-~ *‘ o

- - ) o
| ’;ﬂ; Vo=~ , ADIB Hylm;_m

Learning & Development Policy
skl 5 )il Al

06 January 2023 2023 »\-: 06

ADIB - Policy

- o))l gubsgsl Um0

United Arab Emirates

Saatial) Ay jall &l jlaY)

-

§ - L=
"‘A* :)1’ ‘A '
——_

M
- :
A~ Ty

nternal




i L S , ADIB @ =—x">=i
Document Name: Learning & Development Policy -
Table of Contents
OVERVIEW. ...ttt ettt ettt e e e e e ettt e e e e e e e e e sttt et e e e e e e e s e s bbbt eeeeeeeeeanssbbaneeeeeeeeannnes 3
F o o o I (@0 = I I PP PPPPR PP 3
POLICY OWNER......cc ittt e e e e e e e et e e e e e e e s e e e e e e e e e s sasbraaaaaeeeesnnsnrnnees 3
POLICY STATEMENTS. ..ottt e e e e e e e e e e e e e s st eeeeeeasaasssaeeeeaeeeeeeannseneees 3
RISKS AND CONTROLS . ...ttt ettt e e s e e e e e e e s s bbbt e e e e e e s e snbbrreeeeeeeenanns 3
EXCEPTIONS . ..ottt e et e e e e e e e ettt e e e e e e e e s e aa e e e e eeaeeeesaasaeeaaeaaeeeeasnsnnees 3
APPENDIXES. ..ottt i i ittt ettt e e et e e e e e e e e sttt e e e e e e e e e e a——rreeaeeaaa i —atraaaeeennnnrraees 3
TSRS ST SR URTTRPTPRTTRROS Aale
OSSO Gl
oottt ettt ettt ettt ettt ettt a e Ladgud
Qo ettt ARt A bRttt R Rt t ek R ettt ettt e ettt ne e Al ¢
Aottt ettt ettt et e ettt et e e eneaaens byl guall g ok
e — e e e e —— e et e ee—e e e e e e aa—e e e —ee e aee et e anateeaaraeeareeeaaes el
A ettt ettt e e e e e a——————eeee e e e e —————teteeeeaaaaataateeeeeae e e nrareaaaeeeenannrrees ek
Policy Title and Code Joludl acl g8y duizall S
Page 2 of 7




T— - —~— = T -
S - —u , ADIB @ /===

-~
Document Name: Learning & Development Policy

Overview

Abu Dhabi Islamic Bank (‘the Group,’ ‘ADIB’, ‘we’, ‘us’, ‘our’) understands the significance and the major
role that our employees have on our performance. Therefore, we strive to reinforce employee
empowerment, development, and satisfaction, by integrating best-practice standards into training, and
related policies and procedures.

Applicability

Policy Purpose

Being a comprehensive part of our strategy, ADIB sets out this Learning and Development Policy (“The
Policy”) to demonstrate our commitment towards developing and empowering our employees, and to
equip them with the necessary skills to achieve business success.

Policy Scope

This Policy is mandatory for all ADIB managers, part-time and full-time employees, and contractors. We
fully adhere to this Policy and expect our employees to fulfil their commitment towards this Policy in all
jurisdictions in which we operate.

Policy Owner

The HR department has the overall responsibility for assuring that the Policy complies with ADIB
requirements. We shall routinely analyse business and individual training and development needs to
provide employees with a variety of learning and development initiatives.

Responsibilities of Individual Employees

In order to empower its employees' professional development, ADIB expects its employees to
familiarise themselves with this Policy and identify learning and development opportunities based on
their needs that will enhance work performance.

Responsibilities of Line Managers

To ensure that employees are developing in line with the ADIB requirements, line managers shall be
familiar with, and adhere to, this Policy in their line management of staff. Line managers are required to
conduct regular and considered assessments of the performance of every employee under their care to
identify and analyse gaps.

Learning and Development Department

To maximise the efficiency of training programmes, The Learning and Development Department shall
develop the annual training plan for the entire Bank based on the analysis of training requirements
undertaken through discussions with line managers and department heads. Furthermore, The Learning
and Development Department oversees ADIB’s consolidated training budget.

Human Resources Department

On an annual basis, the HR department prepares and outlines a schedule to ensure appropriateness
and relevance of actions and changes. All external courses and scholarship programmes must be
approved by the Learning and Development Department. The Learning and Development Department
is also responsible for reviewing and approving the training programmes and succession plans
submitted by each division.
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Policy Statements

Mandatory Training

All employees must attend a compulsory training to fulfil the requirements of the positions they occupy.
Employees must complete the training within a specified timeframe with a minimum passing score for
each course they take.

Career Development Programmes

ADIB is entitled to determine employees’ training requirements and the most effective ways to meet
them. We will therefore create learning and development initiatives based on identified training needs.
The types of Development Programmes include:

In-house Training

In-house training involves the use of ADIB’s own resources and expertise and is held at our own
premises. These trainings shall be given a priority over the other types of training.

External Training

e Local Courses

Local Courses are conducted at a third party entity within the UAE. They take place if the number of
nominations for a training course does not justify the conduct of an in-house training programme. In
such an event, ADIB shall make the adequate arrangements.

e Training Courses Abroad (External Courses)

External courses are conducted outside the UAE to meet specific objectives for selected employees.
ADIB may arrange for External Courses when such training and development programmes are not
available in the UAE. Discretion should be used to examine all digital/remote learning opportunities
before resorting to abroad learning.

Leadership Programmes

ADIB offers a wide range of initiatives to our high and top performing nationals to help them possess
leadership skills and emerge in managerial positions. The initiativies include Tamkeen and Qiyadat
which are extended to UAE National staff of Manager-level and above.

ADIB supports young UAE National employees who are aiming to continue their post-secondary
education whilst they are working for the Bank through its Scholarship Programme. Additionally, we
provide internships for students with preference given to UAE Nationals. Students will be selected
based on their willingness to learn and their ability to add value to ADIB and their studies.

Talent Development and Succession Planning

In order to have adequate succession plannning in place, each division shall identify and develop its
own talent and succession plan as per the schedule outlined by the HR department. In addition, each
division shall draft talent grids and succession plans for the relevant roles within their mandate.

Employee Engagement

ADIB shall collect feedback from its employees, as necessary, to help ensure a high satisfaction rate
and the delivery of training programmes that meet employees’ needs. This will ensure high retention
rates and the avoidance of high employee turnover. We engage with employees through satisfaction
surveys, and structured post survey action plans for development areas.

Performance Evaluation

ADIB is committed to developing a performance evaluation system that provides dedicated constructive
feedback. The system turns the feedback into actionable insights to improve the quality of employees’
work by setting and monitoring goals. The evaluation process is conducted twice a year and on an
individual basis. Moreover, ADIB is committed to providing platforms for employees to raise any
concerns regarding their career development.
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Risks and Controls

Operational Risk Management

The identification, assessment and monitoring of operational risk related to (Learning and Development
Policy) is undertaken as per the GORM Guidelines. In terms of Operational risk management tools; this
includes periodic risk identification, assessment, control testing as well as issues & actions identification
and tracking. In terms of Operational risk definition and coverage; this is in line with Basel definition which
is ‘the risk of loss resulting from inadequate or failed internal processes, people and systems or from
external events.” This definition includes legal, compliance, information security and sharia’ risks.

Exceptions
There are no exceptions to this Policy.

Appendixes

Annex I: Acronyms

Acronym Definition
ADIB Abu Dhabi Islamic Bank
HR Human Resources
UAE United Arab Emirates
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