all staff to follow the COVID-19 rules
during and outside working hours, as dictated by the UAE
Government and GEMS Education. Staff must fully comply with
self-quarantine measures, at the direction of the UAE
Government and / or GEMS Education. Failure to comply will
negatively impact the safety of students and staff at schools and
the reputation of GEMS Education.

It is mandatory for all staff to follow COVID-19 related training
and awareness sessions, as defined by GEMS Education.

Failure to comply with the above points is serious and will be
considered gross misconduct and result in disciplinary action,
up to and including termination of employment. Please refer to
the Employee Discipline Policy for more information.

Stewardship

5.2 Employees should take all possible care when using GEMS’
property, goods, intellectual property and services and ensure
they are used efficiently, carefully and honestly. Unless
permission has been granted by the employee’s line manager,
GEMS resources are not to be used for private purposes.

Business Records and Documents

5.3 All GEMS documents must be placed in official files, and
not in unofficial or private filing systems. Documents may only
be removed from official files if required for proper purposes and
must be promptly returned.

5.4 Employees must not access (or allow another person to
access) information which they are not authorized to use for any
reason.

5.5 Employees must maintain the security and
confidentiality of the information systems over which they have
responsibility or to which they have access.

Confidential Information

5.6 Confidential information is information that you create,
develop, receive, use or learn in the course of your employment
with GEMS that is not public. Itincludes information that is about
GEMS, our affiliates, our employees, our clients or other parties
with whom we and our affiliates have a relationship and that
have an expectation of confidentiality.

Company Confidential: This document is protected by international copyright laws. Any
unauthorised use, distribution, transmission, alteration or reproduction of this document, or
any part of it, may result in severe civil and criminal penalties, and will be prosecuted to the
maximum extent possible under the law.
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5.7 Unauthorized access, use or distribution of confidential
information violates our policies and may be illegal. Your
obligation to protect confidential information will continue even
after you leave GEMS and you must return all information in your
possession, or control, upon your departure.

5.8 Employees have an obligation to ensure that
confidential information is secured against loss, misuse,
unauthorized access, modification or disclosure.

Intellectual Property

5.9 All products, literature, computer programs, material in
written or other format, inventions and improvements in relation
to such matters, together with all copyright and intellectual
property created, authored, developed or produced by the
employee for the purpose of, or in the course of, the employee’s
employment will remain the property of GEMS and must not be
used by the employee in his personal capacity. Upon
termination of employment the employee will return all
correspondence, documents, data, information, equipment and
things, including copies thereof, belonging to the employer that
may be in the employee’s possession, custody or control.

Conflict of Interest

5.10 A conflict of interest may arise where an employee
participates in a business decision that could directly or
indirectly benefit the employee (or a person the employee has a
personal or outside business relationship with). If a potential
conflict or conflict may arise, employees must: (i) identify the
possible conflict to their line manager (i) Complete and submit
the Conflicts of Interest Disclosure Statement form on the GEMS
Compliance Intranet Portal. See the Conflict of Interest Policy
on GEMS Intranet Portal for details.

Child Protection

5.11 Employees should ensure that the welfare of the child is
paramount, because all children have the right to protection from
abuse.

5.12  Employees are required to disclose to their employer
any instances of charges or convictions they may have received
for offences associated with children, or any offences of a sexual
or violent nature either before or during their employment with
GEMS.

Company Confidential: This document is protected by international copyright laws. Any
unauthorised use, distribution, transmission, alteration or reproduction of this document, or
any part of it, may result in severe civil and criminal penalties, and will be prosecuted to the
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Theft and Fraud

5.13 GEMS is committed to taking all reasonable and
appropriate steps to prevent acts of theft and fraud.
Misappropriating, or embezzling funds, property or data
belonging or entrusted to GEMS or others, is strictly prohibited.

5.14 We must not knowingly be party to such activity and must
promptly report suspected fraud in accordance with the
Whistleblowing Policy (POL/HR0014)

Bribery and Improper Payments

5.15 Bribery and other forms of corruption are strictly
forbidden and put GEMS at risk. An employee must not offer
anything of value to obtain an improper advantage in providing
or receiving GEMS services. A bribe doesn’t have to be cash, it
can be anything of value that is offered in exchange for business
favours, information, favourable treatment or similar

5.16 GEMS prohibits improper payments in all of our activities.
We require proper accounting for all financial transactions,
including payment of commissions, fees and gratuities, as well
as proper record-keeping.

GEMS Media Protocols

5.17 Employees may not disclose information related to the
Company’s performance or business activities that have not yet
been made public.

5.18 All requests for interviews and/ or questions/ emails
from the media should be forwarded to GEMS Corporate
Communications in the first instance.

5.19 Inquiries from outside attorneys, regulators or
government agencies should be directed to GEMS Legal
Department.

Bullying and harassment

5.20  Bullying is unacceptable conduct within GEMS and all
reported incidents will be investigated. Bullying is any form of
unreasonable behaviour that is directed against an individual or
group by another individual or group and is derived from the
misuse of power over the target of the behaviour, which may
include: verbal abuse, shouting, excluding or isolating
behaviour, deliberately withholding information for effective work
performance, physical abuse, giving employees impossible
assignments, etc. Whilst it is the responsibility of all employees
within GEMS to ensure that the premises and facilities are free
from harassment, line managers have a particular and clear
responsibility to meet this requirement.

Company Confidential: This document is protected by international copyright laws. Any
unauthorised use, distribution, transmission, alteration or reproduction of this document, or
any part of it, may result in severe civil and criminal penalties, and will be prosecuted to the
maximum extent possible under the law.
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5.21 Harassment is unacceptable conduct within GEMS.
Harassment is behaviour that can include sexual assault,
stalking and harassing phone calls, or online comment, some of
which are also crimes. Fair discipline, performance counselling
or workplace control practices based only on performance
issues do not, in themselves, constitute harassment. It is
unacceptable, and in most jurisdictions it is illegal, to
discriminate against someone (applicant or employee) because
of that person's race, colour, religion, sex, national origin, age,
disability or genetic information. It is also unacceptable and in
most cases illegal to retaliate against a person because he or
she complained about discrimination, filed a charge of
discrimination, or participated in an employment discrimination
investigation or lawsuit.

On-line Conduct

5.22  Employees are prohibited from uploading, downloading,

transferring or distributing any content (including text, images,

sound, video, data, information or software) or otherwise use the

service in a way that:

e depicts nudity of any sort;

e incites, advocates, or expresses pornography;

e misrepresents the source or anything you post or upload;

e provides or creates links to external sites that violate the

Code of Conduct;

is intended to harm or exploit minors;

e infringes copyright or includes content that is protected by
intellectual property laws;

e threatens, stalks, defames an employee or group of
employees for any reason; and/or

e attempts to impersonate a GEMS employee.

5.23  Employees may use e-mail and web browsing for work
related purposes. All e-mail and web access logs may be
monitored for compliance with this Code of Conduct. As the
Company has the responsibility for its computer systems and
networks, it has the right to make directions as to its use.

Money Laundering

5.24  GEMS only does business with reputable customers
who are involved in legitimate business activities. Employees at
GEMS must not take part in money laundering and this will be
tested through the Internal Audit. Money laundering can be
classified as: concealment, disguise, conversion, transfer or
removal of company property, or becoming involved in the
arrangement of money laundering, or using or possessing
unlawful company property.

Company Confidential: This document is protected by international copyright laws. Any
unauthorised use, distribution, transmission, alteration or reproduction of this document, or
any part of it, may result in severe civil and criminal penalties, and will be prosecuted to the
maximum extent possible under the law.
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Company property is defined as anything which represents a
benefit from criminal conduct, where the alleged offender knows
or suspects that this is the case. This is punishable by law.
Employees must raise concerns to their line manager if they
become suspicious about money laundering.

Insider Trading and Inside Information

5.25 Inside information is a form of confidential information
and includes all non-public information that may have a
significant impact on the price of a security or other financial
instrument, or that a reasonable investor would be likely to
consider important in making an investment decision. The
employee may never, under any circumstances, trade,
encourage others to trade, or recommend securities or other
financial instruments while in the possession of inside
information. The determination of whether non-public
information is “inside information” in some circumstances may
be complex. An employee must consult with their line manager
if they are uncertain whether particular information is inside
information.

Dealing with Investors

5.26  In order to ensure fair disclosure, GEMS designates the
CEOI/CFO as spokespersons for GEMS, and they regularly
interact and communicate with investors on behalf of the
Company. To ensure consistent disclosure and avoidance of
selective disclosure, employees other than the spokespersons
should refrain from interacting or communicating with investors,
other than when so directed. Employees shall ensure
confidentiality of sensitive information and refrain from divulging
such information to any third party until timely, fair and equitable
disclosure is made.

Authorization for Transactions

5.27  Employees must comply with the Company Delegation
of Authority (“DOA”). The DOA sets out the approvals required
for certain commitments, expenditures and other transactions.
Line managers are responsible for ensuring that their
employees are provided with the relevant sections of the DOA.

Company Policies

5.28  Employees must fully comply with the Company policies
published on GEMS Intranet Portal or otherwise disseminated
to the employees from time to time. All such policies are
incorporated by reference into this Code of Conduct.

Company Confidential: This document is protected by international copyright laws. Any
unauthorised use, distribution, transmission, alteration or reproduction of this document, or
any part of it, may result in severe civil and criminal penalties, and will be prosecuted to the
maximum extent possible under the law.

Slall 4 05 (el ga) il (g drdie Jiag dee gl A8l CilSliany 2aly g
pedslaa ) cpilasall o i 0 sl adde lay el a5 NS aa 5 Sl
s dase 3553 0Ll gl (IS Jla (8 bl a8 e )

L4040 e laall g cSlalal)

aen dadiiy Ayl Cilasbeall JSE1 e JSG 1A e gleal) Jia3 25,5
in gl ST AILN S ) 1 e o S L 06 8 A Al e il sleall
QM\M@\&)@\M\L@J\)&Q\CAJAIOAGJ\}\ Al
d)‘-\-‘“—‘))ﬂ‘u‘ujkdl NLA&JE)AUJ}MY} )MY\)\}J\AJ\
Gasill o Jolu e V) maii o gAY Al clad) 20U Gl 5Y)
o glaall Gaa Wasay W gAY I clasadl 2l 35y Jlan
el MY e glaa daladl e e slrall il 13 Lo aand Jiag 38 Al
JAGS)ML»J\)JM\@)}MLJ\&_&L}A\GJGt_\;.z}u_n})jaﬂ &.5'5"“"““
wd;\duu)h)waddﬂ\uu}u\umuls\A\Laub.u.\ASL\A‘)JGuls

Aade

) Opl Geen Ao sene i (ila)l Zlady) e dal e 265
ul;ﬁjcb.aé‘zﬂ Al Glaaly 4S8N0 e Al u.\)ﬁi...ml\ J\)ASML'N_\S\
e tLu.a‘}“ AS)‘J\ (:MLI u.ud;.\.,d\ ).\t: u.\s.L:}.d\ ‘_;c Ls”u‘ CLABY\ Lé MU&Y\
L;suus‘dlawdbb\u;mhhww\&&a\ﬂ\j Jelatl)
e CL»ASY\ o &L\.\AYU Laloall Gla gladl) 4,3‘)“&5}:13;.“‘ O K Cnals gl

Ciaie s M 5 Canlia 7 load] wisil 3as Y] a8 ik (sl ) e slacdl oa

Clalaall o 483 gal)

Wiy pali s ¢ A8 SlaSla (a6 pUaky Al il sell sy 27.5
Clail) 5 el V) and da DU & gall e 4K 3l Cadla a6 ol
s Ghea o Celsiee bl Cpomall Soiny Slaall (e s

A Sl g s alai 48 5 (e Aall ) ALY aguils 5

i ﬂl Gl

Dlg o sl 38,8 b o6 50 2@l il gall ey 28.5
Oe Cpilasall e 5 )3l 5 sem ol Loy s Qi A A IV addaill Guann
sl ae ) 8 45 sae A Led) 5 LEYL Cilulad) 038 aaes an ol S5 ¢ AY b

S s sl as sl alasiul ol Adsall a3 gEs ol 8 g Fane Al o2 i A AN B jll laslad
s e jla Aling Apiae Glysie adde o5 38 Leie ¢ Ja (g) 5 A8l 03] 4y 7 pean e Flaiinl ) i
O 4 ey aa el Liliad Glld daaDl



It's your

=S
dsas
db

EDUCATION

5.29 Any breach of this Code of Conduct may result in
disciplinary action, including but not limited to termination of
employment.

5.30 Employees are encouraged to report breaches of this
Code of Conduct in accordance with the GEMS Whistleblowing
Policy (see references).

6. Responsibilities

6.1 Corporate People and Organisation (Corporate) and
School HR (Schools) are responsible for ensuring that all new
employees are provided with this Code of Conduct upon joining,
and thereafter on an annual basis.

6.2 All employees are responsible and accountable for their
compliance with this Code of Conduct.

6.3 All Line managers are responsible and accountable for
ensuring their teams comply with this Code of Conduct at all
times.

7. References

7.1 For further details on child protection issues, please see
the GEMS Child Protection Policy and Criminal Clearance
Checks Policy on SharePoint.

7.2 For further information regarding the giving and receipt
of gifts, please view the GEMS Gift & Hospitality Policy available
on SharePoint.

7.3 For details regarding the reporting of suspected
breaches of the Code of Conduct please view the GEMS
Whistleblowing Policy available on SharePoint.

8. Guidance

To support employees with navigating through business

decisions a list of questions is outlined below:

- Are my actions legal?

- Are my actions ethical?

- Would me actions harm the reputation of GEMS if they were
revealed to the public?

- Am | comfortable with this action?

- Do my actions somehow harm the health, safety or
reputation of others?

- Could my action be perceived as incorrect by others?

- Do I need to consult others before | undertake the actions?

Company Confidential: This document is protected by international copyright laws. Any
unauthorised use, distribution, transmission, alteration or reproduction of this document, or
any part of it, may result in severe civil and criminal penalties, and will be prosecuted to the
maximum extent possible under the law.
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