Subject: Taking Action for Non-Compliance

Dear Fernand Hosri Group holding Team.
We hope this message finds you well;

After 2 full months of careful observation and collaboration to map out patterns of conduct and
compliance, we would like to address an important matter regarding non-compliance that has been
persistent within our organization.

We understand that mistakes can happen, and it is our responsibility as a company to provide guidance
and support to rectify these situations. We are committed to taking immediate action to address the non-
compliance issues and prevent their recurrence in the future.

As we continue to strive for excellence and efficiency, we strongly believe it is essential to reinforce the
importance of punctuality and attendance in the workplace.

Effective immediately we will be implementing the following guidelines:

Time value: your time is valuable and we expect every employee to prioritize their work commitments.
Please ensure that you arrive at work on time and are ready to begin immediately, and unforeseen
circumstance should be immediately reported to the HR department.

Attendance: regular attendance is crucial for maintaining a productive work environment we expect all
employees to regularly fulfil their scheduled hours. Unexpected absenteeism should be brought down to
a minimum as it hinders teamwork and if inevitable should follow the appropriate procedures outlined in
our company rules and regulations book.

e Official Working hours are 8am to 6pm for office work, 7am to 3pm or 2pm to 10pm for retail.

e With a half hour break since we are leaving early at 5pm until further notice.

e Sick leave extending over 24h should be presented with a medical report.

Timekeeping: accurate timekeeping is essential for proper payroll management. Make sure to record your
working hours diligently using the punching machine available at your premises or through checking in
daily with your supervisor when working remotely.

e Punching in and out daily and at any time of arrival or departure is crucial otherwise will be

counted as a day off.
e Days off should be planned well ahead except in exceptional situations, and should in no way be

brought forward to the following year. Please make sure you take yours before the end of year.

We strongly believe that adhering to these guidelines will contribute to a positive work culture, enhance
productivity, ensure fairness among all employees. We value your commitment to our organization and

expect you to adhere to these policies in good will and positivity.

We have put in place some metrics to help us visualize and measure the compliance so as to be impartial
fair and equitable towards you in any action taken with that regards. We appreciate your understanding

and your support in correcting the current situation.




If you have any questions or concerns, please feel free to reach out to the HR department we are here to
support you and provide any necessary clarification.

Thank you for your PROMPT attention to this matter.

Best regards,

and Admin Officer
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