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Message from CEO

Greetings from MCB Arif Habib Savings and Investments Limited ("MCB-AH" or "Company")!

Dear Colleague,

We are excited to have you on board as part of our growing team. We all can contribute together to the success of MCB-AH business and share our commitment to achieving our goals as stated in Our Mission statement.

MCB-AH is committed to quality and unparalleled customer service in all aspects of business. As a part of our team, we hope you will discover that the pursuit of excellence is a rewarding aspect of your career here.

MCB-AH strives to provide an employee friendly environment in which goal oriented individuals prosper as they achieve ever more demanding challenges. 

We value the talents and abilities of our employees and seek to foster an open, cooperative and dynamic environment in which employees and the Company alike can prosper.

The Company provides an open door policy in which employees are encouraged to take their legitimate problems to next level of management if they are unable to resolve a situation with their supervisor.

MCB-AH is an equal opportunity employer. The Company complies with all applicable labour laws, whereas in certain respects the benefits provided by the Company may be even greater than those stipulated in the labour laws.

You should use this Handbook, as a ready reference, while you pursue your career with us. 

Additionally, the Handbook assures good management and fair treatment of all employees. 

At MCB-AH, we want to recognize the contributions of all employees.

Welcome aboard! I look forward to working with you.

Sincerely,

Muhammad Saqib Saleem

Chief Executive Officer

1 Use and Maintenance of the Employee Handbook

2.1 Philosophy Behind the Structure

MCB-AH (MCB-Arif Habib Savings & Investments Limited) is a growing company and accordingly, this Handbook is intended to be a living document, meant to evolve and grow with the Company as it moves towards its vision. Policies may need to be amended from time to time, to enable the Company to keep pace with changing market practices and applicable laws or to reflect internal shifts in direction. The growth of the Company may also necessitate the addition or deletion of certain policies or benefits.

The structure of the Handbook has been designed to permit maximum flexibility in this regard.  There is provision to incorporate policy amendments within the existing framework of the Handbook such that the overall 'shape' of the document remains substantially in consonance with its current form, except where becomes necessary to align the Handbook with the changing laws and regulations.

2.2 Structure

The paramount consideration is to allow flexibility for future changes and the other prime objective of the design is ease of reference. The Handbook articulates the Company's underlying values and principles, which govern how it conducts business.

MCB-AH's human resource philosophy is also elucidated, together with its view of the co-operation between the employees and the Company as an ongoing commitment and its determination to strengthen this bond by providing an open and equitable working environment.

In addition, the importance of having an Employee Handbook, which formally documents the principles and policies adopted, is explained.

The Handbook has been divided into various components such that a viewer would be able to locate an item of reference with relative ease. It comprises of four distinct segments (User Guide, Table of Contents, Policy and Procedures & Formats) which provide the overall framework of the Handbook; these are outlined as follows:

2.3 User Guide

The logic of the structure adopted as well as continuing guidance for upkeep of the Handbook is expounded upon here. The presentation of the Handbook has been organized in an easy to access and logical format. The narration, notations and illustrations all have a specific purpose which would play an important role in the maintenance of this document.

This section sheds light on access and guardianship parameters, as well as detailing the authorities and related responsibilities of ongoing maintenance of the Handbook.

2.4 Table of Contents

The table of contents provides at a glance a visualization of the framework adopted.  There is a comprehensive listing of all the individual sections with page numbers for easy reference.

2.5 Policies and Procedures

Each policy is built around five broad components. A brief explanation of these is presented as follows:
· Summary of the Policy

Some of the policies will have a summary. The summary is useful for policies which are largely concerned with benefits that are objective and quantifiable. This section is structured in a tabular format to provide a quick reference to the viewer at a glance.  It is essentially outlines the entitlement and its limits for various grades of employees.
· Statement of Intent

A statement of intent precedes the descriptive section of each policy. The purpose is to define the core thought behind the policy so that it may be interpreted in the correct context and that decision making authorities can be facilitated.

· Eligibility

Where applicable, this section articulates the categories of employees that qualify for a certain benefit, based on their gender, grade, years of service or other qualifying criteria.

· Entitlement

Overall limits for a perquisite and entitlements within different cadres are defined within this section.  In certain cases unusual situations and ensuing changes in entitlements are also articulated in this section.

· Dispensation and Practice

A prescribed process or procedure for the dispensation of an employee benefit (where applicable) makes up the content of this section. Usually the approval discretions and authorities are also laid out here.

2.6 Formats

This section comprises of sample formats of all the standard forms and application documents which are used for effective and organized documentation of the human resource process as it applies to each individual. Some examples include the job description format, performance appraisal, Travel form etc.

2.7 Maintenance of the Handbook

As stated earlier, this Handbook is a 'living' document, meant to keep pace with MCB-AH's growth. Ongoing amendments and additions of policies will entail the need for an effective procedure for maintenance and upkeep of the Handbook.

Minor amendments and additions may only be approved by the Exception Committee subject to subsequent review by Human Resource & Remuneration Committee and ratification by the Board in the next possible Board meeting. Once a policy amendment has been approved and is ready to be incorporated in the Handbook, the responsibility will shift to the Head of Human Resources to update the amendments into all the copies of the Handbook. It will be crucial that the amendment is assigned proper numbering and is dated accurately, as prescribed in the earlier paragraphs of this Section. Employee Handbook will be reviewed and updated as and when required.

2.8 Exception Committee

Although every attempt has been made to anticipate all situations requiring formalized policies, circumstances may arise which may not have covered in the Handbook or a situation may warrant deviations from the stated policy. These cases will be resolved by a decision taken by the Exception Committee in order to prevent the appearance of prejudice or bias which may occur if the decision is taken by any one individual.

The Exception Committee will comprise following members:

· Chief Executive Officer (CEO)

· Chief Investment Officer (CIO)

· Chief Operating Officer (COO)

· Company Secretary (CS)

· Head of Human Resources (HHR)

· Head of Sales (HS)

CEO shall be the Chairman of the Committee; in the absence of CEO, CIO shall be invited to attend the meeting as Chairman. The quorum of the meeting shall be three members present in person including CEO or CIO, who may review the facts of an unusual situation affecting an individual employee or employees in general and make an independent decision regarding its outcome. This is a fair and impartial process which will ensure that any resolutions reached have wider acceptability among the employees. Provided however, in case the Exception Committee is of the view that major amendment is required in the Structure (Section 2.2) or the Benefits or other Entitlements of employees, the same will require prior approval of the Company's Board.    

2.9 Confidentiality

The employee Handbook is the property of MCB-AH for the exclusive use of its employees to facilitate understanding of the rights, responsibilities and obligations in their employment relationship with the Company. Under no circumstances should it be removed from the office premises, or copied with a view to disseminating the information contained herein to outsiders, except where required by competent authority or court of competent jurisdiction in relation to matters agitated before them.

Employees have an obligation to respect this element of confidentiality regarding the Handbook and its contents.

Information on one's Performance rating and Bonus is strictly confidential and employees are expected not to discuss it with any other employee or outsiders.  

The employees shall not divulge any information pertaining to the business of the Company and the Funds managed by the Company, including those relating to its clients to any third party under any circumstances whatsoever. Such information shall include but not be limited to business, clientele, financial affairs and position, accounts, decisions made by the Investment Committee relating to investments and disinvestments, planning or negotiations in relation to new projects and other affairs of the Company. Breach of this obligation can trigger action for dismissal, injunction and recovery of damages against such employees.           

2.10 Intellectual Property Rights

This Handbook has been created by MCB-AH for the exclusive use of its management and employees. Any reproduction, distribution, sale or use of this material for any purpose other than outlined above, without the express written authorization of MCB-AH through its CEO is strictly prohibited.
The employees agree that any intellectual properties of MCB-AH, including those created by any employees while working on matters connected with the Company or any of its Funds managed by the Company or any of the clients, shall remain the exclusive properties of the Company and the employees shall have no right over or interest in whatsoever in such intellectual properties. The Company reserves the right to get all intellectual properties registered in its name, including those developed by the employees in the course of their duties towards the Company. Each employee shall be deemed to have unconditionally agreed to waive any and all moral or legal rights and/or claims in relation to intellectual properties, whether created by him/her or by the Company or its other employees while working for the Company. Any breach of this condition shall render disciplinary action leading to dismissal of such employees, in addition to claim of damages by the Company against the concerned employees.

2 Executive Summary

MCB-Arif Habib Savings and Investments Limited is a subsidiary of MCB Bank Limited. Our customers comprise a broad range of individuals, trusts, pension and provident funds, companies and even public sector entities and offshore investors. Pakistan Credit Rating Agency Limited (PACRA) has assigned highest Asset Manager Rating of AM1 to MCB-AH. This high quality Asset Manager Rating denotes that MCB-AH meets or exceeds the overall investment management industry best practices and highest benchmarks.
MCB-Arif Habib Savings and Investments Limited has been one of the industry leaders, setting international standards and bringing innovative products to market.

MCB-AH is currently managing fifteen (15) Open-end Schemes, two (2) Voluntary Pension Schemes and more than fifty (50) Discretionary and Non- Discretionary Portfolios. The Company has over 150,000 + Customers comprising individuals, sole-proprietorships, retirement funds, public and private sector entities and charitable institutions. The Assets under Management of MCB-AH as of April 2022 are over Rs. 155.98  billion.
MCB-Arif Habib Savings and Investments Limited is listed on the Pakistan Stock Exchange. It is regulated by the Securities & Exchange Commission of Pakistan (SECP) under the Non-Banking Finance Companies (Establishment and Regulation) Rules, 2003, Non-Banking Finance Company and Notified Entities Regulations, 2008 and Voluntary Pension System Rules, 2005 and holds licenses for Asset Management, Investment Advisory and Pension Fund Management Company, managing Open-end Mutual Fund and Pension Funds.

3.1
Our Vision

To become synonymous with Savings.

3.2 
Our Mission

To become a preferred Savings and Investment Manager in the domestic and regional markets, while maximizing stakeholders' value.

3 Employment Policy

3.1 Statement of Intent

MCB-AH's most important assets are its people, capital and reputation. It is the people of MCB-AH who make the organization unique and define its reputation for excellence and professionalism.

MCB-AH will always strive for excellence and believes that continuous improvement must be fostered as an integral part of its organizational culture.  The Company is committed to provide an open and honest work environment that enables every employee to reach the highest possible level of professional and personal fulfillment. In return, it expects that every employee will put forth maximum effort towards the performance of their jobs and the achievement of the Company's goals.

The primary aim is to build MCB-AH from within, promoting and rewarding people on the basis of performance alone. MCB-AH's ability to continually identify, recruit, develop and motivate our most precious resource in an increasingly competitive marketplace will be its greatest strength.

MCB-AH's human resource philosophy is its defining conviction in this regard. It acts as a guideline that helps to highlight and clarify the Company's various aspirations, objectives and ethical parameters.

4.2 
Job Description Document

MCB-AH recognizes that the cornerstone of a meaningful employment relationship with each individual employee is a clear description of responsibilities and performance objectives.  The manner in which these are documented impacts on every aspect of employment with the Company and therefore merits greater analysis.

This objective is fulfilled by a job description document, which is a formalized statement of the responsibilities, duties and qualifications of a job based on information obtained through an objective job analysis. Its purpose is to identify a specific job with clarity and precision and to describe its scope and content. It should be as accurate, concise and complete as possible. It is important to bear in mind that the document describes the position and the skills and qualifications needed to satisfy that position; it is not meant to describe the incumbent.(Annexure C)
Job Descriptions will be prepared and signed by the person reporting to CEO and the respective employee. HR will be responsible to maintain updated job descriptions for each position in the organization in employee personnel files. The document aims to measure and record the three critical elements of the job, namely:

· Know-How, which refers to the sum total of all skills necessary for acceptable performance including educational qualifications and relevant experience.

· Problem Solving, the requirement of the position to function independently and take decisions.

· Accountability, the quantum of impact or contribution made by a job to the overall organizational objectives.

A job description document is prepared whenever a new position is established and a grade level is assigned following the job evaluation process (refer to Compensation Policy). This is an invaluable management tool and is a prerequisite for effective recruitment and selection (refer to Recruitment), an equitable compensation structure (refer to Compensation Policy), meaningful performance evaluations and forecasting training needs.

4.3 
Recruitment

MCB-AH's recruitment decisions are based upon a careful selection process in order to determine the individual best qualified for the position to be filled.

Wherever feasible, recruitment and selection will be made as a first preference internally, based on the availability of suitable candidates. External candidates will come as a second preference through advertisements, search agencies, market contacts, universities/institutes etc. However, the Exception Committee can prefer and appoint any external candidate if, on the recommendation of the relevant department head, the Exception Committee is of the view that the external candidate is more suitable for the relevant position.

4.4 
Selection Procedure

The Department Head shall discuss the selection procedure with the Head of Human Resources and subsequently consult with Chief Executive Officer when the vacancy first arises. Due consideration will be given to appropriate testing (aptitude/ability) if the position warrants. Each applicant will be considered on the basis of his/her skills, knowledge and abilities.

MCB-AH has a defined interview process for selection of appropriate candidate & is mandatory for every post. The interview session would be conducted by Recruitment Committee which would consist of the concerned Departmental Head, Head of HR and any member from Management Committee. The short listed candidates(s) for sales department is then interviewed by Head of Sales for final selection. The short listed candidate(s) for Non Sales department is then interviewed by the CEO for final selection.

In order to ensure the Company's own safety, that unscrupulous elements do not become its employees, Human Resources Department has developed appropriate screening procedures to be carried out at the time of hiring of all employees permanent, contractual, or through outsourcing to  ensure high standards of staff in terms of honesty, integrity, ethics and professionalism. This is important not just for the sake of the Company's own safety and reputation but the reputation of the Mutual Fund Industry. Screening procedures are mentioned in Standard Operating Procedures for Employees Due Diligence.

4.5
Internal Selection

If an internal candidate is selected to fill the vacancy, both Department Heads affected shall agree on a date of transfer. It may fall at the end of a four (4) weeks / one (1) month's notice period or before.

If the candidate is successfully appointed to a higher graded position, it is at the Company's discretion, depending upon relevant skills and experience to promote the individual on appointment. Or alternatively, management may elect to delay promotion until completion of a suitable training period, so that the employee is performing fully at the appropriate level of the new post.

4.6 
External Recruitment

In the event that an external candidate is being considered, he/she would be required to provide comprehensive information via an employment application. An offer of employment would be subject to the receipt of satisfactory employment and personal references.

The Company may also require seeing original certificates pertaining to academic or professional qualifications. Subsequent discovery that a candidate has provided false or misleading information may lead to a withdrawal of an offer of employment or if employment has already commenced, disciplinary action up to and including dismissal.

4.7 
Appointment

On commencement of employment, all new employees will be provided with a formal letter of appointment that will be signed by Head of Human Resources and co-signed by the member of the Management Committee or CEO, outlining their basic terms and conditions of employment.(Annexure D)
As soon as possible after joining, the new employee will be briefed about his/her responsibilities, performance objectives, Company's procedures and systems and other relevant administrative matters.

4.8 
Temporary Staff

On the basis of requirement, the Company may hire staff on temporary basis for work or job which is likely to be finished within nine months or so as permissible under the Law. The staff hired on temporary basis will be on MCB-AH or payroll of third party contractor which will be chosen or changed from time to time on discretion of Management. 

4.9
Management Trainee Officer -MTO

MCB-AH provides a permanent and effective system of valuable work experience to freshly graduated students. They will be guided and given direction for a clearer perspective of the actual industry creating a critical bridge between the world of study and work place for young professionals. This program is also used to meet staffing needs from time to time. All MTO's will enter into a contract following a successful application. They will be expected to adhere to all MCB-AH's regulations, policies and procedures stated therein. A Sample MTO Agreement is attached as (Annexure J).
4.10 
Internship

· Statement of Intent

MCB-AH shall enter into a contract with an intern following a successful application. MCB-AH will provide a proper orientation, which will include both the philosophy events and work practices of the organization. The Intern(s) will not represent MCB-AH at any public forum without the prior consent of management and they will be expected to adhere to all MCB-AH's regulations, policies and procedures stated herein.

Internship period will be closed during Jan, June, July and Dec. As per business requirement exceptional cases will require CEO's approval.

· Expand a pool of talented candidates to be considered for future vacancies.

· Employer branding.

· Meet the resourcing needs of businesses and functions for short-term projects.

· Provide learning opportunities to graduate and undergraduate students through real time work experiences, thereby contributing to our role as a responsible corporate citizen.
· Principles

· Internships will be used as one of the tools to identify high potential candidates for future entry level positions.

· The internship policy is primarily aimed at accommodating high potential students enrolled in Graduate and Post-graduate degrees who seek internship to meet their degree requirements and to gain practical experience. 

· Eligibility Criteria

· Candidates preferably with a CGPA of 3.0 / 75% / A grade or higher to be considered.  

· Candidates preferably in their last year/semester of Masters or Bachelor's degree. 

· Duration of Internship

The contract will be binding to both parties for the duration of the internship. The contract period shall range between a minimum of four (4) weeks and a maximum of three (3) months.

· Stipend

A fixed stipend of Rs. 15,000/- per month will be paid to all interns at the end of the internship/every month.  

· Selection Process

· HR will contact the Career Services Office in selected universities for resumes of candidates. 

· Referrals will also be considered for internship if they meet the eligibility criteria.

· Eligible candidates will be interviewed by HOD and Head of Human Resources. 

· HR will inform the Career Services Office of the University of the names of selected candidates. 

· Induction

Upon joining, the interns will receive an orientation arranged by HR on the following:

1) Company Overview

2) Introduction to other employees

3) Handover to HOD who will explain the assignment in detail and provide an overview of their department.

For avoidance of doubt, an internee would not be a regarded as an employee of the Company and therefore after completion of internship, he/she will have no further connection with MCB-AH. 

MCB-AH does not assure that an internee will find a job in any other organizations or will be successful in his/her career since much would depend upon the internee's own learning and grasping capabilities and willingness to work hard for developing a career.

4.11 
Grading Structure

Following is the grading structure of the Company. The benefits and entitlement of each employee is derived according to his/her grade.

	Chief Executive Officer
	CEO

	Senior Executive Vice President
	SEVP

	Executive Vice President 
	EVP

	Senior Vice President 
	SVP

	Vice President 
	VP

	Senior Assistant Vice President
	SAVP

	Assistant Vice President 
	AVP

	Officer Grade I
	OG-I

	Officer Grade II
	OG-II

	Officer Grade III
	OG-III

	Non-Officer Grade
	Non Officer

	(Administration & Support Staff)
	


4.12 
Probationary Period

Confirmation of an employee after appointment is preceded by a probationary period of three (3) months. The probationary period shall commence after the selection process and will be utilized for close observation and evaluation of the employee's performance in the role assigned to him/her, as well as the behavioral attributes related to the position. It will be used to determine whether an employee demonstrates the ability and qualifications necessary for service with MCB-AH.

The probationary period will not be extended. If the management is dissatisfied with the performance of the employee during probation period, services of such employee will be terminated at the end of this probation period, or earlier.

On satisfactory completion of the probationary period, the employee will be confirmed in his/her employment with the Company.(Annexure E).

4.13
Notice Periods

During the probationary period, either party can terminate employment with immediate effect with assigning any reason and without notice period or any payment in lieu of notice period.

Following confirmation, the notice period requirement will be one (1) month written notice from either side or one month's gross salary in lieu of notice period. However, HOD and HRR in concurrence with CEO may waive or reduce the notice period at their own discretion on case to case basis upon the concerned employee's request.

CEO and all employees directly reporting to him will be sent on gardening leaves for a maximum period of three (3) months if they are joining the competitors of the Company. The Board of Directors (in case of CEO) or CEO (in case of employees) have the discretion to relax this gardening leave requirement. For avoidance of doubt, an employee sent on gardening leave will not take up employment with or provide consultancy services or any other services to any competitor of the Company during the gardening leave.    

4.14
Transfers

It is the management's discretion to transfer an employee from one department to another if business conditions or employee's skill merit such an arrangement.

The services of an employee may also be transferred to any branch office within Pakistan, whether existing or established in the future, at management's discretion. If such transfer is affected at the request of the employee, then the relocation expenses will be borne by the employee. If the transfer is at behest of the Company, then the expenses will be borne by the Company. In such cases, the limit will be upto one month's salary of the employee or such amount and additional relocation monthly allowance will also be paid for adjustment of difference of cost of living at the discretion of the CEO.

4.15
Training and Examination Fees Reimbursement Policy

MCB-AH will support reasonable initiatives to improve the technical and professional know how of its employees. Every effort will be made to create a conductive environment in the Company to let employees learn from their superiors and also through formalized training courses and appearances in examination to increase their qualifications. The relevant Department Head and the CEO are jointly authorized to approve the reimbursement of reasonable expense on such Training, and Examination Fees, in case an employee requires training and examination from institutes approved by the Company for such purpose.

HR Department will also ensure relevant trainings are arranged as per the requirement of the law for respective employee(s) in the following respects:-

AML/CFT Training Employees

(a) Head of Human Resources in consultation with the Chief Operating Officer of the Company shall arrange comprehensive training for all relevant employees (other than senior management) at least annually or at such earlier frequencies as may be prescribed by the SECP to ensure that they understand their duties under the SECP (Anti Money Laundering and Countering Financing of Terrorism) Regulations, 2018 (the "AML/CFT Regulations") and AML/CFT & CDD/KYC Manual and are able to perform those duties satisfactorily. Proper record of training shall be maintained by the Human Resource Department.

(b) Head of Human Resources in consultation with Chief Executive Officer shall also arrange higher level training for senior management covering all aspects of AML/CFT procedures, including the offences and penalties arising from the relevant primary legislation for non-reporting or for assisting money launders and for not implementing the requirements of identity and retention of records. Proper record of such training shall be maintained by the Human Resource Department.

(c) Human Resource Department shall obtain an undertaking from the relevant employees (both new and existing) confirming that they have attended the training on AML/CFT matters and read the AML/CFT Regulations and AML/CFT & CDD/KYC Manual. 

(d) Sales staffs are the first point of contact with potential money launderers, and their efforts are vital to a Company's effectiveness in combating ML/TF. These Sales Staff shall be given training on the factors which may give rise to suspicions about a customer's activities, and actions to be taken when a transaction is considered to be suspicious. 

(e) Unit Holders Accounting (UHA) and Investor Services staff shall receive relevant training in the verification procedures. These Staff are expected to aware of the types of suspicious activities which may need reporting to the Financial Monitoring Unit regardless of whether the transaction was completed. These Staff shall be trained about the correct procedures to follow in such circumstances. 

(f) Head of Compliance shall receive in-depth training on all aspects of the primary legislation, AML/CFT Regulations, regulatory guidance and relevant internal policies. He/she shall also receive appropriate initial and ongoing training on the investigation, determination and reporting of suspicious activities, on the feedback arrangements and on new trends of criminal activity. 

· Eligibility

All permanent employees are eligible to avail this opportunity to polish their strengths further and develop their weak areas.

· Entitlements 

In-house training  

Where a number of employees share the same training need, In-house training sessions will be conducted where trainers from within the organization's talent pool or outside industry experts will be invited to polish the skills of staff members. Employees nominated to attend the training are provided prior information regarding the training / time / venue etc. and it will be mandatory for nominated employee to attend, unless a specific prior approval for exception is taken by HOD or CEO.

External courses and trainings

For external courses and training, approvals will be granted to employees on case to case basis after looking at their training needs and the relevance of the training course. The recommendation of immediate supervisor will be must before the application is forwarded to the CEO for approval.

· Process

An employee will be eligible for a maximum of two (of which not more than one could be out of country visit) training courses / seminars / conferences during an accounting year. This limit will not apply on short (not exceeding 1 day events), inter-city courses.

The Company will bear the expenses of the training exercise, including course fee, travel and boarding and lodging (see travel policy for more details). However, in cases where the cumulative training expense in a financial year is more than 50% of the employee's annual gross salary, the excess amount will initially be treated as notional advance to the employee and will be written off in equal installments over the next one year. If an employee leaves or asked to leave prior to the written off period, he/she will be required to pay the remaining amount back to the company. 

· Reimbursement of Examination fees

Employees who appear for any professional examination will be able to claim their fee back upon successfully passing the exam.

· Reimbursement of Annual subscription fees

Annual Subscription fee for certain institutes will be reimbursed to the Employees at the discretion of the Chief Executive Officer (CEO)
· Process

Reimbursement of examination fee will be provided after submission of proof of appearing and passing the examination. This reimbursement will also be treated as notional advance and will be written off in one year. 

If an employee leaves or asked to leave prior to the written off period, he/she will be required to pay the remaining advance amount back to the Company.

4.16 
Succession Planning

Succession planning is an essential tool used by MCB-AH to develop people for future management positions and to focus on employees with high potentials. Consistent performers who demonstrate flexibility and adapt well to the dynamic business environment will find the best opportunities for developing their career with MCB-AH. 

Other factors affecting career development will include; professional qualifications, experience, training, ability and aptitude and the availability of suitable vacancies within the Company. 

4.17
Retirement

The retirement age as per MCB-AH's policy for male employees is sixty (60) years and female employees are fifty five (55) years. However, employees who complete thirty (30) years of service with MCB-AH may apply for early retirement.

4.18 
Separation

Employees who resign from the service of MCB-AH will be required to serve one month notice period or pay one month’s salary in lieu of notice period as per their employment contract. This notice period can be relaxed in exceptional cases by the Departmental Head in concurrence with HRR & CEO on case to case basis upon the concerned employee's request.

All outgoing employees will be required to surrender all Company properties in their possession to their immediate superior and ensure that all pending work is complete or appropriately assigned to another individual. The HR Department will be responsible to ensure that out-going employee has obtained clearance from the Head of Department, Finance, HR, Admin and IT Department before his/her case is submitted for clearance of dues to HR Department.

In circumstances where the CEO believes that any position within the organogram or any employee has become redundant and there is a need to either eliminate that position or replace that employee, the CEO may offer severance pay to the extent of 3 months gross salary including all perquisites. Provided that severance pay can only be offered to employee who have worked at least 3 years for the Company. This payment will be additional to salary of employee during notice period served as per company policy. Since the policy is entirely at the discretion of the CEO for the removal of doubt it has been clarified that severance pay is not available as right to all the employees of the company.   

4.19
Hours of Work & Public Holidays

Employees are responsible for good attendance and punctuality. Employees shall abide by the existing working hours of the MCB-AH, which are as follows:

	Days
	Timings

	Monday to Thursday
	09:00 a.m. to 6:00 p.m.

	 
	(Lunch & Prayer Break: 1:30 p.m. to 2:30 p.m.)

	Friday
	09:00 a.m. to 6:00 p.m.

	 
	(Lunch & Prayer Break: 1:00 p.m. to 3:00 p.m.)

	Saturday & Sunday
	Off Days


The management has the right to change the working hours without any notice or without assigning any reason.

Call Center employees will follow 24/7 shifts as per their assigned rosters.


Sales / Enrichment employees will follow shifts as per assigned rosters.

The office timings during the month of Ramadan would be announced before the commencement of the holy month each year. On occasion it may be necessary for employees to work beyond these hours, on weekends or on public holidays to meet business or operational requirements.

Regular attendance is essential to the Company's efficient operation and is a necessary condition of employment. Employees should report to work as scheduled and on time.

Saturday and Sunday are closed paid holidays. All employees will be entitled to gazetted public holidays, as announced by the Government of Pakistan.
4.20
Personal Information and Privacy

All personal information provided to MCB-AH will be kept confidential and used purely for the maintenance of personnel records, payroll and benefit administration, provident fund scheme and routine human resource planning and career development purposes, except where such disclosure is required under the law or pursuant to any directive or order of any competent authority or court of appropriate jurisdiction.

Employees must provide accurate and up to date personal information and notify the HR department about change(s) to any of the following:

· Home address and telephone number

· Marital status

· Legal name

· Dependents' details

· Emergency contact details

· Next of Kins

· Professional qualifications

· Membership in a professional organization

4.21
Attendance & Leave Management

All employees are required to mark their attendance electronically on attendance machines / mobile app at all locations. The aim is to have the times of arrival duly noted. This is to ensure proper record keeping and ease of reference.

MCB-AH immensely values time, and thus emphasis is laid on punctuality. Employees coming after 9:15 am will be marked late. Employees coming after 12 noon will be marked absent unless there has been a prior intimation of late arrival to their immediate supervisor with reasons for late coming and the supervisor agrees to mark it as late arrival instead of an absence.

4.22 
Dress Code

Employees should be aware that their attire is a reflection of their professionalism as well as that of the organization. A professional business appearance together with a high standard of personal hygiene is expected of all employees.

Client Facing Management Roles: (Front Desk, Face to Face Customer Support, Direct Retail, Corporate Sales & Alhamra)

Monday to Thursday:

Male

· 2/3 Piece suits, tucked-in formal shirt with Tie, formal trousers, matching neutral socks and formal shoes. 

· ShalwarQameez/Kurta Shalwar with Waist Coat and sandals (must have a back strap or closed shoes). 
Female

· Shalwar+Qameez/Kurta+Pajama

· Formal wear (dress shirt, pants)
Friday:

Male

· ShalwarQameez/Kurta Shalwar with Waist Coat and sandals (must have a back strap or closed shoes). 
· Casual attire/tucked-in casual collared shirt /polo.

· Full length trousers, chinos, khakis, jeans (excluding frayed/ripped jeans).

· Sneakers/loafers are permitted, joggers, slippers, sandals are not permitted.

Female

· Shalwar+Qameez/Kurta+Pajama

· Kurtas / Kurtis, accompanied by straight pants / jeans (excluding rayed/ripped jeans).

Note: In the case of client meetings, employees must revert to formal dressing.

Non-Client Facing Management Roles: 

Monday to Thursday:

Male
· Long sleeved shirts with appropriate trousers/chinos/Khakis. Shirts must always be tucked in.

· Formal Shoes/loafers are permitted, joggers, slippers, sandals are not permitted.

Female

· ShalwarQameez, Kurtas / Kurtisand straight pants.

· Formal wear (dress shirt, pants) 

· Mid calf length pants are not permitted.

Friday:

Male

· ShalwarQameez/Kurta Shalwar with Waist Coat and sandals (must have a back strap or closed shoes). 
· Casual attire/tucked-in casual collared shirt /polo.

· Full length trousers, chinos, khakis, jeans (excluding frayed/ripped jeans).

· Sneakers/loafers are permitted, joggers, slippers, sandals are not permitted.

Female
· ShalwarQameez, Kurtas / Kurtis, T-shirts and straight pants/jeans (excluding frayed/ripped jeans).

· Mid calf length pants are not permitted. 

Non-Management Employees:

Monday to Thursday

· Company provided uniform and shoes for all permanent and contractual employees requiring this attire.

· Long sleeved shirts with appropriate trousers/chinos/Khakis. Shirts must always be tucked in.

· Jeans, T-shirts, sneakers / joggers / slippers are not allowed.

Friday

· Company provided uniform and shoes for all permanent and contractual employees requiring this attire.

· ShalwarQameez/Kurta Shalwar with Waist Coat and sandals (must have a back strap or closed shoes). 
· Casual attire/tucked-in casual collared shirt /polo.

· Full length trousers, chinos, khakis, jeans (excluding frayed/ripped jeans).

· Sneakers/loafers are permitted, joggers, slippers, sandals are not permitted.

Enforcement:

This policy extends to all permanent and contractual employees across the Company. This policy does not permit any employee, irrespective of seniority, to comment on the attire of another colleague except where a supervisor may remind his/her subordinate of the policy in the event of violation. 

· All employees must be clean and well-groomed with good personal hygiene and ensure their clothes are work-appropriate and project professionalism.

· All employees must dress appropriately for any meetings / events at any point of time.

· No item of clothing may contain political, religious, socially inappropriate content / insignia / logos / text etc.

· Slippers are strictly not allowed in office premises other than the prayer time.

All actions / notices in regards to this policy will only be taken by Human Resource Department. Any employee found to have violated this policy may be subject to disciplinary action based upon the extent of the violation.

· Formal warning letter may be issued and be placed in the employees personal file.

· Termination of employment.

4.23
Employee ID Card

Employee ID Card is used for identification and is a key part of his/her job. It must be displayed during working hours as the employee's identity. The card gives access to the office building. Employees are expected to take due care in handling the card. If the Employee loses his/her ID Card and/or badge, he/she shall immediately inform the Administration Department.

Handing over the Employee ID Card or badge to an outsider would be considered as a criminal offence on part of the employees, as the same can be misused by an imposter.   

4.24
Safety & Security

MCB-AH believes in creating and maintaining a healthy environment for its employees.  Smoking and Chewing tobacco/pan/ghutka of any form is strictly prohibited within the premises of MCB-AH and only be allowed in designated areas for smoking.

The Company is also committed to ensuring a safe and secure working environment for all employees and visitors. Every effort will be made to ensure office equipment and all safety devices are in proper working condition, subject to reasons beyond the control of the management.

Employees have an equal obligation to adopt safe working practices and to familiarize themselves with the emergency procedures in case of fire or other emergency requiring evacuation. 

Employees are strictly forbidden from bringing any firearm other weapons on Company's premises or property. Violation of this condition may trigger criminal prosecution of the employee. 

4.25
Personal Telephone Calls/E-Mail

MCB-AH understands that it is occasionally necessary to attend to personal matters during office hours. However, employees should restrict their personal use of telephones and computers at the workplace and only use these for urgent and unavoidable issues.

E-Mails received through MCB-AH's mail facilities are considered Company's property and may be reviewed by persons authorized by the CEO as deemed appropriate and where considered necessary by the CEO, may be destroyed and deleted from the system. Employees should avoid having their personal mail addressed to the Company. Storage and dissemination of any religious views, political views, anti-state materials, anti company/management views, attacks on any colleague immoral, unethical and objectionable material, including texts with racial and/or sexual content, is strictly forbidden. Violators could face severe disciplinary action, including demotion or termination of employment.

The Company may grant internet access to those employees who need this facility to perform their duties. However, employees are expected to use this facility responsibly. Objectionable material as described in preceding paragraph and betting/chatting/playing games, use of social media, etc. on the Internet is strictly forbidden. Violators could face severe disciplinary action, including demotion or termination of employment.

Incoming and Outgoing calls through MCB-AH telephone extensions are considered Company's property and may be recorded where considered necessary. 

4.26
Variations to Terms of Employment

At any time, MCB-AH may need to alter the terms and conditions of employment, including the duties and responsibilities of an employee. These alterations will always within the parameters prescribed by applicable laws.   The employee may be required to undertake reasonable duties, other than those for which he/she was originally hired. Any such changes will be communicated in writing with suitable amendments to the job description document. A change in a position's duties and responsibilities does not necessarily dictate a change in the position's pay level if similar skills, knowledge, and level of responsibility continue to apply.

All employees will be required to sign an undertaking depending on the nature of assigned area of job responsibilities along with the following policies.

· Fraud Prevention and Whistle – Blower Policy

· Employee Trading Policy

· Employees Code of Ethics and Standards of Professional Conduct

4.27 
Equal Opportunity Employment

The Company is an equal opportunity employer, which means that it is the aim of all its policies and procedures to ensure that all decisions made in relation to appointments, promotions, transfers, training opportunities and performance assessments are made entirely on the basis of merit alone. The objective of the policy is to ensure that no applicant or employee is discriminated against on the grounds of race, nationality, ethnic/social origin, religious or political beliefs, age, gender, marital status, disability or family responsibilities. All human resource decisions are made by utilizing objective standards based on the individual's qualifications and experience as they relate to the particular job vacancy.

4.28 
Bullying and Harassment at Workplace

MCBAH is committed to provide a working environment free from bullying and harassment. We aim to ensure that all employees are treated, and they treat others, with dignity and respect. This covers bullying or harassment which occurs at work and out of the workplace, including on work trips or at work-related events or social functions. This policy applies to all staff at all levels including permanent employees, management and vendors.

What is Harassment?

"Harassment" means any unwelcome sexual advance, request for sexual favors or other verbal or written communication or physical conduct of a sexual nature or sexually demeaning attitudes, causing interference with work performance or creating an intimidating, hostile or offensive work environment, or the attempt to punish the complainant for refusal to comply to such a request or is made a condition for employment.

Sexual harassment can take many forms and may include, but not limited to; unwelcome sexual advances, the forcing of sexual attention, verbal or physical, on an unwilling person, or the attempt to punish the refusal to comply. Specific examples are; verbal harassment or abuse, subtle pressure for sexual activities, sexual advances in the pretext of narrating sexual incidents, unnecessary touching, patting, or pinching, leering at a person's body, constant brushing up against a person's body, demanding sexual favors accompanying by subtle or covert threats concerning employment or advancement, physical assault, including rape.

What is bullying? 

Bullying is offensive, intimidating, malicious or insulting behaviour, an abuse or misuse of power through means that undermine, humiliate, denigrate or injure the recipient. Bullying can include the use of personal strength or the power to coerce through fear or intimidation, not necessarily from someone in a position of authority. Bullying may be physical, verbal or non-verbal. It can include conduct that is not face-to-face, including via text message, email and social media. Examples of bullying include: 

· physical or psychological threats;

· overbearing and intimidating levels of supervision; 

· inappropriate derogatory remarks about a person or their performance;

· shouting at staff; 

· persistently picking on people in front of others or in private; 

· blocking promotion and training opportunities; 

· regularly and deliberately ignoring or excluding staff from work activities or work related social events; 

· setting a person up to fail by overloading them with work or setting impossible deadlines; 

· regularly making the same person the butt of jokes. Legitimate and reasonable criticism of a staff member's performance or behaviour, or reasonable management instructions, do not amount to bullying;

· Work interference/sabotage that prevents work from getting done;

· Assigning personal work other than official responsibilities of the job.

Breaches of this Policy 

MCB-AH has zero tolerance policy for bullying and harassment at our workplace and all employees are required to treat each other, along with our customers, suppliers, and visitors, with dignity and respect. Breaches of this policy will be dealt with in accordance with our disciplinary procedure. Serious cases of bullying or harassment may amount to gross misconduct resulting in dismissal. Employees who make complaints or who participate in good faith in any investigation must not suffer any form of retaliation or victimization as a result. However, making a false allegation deliberately and in bad faith will be treated as misconduct and dealt with under our disciplinary procedure. Anyone found to have retaliated against or victimized someone in this way will be subject to disciplinary action under our disciplinary procedure.

Protection against Harassment of Women at the Workplace Act, 2010:

To protect women against such harassment at their workplace, Government of Pakistan has implemented "Protection against Harassment of Women at the Workplace Act, 2010" in all organizations. Every organization has an internal committee to work in this regard and to undertake the following measures for implementation of this act:

1. Adaptation of code of conduct prescribed by law. 

2. The committee will immediately address the complaints of sexual harassment as per law, as and when received. 

3. Ensuring the justice is done swiftly and retaliation against the complaints is curbed. 

4. Informing and educating the employees to make them more aware of the provisions of the act and to encourage a professional and dignified work environment for the women in public and private sectors. 
5. During the discharge of official duties in the office, all functionaries should behave in proper manner according to the official decorum. 

6. The language should be civilized and simple. Words and sentences having more than one meaning should be strictly avoided. 

7. The dress should be proper as per office norms. 

8. Unnecessary stay and unnecessary visits to women's workplace and near women washrooms are strictly prohibited. 

9. Staring is also a menace in our society and should be avoided. 

10. Duties after office hours and duties on holidays for women must be approved from the concerned Head of Department. 

11. Any other action which tantamount to harassment of female employees will be considered a serious offence and disciplinary action will be taken under the Code of Conduct against the offenders. 

12. All female employees are advised to lodge a complaint immediately to the Head of Human Resource who will refer the matter to inquiry Committee for investigation and submission of report along with recommendation. Head of Human Resource will be competent authority for taking all decisions in such matters.

13. Any complain on being aggrieved by an act of harassment will be treated as misconduct and action will be taken as described in Disciplinary Policy.   

14. Incase of complaint received against anyone of the inquiry committee member he/she will be replaced by any MANCOM member as per CEO discretion.

Inquiry Committee at MCBAH:
A team comprising of the following members will function as inquiry committee:

Ms. Anita Baboo Gopal -  

Secretary to CEO (anita.rathod@mcbah.com,  Ext 264)

Mr. Shabbir Hussain – 

Head of Information Technology (shabbir.hussain@mcbah.com, Ext 120)

Ms. Zehra Abdul Aziz – 

Assistant Vice President Human Resources (zehra.aziz@mcbah.com, Ext 121)

CEO has the power to appoint or remove the members of the inquiry committee from time to time.

4.29
Authority

All appointments, confirmations, increments, promotions or internal transfers will require the final approval of the Chief Executive Officer.

4 Compensation Policy

4.1 Statement of Intent

MCB-AH pursues a compensation philosophy of establishing and maintaining consistency and equity within the organization as well as aligning its overall remuneration policies with the market practice and the applicable laws. It believes in attracting and retaining talent through a combination of monetary and non-monetary rewards and incentives. Accordingly, MCB-AH places itself amongst the better paymasters within the industry and continuously endeavors to improve the level of job satisfaction of its employees through learning, development and making MCB-AH the best place to work.

4.2 Compensation

In order to formulate and establish a competitive compensation structure, MCB-AH evaluates its remuneration package viz. a viz. competitors and aligns compensation to the market on regular basis. The market survey findings represent average remuneration offered by major players in the market for various jobs and are interpreted in terms of MCB-AH's size and structure.

4.3 Salary Payment Day

Salary is paid monthly in arrears on the 25th of each month. If the 25th falls on a weekend or holiday, salary payment day is on the next working day. 

4.4 Salary Transfer

It is the policy of the Company to disburse the salary in the designated salary account. In this regard, each employee will be required to open an account in any nearest MCB Bank branch and provide his/her account details to the HR Department for salary transfer.

4.5 Late Sitting – Dinner/Lunch (Reimbursement)

All the MCB-AH employees (excluding kitchen and janitorial staff) will be entitled to reimburse bills paid for dinner/lunch for late sitting(s) if they are required to work beyond office hours. The Head of Department will have to verify in writing that an employee was required to stay beyond office hours.

	Days
	Reimbursement Amount

	Monday to Friday
	Dinner- Rs.800/-will be due beyond 9:00 pm

	Saturday /Holidays
	Lunch -  Rs.800/- will be due beyond 1:00 pm

Dinner - Rs.800/- will be due beyond 8:00 pm


*Rs.800/- current maximum reimbursement limit per person per meal. This maximum reimbursement limit can be changed from time to time with the approval of CEO.

4.6 Advance Salary

As per Company policy, salary advances are not granted. Exceptions would be in situations where an employee is expected to be out of station on annual leave when salaries are normally credited, and does not anticipate returning before the first of the following month. Other unusual situations would also be given due consideration, purely on CEO’s discretion.

4.7 Deduction(s) from Salary

The salary payable is subject to statutory deductions (e.g. EOBI, Income Tax and Provident Fund/VPS deductions). In addition, the following deductions may be made from the salary:

· For repayment of loans, salary advances etc.

· For adjustment of any over payment.

· For an employee's unauthorized absence from duty or leave without pay.

· Upon termination of employment where annual leave taken exceeds the pro-rate entitlement.

· Any losses, deductions or damages due to employee.

· Any other legitimate deductions.

4.8 Promotions & Salary Reviews

Salaries are normally reviewed each year with effect from July first, following the performance appraisal process. All increases are awarded on the basis of merit and are entirely at the discretion of the Company. MCB-AH reserves the right to amend the review date in future if required.

Promotions are done once a year after the completion of annual evaluation exercise and are effective from the time they are announced. In order to be eligible for the promotion to the next grade, employees must have performed well in their current grade for at least two years, should not have any disciplinary action initiated against them in the last two years and should not have a "C" or below grade in the last two evaluations. The management can relax these rules under exceptional circumstances.

For promotions up to SVP grade, the CEO along with Departmental Head or / EVP/SEVP if any will be authorized to approve the promotions. For promotions above SVP grade, on the recommendations of CEO, HR Committee will approve the promotion.

All MCB-AH employees have an equal opportunity for promotion based upon their performance; qualifications and demonstrable merit. However, it is imperative to recognize that promotion is not a function of seniority and/or qualifications alone. 

All promotions are in the entire discretion of the senior management and there is no guarantee of any promotion to any employee. The decisions of the management will be final and cannot be questioned by anyone. (Annexure F)
4.9 Year-End Evaluations

In order to assess the contribution of each employee towards the organization and to help employees assess their development needs and strengths, MCB-AH has a policy to conduct a thorough year end evaluation. This is an important exercise with ramifications on promotions, salary revisions, bonus payments and personal development and hence is required to be treated very seriously.

This exercise entails a thorough screening approach where each employee will be assessed by his sub-ordinates and supervisors. Employees can choose to conduct a self-evaluation for discussion purposes but it will not have any weight in the grading exercise. The Evaluations will start in June every year and will progress as under:

· Each permanent employee who has completed three months of service will be evaluated.

· Each employee will have an appraisal manager who will choose his/her appraisers – one of whom must be his/her immediate supervisor.

· The names of appraisers will not be disclosed at any level and to anyone. However, it is the duty of the appraisal manager to maintain a record of all evaluation forms and share all the grades with the employee if he/she asks for details.

· The appraisal manager will summarize the evaluations for each employee and conduct an appraisal interview. The employee and his/her immediate supervisor must be present in that interview.

· The employee shall also determine his/her goals and development needs for the next year in consultation with the supervisor during this exercise.

· Bonus will be given to all employees who have completed at least ninety days of service as on last day of the financial year. Bonus will be paid within three months of closing of the financial year. The amount of Bonus will be minimum one month's salaries of the eligible employees, provided that the Company will not be required to pay more than 30% of the profit as bonus. If 30% of the profit is less than one month's salaries of eligible employees, then the bonus is paid ratably. 
4.10 Club Membership

Executive Vice President (EVP) and above employees can avail privilege of Club Membership once in his/her service with MCB-AH.

The executive can obtain a club membership at his/her own choice with prior approval from the CEO.

The payment will be made to the relevant Club on behalf of the executive or directly to employee up to Rs.2,000,000/- (Rupees Two Million Only) or actual whichever is lower.

The cost incurred for the provision of Club Membership to the executive will be booked as notional advance to the employee and be amortized over the period of 60 months. An employee availing this benefit will have to reimburse the unamortized amount upon his/her resignation or termination from the employment of the Company.

Monthly subscription and other charges of the relevant Club will be borne by the executive.

4.11 Bike Maintenance

· Riders who own personal motorcycle and using it for official assignments shall be entitled for bike maintenance allowance of Rs. 2,000/- per month.

· The allowance will be paid with monthly salary and subject to the income tax laws of Pakistan.

· Employees who are entitled to this allowance shall not be eligible for any other bike maintenance reimbursements.

· The allowance is subject to revision/modification at the Company's discretion.

4.12 Parking Fees

· Riders who are required to use their own bikes for official duties shall be entitled to Parking Fees incurred in respect of any parking incidental to his traveling on official duties.

· Parking Fees of Rs. 1,200/- per month.

· The amount will be paid with monthly salary and subject to the income tax laws of Pakistan.

· The allowance is subject to revision/modification at the Company's discretion

4.13 Overtime

· Employees on non-grade/non-management shall be entitled for overtime.

· The gross salary payable to such employee in respect of such overtime work will be calculated at double the ordinary rate of his/her gross salary payable.

· The amount will be paid with monthly salary and subject to the income tax laws of Pakistan.

· The employee who works on gazette holidays and other than working days, the worked hours will be counted in overtime hours and treatment will be the same as normal overtime.

· The formula for overtime calculation:

Overtime = gross monthly salary X 2 X number of overtime hours____ 26 (working days in a month) X 8 (working hours in a day)

5 Vehicle Policy

5.1 Statement of Intent

To provide greater flexibility to the permanent employees, the Company has monetized the grade specific car entitlement provided for personal and business use. 

The car monetization policy provides a fixed monthly conveyance allowance. The allowance could be used to pay the rentals of a car leased for personal and business use. 

5.2 Salient Features

· Employee will be able to purchase a car of their choice.

· In case an employee wishes to replace/change the vehicle he/she will be able to do so whenever he/she desires.

5.3 Eligibility

All permanent employees at SAVP and above are eligible for a monthly conveyance allowance equivalent the lease rental of the allowed vehicle. Employees can buy any car of their choice with the conveyance allowance. However employees entitled to conveyance allowance are expected to have a car available to them for office use at all times.   

5.4 Entitlement and Process

The entitlement for vehicles and related monthly fuel limits is outlined in the following table:

	Grade
	Vehicle
	Fuel Limit

	Chief Executive Officer (CEO)
	As per employment contract/Board Resolution

	Senior Executive Vice President (SEVP)
	Honda Civic – Top of the line Model and Suzuki Swift
	500 Liters

	Executive Vice President (EVP)
	Honda Civic - Top of the line Model
	350 Liters

	Senior Vice President (SVP)
	Honda Civic - Basic Model
	260 Liters

	Vice President (VP)
	Honda City Aspire 1.5 i-VTEC MT
	230 Liters

	Senior Assistant Vice President (SAVP)
	Suzuki Cultus – VXL
	200 Liters

	Assistant Vice President (AVP)
	-
	175 Liters

	Corporate Sales 
	-
	100 Liters 

	Retail and Alhamra Sales
	-
	Rs. 6 per Km

	Riders
	-
	85 Liters


5.5 Monthly Conveyance Allowance

Monthly conveyance allowance will be paid as follows:

· The monthly conveyance allowance amount includes the market value of the entitled car, markup at prevailing rate, initial registration cost of the vehicle, Insurance and the incremental tax impact. For the purpose of calculating allowance the control/factory price of the relevant car prevailing when the employee's entitlement is established shall be taken as market value.

· Conveyance allowance is determined and fixed at the date of appointment (for new employees) or the policy effective date. This conveyance allowance is fixed for 5 years or until the next promotion whichever occurs first. After completion of 5 years car allowance amount will be recalculated on the entitled car market value.

The booking advance (lease down payment) will be given as interest free loan and will be recovered over a period of five years from the employee. The booking advance loan will be payable in full immediately if the employee leaves the Company - whether through resignation or termination. The company reserves the right to adjust the outstanding loan amount from any payment due to the employee. The booking advance will only be given to the employee who chooses to purchase the vehicle and will be given once during the entire length of service.

Basis of calculation:

· The market value of the entitled car at the time of appointment, promotion or completion of five year.

· One year KIBOR + 3% rate to be considered for calculation. This percent will be evaluated every year on market basis.

· KIBOR& Insurance rate to be changed on annual basis effective 1st July.  

· Insurance factor will be used which is offered to the Company on corporate basis Incremental tax impact (including all allowances).

· Registration of new vehicle to be paid separately (one time) in five years time. 

5.6 Taxes

MCB-AH is responsible for payment of all taxes during the employment. However, the employee also has an obligation to ensure that these requirements are met and payment deadlines are adhered to.

5.7 Repair & Maintenance Expenses

The Company will bear the repair and maintenance expenses incurred on the vehicle during employment with the Company. If the maintenance expense in one year remains under the maximum limit allowed, the balance can be carried forward to the subsequent years, provided the maintenance expense does not exceed the total limits allowed for five years. A log of total expense incurred will maintained by Finance Department at the time of payment. Maintenance shall not be allowed in advance, the allowable limit will be available to the credit of employee on monthly basis.

Tyre change will be allowed after every 30,000 kms for all vehicles, provided that its employee's responsibility to ensure recording of mileage in the register maintained by the Administration Department for this purpose at the time of purchasing new car as well as at each tyre change.

	Grade
	Entitlement

	Chief Executive Officer (CEO)
	To be maintained by the Company

	Senior Executive Vice President (SEVP)
	Rs. 50,000/- p.a

	Executive Vice President (EVP)
	Rs. 40,000/- p.a.

	Senior Vice President (SVP)
	Rs. 35,000/- p.a.

	Vice President (VP)
	Rs. 30,000/- p.a.

	Senior Assistant Vice President (SAVP)
	Rs. 25,000/- p.a.


6 CELL PHONE POLICY








6.1 Policy Summary

	GRADE
	DESCRIPTION OF BENEFIT

	
	Smart Phone Cost
	Monthly Bill Limit
	 Entitlement

	Chief Executive Officer (CEO)
	Rs. 200,000/-
	Company Responsibility
	Entitled by Virtue of appointment

	Senior Executive Vice President (SEVP)
	Rs. 170,000/-
	Rs.8500/= or actual whichever lower
	

	Executive Vice President (EVP)
	Rs. 170,000/-
	Rs.5500/= or actual whichever lower
	

	Senior Vice President (SVP)
	Rs. 115,000/-
	Rs.4500/= or actual whichever lower
	

	Vice President (VP)
	Rs. 60,000/-
	Rs.3500/= or actual whichever lower
	

	Senior Assistant Vice President (SAVP)
	Rs. 50,000/-
	Entitled based on the justification of business need, recommendation of concerned HOD and approval of CEO.

	Assistant Vice President (AVP)
	Rs. 30,000/-
	

	OG-I, OG-II,OG-III (Officer Grade)
	Rs. 20,000 /-
	


Mobile Allowance for Retail Department

	Designation
	Smart Phone Allowance
	SIM
	Bill Limit

	Wealth Officer
	              1,000 
	 N/A 
	 N/A 

	Wealth Manager
	              1,000 
	 N/A 
	 N/A 

	Group Sales Manager
	              1,200 
	 N/A 
	 N/A 

	Senior Area Manager
	              1,500 
	 Co. provided 
	        2,000 

	Area Manager
	              1,500 
	 Co. provided 
	        2,000 

	Regional Sales Manager
	              1,750 
	 Co. provided 
	        2,500 

	Regional Head
	              2,000 
	 Co. provided 
	        2,500 

	National Sales Manager
	              3,000 
	 Co. provided 
	        3,000 


6.2 Statement of Intent

It is the aspiration of the Management to promote the use of modern communication tools and develop a culture amongst the executives to remain accessible via e-mails through the use of Smartphone (SP) devices. The SP is a useful tool for enhancing efficiency and performance of personnel by providing the facility of working within and outside the office. In view of this, Smartphone allowance will be sanctioned to employees to support their job roles in an efficient and effective manner for the advantage of MCB-AH. 

CEO will be authorized to revise the SP allowance after every two years due to fluctuation in dollar rates and resulting change in smart phone prices.

The purpose of this Policy is:-

1. To layout and define the criteria for justification of issuance of SP allowance to an employee and its usage.

2. To ensure that SP are used in compliance with MCB-AH policies.

3. To prevent misuse of SP and MCB-AH IT services.

6.3 Scope

As a matter of principle, issuance of SP allowance to purchase SP is subject to MCB-AH Business needs.

MCB-AH employees in all grades will be eligible for SP allowance based on their functions and responsibilities. These functions must indicate travel and mobility as a basic need of the job role, or the requirement to be accessible after office hours/24 hour basis.

6.4 Guidelines

Reimbursement of SP Allowance:

The SP allowance will be reimbursed to the employee on submission of SP purchased receipt. SP will be used for official purpose and the allowance would be amortized over 2 years. After completion of 2 years, new SP allowance will be issued. The SP allowance will be issued based on the following conditions:

· Where the employee is required to respond to official emails and calls after office hours, off days, off-line, at remote sites or at his residence.

SP Allowance Reimbursement Form:

For reimbursement of SP allowance, the concerned employee will be required to submit SP allowance reimbursement form with SP purchase receipt to HR Department. (Annexure A)
NOTE: 
For SP services a postpaid number with data services will be required for which user must scan CNIC and send to IT following approval of request.

6.5 Loss and Replacement

The liability to take care of asset and insurance lies with the employee. In case of loss or complete damage of SP, employee must notify IT for such incident along with FIR through the concerned HOD. The responsibility for insurance claim and purchasing of replacement phone lies with the Employee.

6.6 Returning of Smartphone / Allowance           

At the time of leaving MCB-AH before two years of service/ completion of 2 years from the issuance of allowance for purchase of SP, employees who have been issued SP allowance must return allowance. 

The HOD will be responsible to ensure that clearance of the employee is done only after the adjustment of SP allowance.

Employee will be responsible to clear all the outstanding dues of the of the service provider.

As per the SP policy the life of a set is 2 years, so if the employee resigns before 2 years SP allowance would be recovered as per the below calculation.

(SP Allowance / 24 months) x (24 months – months SP used/Service Tenure) 

6.7 User Restrictions

SP can easily be stolen or lost, that represent a significant security risk. While loss of physical property can be significant, unauthorized use of the SP could result in devastating liability. Any loss or stealing of a SP or access-compromised SP that contains sensitive MCB-AH data;

· Must be immediately reported to the respective HOD as well as to IT.

· User must change Domain password immediately.

· Must report to Police Station and obtain acknowledgement.

6.8 Data Security

As a matter of policy SP must be locked at all times other than when in use by the user. To reduce risk of unauthorized access to data on the SP, IT will make special arrangements for people frequently carrying important data of high risk. Each HOD must define and inform the security issues related to their domain to IT so that an appropriate action may be suggested. Please note that in the end the users themselves and the departments are responsible to enforce the Data Security.

6.9 Penalty of Non Compliance

Should the User be found to be breaching any of the rules set out in this policy, or if the user is found to be unresponsive, the facility may be revoked and a note will be made in the personal file of the concerned employee which will have a negative evaluation impact in periodical evaluations.

6.10 Payment of bills

As per policy all the monthly mobile charges will be paid by MCB-AH as per entitlement of employee against the issued number and excess amount will be adjusted by HR from their monthly salary. Employee using their own number for Business purpose will be responsible for payment of their monthly bills and same will be reimbursed as per their entitlement subject to approval of CEO.

At the time of return of SP allowance or revoking of services, user had to clear his/her dues otherwise all the charges will be adjusted against their salary.

No reimbursement of any charges for the purchase of a mobile phone set will be made to SP users.

6.11 Roles and Responsibilities

User:

· In case of theft, employee must immediately report to the respective HOD as well as to IT.

· In case of theft, must change Domain password immediately.

· In case of theft, should claim insurance and fulfill the requirements of the insurance company.

· Should submit the SIM to IT at the time of leaving MCB-AH.

IT:

· In case of theft, immediately lock the set and wipe all the MCB-AH sensitive data (if possible).

· In case of theft, ensure that the user had changed the domain password after the loss/theft is reported; if not change then the Active Directory account should be blocked temporarily.

· Ensure that all SPs must be locked at all times other than when in use by the user through system security policy.

· Staff leaving the company will provide the cleared dues statement to IT. After all other dues are cleared and IT assets of MCB-AH returned, IT will sign off the clearance which will be taken as final settlement on this account.

HR:

· HR department at the time of clearance will verify the IT signoff.

· In case of death or leaving without clearance, HR will request IT to get the recoverable dues statement from the service provider. HR will deduct the same amount from their final legal dues and submit the cheque to IT in the name of service provider for onward submission and clearance of company account.

6.12 Implementation of Policy

This policy will be applicable for the reimbursement of SP allowance with immediate effect. All concerned Heads of Departments are requested to please examine all the existing users keeping in view above criteria and all the SPs not conforming to above criteria may be returned or services must be revoked.

6.13 Enforcement

Any employee found to have violated this policy may be subject to disciplinary action based upon the extent of the violation:

· Formal warning letter may be issued and be placed in the employee personnel file.

· Suspended or restricted access to Information Systems.

· Termination of employment as per this Handbook.
6.14 Exception

Any exception to this policy must be presented to CEO for approval.

7 LEAVE POLICY

7.1 Policy Summary

	Entitlement
	Description of Benefit

	Annual Leave - (AL)
	22 working days for each completed year of service

	Sick Leave- (SL)
	12 working days

	Maternity Leave - (ML)
	90 calendar days 

	Paternity Leave - (PL)
	07 calendar days 

	Hajj / Umrah Leave - (HL)
	30 days / 7 days leave once during the entire length of service

	Iddat Leave - (IL)
	130 calendar days for a female employee

	Retirement Leave - (RL)
	30 calendar days prior to date of retirement

	Leave without pay - (LWOP)
	In exceptional circumstances

	Minimum Continuous Annual Leave Requirement
	10 workings days uninterrupted leave during each financial year.

	Eligibility
	All confirmed Employees who have completed one year of employment shall be eligible for Annual Leave.

All Confirmed Employees shall be eligible for Sick Leaves on pro rata basis during the financial year, as per the law.


7.2 Statement of Intent

MCB-AH appreciates the importance of rest and recreation for the wellbeing of all employees in order to benefit the employee both physically and mentally. It also recognizes that there may be contingencies arising from illness and unforeseen eventualities that requires the employee to be temporarily absent from duty. The Company allows a leave of absence to the employee in such situations and to cater the requirements, MCB-AH has the following Leave policy.

7.3 Eligibility

All permanent employees are eligible to avail leave in accordance with the policies contained in this Handbook. Employees appointed during the year will be entitled upon confirmation on a pro-rata basis, calculated from the date of appointment.

Management Trainee Officers will be allowed for maximum 14calendar days subject to approval from HOD.

7.4 Annual Leave

All Employees are entitled to twenty two (22) working days of annual leave with pay in a financial year, for each completed year of service. When public holidays or weekends (Saturday & Sundays) fall within the leave period requested, they shall be excluded as part of leave. 

7.5 Annual Leave Schedule

All Confirmed employees who have completed one year of service, are required to submit anticipated annual leave schedules to their Department Heads at the beginning of each financial year in order to streamline and effectively accommodate their varying leave requirements. 
If an employee's requested leave cannot be accommodated, he/she shall be advised as soon as possible and asked to submit revised dates. Leave should be scheduled in such a way that it does not hamper the normal operating efficiency of the department. 

It is important to note that an accepted leave schedule does not imply approval of the requested period of leave. Although every effort would be made to adhere to the departmental leave schedule, unexpected operational requirements may necessitate postponements. A completed leave application on portal should be submitted for approval at least two (2) weeks in advance prior to the anticipated start of the leave period.

7.6 Minimum Leave Requirement

Annual leave may be availed at one time or may be divided and availed at various times during the financial year, subject to appropriate approvals. Assuming earned eligibility, employees are required to take one period of mandatory annual leave equivalent to ten (10) working days uninterrupted leave, during each calendar year. Deviation from mandatory requirement will be allowed only in exceptional circumstances and with the approval of respective Departmental Head or where other prolonged absences (sickness, maternity leave etc.) fulfill this requirement.

7.7 Advance Annual Leave

Annual leave shall not normally be granted in advance. The exception would be in the case of newly confirmed employees who have not completed a full year of service. Advance annual leave allowed in such case would not exceed seven (7) days and would be approved solely at management discretion.

7.8 Annual Leave Accumulation and Encashment

Annual leave of one financial year may be carried forward for a maximum of two financial years. However, once the employee has accumulated twenty eight (28) working days of leave, future leave accumulation will not be allowed and any leave accruing over twenty eight (28) working days will automatically lapse. Encashment of accrued annual leave will be paid within one month after the end of each financial year on the written request of the employee to Human Resources Department otherwise the accrued annual leave will be carried forward for subsequent one year.

7.9 Sick Leave

Employees are entitled to leave during illness, up to maximum of twelve (12) working days during the financial year. 

Sick leaves can neither be accumulated nor encashed. Sick leaves in excess of entitlement will be treated as leave without pay, except in case of prolonged illness as elaborated in the following paragraph and which is certified by a doctor acceptable to the Company. Any employee who is absent for more than two consecutive working days on account of sick leaves, must submit a doctor's certificate.

7.10 Prolonged Illness

In cases of prolonged/serious illness, including conditions arising from an accident and supported by a medical reports and certificates, extending beyond the normal entitlement for sick leave, the balance of annual leave will be adjusted against the absence. In case the illness continues after all the leaves have been utilized, the employee would be allowed leave with full pay for a maximum of three (3) months. During this time, the employee should provide regular updates to management on his/her medical prognosis and make every effort to return to work as soon as possible.

At the end of three (3) months of prolonged illness, the employee would be allowed a sabbatical leave of absence for a maximum of six (6) months. This would be unpaid leave during which no benefits would accrue to the employee. Approval of such leave will be at the management's discretion. Whilst every effort would be made to accommodate an employee upon his/her return to work, it is understandable that positions cannot be left vacant indefinitely in an on-going business. Accordingly, in case of prolonged illness, it may be necessary for the Company to make temporary or permanent arrangements to fill the ailing employee's position. Therefore, situations may arise where a suitable position is not available for the employee upon his/her return.

7.11 Maternity Leave

Maternity leave will be available for female employees for a maximum of ninety (90) calendar days. It will be permissible to take this leave in conjunction with annual leave, if available.

7.12 Paternity Leave

Paternity leave will be available to male employees of the Company for a maximum of seven (7) working days.

7.13 Hajj / Umrah Leave

Pilgrimage leave is available to employees for performing Hajj. For performance of hajj, the Company allows up to thirty (30) days. Hajj leave may be availed only once during an employee's entire length of service with the Company.

For performance of Umrah a maximum of seven (7) days leave will be allowed once during the entire length of service.

7.14 Iddat Leave

In case of demise of a female employee's spouse, leave of absence is sanctioned up to a maximum of one hundred and thirty (130) days leave, which will also fulfill the religious requirement of the period of iddat.

Note:

In case of demise of a male employee's spouse, leave of absence of up to fifteen (15) days may be allowed to the employee in order to allow him sufficient time to adjust to the tragic loss and to make necessary arrangements in the household for children and other dependents. 
7.15 Leave without Pay / Extraordinary Leave

Leave without pay is not a matter of right but may be considered in exceptional circumstances such as unusual family obligations or unforeseen situations. It will only be granted, once the employee has exhausted all other accrued leave.

No leave or other benefit will accrue during leave without pay.

7.16 Leave Preparatory to Retirement

Employees attaining the retirement age of sixty (60) years for male(fifty five (55) years for female) or having completed thirty (30) years of continuous service and opting for early retirement are eligible to avail leave preparatory to retirement to the extent of one (1) month immediately prior to retirement, in order to allow sufficient time to organize and prepare for this significant event in life.

7.17 Overstay of Leave / Unauthorized Absence

Employees overstaying their sanctioned leave except under circumstances that are deemed beyond their control (for which satisfactory explanation / evidence must be provided) shall not be paid salary for the period of overstay. Any deliberate or intentional overstay, without reasonable justification, would render an employee liable to disciplinary action.

Employees are expected to be present at their place of work and contribute all their energies towards fulfilling their duties during normal working hours. Any unauthorized absence from work may result in a deduction from salary and / or disciplinary action.

Unauthorized absence from work for a continuous period of ten (10) working days (including absence in the case of leave applied for but not granted), or when overstayed for the same period after expiry of sanctioned leave, may as per management discretion, constitute grounds for disciplinary action which may lead to summary dismissal, as provided in Section 15.6 hereafter. 

7.18 Mode of Applying for Leave

The employee's line manager has the authority to approve or reject all leave requests on leave portal after consultation with his/her own immediate supervisor, subject to work exigencies. 

Applications for all kinds of leave of absence should be made on the leave portal as far in advance as possible. Where circumstances for absence could not be foreseen the portal must be updated immediately on resumption of duties. The portal shall be updated with proper leave dates to approving authority.

8 Subsidized Loans

8.1 Statement of Intent

MCB-Arif Habib Savings & Investments Limited (MCB-AH) is cognizant of intrinsic human desire to secure one's future. Accordingly the Company's compensation philosophy caters to the essential need of asset building through the provision of subsidized loans for housing and motor vehicle.

The purpose of this policy is to help Company's employees to overcome short term / medium term financial problems so that they can work with peace of mind. However it is important to make clear that the purpose is not to provide an opportunity for staff to enrich themselves at the expense of such facilities. 

Provision for loan to CEO/Director will be governed by the Companies Act 2017.

For the purpose of the foregoing, MCB-AH provides the facility of two types of loans to its employees:

a. Housing Finance

b. Car Finance

8.2 Eligibility

MCB-AH has complete discretion over granting of loans to its employees and the management reserves the right to restrict the facility or amend it at any time.

Only full time permanent employees with titles SAVP and above are eligible for Housing Finance while full time permanent employees with titles AVP, OG-I and OG-II are eligible for Car Finance. In both cases employee should be in continuous employment with the company for at least three (3) years for Housing Finance and two (2) years for Car Finance.

All loan applications need to be forwarded by the departmental head and finally approved by the CEO. 

8.3 Housing Finance

All confirmed MCB-AH employees with titles SAVP and above with an overall continuous service of at least three (3) years are eligible for Housing Finance. Lateral entrants with a minimum of three (3) years of professional experience are eligible to avail the Housing Finance.

Refinancing the existing loans of lateral entrants is also an option exercised by the Company, provided the finance amount falls within the Company's prescribed limit for a respective grade.

The Housing Finance / Refinance facility may not be claimed as a matter of right and management may exercise discretion when allowing such facility. 

8.4 Policy Summary

	ENTITLEMENT
	ENTITLEMENT / DESCRIPTION OF BENEFIT

	Limits
	Chief Executive Officer
	Rs. 40.0 million

	
	Senior Executive Vice President
	Rs. 40.0 million

	
	Executive Vice President
	Rs. 25.0 million

	
	Senior Vice President
	Rs. 20.0 million

	
	Vice President
	Rs. 15.0 million

	
	Senior Assistant Vice President
	Rs. 10.0 million

	Eligibility
	 Employees with titles SAVP and above having completed minimum 3 years of service.

	Repayment Period
	Maximum of 240 monthly installments


8.5 Entitlement

The housing finance limits are mentioned in the table below. These limits can be modified from time to time at the Company's discretion. 

	Grade
	Limit 1 @ 7.5% p.a
	Limit 2 @ 5% p.a
	Total Limit

	Chief Executive Officer
	Rs. 20.0 million
	Rs. 20.0 million
	Rs. 40.0 million

	Senior Executive Vice President
	Rs. 20.0 million
	Rs. 20.0 million
	Rs. 40.0 million

	Executive Vice President
	Rs. 12.5 million
	Rs. 12.5 million
	Rs. 25.0 million

	Senior Vice President
	Rs. 10.0 million
	Rs. 10.0 million
	Rs. 20.0 million

	Vice President
	Rs. 7.50 million
	Rs. 7.50 million
	Rs. 15.0 million

	Senior Assistant Vice President
	Rs. 5.0 million
	Rs. 5.0 million
	Rs. 10.0 million


8.6 Rules

· Loan to be arranged by employee.

· Company to provide the reimbursement of interest / mark up (p.a.) paid by employee at KIBOR -3% with a maximum of 7.5% on limit 1 & KIBOR -3% with a maximum of 5% on limit 2. (KIBOR rate to be changed on annual basis effective 1st July)  

· Employee can avail available total limit at same level or in case of promotion to next level.

8.7 Process and Documentation

Standard documentation of the Housing Finance facility includes:

· Loan agreement.

· Amortization Schedule.

· The employee completes the Loan Application and forwards it to the Human Resources Department.

· The Human Resources Department verifies the information provided by the employee, obtain the documents and forward the application for an approval from CEO.

· The Amortization Schedule will be forwarded to Finance Department / Risk & Compliance Department for verification of calculation.

· Amount to be disbursed on a monthly basis along with salary.

· Employee is responsible to provide the revised amortization schedule if by any reason rates revised by the lessor.

· Employee is responsible to inform Human Resources Department immediately regarding the termination of the lease.  

Car Finance









All confirmed MCB-AH employees with titles AVP, OG-I and OG-II after completing two (2) years of full time service with the Company shall become eligible for the Car Finance facility. 

The Car Finance facility may not be claimed as a matter of right and management may exercise discretion when allowing such facility. The decision of the Management shall be final and will not be questioned by any employee. 

8.8 Policy Summary

	ENTITLEMENT
	DESCRIPTION OF BENEFIT

	Entitlement
	Factory price of entitled car at the time of applying for loan

	Eligibility
	Employees with titles AVP, OG-I & OG-II having completed minimum 2 years of service.

	Repayment Period
	Maximum of 60 monthly installments

	Purpose
	Purchase of car 


8.9 Entitlement

	Grade
	Limit

	AVP 
	Suzuki Cultus

	Officer Grade
	Suzuki Alto

	Officer Grade 
	Suzuki Alto


8.10 Rules

· Loan to be arranged by employee.

· Company to provide the reimbursement of interest / mark up (p.a.) paid by employee at KIBOR -3% with a maximum of 7.5%.

· KIBOR rate to be changed on annual basis effective 1st July.  

8.11 Process and Documentation

Standard documentation of the Car Finance facility includes:

· Loan Agreement.

· Amortization Schedule.

· The employee completes the Loan Application and forwards it to the Human Resources Department.

· The Human Resources Department verifies the information provided by the employee, obtain the documents and forward the application for an approval from CEO.

· The Amortization Schedule will be forwarded to Finance Department / Risk & Compliance Department for verification of calculation.

· Amount to be disbursed on a monthly basis along with salary.

· Employee is responsible to provide the revised amortization schedule if by any reason rates revised by the lessor.

· Employee is responsible to inform Human Resources Department immediately regarding the termination of the lease.  

9 Contribution to Voluntary Pension Schemes

9.1 Statement of Intent

MCB-AH commitment to its employee's wellbeing extends to recognizing the importance of retirement planning and to identify ways to promote greater opportunities for savings for its employees. One such initiative is the Voluntary Pension Schemes (VPS) in which MCB-AH's monthly contribution to the confirmed employees account is an important component of its overall remuneration package. 

Equal contribution to the VPS is made by the employee and the Company at the rate of 8.33% of each employee monthly basic salary. The employee has the option of contributing a larger percentage of his/ her basic salary each month. However, the Company's contribution will be limited to 8.33%.

10 Hospitalization Benefits

10.1 Statement of Intent

MCB-AH regards its employees as its most valuable resource and is concerned about their and their family's health and well being. The Company recognizes hospitalization benefits that give employees the peace of mind to focus on their job functions without having to worry about financial risks in the event of hospitalization. Hospitalization coverage forms an integral component of the total rewards package offered by MCB-AH in keeping with its stated compensation philosophy of offering a balanced and competitive remuneration package in order to attract and retain talent. To this end, MCB-AH has instituted a hospitalization and maternity benefits plan by arranging for medical cover through Insurance Company.

10.2 Eligibility

All permanent employees and their *spouse and dependent children (son up to the age of 25 years and daughters till they get married) are covered under the Company's Hospitalization Benefits Policy.

* Only one female spouse will be covered in Hospitalization policy.

10.3 Entitlement

The entitlement for various grade levels will be shared with employees time to time:

	Grade
	Insured
	Category

	Chief Executive Officer
	Employee / Spouse/ Children
	A

	SEVP/EVP/SVP/VP
	Employee / Spouse/ Children
	A

	SAVP/AVP/OG-I/OG-II
	Employee / Spouse/ Children
	B

	OG-III & Non Grade
	Employee / Spouse/ Children
	C


10.4 Scope of Coverage

Please refer to your medical credit letter/health card for up-to-date material on scope of coverage.

10.5 Dispensation Process

Upon joining, employee(s) will be required to provide particulars of their immediate family (spouse and dependent children) to HR Department and to continue to notify the Company of any changes that may occur over time.

11 Group Insurance (Life)

11.1 Statement of Intent

MCB Arif Habib offers Life Insurance to employees in order to provide financial protection / assistance in case of death or permanent / temporary disability. Upon joining, each employee is required to submit the nomination undertaking for enrolment to Human Resource Department. 

In accordance with the limits in the scope of the rules predetermined by the insurance company, the insurance company will make total payment in the case of death/disability of the employee.

11.2 Eligibility

All employees are eligible for Group Life Insurance and Disability Insurance.  Coverage to become effective at the time of joining MCB-AH and will cease upon termination of employment with MCB-AH.

11.3 Entitlement

Each employee to be insured for an amount equivalent to 24 basic salaries for death from natural causes and 48 basic salaries in case of death due to accident.  Extras such as overtime, Variable Compensation, House Rent, LFA and any other allowances which are part of the Gross Salary are excluded. (No capping will be applied) 

	Benefits
	Amount Insured

	On Death (Due to Any cause)
	48 times gross monthly salary Maximum of Rs. 10 Million

	On Accidental Death (Additional)
	48 times gross monthly salary Maximum of Rs. 10 Million

	On Permanent Total Disability (Accident)
	48 times gross monthly salary Maximum of Rs. 10 Million

	On Permanent Partial Disability (Accident)
	As per schedule

	On Temporary Total Disability (Accident)
	100% of gross monthly salary

	On Permanent Total Disability (Natural)
	48 times gross monthly salary Maximum of Rs. 10 Million

	On Diagnosis of Terminal Illness
	50 % of Life sum insured, subject to maximum of Rs. 500,000.


11.4 Disability Insurance Policy

Employees are covered for Permanent Partial Disability and Temporary Total Disability. The amount of coverage depends on the extent and nature of disability. A list of types of disability and the amount of coverage for each is available from HR.

12 Travel Policy

12.1 Statement of intent

MCB-AH aims to provide employees traveling on Company business with a reasonable level of comfort in their boarding and lodging arrangements at the lowest possible cost to the organization. Being mindful of the resources expended, travel should only be considered as an option when alternative modes of communication for conducting business (e.g. tele-conferencing, electronic mail) are considered impractical or in effective.

The principal intent of the travel policy is that employees who incur travel expenses as a result of the required business travel should neither gain nor loss personal funds as a result of such travel.

12.2 Approval for Travel

Employees are required to fill out the travel request form and get it signed by their supervisor. For Domestic and International Travel, the form needs to be approved by CEO.

12.3 Eligibility

All Company employees proceeding on approved travel either for Company's business or for training are eligible for re-imbursements as per terms of this policy.

12.4 Air Travel

The entitlement for air travel undertaken by employees is detailed in the following table. 

	Grade
	Domestic Travel
	International Travel for Business
	International Travel for Training

	Chief Executive Officer (CEO)
	Economy Plus
	Business
	Business

	Senior Executive Vice President (SEVP)
	Economy Plus
	Business
	Business

	Executive Vice President (EVP)
	Economy Plus
	Business
	Economy

	Senior Vice President (SVP)
	Economy Plus
	Economy 
	Economy

	Vice President (VP)
	Economy Plus
	Economy
	Economy

	Senior Assistant Vice President (SAVP)
	Economy
	Economy
	Economy

	AVP and below
	Economy
	Economy
	Economy


All reservations for air travel are required to be made through the office and the approved travel agencies. Requests for reservations are required to be forwarded to the Administration Department as early as possible by submitting an approved travel request form prior to departure to ensure sufficient time for making suitable arrangements, but in any case not later than four (4) days before the anticipated date of travel. 

In case of non-availability of seats in the Economy Class and if the travel plans cannot be altered, approval may be granted for an upgrade from the travel approving authority. In case an employee is traveling with a senior colleague, the class of travel will be the same as that of the senior colleague. This is only true if both of them are traveling in the same flight. Where air travel is not an option, executives / officers can use the following modes of transportation.

12.5 Travel by Train

	Grade
	Entitlement

	Executives (AVP & above)
	A/C Sleeper

	Officers
	Lower A/C


12.6 By Road

If the only option of travel is by road then for VP and above the preferred mode will be the use of Company provided car. Where Company provided car cannot be used, the Company will arrange rented cars for VPs and above. However, AVPs will be required to take prior approval from their immediate supervisors which will be given on a case to case basis. For Senior Officer and below, road travel can be via personal car / hired taxi / public transport, and the reimbursement of fuel expenses would be as follows:

	Grade
	Entitlement

	Assistants to Senior Officer (If using personal car or hire taxi)
	Rs. 20 per kilometer

	Traveling by Coach / Public Transport
	At actual


12.7 Boarding & Lodging Arrangements

Company Provided Accommodation

MCB-AH has negotiated corporate rates with quality hotels in most of the cities where business travel may be required. After travel dates have been finalized, reservations should be made centrally through the administration department in order to ensure proper rates and credit billing. 

	Grade
	Entitlement

	CEO - SAVP 
	Actual room rent of 5 star hotels

	AVP – OG I
	Actual room rent of 4 star hotels

	OG II and below
	Actual room rent of 3 star hotels


Note: 
Charges are not allowed. Meals and other incidentals must be paid from the per diem allowance. They will form a ceiling for actual room rents in the current year and will be regularly updated.

1. Women employees, who are not entitled to a 5-star hotel, will be accommodated in a hotel which is not less than 4-star standard.

2. CEO and SEVP are entitled to get a room on the Executive Floor.

3. All others to get standard rooms.

4. Rates for hotels will be negotiated by Administration Department.

Personal Arrangements

Boarding will only be allowed if the employee is required to stay overnight. If employee chooses to arrange for his/her own accommodation with friends, family or otherwise, he/she would be entitled to a per diem allowance in lieu of hotel accommodation, as outlined in the table below.

	Grade
	Domestic
	International

	
	Travel-Per Diem
	Travel-Per Diem

	Chief Executive Officer (CEO)
	Rs. 6,000/-
	US$ 500

	Senior Executive Vice President (SEVP)
	Rs. 6,000/-
	US$ 400

	Executive Vice President (EVP)
	Rs. 6,000/-
	US$ 350

	Senior Vice President (SVP)
	Rs. 6,000/-
	US$ 300

	Vice President (VP)
	Rs. 6,000/-
	US$ 275

	Senior Assistant Vice President (SAVP)
	Rs. 4,000/-
	US$ 250

	Assistant Vice President (AVP)
	Rs. 4,000/-
	US$ 200

	OG I and below
	Rs. 2,500/-
	US$ 100


Daily Expense Allowance

Employees will be entitled to a daily allowance to cover for expenses incurred on meals, incidentals and all other expenses incurred during the course of their stay with prior specific approval only in case where company does not provide the same in any other way. These are outlined in the table below.

	Grade
	Domestic                           
	International 

	
	Travel-Per Diem
	Travel-Per Diem

	Chief Executive Officer (CEO)
	Actual bills
	US$ 350

	Senior Executive Vice President (SEVP)
	Rs. 3,500/-
	US$ 300

	Executive Vice President (EVP)
	Rs. 3,000/-
	US$ 250

	Senior Vice President (SVP)
	Rs. 2,500/-
	US$ 200

	Vice President (VP)
	Rs. 2,500/-
	US$ 200

	Senior Assistant Vice President (SAVP)
	Rs. 2,000/-
	US$ 150

	Assistant Vice President (AVP)
	Rs. 1,500/-
	US$ 100

	OG I and below
	Rs. 1,000/-
	US$ 75


Note:

For international travel, per diem allowance will be given prior to the journey. Domestic per diem allowance will be reimbursed against presentation of actual bills upto given above entitlement upon return. All such expenses need to be approved by the CEO.  

Transportation Allowance 

For MANCOM members Company will provide rented cars for transportation to and from the airport / training centers / seminar halls etc. for cities other than the city of residence. All such arrangements should be made through Administration Department. However, for all other grades transportation expenses will be reimbursed where actual receipts are provided. Where bills are not available the transportation charges will be allowed at Rs.20/= per km. 

Employees who have been provided with a company car are not entitled to claim transport charges from their residence to the airport and back except for the flights departing or arriving during late nights. Where possible and available, the Company's pool car and driver can be called.

Reimbursement will generally not be made for travel from the airport to the hotel and back, as most hotels offer a pick and drop service and this facility should be utilized. However, this will be an admissible expense if personal arrangements for lodging have been made or if hotel in the city of travel does not have this arrangement.

Employees are expected to utilize the vehicles available, if any, at the company office in the city being visited. If this is not possible, transportation expenses for travel within the city may be reimbursed.

Overseas Travel

The per Diem entitlements are applicable for short trips only. Short trip is defined as five or less days, which means that Daily Allowance can be claimed for a maximum of five days only.

For long trips lasting more than five days, special approval is required for per diem allowance. The recommendation must come from the respective Departmental Head and forwarded to CEO for approval.
Laundry & Dry-Cleaning

Employees are entitled to utilize the laundry, Ironing charges and dry-cleaning facilities at the hotel if their total travel time exceeds two nights. The overriding principle when incurring expenditures of this nature should be that they are reasonable and necessary.

Telephone Calls

Employees should be mindful of the high cost charged by hotels for telephone usage including roaming and data charges. All long distance telephone calls should be made from the Company's office, wherever possible. Unless nominal, phone charges will not be reimbursed by the Company.

Entertainment Expense

In the course of business travel if clients or guests had been entertained, re-imbursement of entertainment expense must be claimed by mentioning the name of the client or any other guest in the details column of the expense claim form. (See appendix for the format). The original bills must be attached with the expense claim form.

Training Related Travel

For training visits abroad such as seminars, courses etc, where accommodation and all meals are provided by the training organizers, the Daily Allowance entitlement will be as follows;

	Grade
	Entitlement

	Chief Executive Officer
	US$ 200

	SEVP - EVP
	US$ 150

	SVP –  - SAVP
	US $100

	AVP – OG I 
	US $ 75

	OG II and below
	US $ 50


Where nothing is provided by the training organizers, in all such cases Daily Allowance would be allowed to officers and executives up to SEVP level as mentioned is first table. For CEO the Daily Allowance would remain unchanged at US$ 200.

Advance against Traveling

An employee traveling on Company's business is permitted to draw advance to meet his / her traveling expenses. The advance amount will be equivalent to the entitled per diem allowance by the Company. However, all training advances will be processed through Human Resources.

Approval Authority

Before the commencement of all business travel, proper approvals should be in place through the Travel Authorization Form. No expenses or allowances will be paid if the travel is not properly authorized by the relevant authority. (Annexure G).
Payment for Passport and Visa

This applies to the employees proceeding on approved travel either for Company's business or for training. Any expenses related to passports (obtaining new passport or extension of its validity period) shall be covered 50% by the employee and 50% by the Company. All the expenses for visa required for official travels shall be covered by the Company. 

13 Disciplinary Policy

13.1 Statement of Intent

MCB-AH believes in promoting fairness, transparency and consistency within its human resource policies. The Company aims to promote behavior in terms of acceptable standards amongst all its employees in order to foster an organizational culture defined by excellence and professionalism.

The Disciplinary Policy has been developed to provide a framework within which improvements in performance and conduct can be managed. Its primary aim is to ensure that employees are aware of the standards expected of them in the work place and to assist management in implementing and maintaining discipline with fairness and consistency.

13.2 Scope of Policy

The Disciplinary Policy is applicable to all MCB-AH employees. It is the policy of the Company to ensure that all employees are aware of the contents of the policy.

13.3 Conduct and Performance Expectations

Breaches of MCB-AH's standards of conduct or required performance, which could justify disciplinary action, tend to fail into four major categories:

1.  Inadequate Performance

After receiving on-the-job training, employees are expected to achieve and maintain performance standards that are satisfactory for the job concerned. These performance standards are defined as part of the Company's performance management process. Consistent failure to achieve stated job objectives could lead to disciplinary action.

2.  Absenteeism and Tardiness

In the event that an employee has an unacceptably high level of absence, has regular patterns of absence or is consistently late for his / her assigned work schedule, action may need to be taken.

Unauthorized absences should be investigated immediately by the line manager and the employee asked to provide an explanation. If the evidence or explanation provided is unsatisfactory, it should be dealt with as a misconduct issue under the disciplinary procedure.

3. Misconduct

Any deliberate or reckless breach or non-observance of MCB-AH's rules and policies may constitute misconduct. In particular, following acts and omissions shall be treated as misconduct, as provided under the Standing Orders Ordinances/Acts applicable to the pertinent Provinces:-

· willful insubordination or disobedience, whether alone or in combination with others, to any lawful and reasonable order of a superior; 

· theft, fraud, or dishonesty in connection with the employer’s business or property; 

· willful damage to or loss of employer’s goods or property; 

· taking or giving bribes or any illegal gratification; 

· habitual absence without leave or absence without leave for more than ten days; 

· habitual late attendance; 

· habitual breach of any law applicable to the establishment; 

· riotous or disorderly behaviour during working hours at the establishment or any act subversive of discipline; 

· habitual negligence or neglect of work; 

· frequent repetition of any act or omission referred; 

· striking work or inciting others to illegal strike in contravention of the provisions of any law, or rule having the force of law; 

· go-slow;

Additionally, lapses in the expected standards of reasonable behavior and conduct may also be considered as misconduct, which shall include but are not limited to:

· instances enunciated in Section 4.28 above  of this Handbook and other specific provisions where misconduct has been indicated. 

· Failure to carry out management instructions, written or oral.

· Deliberate or careless breach of the Company's policies.

· Any act or threat of physical violence or abusive behavior towards either people or property.

· Misconduct outside the Company (e.g. conflict of interest, immoral /unlawful activities) may also render the employee liable to disciplinary action and in particular a criminal offence.

· Deliberate falsification of records.

· Deliberate damage to or misuse of the Company's equipment and resources, including abuse of the e-mail or telephone systems or access to internet sites (e.g. pornographic or gambling sites).

· Taking or giving bribes or any illegal gratification.

· Bringing the Company's name into disrepute or acting in a manner harmful to the Company's interests.

· Serious incapability whilst on duty brought on by alcohol, illegal drugs or other substances.

· Serious negligence which causes or might cause unacceptable loss, damage to property or injury to others.

· Serious breach of confidence, including insider dealing in securities.

· Conviction for an offence, which the Company considers is detrimental to its reputation, or considers, may adversely affect relationships of the Company with both employees and / or clients.

This list is not exhaustive and other instances of behavior may also constitute misconduct, at the discretion of management as may be permissible by any other law for the time being in force. 

14.4
Suspension from Work

If circumstances dictate, careful consideration will be made as to whether a suspension from work may be required, while investigations are carried out. This suspension is not part of the disciplinary action, and should not be construed as such, and the suspended employee will continue to be paid and will retain all associated terms and benefits.

The suspension will be for a maximum of four (4) weeks not exceeding one week at any given time. However, the suspended employee must be available to attend the office for disciplinary inquiry.

13.4 Option to be represented

Employees have the option to represented by a colleague during the third stage (refer to Stage 3 – Letter of Charge / Final Written Warning below) of the disciplinary procedure. This individual will participate in all inquiries, if any, that may be conducted to investigate the disciplinary issue at hand at this stage, in accordance with the provisions contained under the Standing  ACTS/Ordinances of the pertinent Provinces.

Employees should inform the line manager that they wish to be assisted by another employee with the identity of such other employee. Although employees may nominate a colleague of their choice for this purpose, they should bear in mind that it may not be appropriate to insist on being represented by a person who may have a conflict of interest and neither any employee can be compelled to assist or represent the employee against whom inquiry is conducted.

13.5 Stages of the Disciplinary Procedure

These are three stages in the formal disciplinary procedure.

It is advisable that an initial discussion with HOD and Head of HR of an employee to ascertain the problems and possible causes for the shortcomings in standards of behavior take place before issuing warnings. The formal procedure will normally be used only when informal discussions have failed to resolve matters, or when the misconduct is of a serious nature and requires immediate investigation and action.

Depending on the nature of the misconduct or failure in performance the disciplinary procedure may be enacted at any stage. Dismissal will not normally be an option in the event of a first breach of discipline unless the infraction is very serious. However, the Company has discretion over which stage of the procedure to initiate in any given circumstance and an employee should have no expectation that all stages will be followed in order.

Stage 1 – Formal Oral Warning

When a disciplinary matter arises, the Human Resources Department shall establish the facts promptly, and if appropriate, obtain any witness statements.

Once the evidence has been presented to the incumbent a formal oral warning may be given to the employee as Stage 1 of the disciplinary procedure. The reasons for the warning shall be clearly outlined together with the conduct or performance improvement required.

The Human Resources Department will prepare a written record of the meeting. This record will be signed by the employee and a copy of this record included in the individual's personal file. The employee's signature on this record does not indicate agreement with the action taken; it only acknowledges receipt of the advice for corrective action. If the employee refuses to sign the advice for corrective action, it should be noted that a copy was given to the employee but he / she refused to sign.

Stage 2 – Written Warning

If performance or conduct has not improved to the required standard then the procedure will move to stage 2. If the alleged misconduct or performance issue is more serious, then the disciplinary procedure may be initiated at stage 2. In the event of the latter situation, there will be an appropriate inquiry to verify the allegations at this stage. If the inquiry results prove the infraction, the Human Resources Department in consultation with the Line Manager / Departmental Head, will issue a written warning to the employee which will detail the transgressions, stipulate the improvements required, provide time frames, as well as give an indication as to the likely penalty if there is no satisfactory improvement.

The employee is required to acknowledge the letter in writing and a copy placed in the personal file.

Stage 3 – Letter of Charge / Final Written Warning

This will apply where an employee:

a) Has received a written warning for misconduct or inadequate performance and it is alleged that conduct of performance remains unsatisfactory; or

b) Is alleged to have committed a serious breach of law or of standards of conduct and behavior expected of Company's employees; or 

c) Is alleged to have committed a serious breach of the Company's rules and / or policies.

At this stage, the employee will be issued a letter of charge detailing the alleged misconduct and given an opportunity to present his / her case in writing. Based on the evidence presented and if needed an inquiry may be conducted, co headed by the Human Resources In charge and an impartial member of the management team appointed by the Chief Executive Officer.  The inquiry team will include the Line Manager, the concerned employee and the employee's representative, if any.

If the findings of the inquiry exonerate the employee, no further action to the detriment of the employee will be taken. If however, the allegation is proven, the Line Manager in consultation with the Departmental Head will have discretion over whether to:

a) Take no further action and declare the matter closed; or

b) issue a final written warning, which will include a stipulation of further action which may lead to dismissal from service if there is no satisfactory improvement; or

c) recommend downgrading the employee, with an appropriate reduction in salary and associated terms and benefits; or

d) recommend dismissal of the employee without notice.

The CEO will eventually decide the matter.

In the case of dismissal, the employee will be given a letter of dismissal detailing the reasons for the dismissal, and any other circumstances that apply.

13.6 Principles for the Disciplinary Procedure

· MCB-AH will ensure that each case is investigated as fully as circumstances permit before any action is taken.

· At every stage of the procedure, the reasons behind the disciplinary action will be fully explained.

· The employee will be given sufficient time to present his / her case and explain any mitigating circumstances.

· The employee will have the option of being represented by a colleague at stage 3 of the proceeding.

· Written records of each stage of the disciplinary procedure will be maintained and retained in the employee's file.

· All disciplinary proceedings, witness statements and records will be kept confidential, subject to any legal or regulatory requirements binding on the Company.

Where allegations of misconduct or inadequate performance prove to be unfounded on investigation, all written material relating to the matter will be removed from the files. The employee will be immediately reinstated (if suspended) and thereafter will not be discriminated against or suffer any detriment as a result of such allegations having been made.

14 General
14.1 Personal Finances

MCB-AH expects all its employees to conduct their own personal financial affairs with a high degree of integrity. Employees must use business-like judgment so that the Company's reputation is not compromised. Employees are strongly discouraged to borrow money from or lend money to colleagues.

14.2 Outside Employment

No other employment or occupation, paid or unpaid, or any personal business venture, should be entered into by any employee without the prior written approval of the Chief Executive Officer. 

Service by employees in a voluntary capacity for charitable organizations does not require approval if there is no conflict with their work and/or does not impair employee's time and efforts to his deities and obligations towards the Company, such service is encouraged. If an employee is a trustee or director of a Company or a partner in a firm, the arrangements for dealings by the trust, Company or partnership in question must be approved in advance by the Chief Executive Officer and where reporting to the regulatory authorities under any law becomes necessary, the employee must make sure that he complies with all such requirements and indemnifies the Company against consequences of non-reporting. Furthermore, such charitable organizations should not be involved in money laundering, terrorist financing and/or political activities.

14.3 Communicating with the Media

As a general rule, employee should not talk to media representatives, give interviews and write anything pertaining to the Company or its operations. Unauthorized contact with the media or any public agency is a serious offence.

If an employee wishes to write any article or give an interview that may be construed as representing MCB-AH's position, prior written approval must be obtained from the Chief Executive Officer or a director in case of CEO's absence. All contact with media should be reported to the Company immediately and must remain within the bounds of approval.

14.4 Employment of Relatives

MCB-AH permits the employment of relatives of employees provide they do not directly supervise, control or influence the work of one another and have no responsibility for the other's performance evaluations, salary recommendations and disciplinary actions.

The above restrictions are in place in order to eliminate any actual or potential conflict of interest in the exercise of the above authorities.

All such relationships should be disclosed in writing to the Human Resources Department at the time of recruitment of the relative. A relative is defined as follows:  

husband, wife, child, parent, brother, sister, parent-in-law, brother/ sister-in-law, son/daughter-in-law, first cousins, as well as individuals residing in the same household.

14.5
Use of MCB-AH Computer Resources

Use of MCB-AH computer resources is strictly limited to business requirements. Employees should be aware that emails are not confidential and may be accessed for monitoring purposes. Any breach of IT security protocol which involves private business use or unsuitable material will be a disciplinary matter.

Employees will be accountable for all activities created under their password. Unauthorized use of a password will be treated as gross misconduct. While using MCB-AH's computer resources, the employee will be solely liable for breach or violation of any cyber laws and consequences resulting therefrom

14.6
Discipline

MCB-AH will follow a zero tolerance policy with regard to personal dealings if they in any way endanger the reputation or business of MCB-AH. If employees' dealings breach the letter of spirit of these rules, they will render themselves to disciplinary action, which may include dismissal after charge sheet and an internal inquiry.

MCB-AH reserves the right to require an employee to reverse a deal at his / her own expense if it has been affected in breach of any part of these rules.

14.7
Obligation after Employment

During the course of their employment, employees might obtain confidential information with regard to MCB-AH's business or the business interests of Company clients. Upon cessation of employment, employees will have a moral, as well as contractual obligation to be bound by the following restrictions:

· For a period of at least one year after cessation of service, an employee may not without MCB-AH's prior written consent, on his/her own account or on behalf of any other entity, canvass or solicit business from any client of the Company, in respect of the services provided by MCB-AH.

· Upon separation from service, employees shall not use or disclose any confidential information concerning MCB-AH's business, which may have been acquired by them during the course of their service.

· Upon separation from service, employees shall not solicit employment interest or poach any of the Company's permanent or contractual employees for a period of twelve months after they have left MCB-AH's 'payroll.

· Employees may not at any time after separation from service use any of MCB-AH's corporate, trading or other names of the Company to suggest that they are then connected with the Company and they must not behave in any way that may suggest they have such a connection.

16
ANNEXURES

ANNEXURE A: 

Undertaking for Smartphone Allowance

I, ________________________________ Employee No._________________

Hereby solemnly declare that I have read the relevant policy and understand all my responsibilities as a user of this service and agree to abide by them.

I also solemnly affirm, declare and undertake that:

a) I shall not change the voice/Internet package provided with the official device and/or SIM and if required, formal request will be made to Head of IT.

b) I shall not stop using the Company provided SIM without having the proper approval from my HOD and IT.

c) MCB-AH reserves the right to clear all my unpaid dues of the official SIM and recover/adjust remaining SP allowance against my salary or final settlement.

Employee CNIC number ________________________________________

Designation_____________________________________________________

Department_____________________________________________________

Mobile number_________________________________________________

IMIE # _____________________________________________________

Mobile Model____________________________________________________ 

Email___________________________________________________________

SP Allowance Amount:____________________________________________

Signature of User_______________________________________________

Date: _________________________________________________________

ANNEXURE B: 

Organizational Structure
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ANNEXURE C: 

Job Description

	Job Title
	

	Department 
	

	Reports To
	


Job Purpose

Duties and Responsibilities

Working conditions:
Job specifications:

Qualification:
Experience:  

Skills:
	Actions
	Name
	Designation
	Signature

	Prepared by:
	 
	 
	 

	Reviewed by:
	 
	 
	 

	Approved by:
	 
	 
	 


Acknowledgement:

Employee Signature:
______________________

Employee Name:

______________________
Designation:

______________________
ANNEXURE D: Appointment Letter

Date





Strictly Private & Confidential

Mr. XYZ

Address

LETTER OF EMPLOYMENT

Dear XYZ,

1. Thank you for your interest in MCB – Arif Habib Savings and Investments Limited (hereinafter referred as "MCBAH" or the "Company"). In terms of authority vested in us by the Company, We are pleased to offer you a position with the Company in our Officer Grade a __________.

2. The commencement date of your contract shall be the day you actually join the Company's job location. At present, this date is expected to be ___________________.
3. Your assignment will be at MCBAH's _________ Office in __________designation. However, it is a pre- requisite for any contract with the Company that all employees agree that while their appointment is to a specific office and place, the Company has a right to post an employee to any of the Company's offices within Pakistan or abroad, where his/her service may be required.

4. Your appointment is also subject to the Company receiving a satisfactory report and clearance from previous employer.

5. Your appointment will be according to the Company's Staff Service Rules currently in force. You will be entitled to;

· Medical Benefits as per Company's Policy.

· Performance bonus at management's discretion and subject to Company's and your performance.

· Provision of Post retirement benefits in accordance with the company policy.

· The monthly remuneration (in PKR) payable to you shall be as follows:

	Basic 
	           /-

	House Rent
	           /-

	Utilities
	           /-

	Medical
	           /-

	Gross Salary
	           /-  /-


The Company may revise employee Salary Package from time to time based on Company's and your performance.

6. The remuneration package does not include any and all income taxes applicable in Pakistan and the above stated Remuneration Package Clause 5 will be subject to the income tax laws in Pakistan. The Company would deduct applicable withholding tax from all payments to be made to you. You will be liable to file your tax returns.

7. You will be placed on probation for a period of three months.. The services of an employee can be terminated at any time during the probation period without any notice or payment in lieu thereof by either side. The provident fund deductions will be applicable upon confirmation of services with the Company.

8. Should you wish to terminate your employment with the Company, after confirmation, you will be required to give one month's written notice in advance of the last working date, failing which you will be required to make payment equivalent of one month's gross emolument what you were receiving from the company at the time of the notice. Similarly if the Company wished to terminate your employment with or without any reason following the probation period, it will give you one month's notice in advance, failing it will make a similar payment in lieu thereof.

9. The Company's Service Rules are subject to revision/modification at the Company's discretion.

10. The retirement age for personnel is currently 60 years for male and 55 years for female.

11. It is a condition of your employment that you will not divulge any information relating to the Company or any of its constituents or employees received by you in the course of your employment. Also while you are in the employment of the Company, you shall not be entitled to accept any other employment, before you are relieved by the Company.

12. You are expected to follow the Company's policies, rules and regulations set forth from time to time. Please read and duly sign the enclosed Statement of Ethics.

13. You are requested to submit all the requisite documents/references to Human Resource Management Group at least three days prior to your date of joining as per instructions attached. 

14. Please note that any statement given by you and information provided by you, if found to be incorrect or in case of failure on your part to comply with any of the above terms of appointment, will render your services liable to termination without any notice or any salary in lieu thereof.

Sincerely,

___________________


______________          

Head of Human Resources

Head of Department
I agree with the terms & conditions mentioned above.

________________________

Name of Employee
ANNEXURE E: Confirmation Letter

Date




                                                          Reference #

Mr. XYZ

Designation,

Grade,

MCB-Arif Habib Savings & Investments Limited, 

Location.

Subject: EMPLOYMENT CONFIRMATION LETTER

Dear XYZ,

We are pleased to inform you that with effect from _____________ you have become a permanent employee of the Company and are entitled to all the benefits reserved for that cadre.


We sincerely hope that you will keep up with your good performance and set even higher benchmarks. We wish you a long and fulfilling career at MCB-Arif Habib Savings and Investments Limited.

Wishing you all the best!

Best Regards,

For MCB-Arif Habib Savings & Investments Limited.

____________________


          ________________

Muhammad Asad Iqbal



Abdul Basit

Head of Human Resources


Chief Financial Officer

Copy: Personnel File

Employee Code

ANNEXURE F:

Performance Appraisal
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ANNEXURE G:

Travel Allowance Form

Travel Allowance Form                                                                                    
	TRAVEL ALLOWANCE REQUEST FORM

	To be completed by employee
	
	
	
	
	
	
	
	
	
	 

	Name:_____________________________________________________
	Designation:_____________________________

	 
	
	
	
	
	
	
	
	
	
	
	
	 

	 
	
	
	
	
	
	
	
	
	Date:
	 _________________

	 
	
	
	
	
	
	
	
	
	
	
	
	 

	Travelled to
	Date of Travel
	Mode of Travel
	Payment
	Hotel stay
	Hotel stay
	Payment

	
	From
	To
	
	Self
	Co.
	Y
	N
	From
	To
	Self
	Co.

	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	
	
	
	
	
	 

	 
	
	
	
	
	
	
	
	
	
	
	
	 

	SUMMARY OF CLAIM
	
	
	
	
	
	
	
	

	 
	Amount
	
	
	
	
	
	
	 
	
	
	 

	Travel fare
	To be paid to Travel Agent
	 
	
	
	
	
	
	
	 
	
	
	 

	Allowance
	 
	
	
	
	
	
	
	 

	Hotel
	To be paid to Hotel
	
	
	
	
	
	
	 
	
	
	 

	Misc.
	 
	
	
	
	
	
	
	To be reimbursed by the client

	Others
	To be paid to Rent a Car
	
	
	
	
	
	
	Travel 
	Hotel Stay

	Total
	 
	
	
	
	
	
	
	Y
	N
	Y
	N

	 
	
	
	
	
	
	
	
	
	
	
	
	 

	Remarks, if any:
	
	
	
	
	
	
	
	
	
	
	
	 

	 
	
	
	
	
	
	
	
	
	
	
	
	 

	 
	Payment Required
	
	
	
	
	
	 

	 
	Travel Agent
	
	
	
	
	
	
	
	
	
	
	 

	 
	Hotel
	
	
	
	
	
	
	
	
	
	
	 

	                            Employee
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	_______________________________
	
	
	
	
	
	
	
	
	 
	 
	 

	Signature of Employee
	
	
	
	
	
	
	Approved / Not Approved

	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	
	
	
	
	
	
	
	
	
	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


ANNEXURE H:

Gift Report Form

Gift Report Form                                                                                    
To be completed by the applicant

	Full Name
	 

	Designation
	 

	Department
	 

	Description of Gift Item
	Approx. Value PKR
	Received From3
	Occasion

	
	Current1
	
	
	

	
	Cumulative2
	
	
	

	
	Current1
	
	
	

	
	Cumulative2
	
	
	


1. Approximate value of the current gift item received.

2. Total accumulated value of all gifts received from a respective party including current gift.

3. Please state name of the organization as well as the person.

Approval comments by the line manage (if any) & disposal instructions.

________________
_______________

          _________________

Signature (Proposed)


Date



(Signature (Approved)

Note:  Please refer to the MCBAH Business Code of Conduct in the Human Resource Manual for details regarding acceptance of gifts.

Distribution & Filing:

· Original to be retained by Human Resource for record in employee's personal file.

· Copy of approval to staff member for personal record.

ANNEXURE I:

Statement of Ethics& Code of Professional Conduct

The Board of Directors of MCB-Arif Habib Savings & Investments Limited (the "Company") has prepared this statement of ethics and business practices to establish a standard of conduct for the directors and employees of the Company. This standard reflects the best practices as prescribed by the CFA Institute and adopted by leading organizations across the world. This standard will be applied in the conduct of the Company's business and of the funds under its management. Each director and employee signs the statement in acknowledgement of his understanding and acceptance of the standard of conduct.

STATEMENT OF ETHICS

The Directors and the employees of the Management Company shall:

· Act with integrity, competence, and dignity and in an ethical manner when dealing with public, clients, regulatory bodies, prospects, employers, employees and peers.

· Practice and encourage others to practice in a professional and ethical manner that will reflect credit on the profession.

· Strive to maintain and improve their competence and the competence of others in profession.

· Use reasonable cares and exercise independent professional judgment.

· Refrain from divulgence of confidential and privileged information.

CODE OF PROFESSIONAL CONDUCT 

A. 
Loyalty to Clients

The Directors and employees of the Company must:

1. Place client interests before their own. 

2. Preserve the confidentiality of information communicated by clients within the scope of the Manager-client relationship.

3. Refuse to participate in any business relationship or accept any gift that could reasonably be expected to affect their independence, objectivity, or loyalty to clients.

B.
Investment Process and Actions

The Directors and employees of the Company must:

1. Use reasonable care and prudent judgment when managing client assets. 

2. Not engage in practices designed to distort prices or artificially inflate trading volume with the intent to mislead market participants.

3. Deal fairly and objectively with all clients when providing investment information, making investment recommendations, or taking investment action.

4. Have a reasonable and adequate basis for investment decisions.

5. When managing a portfolio or pooled fund according to a specific mandate, strategy, or style:

a) only take investment actions that are consistent with the stated objectives and constraints of that portfolio or fund;

b) Provide adequate disclosures and information so investors can consider whether any proposed changes in the investment style or strategy meet their investment needs.

6. When managing separate accounts and before providing investment advice or taking investment action on behalf of the client:

a) Evaluate and understand the client's investment objectives, tolerance for risk, time horizon, liquidity needs, financial constraints, and any other unique circumstances (including tax considerations, legal or regulatory constraints, etc.), and any other relevant information that would affect investment policy.

b) Determine that an investment is suitable to a client's financial situation.

C. Trading

The Directors and employees of the Company must:

1. Not act, or cause others to act, on material nonpublic information that could affect the value of a publicly traded investment.

2. Give priority to investments made on behalf of the client over those that benefit their own interests.

3. Use commissions generated from client trades only to pay for investment-related products or services that directly assist the Manager in its investment decision-making process and not in the management of the firm.

4. Maximize client portfolio value by seeking best execution for all client transactions.

5. Establish policies to ensure fair and equitable trade allocation among client accounts.

D. Compliance and Support

The Directors and employees of the Company must:

1. Develop and maintain policies and procedures to ensure that their activities comply with the provisions of this Code and all applicable legal and regulatory requirements.

2. Appoint a compliance officer responsible for administering the policies and procedures and for investigating complaints regarding the conduct of the Manager or its personnel.

3. Ensure portfolio information provided to clients by the Manager is accurate and complete and arrange for independent third-party confirmation or review of such information.

4. Maintain records for an appropriate period of time in an easily accessible format.

5. Employ qualified staff and sufficient human and technological resources to thoroughly investigate, analyze, implement, and monitor investment decisions and actions.

6. Establish a business-continuity plan to address disaster recovery or periodic disruptions of the financial markets.

E. Performance and Valuation

The Directors and employees of the Company must:

1. Present performance information that is fair, accurate, relevant, timely, and complete. Managers must not misrepresent the performance of individual portfolios or of their firm.

2. Use fair market prices to value client holdings and apply, in good faith, methods to determine the fair value of any securities for which no readily available, independent, third-party market quotation is available.

F. Disclosures

The Directors and employees of the Company must:

1. Communicate with clients on an ongoing and timely basis.

2. Ensure that disclosures are prominent, truthful, accurate, complete, and understandable and are presented in a format that communicates the information effectively.

3. Include any material facts when making disclosures or providing information to clients regarding themselves, their personnel, investments, or the investment process.

4. Disclose the following:

a) Conflicts of interests generated by any relationships with brokers or other entities, other client accounts, fee structures, or other matters.

b) Regulatory or disciplinary action taken against the Manager or its personnel related to professional conduct.

c) The investment process, including information regarding lock-up periods, strategies, risk factors, and use of derivatives and leverage.

d) Management fees and other investment costs charged to investors, including what costs are included in the fees and the methodologies for determining fees and costs.

e) The amount of any soft or bundled commissions, the goods and/or services received in return, and how those goods and/or services benefit the client.

f) The performance of clients' investments on a regular and timely basis.

g) Valuation methods used to make investment decisions and value client holdings.

h) Shareholder voting policies.

i) Trade allocation policies.

j) Results of the review or audit of the fund or account.

k) Significant personnel or organizational changes that have occurred at the Manager.

Adherence to Human Resources Manual  

In all respects, the terms and condition contained in the Human Resources Manual known as Employee Handbook shall be binding on each employee and in case of conflict between any of the terms and conditions contained in this Statement and the Employee Handbook on any matter, the pertinent term or condition contained in the Employee Handbook will prevail.  

Declaration

I have read and understood the above Statement of Ethics and Code of Professional Conduct and I hereby agree to abide by it.

__________________________
___________________________

Name 
Signature 

ANNEXURE J:

Management Trainee Officer – MTO

LETTER OF CONTRACT
Dear ____________________,

We are pleased to offer you a position as Management Trainee Officer in our organization. You will report to _________________________and will be based at our Head Office. Following are the terms and conditions:

1.
The services to be performed are listed in the Attachment. It will be your responsibility to carry out this work to our satisfaction.

2.
In consideration of and subject to the due performance of your obligations under this Agreement the Company agrees to pay the monthly stipend (in PKR) of Rs. _______________

3.
You will also be entitled to a Retention Bonus of Rs. 60,000/-upon successful completion of this training contract to be certified by the Company's ___________. Since the retention bonus entitlement is linked with the completion of this training contract, please note that there will be no entitlement to the retention bonus if the contract is terminated either by us or you before the completion this contract, or if you did not otherwise if your training was not successfully completed as adjudged by _________________.
4.
The above payment will be subject to deduction of income tax at the prevalent rate and any other statutory deductions.  It is clearly understood that it will be your sole responsibility to make the payment of all taxes including tax in respect of the payment made hereunder. The Company reserves the right in its absolute discretion to deduct from your salary or other benefits payable to you or require payment from you, any money which you directly or indirectly owe to the Company.

5.
It is clearly understood by you that except for the consideration herein provided; you shall not be entitled to any other payment/facility on any account whatsoever.

6.
It is clearly understood by you that you shall not at any time either during the continuance of this Agreement or thereafter divulge or use any information which you may acquire during the term of this Agreement in a manner which may directly or indirectly be detrimental to the interests of the Company or any Funds managed by the Company.

7.
The Company takes no responsibility for your acts and omissions that are not connected or concerned with your duties as set out in this Contract. The Company will not be in any way responsible for any loss due to any crime committed by you or anyone against you.
8.
If any provision or part of a provision of this contract is in conflict with or is held to be unenforceable or invalid under the applicable law, the legality and validity of the remainder of this contract will not be affected.

9.
This agreement will in no way bind, restrain or prevent the Company from performing such services for others by its own staff or from using the services of other contractor or contractors for performance of same and/or similar services as are covered by this Agreement.

10.
You shall not in any way assign or sub-contract or make any other arrangements with third parties to carry out your obligations under this Agreement.

11.
All financial settlements, reports and billings rendered by you to the Company shall in reasonable detail, accurately and fairly reflect facts about all activities and transactions handled for the account of the Company. 

12.
You shall exercise reasonable care and diligence to prevent any actions or conditions which could result in a conflict with the Company's best interests.  This obligation shall apply to your activities with the Company's employees, and their families, of the Company vendors, subcontractors and third parties arising from this Agreement and accomplishing services hereunder.  Your efforts shall include, but not be limited to establishing precautions to prevent your employees or agents from making, receiving, providing, or offering substantial gifts, entertainment, payments, loans or other considerations for the purpose of influencing individuals to act contrary to the Company's best interest.

13.
Should any recourse to the Court of Law become necessary, the parties hereto submit to the Jurisdiction of the Courts of Law at Karachi which courts shall have exclusive jurisdiction to settle any claims and/or dispute arising out of this Agreement or any acts done in pursuance thereof regardless of the location of place of business of parties hereto or the place where work is to be performed or arbitration proceedings held.

14.
This Agreement supersedes all arrangements, agreements, under standing whether written or oral reached or purported to have been reached between the Parties hereto prior to the Agreement.

15.
This Agreement shall be deemed to have commenced from __________________and shall remain in force up to ____________________ unless terminated by the Company or by you by giving 30 days clear notice in writing.  The Company may terminate this Agreement without notice if your services are found unsatisfactory by the Company of which the Company shall be the sole judge.

16.
You expressly agree that any intellectual property created by you while working on matters connected with the Company or any of its clients shall be work made for hire, and as such, all intellectual property rights shall remain that of the Company and you will have no interest whatsoever in any such intellectual property rights. You unconditionally agree to waive any and all moral or legal rights and/or claims in relation to any intellectual property you create and agree that the work can be used in the future, without further reference to you in any jurisdiction.

If the above terms and conditions are acceptable to you, please sign the duplicate of this letter at the place indicated in token of acceptance.

_______________________


__________________

Head of Human Resources


Head of Department
The above terms and conditions are acceptable.

_____________________






Signature of MTO
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