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YNOYPIEIO EPTAZIAX KAI Apl10. Npwr.: 4684
KOINOQNIKHZ AZOAAIZHZ

FEN. AINZH A/KHZ YNOXZTHPIZHZ

AIEYOYNZH NMPOZQMKOY [MPOZ: Tn BouAn twv EAAAVWY

TMHMA NOMOOETIKOY Alvan Koiv/koU EAéyyou
FYNTONIZMOY & U Tufua EpwrAcewy
KQAIKOMOIHZHZ ABnva

Tay. Alvon: [eipaiwg 40

Tax. Kwdikag: 101 82 - ABrva KOIN.: Ytoupyeio EowTepikwyv
TELEFAX: 2105203872 (I papeio k. YToupyou)
[IAnpo@opieg: |. AvtwvotroUuAou

TnAépwvo:  2105295194,216

e-mail: ypertns@ypakp.qr

OEMA:MNpooAfYEeIC TTPOCWTTIKOU GTNV Tpatrela «ZIRAAT BANK».
2XET: 1)H pe ap. mpwr. 19207/11-7-2011 EPQTHIH \ ~

2)To pe ap. mpwr. 36093/4-8-2011 'Eyypago Tou YTroupyeiou EcwTrepikwv.

, 2E ATTAVTNON TNS ME ap. Tpwrt. 19207/11-7-2011 EpwTtnong, mou kararédnke otn
BouAn amd 10 BouAeuty k. K. BeAOTOUAO, OXETIKA HE TO avwTepw BEua, oac
TTANPOYPOPOUKE Ta £ENC:

2UNowva e TIc dlatdéeic Tou N.3304/2005 «E@Qappoyry g apxng tnc ionc
HETaXEIPIONG AVEEAPTATWS QUAETIKAC A €OVOTIKAG Kataywyns, OpPNOKEUTIKWY i GAAWY
TTETOIONOEWY, avamnpiag, nAikiag r YEVETHOIOU TPOCAVATOAITHOU ME TOV OTT0i0
evowpatwonkav oto EOvikd pag Aikaio o1 dUo Odnyiec Twv EupwTrdikv KoIvoTnTwy
2000/43/EK «mrepi eappoyAg TG apxnc TS iong HETAXEIPIONG TTPOCWTTWY AOXETWC
QUAETIKAC 1 €OVIKAC Kataywyng», kar  2000/78/EK «mepi Tn¢ iong HETAXEIPIONC
TPOCWTTWY AVEEAPTATWE BPNOKEUTIKWV N aAAwv TreTroIBRoEwy, avamnpiag, nAikiac ;
YEVETAOIOU TTPOCAVATOMOUOU QUTWY, GTOV TOHEX TNC ATTacX0ANCONG KAl TNG £pyaciacy
QTTayopEUETal N ApeDN, €upeon SIdkpion KaBwe Kal n TapevoxAnon yia TOUG AOYOUC TTOU
TTPOAVAPEPALE.

Baoel O1aTagewv To0U avwTépw VOUOU, CUVTPEXEL: Q) ageon dSiakpion o6tav yia
AOyoug, HeTalu GAAwv, €BVOTIKAG 1 QUAETIKAC KATAYWYNG, OpNOKEUTIKWY i GAAwY
memoifnoewy, éva mpdowTro ugioTartal PeTaxeipion AlyoTEPO EUVOIKN ammd aQuthAv TTou
TUYXGVEl, £TUXe 1 Ba eTUyxave GAMo TPOdOoWTO Ot avdAoyn karaoTtacn, B) éupeon
Sl1akpion, OTAV PO QAIVOUEVIKG oudETEPN Olatagn, KPITAPIO A TTPAKTIKA, PTTOPEl va BEoel
TPOCWTTA OPICHEVNG PUAETIKAC 1 PUAETIKNG KATAYWYNG, OPICUEVWY BPNOKEUTIKWYV R
OAAWV TTETTOIBAOEWY, OE PEIOVEKTIKT) BE0T CUYKPITIKG HE GAAG TTPOCWTTA.
ETITpooBETWG, N apxr} Tng iong WeTaxeipiong kai n ATTAYOPEUCH TwV dIaKpioEwy,
yld TOUG AOYOUG TTOU Qva@Eépaue TTAPATIAvw, £Qappdletal o OAa TO TPOCWTTA OTO
ONUOCIO Kal TOV IBIWTIKO QOpPéa, OO0V agopd, HETAEU GAAWV Kal  OTOUG OPOUC
TPoofaong oTnV £pyacia Kal TRV amraoxoAnon, CUUTTEPIAQUBAVONEVWV Kal TWV OpwV
ETTIAOYNG KAl TPOCANWNG Kal eTTayYEAUATIKAC £EENIENC.

[NapekkAion atré Tnv epapuoyn TNG apxng TS ionc METAXEIPIONG, KATA TOV TTapOVTA
VOHO, AOYWw BpnNOKEUTIKWY 1 AAAWV TTETTOIBROEWY, €XOUUE OTIG TTEPITITWOEIC TTOU

* Ol DPnNOKEUTIKEG 1 AAAEC TTETTOIONOEIC £VOC TTPOCWITOU  ATTOTEAOUV ouciwodn,
OepiT) Kai dikaloAoynuévn eTTayyeAHOTIKA amraitnon. (GpBp. 9 map. 2 Tou
N.3304/2005)
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* QQOpoUvV Ot ETTAYYEAHATIKEG BPAOCTNPIOTNTEC TTOU AOKOUVTAI EVTOC TWV
EKKANOIWV KABWG Kal 0pyavwoEwy | EVIWCTEWY, N 6tovroAoyia Twv omroiwv
eOpaderal o€ OpNOKEUTIKEG | GAAEC METTOIONOEIG. Ag BiyeTan £Tmionc 10 OIKQiwua
TWV EKKANCIWV 1 AAAWV ONUOCIWV 1A IDILTIKWV OPYQVIOUWYV, TWwV OToiWV N
ocovToAoyia edpdleTal oe OPNOKEUTIKEG | GAAEC TTETOIONOEIC, va atraitolv amd Ta
TTPOCWTTA TTou £pydlovTal  yia Aoyapiaoud Toug ouuTTEPIPOPE KAANG TrioTnc Kkai
CUHHOPPWOT TTPOG Tn deovToAoyia Touc.

2€ KABe epiTTTwaon, 6tav n apxn Tne ionc METOXEIpIONG TrapaBIddeTal amd QuOIKG h
VOUIKO TPOOWTTa, OTOV TOopéX ATTagX0ANONG Kal €pyaoiac, oTov IBIWTIKG TOMEQ,
KarayyeAieg pmropolv va utroBAnBolv o1o Zwua EmBewpnong Epyaciag (ZEME), wc o
apHOOIOG PopEag TTPowenaNg TN apxnC TNC long peTaxeipionc.

TeAog, oag yvwpidoupe 611 oUpPWvaA Pe TO apBp. 26 Tou 1Biou vépou, kabioTaral
akupn KaBe diaragn tmou TrepAauBdveTal o ATOMIKN N oUAAoyIKy oUpBaan, yevikoUc
OpoUG  OUVAAAAYWYV, ECWTEPIKOUC KAVOVIOUOUG  ETMIXEIPROEWY, KATAOTATIKG
KEPOOOKOTIIKWV 1 HN OpYyavWOEwWY, AVESAPTNTWVY ETTAYYEAUQTIKWV OPYAVWOEWY KO
OUVOIKOAIOTIKWY OPYOVWOEWY TWV EQPYACOMEVWYV KAl TWV £PYOBOTWV, n oTtroia gival
avTiBeTn, karta tov N.3304/2005, apyA TnC I0NG METAXEIPIONC.

l'la Tov okoTré autd, 1o Ymoupyeio Epyaciag kai Kovwvikic AopaAlionc, e€£dwoe
TV HE apiBp. 200506/14-07-05 eykOkAio pe TNV oTroia Evnuepwoe, Ta YToupyeia, TIC
lepipepeiakég Apxeg, TIC Nopapxlakéc AUTOOIOIKAOEIG, TOUuG ARUOuUC, TIC AVECAPTNTEC
AloIKNTIKEG ApXEG KOBWG Kal Ta OUAAOYIKG OpPYAVA TWV KOIVWVIKWV ETAIpWV
(epyadopévwy kai gpyodoTwy), yia Tnv EVOWHATWON OT0 €0VIKG pac dikaio Twv 300
KOIVOTIKWV 0dnyIwv he TN wrAgion Tou N.3304/2005.

2€ 0,TI AQOpPd BEPATA TOU ZWPATOC EmBewpnong Epyaaciac ocac TTANPOYPOPOUNE TA
eGNG:
| 211G 30-08-2011 10 0pp6dI0 THANA Koivwviking Eméswpnonc Podotng (T.K.E.)
OIEVAPYNOE €AEYXO OTO Kataotnua Tng ev Adyw Tpdmelac oTnv Kopotnvr. Omwc
evnuepwOnke 1o T.K.E. e eyypaen dnAwaon amé v tpamela, n diadikaoia TPOCANYNC
TPOOWTIKOU KAl O CUVEVTEUEEIC e TOUG utroyneloug diegdyovral amé 1o Kevrpikd
Karaotnua ABnvwv.

Tnv 01-09-2011 10 apuddio TuRAua Koivwvikig EmiBswpnonc AvatoAiko(
Topéa ABnvwv (T.K.E.) dieviipynos eAeyxo otnv €dpa Tng Tpdmelac «T.C. ZIRAAT
BANKASI A.S., Athens Central Branchy, £Tri TNG 000U Eppou 2, otov 5° 6pogo.

271G 02-09-2011 n Tpdmeda TPOOKOMIOE TOUC THVOKEC TTPOCWITIKOU Trou £YOUV
katateBei oto T.K.E. Av. Topéa ABnviwv kai oto T.K.E. Poddtng, oupgwva pe Toug
OTTOloUG EXEl TTPOOAGREl €wg onfuepa €ikoo! Trévre (29) epyaloupevouc. H TteAguTaia
mpooAnyn yive otic 11-01-2011 kai £XEI KOIVOTTOINGEl, 6TTWCE Kal GAEC ol TTPONYOULEVEC.
H tpameda dnAwoe eyypdowe 61 yia OUYKEKPIPEVEG BEDEIG epyaaiac dtTou amaitodvranl
eCEIDIKEUPEVEC YVWOEIG KOl ETTOYYEAUATIKA EMTTEIPIQ egeradovral evdeAexwe OAa Ta
TPoBAETTOpEVA KPITRPIa KAl 0TI Ta Bioypagikd InUEIDPATA TWY Vv AOYWw OTeAEXWV £xouV
utroANnBEi appodiwg atnv Tpdmela Tng EAAGOOG (W¢ apuddia sTToTrTeEVoUoa apxn).
Tedog, n 1pamea otnv €yypagn SAAWCH TN avagépel 6T GoOV agopd T
Oladikagia TTPoCAAWPEWY, auT akoAouBsi Ta TpoAeTrOpeva amd Tov Eowrepikd Toug
Kavoviou6, oTtov omroio dev ugioTtavrar KPITNPIO QUAETIKAG 1 €BVOTIKAC Karaywyneg,

BpNoKeUTIKWY TTETTOIBFCEWY, avaTpiac i otrolacdriTrote AAANG didkpionc.
ZYNHMMENA

(O€Aideg 24)
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Chapter 1
Objective, Scope, Definitions

O )Hrjective:

Aiticle 1: This guide is designed to help the employees with the Human Resources practices of the
T. .. Ziraat Bankast A.S. Greece.

T B T T B A, L D Bl R ATl AL T, g i T S T R MR, T ot oy e oo

Tl e objective of the code is to determine the approved processes conceming:

«  Employment Process and Principals

« Working Hours, Remuneration, Promotion & Signature Authority Levels, Leave of Absence
» Relocation, Termination, Resignation, Retirement

« LEmployee Folder Documentation

Scope:

Article 2: This guide applies to all the employees of the T.C. Zir:nt Bankasi A.S. Greece to the extent
detined within thls document.

e g R B T P T L T T T o Y T T G o TR R O e T T i o kg o e et o o T,
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Aiticle 3;

el et b o U8 o R e

Benk : T.C. Ziraat Bankasi A.S.

- Head Office (H(Q) ... T.C. Ziraat Bankasi A S, TUTKEY. .. v coomoams - cwe s s oomirn,
Branch . T.C. Ziraat Bankasi A.S, Branches in Greece
Ex patriates : Emiployers, who are assigned to Greek Brancles of the Bank from Turkey.

Lccal Staft . Employees, who already have residence/work permits in Greece and are

en ployed by the Greek Branches with H/O approval.

Chapter II — Employment
Qualifications and Selection Principals & Emgln vmment Process

T P AT, 1 G oM I e ST TR e e S e TR e

wtlh T
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2 rticle 4:

4.1- Qualifications of expatriates: The assignment of expatriates is in sole discretion of Head
( ffice. The legal representative and the 2™ responsible person have to be approved by Bank of Greece.

4.2- Qualifications of local_candidates: The candidate should not have any negative state in
a scordance with the information gathered from the related individuals or institutions according to the
lucal practices, should have enough knowledge, experience and skills to carry out the duties and
rosponsibilities the position calls for, should have at least eraduatad from high school (for specific

pasitions only eg. Courter, driver €ic ).

The candidate should also:

Have residence/work permit in Greece,

Be over 18 years old,

Have comipleted or be exempt from military service,

Have a health condition that will not prevent him/her {from readering services that the position
calls for.

» & & 8

The additional qualifications of candidates are determined proportionally according to the
{ ositions, the duties and their responsibilities of the position,

¢ clection Principals & Employment Process

4.aticle 5:

5.1.1- Expatriates: The assignment of expatriates is in sole discretion of Head Office. The legal
rapresentative and the 2™ responsible person have to be approved by Bank of Greece.

5.1.2- Local Personnel:

i, The local Greek Branch requests personnel from Athens Central Branch using Forml.
ii. Athens Central Branch evaluates the request and approves/rejects it using the same form,
“f{i;Ingase of approval; local branch-and/or Athens Central Branch start-searching candidates by
means of media (newspapers/internet advertisements); local means or by protfessional HR

firms.
iv. The local branch manager interviews the candidates and sends its final 3 candidates to Athens

o -..Central Branch for appraval,.Jt.is.in. Athens.Central Branch’s discretion. to.call.the candidates .
for another interview. In cases of specialized employees or executives, the final 3 candidates
have to be interviewed by Athens Central Branch.

v. After Athens Central Branch’s approval, H/O approval will be sought. Forms 2, 3 and 4 are
filed together with the reference letters and sent to H/O, It is in H/Q's discretion to call the
candidate for a final interview.

vi. If the candidate is approved by H/O, the process for the employment with trial period o
employment for definite duration (6 months initially) will be started by the local branch by
the assistance of Athens Central Branch. (Agreement 1 for executive employees, Agreement
2 for other employees is signed.) The agreement is signed in 3 copies, a copy will be given to
the employee, a copy will be sent to H/O and a copy will be kept by Athens Central Branch.
The local branch will receive a certified copy of the agreeirent.

; BPr 030c_08.10 4
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The candidate must fill out a Recruitment Notification Forn in three copies which must be
submitted to the OAED by the eighth (8) calendar day frcm the date of recruitment and a
stamped and sign copy from the Greek authority OAED is kept by the Branch.

The Employer adds the employee with the necessary information to the “Staff Charr™ which
must be submitted (2 copies) to the related department of the Greek Ministry of Labor. One

of the copies is for the usage of the Ministry and the s:cond one is given back to the
Employer with the approval stamp of the particular authority.

One month before the end of trial period or the end of definite duration employment, the local
branch manager writes an official letter to Athens Cenwal Branch stating the state of the
personnel and his/her decision about the continuation of rhe employment. Athens Central

Branch then files From 5 and sends it to H/O.
[n case of continuation of employment, all the employees of Greek Branches are informed.

via an official e-mail, about the new employee’s assignment,

In case of a dismissal decision at the end of trial period, the relative branch is informed that
the agreement should be terminated at the end of the trial period. The local branch and Athens
Central Branch carries out the dismissal procedure in coordination with the lawyers. H/O
should be informed about the dismissal, Greek Branches are informed about the dismissal.

5.2- Temporary Employment: 1f needed, the Greek Branches imay employ temporary personnel

to have special work done (e.g. project based works) or to fulfill short duration staft needs (e.g. to

reace

T, R
o 'I:-'I r-l---\.ll

stafl on maternity leave).

5.3- Documents requested from candidates to be employed:

1. Originals and copies of national identification certificate and passport
i1l. Ornginals and copies of diplomas, certificates
i, Orniginals and copies of military service completion/exemption documents
iv. Original and copies of Social Security book and Health statement
v. 6recently taken photos
| vi. Declaration of family status form* (Certificate of marriage and certificate of birth for child)
| vii. D»cuments and information about social security conceming previous employments if any
viii. Document from the previous employer showing cumulative tax base if any
ix. Proof of Social Security Number
% x. TOEFL or similar certification documents
oo CiwallbesuppliedbytheBenk) . L

Working Hours, Remuneration, Promotion & Signature Authority Levels,
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R:muneration

A:ticle 6:

0.. -5

alaries

6.1.1- Expatriates: The remuneration of expatriates are defined by H/O on 12months NET basis.
Siice Greek Law dictates 14.5 salaries, (4 balance sheet bonus, % Faster bonus, ¥z vacation bonus, |
Cliristmas bonus) their monthly net salaries and all legal witholdings are adjusted accordingly by the
payroll company/department.

ZEPr 030c 08.10
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Salaries of expatriates are paid uptront on the first working day of the month.

6.1.2- Local Staff: The remuneration of local statf are proposed by the Senior Country Manager
ar d approved by H/O. Salaries of local staft are paid on the last Friday of every month.

6.1.2- Raises: The salary raises of expatriates are in sole discretion of H/Q. The salary raises of
lc2al staff are proposed by Senior Country Manager and are aprroved by H/O.

6.2 — Expenses

6.2.1- Travel and Accomodation Expenses: Travel and accomcdation expenses of personnel that
ar = temporarily assigned to another branch/unit in or outside Greece are paid according to scale set out
ir Form 6. upon submission of proof of payment attached to the 3Xpense form. Personnel that are
temporarily assigned to another branch/unit which is within the same region (eg. From Athens Central
B-anch to P. Faliro Branch > both Attica region) are not paid for these expenses.

Travel expenses of the expatriates and their family members when coming for the first time to
Creece or leaving back for Turkey are paid by the Bank.

6.2.2 - Allowance Pay: Daily limit of allowance is set according to scales set out in Forin ¢, &nd
piid upon submission of proof of payment attached 1o expense form.

6 3 — Compensation for change in place of assignment

6.3.1 - Expatriates: Expatriates are paid 75% of their salary as compensation when they are
a:signed from or to Turkey. This expense is paid from H/O bocks and with no cost to the Greek

Eranches.

6.3.2 - Local Staff: Local Staff are paid compensation for change in place of assignment
a.cording to Appendix 1il.

6 4 ~ Health Insurance: For expatriates and their family members coming for the first time to Greece,
t] ¢ Ministry asks for private health insurance in order to issue the residence/work permit. The Bank
{} erefore insures the expatriate for the time until he/she is eligible to have an IKA booklet.

i . _.' pm o - - [ =y .
LR R TR e L =t I re o S L ' ey & 0 Imlemesme plasy s =g - 14 sl m W EmRE w il e - PR TR T T T T R - R P T T R T R T e aad o oA e o el - bl S o o e R e e - B

Bank may decide to have private health insurance coverage for the personnel. In such a case, the
n.anagement will seek for the approval of the H/O. Upon approval, the management will proceed with
tle procedure.
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Bank's providing private health insurance coverage to the employees is in no way an achieved
right and the Bank has the right to cease this practice anytime.

> Vorking Hours

2 rticle 7: Working hours for the Greek Branches is from 07:45 to 1£:15 between Monday to Thursday
axd from 07:45 to 14:45 on Friday.

Management may assign different working hows for some personnel within the limit of total
v-orking hours set by the law and other regulations.
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All personnel have to finish their daily routine work & duties within the daily working hours and
acditional duties assigned by the managers within the reasonable time period that the assignment calls
fo. No overtime will be paid without prior written consent of the management.

Promotion & Signature Authority Levels
A ticle §:
8.1.1- Expatnates: Promotion of the expatriates is in the sole discretion of H/O.

The signature authoruty levels of expatriates are set by H/O and any change proposed must be
st:hmitted to H/O for approval,

8.1.2 - Local Staff: Promotion of the local personnel is proposed by the Management Commutree
ard approved by H/O.

The signature authority levels of local staff are proposed by the Management Committee and
m st be submitted to /0 for approval.

Y.ave of Absence

T pes of Leave

1. Anmnual Paid Leave
2. Sick Leave

3. Other Paid Leaves
4, Leave Without Pay

A ticle 9: Annual Paid Leave

9.1 — Special position of expatriates: Since expatriates <isr an agreement in Greece, their

v cation days are regulated according to the law and regulations in Cireece, The only adjustinent to be

m ide 15 1n the notification to /0 about the unused vacation days.,

' , _The number of unused vacation days to be_reported to H/Q for the social security records in
Th erey changes according to the difference between the number of vacation days entitled to in Turkey
ard Greece,

Examplel:

oo e memigentioneddysin Turkey: 26« =epanaiiguation daystorbepaid- for-ac cording tor Grevk Eaw' S

Vacation days in Greece 25 Unused vacation days to be reported to Turkey is |

Vacation days used 20

Example2. |

Vacation days mn Turkey 20 Vacation days to be paid for according to Greek law 5
Vacation days in Greece 23 | Unused vacation days to be reported to Turkey is 0
Vacation days used 18

9.2 — Annual Paid Leave: All the employees, who are connected with a labor agreement of
de finte or indetinite time, have the right to take annual leave with salary, from the start of their
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eriployment in the Greek Branches.
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Adjustment of leave during the 1™ calendar year: For the tirst calendar year. within which the
eniployee was employed, the employer is obligated to give, up 10 31%* of December, the quota-

percentage of the leave days that the employee deserves, based on his‘her employment's (nterval ot
tirie on that year.

Adjustment of leave during the 2" calendar year: During the second calendar year, the employee
he s the right to partially take his/her leave, which is according to his’her employment’s interval of time

or this second year, for the same employer.

The leave during the second calendar year, which has to be siven by the employer accordingly or
filly at the end, up to 317 of December of that year, is 21 working days.

Bl i o H.W._;._'_?W.._._' N BT P R S e R R R

Adjustment of leave during the 3rd and following calendar vears: During the third calendau: year,
ac well as the following ones, the employee has the right to 1ake his/her full annual leave and 11 any

ti:ne point of that year. The leave will be 22 working days.

Every employec has to use his’her annual leave days within the calendar year and transfer of
leave to the next calendar year is forbidden. 1f under extraordinary cicumstances related to business of

tte Bank and upon agreement between the employer and the employee, the employce may not usc all
viication days in one calendar year but is paid for these days with 100% surcharpe.

Fmployees may divide their annual leave period into 4 (four) parts at most excluding
einergencies, (one of which must be at least 10 days) for the smooth continuity of business. The annual
leave days will be increased by 1 (one) day for every 5 (five) days uszd from 1/1 to 30/4 and from 1/10

t¢ 31/12 used in whole or partially,

L rm!‘.:[:ww ST g A P A ﬁ.‘ﬂﬂ%‘?"‘.‘-ﬁ'ﬂﬁlﬂ T TR, Lo ﬂwgﬁw_ﬁm g i sty ey W A

All staff has to inform the management about the residence address he/she is going to spend their
v.ication and a phone number.

Processing requests for annual leave:

e Employee fills in Form 7 (Annuval Leave Request Form) Section 1.

e HR department fills in the Section 2 in the same form.

o The form is submitted to the supervisor/manager of the employee to sign the first
s 'approvat—-h_hﬂ_ Ay . B e S R T B e e SRR T ST T, D G I S e e SR e £ AN e TGRIREeS WY ST )
o The form is then submitted to the branch Manager for the final approval.

o HR department receives the form, gives one copy to the employee and keeps the other
copy in the personnel’s folder.
e none o The HR-department-registers the annual Jeave days.in the.Form. 8.book in-¢lectronic. .
format, which at the end of the year is stamped by the authority of the Greek Ministry
of Labor.

£ rticle 10: Sick Leave

10.1- Special position of expatriates: If an expatriate receives a doctor’s notice for more than 20
days at once, then the notice has to be authenticated by the Turkish consulate and sent to H/O.
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If an expatriate after being assigned to another unit of the Bank in or out of Greece states the
k2/she cannot start with the new unit by submitting a formal notice from an authorltan\fc heajlth
iistitution, then this notice must have the statement “The health status of the person under discussion
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pr:vents him from leaving the country™ and has to be authenticated by the Turkish Consulate. Those

nctices that do not bear the above terms are considered invalid.
10.2 - All staft should submit doctor’s notices for absences due to health problems.

The staff can bring doctor’s notices trom private doctors up to 10 days within one calendar ycar
at once or in fractions. Once 10 days is realized. the doctor’'s notices must be from [KA doctors or
miist be approved by IKA doctors. If the Management is aware and sure of a serious health condition
of an employee (like a surgery, accident etc.), then this IKA requirement may be waived. If the
m: magement determines that the employee is frequently bringing doctor’s notices 10 be away from
work for reasons other than health problems, necessary action will be taken by the management.

Aiticle 11: Other Paid Leaves

Wedding leave 5 days,

Wedding of child 2 days,

Birth leave for the husband 3 days,

Pregnancy and Matemity leave for the mother § wecks before und 9 weeks after bivth or as the
current law/regulation dictates,

= Parental leave for educational reasons 4 days,

= Dlcctoral leave; for 200 — 400 km. 1 day, for more than 400km. 2 days, for islands 3 days,

= Funeral leave 2 days in the event of death of child, parent or brother/sister, 2 days in the event of
death of spouse’s parents or brother/sister.

icle 12: Leave without Pay

ég

T~

12.1 - Expatriates: Expatriates cannot apply for leave without pay during their assignment with
G: eek Branches except under inevitable conditions. In that case, it is in H/O discretion to evaluate and
approve the application.

12.2 - Y.ocal Staft:

» Bachelor studies up to 30 days per year.
»  Masters studies up to 10 days per year.
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Chapter IV
Relocation, Termination, Resignation, Retirement

R::location
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Asticle 13:

13.1.1- Expatriates: The assignment of the expatriates back to Turkey or to another

brinch/subsidiary abroad is in sole discretion of Head Office. H/O informs the expatriate about the
re ocation by a written notice and the expatriate should leave the Creek Branch within 30 days (15
dzys within Greece) of the receival of the notice and start the new working place within 10 working
deys from the date of leave. These periods can be extended upon the Greek Branch’s proposal and by

H. O approval.

13.1.2- Local Staff: Relocation of local staff is proposed by Senior Country Manager and
approved by H/Q. The Greek Branch informs the employee by a written notice and the employee
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skould leave the Greek Branch within 30 days (15 days within Greece) of the receival of the notice and
st.rt the new working place within 10 working days from the date of leave. These periods can be

oy tended upon the Greek Branch’s proposal and by H/O approval.

T :rmination of Employment

A ticle 14: The final decision to terminate the engagement with the employee is made by Senior
C »untry Manager.,

The request for the termination of the employment agreement of an em_ployee, together with a
di tailed Management Committec Report about the 1ssue and lawyer ¢ opimion, 18 sent 1o H/O.

After receiving the approval of H/O, the Greek Branch terminates the employment agreement
| a1 d informs H/O that the agreement has been terminated.

[n every case of dismissal of an employee the Branch must be supplemented with the terminan on
i v, This form is filled out in four copies and itis signed by the employee and employer. One copy of
i ¢ form is given to the employee. The other two are being submitred to the OALD by the eight (8)

cilendar day from the date of dismissal and the last copy is kept by the Branch.

(T R e Ba b Tl e b T e Lo e b G s i v ik e T e i Bt e e e R R B A e e S R o R e e e e A e L S

Up to the end of next month of dismissal, the Branch must submit a statement 10 tax authonty
avout the tax of dismissal which was retained. Also a new “Staff Chart” is prepaired and submited to
t} e Greek Ministry of Labor by deleting the details of the employee/s.

All financial obligations regarding and resulting from the tszrmination are calculated by the
piyroll company and verified by the Financial Manager.

e L e e e

F esignation
£ rticle 15: In every case of resignation of an employee the Branch must be supplemented with the
rsignation fo'.n. This form is filled out in four copies and it is signed by the employee and employer.
Cne copy of the form is given to the employee. The other two are being submitted to the OAED by the
vf e ght (8) calendar day from the date of dismissal and the last copy is <ept by the Branch.
. -4Jp 10 the-end -of -next month of dismissal, the Branch must submit a statement. to-tax authority
asout the tax of dismissal which was retained. Also a new “Staff Chart” is prepaired and submited to

the Greek Ministry of Labor by deleting the details of the employee/s,

... Al financial obligations regarding and resulting from the termination are calculated by the
payroll company and verified by the Financial Manager. | o -

%
:
|
:

H/O 1s informed about the resignation of the employee.

F.etirement

£ rticle 16: When an employee retires, the legal procedure is followed and H/O is informed about the
ritirement of the employee.
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All financial obligations regarding and resulting from the retirement are calculated by the payroll
company and verified by the Financial Manager. Also a new “Staff (Chart” is prepaired and submited
to the Greek Ministry of Labor by deleting the details of the employee/s.

Chapter 1V
Lmployee Folders

A folder for each employee is maintained in the Branch. This 1older contains information about
th: employee and family members that the employee supports. Employees are obligated to inform the
Himan Resources Department about any change regarding this information.

All changes in information contained in these folders must be forwarded to Human Resource
D¢ partment ot H/O.

An employee tolder should have the following documents in particular.

1. Copies of national identification certificate and passport
11, Copies of diplomas, certificates
i, Copies of military service completion/exemption docunients
v, Copies of Social Security book and Health statement
v. Declaration of tamily status form (Certificate of marriage and certificate of birth for ¢hild)
vi. Documents and imformation about social security concerning previous employments if any
vit, Document from the previous employer showing cumulative :ax base if any
vili. Proof of Social Security Number
ix. Copies TOEFL or similar certification documents

Xx. Personnel Information Form

x ok P 1 v iy e e N e i e e ik e Tt e G e Y i e e i e E e el A St S T P T s e L e R p e o e (oo o e KT e P e Wmvﬁ?"mﬂrwwwwwqﬁ

Appendix II - Forms
Fcrm 1 - Personnel Request Form.xls

Fcrm 2 3 4.xls
Fcrm 5 - Sube Yon.Kom.Karar.xls
Fcrm 6.doc
Fcrm 7 .xls
Fcrm angelia proslipsis OAED.doc
- -Fe mrmgcﬁa*niki'athelnﬂs-'apcxoﬁsis:doc----*-*-*-"*-“-—--—----"--"--*"""'"'"*“ v e s e e e s s ot
Fcrm katagelia simvasis ergasias.doc
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. ' APPENDIX I
ETHICAL PRINCIPLES

INTRODUCTION

Etaical principles involve the regulations about the working hife and the principles that Ziraat Bank's
en ployees must obey while they fulfill their duties. The aum of these principles is to prevent any
di: agreement and conflict of interests that may occur between the customers and the Bank.
Any attitude and behavior against these rules will be assessed in the context of disciplinary regulation,
an } employees are expected to behave in common sense under circumstances and conditions not
cevered by these rules.
[n the context of business ethics rules, all employees must;

e Behave honorable and faithfully in all business relations.

o Avoid any attitude and behavior which may damage Bank’s rzputation while fulfilling the
responsibilities

o Know the acts and regulations in depth and stand to their terms.

¢ Not make public the secret issues to third-parties, except thos¢ who must know them.

o Obey and examine the orders, regulations and procedures, divectives protecting business
discipline and working life by following them day to day. |

o Inform supervisors or Human Resources Depariment about apparent or suspicious acts against

rules.
o Never reveal political, social and religious opinions in job environment.
e Dress always suitable for business; abstain from clothes retlecting political or religious

thoughts.
» Not behave against woman-man equality and generally accepted ethical behaviors.

Branch and department managers are directly responsible for employees to act in accordance
with the rules regulated by these principles.

CHAPTER]
CONFLICT OF INTERESTS

F ASIC PRINCIPLE

“Cur employees should not employ their authority td advantage of their self-interest or their tamily's
a1d third parties’ interest.
1) PROHIBITION OF RECEIVING PAYMENT/GIFT

C ur employees cannot receive or ask for any personal payment or gitts from third parties having
| h LlSi'nESSWiﬂ'lth“Bﬂnk;-w Rt M MO PRI G G R Tt 2 T Bele veimae e G e e T ST G b D TR ST e eT e e e, T

2) GIFTS FOR CUSTOMERS
I: should be obvious that the gifts given to customers do not cause any conflict of interest between the

parties. Following rules define appropriate gifts.
o New Year and special day’s gifts can be given to the clients in accordance with the rules

defined by the Bank.

e Any payment in any way is forbidden.
o The aim of the gifts should not affect the other parties about any agreement or business

relation.

BANK’S PAYMENTS AND POLITICAL DONATIONS

17,5
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A 1y payment/gitt 1s torbidden which will be given to any public officer or political party candidate

al ned to affect decision or to get an advantage for continuity of Bank's activities.

4) PERSONAL POLITICAL DONATIONS

] A1y personal payment/gift is forbidden which will be given to any public officer or political party

candidate aimed to affect decision or to get an advantage for continui'y of Bank’s activities.
Einployees cannot participate in any political meeting or activity as representatives of the Bank.

5] REGULATIONS FOR BORROWING

Etnployees can only barrow from lepally authorized loan offices.

6) SECOND JOB

Einployees cannot have a second job at working days, on weekends, public holidays or vacation. They
should have a written approval from HR Department if an advisory or similar charged position is in
qu estion

Hwever they can participate in legal aid organizations, associations or ¢ivil organizations etc. if it

dc es not cause any interruption for their duty in the Bank.

7) REPRESENTATION AGREEMENTS WITH CUSTOMERS

Einployees cannot directly or indirectly accept heritage from customers or be beneficiary under a will
(I the customer 15 not a relative of the employee). They cannot undertake a power of attorney which
er able them have control over the accounts of clients except portfolic management.

8) PERSONAL INVESTMIENTS

A directung personal investments, our employees cannot make investments in shares or other
investment vehicles that may cause any conflict of interest with the responsibilities of the employee in
th: Bank.

CHAPTER II
REGULATIONS FOR INFORMATION FLOW

BASIC PRINCIPLE
Ay information about the Bank is confidential and it is forbidden to announce them to third parties.
1 INFORMATION BELONGING TO THE BANK
Bink reserve: the right of property of trade secrets, financial informetion, client-employee data, all
m iterials, programs, documents, computer and telecommunication systems, hardware-software and
ot 1er regulations and applications, all studies made by the employees and products developed by
eriployees. Such documents, information and instruments caunot be used for the good of the third
_perties, organizations and for self interests during or after the employment period excluding some
si uations arising from the duties in the Bank. Patent rights are reserved by the Bank.
2 | PROHIBITION FOR INFORMATION TRADE

It 1s forbidden to use any secret information concerning the Bank, its clients or operations for self

in.erest while trading fiscal instruments such as shares or to make public in improper ways to the third

L T pe tiesT This Tule CoVErs the Whol€ ifoiiation prociifed by the employee durinig the working period.
3 INFORMATION SYSTEMS '
Ay software bought for or developed in the Bank cannot be used or vopied for any purpose without

pt 'mission. -

4) CONFIDENTIALITY OF ELECTRONIC OR OTHER INFORMATION

It is forbidden to use the Bank’s e-mail system or other systems to prepare, save or send private

dc cuments and information. In case of private usage, this means that the employee renounce the right
ol privacy and the staff responsible for supervision and control of the Bank can analyze this

In :ormation.

3) FINANCIAL INFORMATION

ZE Pr030c_08.10 13
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R :cords of the Bank are kept pertinent to common accounting principles. All the transactions,

cl eckovers, loans and credits, incomes, losses, expenses must be kept and reported correctly. It is
ferbidden to make a secret and unregistered agreement. It 1s forbidden to keep wrong or misleading
re cords.

6 REPORTING

S:atutory reports related to the Bank's financial situation, operations ¢t¢. must be intact and correct, [t
is forbidden to hold out such information on public authorities and to change and damage them.

7. MEDIA SURVEYS AND INTERVIEW DEMANDS

A 1y such demand should be responded and coordinated by the related department. Employees cannot
make written or oral explanation to the media, they should have permission of HR Department to make
a speech or participate in meetings, conferences. Likewise it is forbidden to prepare documents using
tk 2 titles of the Bank.

CHAPTER 111

CUSTOMER RELATIONS

IASIC PRINCiPLE

E nployees cannot act on behalf of the customers on issues related to the Bank's scope of business.
T acy cannot transact and represent clients in the way which may harm the Bank.

1, COMMUNICATION

C iving false, misleading or exaggerated information while communicating with the customers or other
corporations must be avoided.

2) PRICING

C ur employees are obliged to follow in-house regulations and relevant legal obligations about pricing
of the products and services that our corporation offers.

CUSTOMER-COMBPLAINTES - -+ oo oo om0

C ustomer complaints regarding our products and services should quickly and accurately be directed to
te relevant departments. Complaints that are serious and extraordinary which can affect the Bank’s

- prestige must be directed to the relevant department managers as soon aspossible, . ... ...

L o bR e L
-

4) NON LEGAL CUSTOMER RELATIONS

I is strictly forbidden to serve a customer who is in actions agamnst law.

£) LEGAL INVESTIGATIONS ABOUT CUSTOMERS

[ formation requested by any legal authority regarding customers should be given only with the
zpproval of the relevant department.

¢) TRANSACTIONS AGAINST ANTI-TRUST LAWS
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Under any circumstance our employees cannot make agreements with competitors which may aftect
pr cing and marketing policies.

7) LEGAL ISSUES

Ir case that our employees take part in a legal or official inquiry, are interrogated, arrested or
convicted for any reason (being called as witness or being accused part), they have to inform their

suoservisors and HR Departinent in writing immediately.
Tl ey cannot bear witness and sign any advocacy drawn up at the instance of third parts that will atfect
B: nk’s prestige, continuity and operations if not legally entorced.
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Fcom 1 — Personei Request Form
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Tt e amounts below are gross and all legal obligations of the employe: will be deducted.

MINIMUM COMP. FOR CHG. IN PL. OF AS. 750 EURO

COMP. FOR CHG. IN PL.
GROSS) A+B

LISTANCE(Km ADDITIONAL AMOUNT (B OF AS.

0 < 100

100 < 200 300
200 < 300 450

900
1.050
1,200
1,350

300 < 400 . 600
__400 < 500 825

500 < 600 1.060
600 < 700 1.275
700 < 800
800 < 900
800 < 1000

1000 < 1100 2.025 )
1100 < 1200 2.100

1200 < 1300 2175 ]

1300 < 1400 2.250
1400 < 1500 2.325
> 1500 2.400
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1.800

1.575

2.026
2.250

2,475
2.700

2778

2.850
2.925

3.000

3.078
3.160
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A PPENDIX IV

Al owances & Accommodation Fees

o

Maximum Real Accommodation

Ex

-egal Representatives & 100 200
Senior Country Manager

Branch Managers & 150
Department Managers
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Internal Auditor /
Comp"anCﬂ Officer/ 100
Assistant Managers / %0
Specialists
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Other Staff 40 100
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In cases of special organizations that require our participation, it is in Senior Country Manager's discretion to
decide / approve the stay in the hotel that the organization takes place, if the price exceeds the above limits
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